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The Path to Teacher Certification: 
what happens next and how soon?

Home of the

Step One…Prepare to Graduate

Submit a “Declaration of Candidacy for 
Degree or Certificate” to the Education 
office. Please be sure to include audit 
sheets from your Majors and minors.

It must be signed by your major/minor 
Dept. Head.

Turn in ONE SEMESTER AHEAD
(due in October for a May graduation)

We will make and keep a copy for 
your permanent file and send the 
original to Stella DePlonty in the 
Registrar’s office.

Don’t call Stella to see if she got it, if 
she thinks it is complete, or in any 
way be a pest. 

• WAITfor your “Preliminary Degree 
Audit”

• READyour “Preliminary Degree 
Audit” looking for warning signs that 
you have NOT met all requirements 
for Graduation.

• If no problems – then…
Congratulations!

If you have problems, such 
as…

•You have classes yet to take, 

•Your file is missing a copy of a 
“Course Substitution/Waiver 
form.

•Your over-all GPA is below the 
minimum 2.7

•The GPA in your Major or 
minors, or EPP is below 2.7

If you have problems, such as…



You WILLbe getting a letter from 
Ms. DePlonty alerting you of the 
problem.  YOU MUSTresubmit the 
Declaration of Candidacy with your 

revised graduation date.
Until then…

Resolve the issues, see your advisor, 
remediate your grades, etc.

Then…
If you don’t address the 

outstanding issues…

• You can’t graduate and YOUR 
CERTIFICATION STOPS 

HERE

Otherwise your paperwork 
continues…

You must next  (toward the middle 
of your internship) file:

Form F200 Application for Initial 
Provisional Certificate



This form must be filled out in its 
entirety.

(By “entirety” we mean that you will fill in all the 
boxes; not leave boxes empty; write something 

in every box; and not leave blanks spaces where 
we have to guess what you mean, when you took 
the tests or whether you want your subject area 

endorsements or not)

Not doing so will delay your 
certification.

* Canadian students

In addition to the Form F200 Application
for Initial Provisional Certificate,

fill out and submit to the Education Dept. 
Form 220 Student Information Release

This allows us to send your transcript, with 
a nice letter about your program,

to the OCT .
(These are sent at the time of 

your 90-day letter.)

If you haven’t taken the MTTC subject 
area tests in your Major or minors…

MTTC  Subject Area Tests
• YOUR CERTIFICATION 

STOPS* HERE

Ok, technically you are only required to pass the MTTC 
for your secondary major, or the elementary exam.  

However, you can’t have a certificate endorsement for 
any subject(s) for which you have not a) completed an 

approved program and b) passed the MTTC



Have you submitted copies of:

1st Aid and CPR Certification?

F025 Criminal Disclosure?

Paperwork goes to Mr. Kerfoot.  He checks…

MTTC tests taken and passed…

University Supervisor’s name and your 
University Supervisor’s final 
recommendation.

• (You fill in your teacher’s name, DATES, 
building, grade, subjects taught*)

*you placement needs to be at the grade 
levels and subjects for which you are 
qualified

Mr. Kerfoot also fills in …

YOUR CERTIFICATION 
STOPS HERE

If you are missing any part of those 5 
items…

• Mr. Kerfoot may inform you of items 
missing by e-mail or regular mail.  
You have all the time in the world to 
get the missing items taken care of.  
However, you will not be 
recommended for certification until 
they have been submitted!

Next stop, Final Signature!

• Grades for EDUC480/492/602 or 
605

• Certificate type 
{Elementary/Secondary}

• Endorsements 
{Based on MTTC tests}

• Date approved  and signature

We complete the form by filling in…

• YOUR CERTIFICATION 
STOPS HERE

If you are missing grades, have an 
incomplete, or still have classes to take…



At this point, you should know if you have 
outstanding classes or an incomplete that needs 
to be taken care of.  We do not send out letters or 

e-mails.  

IF IT IS INCOMPLETE - Your form is placed 
in a “holding” file. Certification will continue 

only after all grades/classes are completed.

• The completed Form 200-E’s are then 
copied for your file and the originals sent 
to the Certification Officer.

• Ms. DePlonty submits the information 
from the Form F200-E to the Michigan 
Department of Education electronically 
or manually (paper copy), whichever the 
MDE requires*.

* Candidates with criminal convictions are subject to possible delays in processing

• After completion of theF200 we will 
prepare (but NOT send) your “90 Day 
Letter” which states that you are a 
recommended teacher candidate pending 
state issuance of your teacher 
certification; and for our Canadian 
students, the letter to the Ontario College 
of Teachers is prepared (but not sent).  

Name
Address
City, State Zip

Date
Dear F_Name,

Congratulations!  You have completed the teacher education program requirements and 
the university will forward a recommendation to the Michigan Department of Education 
for your teacher certification.

Our records show that you have the following:

Major:  
Minor(s):  
Level: 
Endorsement(s):  

This letter is valid for 3 months from the date indicated at the top of this letter.  It may be
given to prospective employers as confirmation of your pending certification.  After the
expiration of this letter, a valid certificate must be presented to an employer, or prospective 
employer, as verification of the required certification.

The Michigan Department of Education will send you a bill for the certification fee.  When
the fee has been submitted, your certificate will be sent to you directly from their offices.  
If additional information is needed, please contact me at 906-635-2811.

These will be sent to you (and the 
OCT) as soon as the MDE lets us 
know your certification 
documentation was accepted and 
screening complete. 

Almost there!

• WAITfor the MDE to send you a bill (No, 
I don’t know what the amount is, sorry!) 
you pay the bill and your Michigan 
certificate will be sent.

• Monitor the progress on the MDE 
website:

http://mdoe.state.mi.us/teachercert



*Canadian students

• In order to expedite your certification, 
you may have the bill and certificate sent 
to the education office instead of your 
home address.  As soon as the 
bill/certificate arrives we will give you a 
call, you can zip across the bridge and 
retrieve your prize!

• It is obvious by now, this is a long 
process.  Just because your 
paperwork was turned in doesn’t 
necessarily mean it will be taken care 
of that day.

With all that said…

Other reasons for a hold up…
• Each and every one of the above 

mentioned faculty/staff have many 
things to do in the course of a day. 
Your certification is top priority, but 
it still may have to sit for a day or 
two before it can be processed.

• If you finish your internship in May, 
Ms. DePlonty has up to 600 students 
to “graduate” before she can even 
think of processing your paperwork.

• If you finish your internship in 
December, the University is closed 
until mid-January.  No one is here to 
process the paperwork which means 
it will be delayed.

• Other professors may not have 
submitted/changed grades.



• Once the Michigan Department of 
Education has your information, we have 
no control over how long the process 
takes.  

• Individuals with criminal records are NOT 
be submitted on the electronic file system 
and will they be processed manually by the 
MDE (90-day letters cannot be sent in 
these cases since MDE review can take a 
long time).

• The entire process, from start to 
finish, can take up to 3 months.

• You can check the progress for your 
certificate on the MDE website:

• https://mdoe.state.mi.us/teachercert/

• Generally, you will receive your 
certificate before your 90-Day Letter 
expires.

One last note to the Canadian 
students!

Just when you thought you 
were done…

• Whenyou receive your certificate, you 
must submit one last document.  
Complete Form F225 Request for Letter 
of Professional Standing

• Yousend the MDE this letter asking 
MDE to send a letter to the OCT stating 
that your teaching certificate has not 
been revoked or rescinded.

F225-a



Who to contact for Questions

Review this slideshow from our website:
http://lssu.edu/education


