Reading Endorsement Handout

Complete the following steps to add an endorsement.

1. Visit the Available Endorsement website.
https://education.alaska.gov/teachercertification/available-endorsements
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Services Certification. You will also find the endorsement areas specific to limited certification types
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F?.eq uirements Endorsements on Teacher, Administrative, and Special Services certificates can only be granted based on Alaska's endorsement
shows methods of requirements as defined in regulations. (4 AAG 12)
receiving an

Teaching Requirements
endorsement.

Administrative & Special Services Requirements

Removing Endorsements

Expenence and Employment Reguiremenis:

é. Click on Apply to add endorsement.

Adding Endorsements

Endorsements may be added only to certificates two years or greater in length. Submit the Additional Endorsement application for the

certificate type.

3. CIICk'—’- Apply to add endorsement

The cost is $100 to add, remove, or modify each endorsement (not limited on the number).
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4. The link will take you to a new site. If you have been to this site before, login.
New users will need to register.
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If you are registering for the first time, a temporary password will be sent to
your email address. You will need to use that password and the link in the
email to finish the registration process.

5. After logging in,
e Scroll down to the Application section.
e Click New Application.
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6. Click and open each link. The buttons won'’t activate till the links are opened.

Q Alaska Department of Education Seftings
6. Click
Welcome to jThe Educator Application & Certification Hub Alaska (TEACH-AK)
To move fordvard with your applfcation, please follow these required steps: Each link will open in a new
. - : : tab. Click on the tab for this
1. Click here to review the cqftificate requirements and gather all supporting documents.

2. Download the TEACH-AK user guide for technical support during your application. screen to naVigate back to

3. Navigate back to TEACH-AK and select the category and certificate type you are applying for. this window.
4. Click the green “Create Application” button.
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7. The Category buttons will now be active.
e Select Miscellaneous. The Certificate Type section will appear.
e Select Add Endorsement.
e Click on Create Application.
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Welcome to The Educator Application & Certification Hub Alaska (TEACH-AK)
To move forward with your application, please follow these required steps:

1. Click here to review the certificate requirements and gather all supporting documents.

2. Download the TEACH-AK user guide for technical support during your application.

3. Navigate back to TEACH-AK and select the category and certificate type you are applying for.
4. Click the green “Create Application” button.
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8. A new window will open. Click on Save and Next. The Instruction page will be
complete and the screen will change.

Alaska Department of Education settings

@ Back to Dashboard

Add Endorsement

Instructions &3 E
Instructions

Add
Endorsement Instruct]
to License =B
Education e ADDING AN ENDORSEMENT
- Endorsements on Teacher, Administrative, and Special Services certificates can only be granted based on
Employment e Alaska's endorsement requirements as defined in regulations (4 AAC 12).
History - « The requirements for adding an endorsement to each type of certificate vary. Read more about exact
Public requirements for adding endorsements at the Endorsement Information webpage before proceeding with the
School application.
Experience
Employment €3

8. Click

History -

Education



9. Notice the green check mark that appears on the left side bar. You are now on the
Add Endorsement to License screen. (At this point, if you have to stop or get
timed out, your progress will be saved.) Click Add New.
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Qualifying endorsements will only be granted if they have been requested in this section of the application. Endorsements will only be granted based on Alaska's

endorsement requirements, You may only request endorsement areas listed under the Endorsements List for your certificate type,

1. Select/add your requested certificate endorsements.
2. Upload supporting docurments.

Examples:

« Updated transcripts

« Program Verification Forms

« Exam scores

« Verification of employment

« Qut-of-state certificate

+ Reading Teacher Efficiency Form
« Certificate of Completion
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10. From the drop down menus,

e Select the Endorsement Method.

e Select the Endorsement Requested. (Administrators, please select, AK Reads Act
K-3 Teacher until the administrator endorsement appears on the list. Teacher certification will
update it for you.)

e Click the Professional Teaching Certificate button.

e Click Save.
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11. Information will drop down into the next step of the form.
e Click Browse. A window will pop open.
e Select the file you want to upload from wherever it is stored on your computer.
e This is where you will submit your DEED approved course completion certificate or
the DEED reading endorsement approval letter.

Evaluation Method Endorsement Requested Grade Level Requested Status ! Actions

DEED-approved Coursework or Exam AK Reads Act K-3 Teacher Z i)
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To add new files for upload, please click "Browse”, or click-and-drag files into this area

12. The file will automatically appear in the Type section of the process.
e Verify the document appears in this section.
e Select the Type of document
e Click on Click here to Upload
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13. The information will drop down into the Document Type section.
e Verify the Document Type, File Name, Date, and Your Name are correct.
e Click Save and Next. This will take you to the final Affirmation screen.

Click here to Upload

EUpluaded Files
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13. Verify information then click.
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This completes the Add Endorsement to License step on the side bar. A new
checkmark will appear in that section. The rest of the sections have to be completed
to finish the process. The next step will be repeated to finish the process.



14. Read through the information on the screen.
e Select the button by the verification statement.
e Click Save and Next.
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A new check mark will appear in the Education section of the sidebar. Repeat this step for
all the rest of the sections. A new green check will appear each time you finish a section.

15. Complete the Affirmation step.
e Read the information.
e Select the button. (It will take you to a copy of the Code of Ethics. Use your
tabs to navigate back to this screen.)
e Verify your name is correct.
Fill in the Signature and Date boxes.
e Click Save and Next.
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The application process has been completed.



