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The mission of the School of Education is to develop educators who are intellectual, ethical, and pedagogical leaders within a collaborative educational community committed to serving the diverse needs of learners of all ages.

Message from the Office of Licensure and Field Placement

Dear Student Adminstrator, Supervising Practitioner, and College Supervisor:

I am honored to welcome you to the practicum experience at Salem State College.  This handbook has been prepared to assist student adminstrators, supervising practitioners, and college supervisors in supporting prospective administrators along the path to professional practice.  A rigorous academic and field experience is provided to help students expand their content and professional knowledge.  This foundation ensures successful learning experiences for the students whose lives are touched by our emerging teachers and professionals.

It should be noted that practicum candidates have completed a screening process for program admission and eligibility for admission into a field experience. Candidates have met the following requirements as they apply to their program.

· matriculation into an Graduate Initial licensure program 

· a passing score on the Communication and Literacy portion of the MTEL

· successful completion of all prerequisite courses and pre-practicum field experiences 

· a 2.75 or better cumulative grade point average

· a 3.0 or better cumulative grade point average in the major

· field-based experiences prior to the practicum

Over the course of the semester the student administrator, supervising practitioner, and college supervisor work collaboratively to make the student administrative practicum a rich and rewarding learning experience. This handbook provides information regarding college policies, practicum requirements for licensure, the student administrator’s roles and responsibilities and practicum evaluation forms.  In order to ensure endorsement for certification and licensure by the Massachusetts Department of Education, all parties (student administrator, practitioner, and supervisor) must complete the necessary paperwork outlined in this handbook.

The Office of Licensure and Field Placement is here to assist you! Please do not hesitate to contact our office (978.542.6472 or tsmith@salemstate.edu ) if you have further questions or concerns.  I wish you success in your journey to becoming an administrator and thank our cooperating practitioners and college supervisors for their continued support in preparing our future professionals.

Sincerely,

i
Theresa M. Smith

Coordinator of Licensure and Field Placement

Overview
      Consistent with the Salem State College mission, the practicum experience of 300 hours is based on the belief in the existence of a changing but identifiable body of professional knowledge and related skills that must be mastered by evolving school leaders to be effective over time.  Carefully designed courses provide this mastery of knowledge and skills in advance of the practicum experience.  The practicum is much more than the opportunity to apply and practice knowledge and skills.  Indeed, it involves reflective practice—that is, the development of the capacity by aspiring school leaders to draw on course learning, past experiences, professional reading, and quality conversations with mentors to think clearly and act wisely.  Senge (2000) sees this experience more simply as inquiry, reflection, and growth.

    The practicum is structured to provide the intern meaningful observations, training, and considerable actual assuming of responsibility in five performance areas defined by the Massachusetts Department of Education (DOE).  It is crucial to this process that interns have the opportunity to demonstrate and to document competencies that meet standards based on indicators in each of the performance areas.  To this end, the intern has close and continual support from a college supervisor and a cooperating practitioner who is the onsite mentor.  The intern,

college supervisor, and cooperating practitioner participate in at least three meetings on site that include review of intern activities, documentation of hours, and balance among the five performance areas.  At the summative three-way meeting, the college supervisor and cooperating practitioner review documentation and evidence and then rate the intern on the DOE Pre-Service Performance Assessment and complete required forms.

    What follows is a journey through the process.  It does not include the application part that should be behind interns by now but begins with rechecking eligibility and takes the intern to the point where the Office of Licensure and Field Placement has all required documents.

                                                      ELIGIBILITY

One of the realities of the licensing process is change so an up-to-the-minute check with DOE on eligibility is a good practice.  The CAGS program at Salem State College is approved for licensure as principal/vice principal PreK-12 and for supervisor/director on the elementary level and in specific areas, such as physical education.  Anyone seeking a license as a supervisor/director on the secondary level or other in areas, such as special education or guidance, must make sure that he or she has taken the required courses before undertaking the practicum experience.

Intern candidates, who have completed their applications and are definitely eligible, should file Practicum Verification Forms with the Office of Licensure and Field Placement and with the assigned college supervisor.

PLANNING WITH COOPERATING PRACTITIONER

    
CAGS students have been encouraged to start logging some practicum hours before the actual start of the semester and have been briefed on what typically counts.  Once enrolled, however, it is time to collaborate with the cooperating practitioner on roles, expectations, authority, and a plan to complete 300 hours balanced over the five performance areas.  Both the intern and the cooperating practitioner need to think and confer about what activities, roles, and responsibilities which meet both the intern’s and the school’s needs and, of course, what counts.  The cooperating practitioner decides what counts.  The intern who is a classroom teacher cannot count in class activities but can get credit for hours in school wide supervision or curriculum work that includes other teachers and students.  For example, most cooperating practitioners accept the intern’s action research hours done outside the classroom.  Shadowing, taking over for an absent administrator, or being assigned to the office are particularly good experiences and evidence of meeting several standards.  Intern activities need to be meaningful and worthy of the program and profession.  An understanding needs to be reached and a very general plan agreed upon.  Once this is done, the cooperating practitioner should be asked to sign a weekly log. In any cases where hours may be in question, the log becomes the key document.  

THREE-WAY MEETINGS

    College supervisors have developed their individual ways of ensuring that three-way meetings are highly productive.  It is also important that college supervisor leave with information on the intern’s activities for the period of time covered in the supervisor’s report.  An effective practice is to ask the intern to prepare informal notes on a form that outlines major activities by standards and can be referred to by the supervisor during and after the three-way conference.  This and the log contribute to a more comprehensive and accurate formative report.  In addition to celebrating successes, the major objectives of the three-way meetings are to assess progress on hours and on balance across the five performance areas and to make recommendations for intern activities during the next time period.

QUALITY CONVERSATIONS
     The intern, the cooperating practitioner, and the college supervisor share the responsibility for continual, valuable, and relevant communication throughout the practicum experience timing and topics are matters of professionalism and of sound judgment.  Schools are busy places.  Therefore, the concept of quality conversations has taken hold in field experience programs, particularly between the intern and the cooperating practitioner.  An honest and open mentoring relationship is crucial and has to exist for the intern to grow and for the cooperating practitioner to see the value of his or her efforts.  Between three-way meetings, the intern should keep in contact with his or her college supervisor by e mail or other agreed upon means.  No problem should persist without awareness and response, and no meaningful accomplishment pass without positive comment or celebration.

PRE-SERVICE ASSESSMENT

    The final three-way meeting requires the most preparation.  However, if the intern has been thoughtful and taken the time to build and to organize his or her evidence by standard regularly over time, the work is already done.  The intern is responsible for completing the evidence sections of the Pre-Service Assessment in advance of the final meeting.  Evidence for each indicator generally is described in three ways: log, artifact and/or observation.  The log serves as the major evidence that all indicators have been met; artifacts are reports, action research, agendas, or other materials that demonstrate competencies; observations are by the cooperating practitioner and are evidence of the intern’s demonstrated ability to act wisely, exercise good judgment, use technology, speak clearly, or meet the many abstract competencies included in the standards.
     With the evidence reviewed and on hand, the college supervisor and the cooperating practitioner rate the intern on the five performance standards.  If the ratings are “meets” or “exceeds,” the final step is completion by all three of the DOE Pre-Service Assessment form .The intern then initiates the licensure process electronically with DOE and gives the college supervisor an Intent to Apply for Licensure form .This completes a package of reports and forms that the college supervisor submits to the Office of Licensure and Field Placement.  The intern should maintain a portfolio that includes the log, evidence, and copies of all forms and reports related to the practicum experience.

EXAMPLES OF ACTIVITIES BY STANDARD

	STANDARD
	ACTIVITIES

	LEADERSHIP
	Plans and chairs meetings, action research, plans

and conducts professional  development sessions, serves on school council, plans awards programs and ways to recognize student achievement, serves on curriculum committees, does analysis of MCAS and other test data to inform curriculum work, instruction, and professional development, observes and mentors new teachers, serves on leadership team

	ADMINISTRATION
	Shadows administrator, Plans and chairs meetings, assumes case load of students for discipline and advising, plans and conducts professional development sessions, does  analysis of MCAS and other test data to inform curriculum work, instruction, and Professional development,

observes and mentors new teachers; observes and assists with budget process, attends budget hearings, supervision in school, field trips, and social events

	EQUITY
	Assumes case load of students for discipline and advising, serves on school 

council, plans awards programs and ways to recognize student achievement, does analysis of MCAS and other data to inform curriculum work, instruction, and professional development, serves on 504 committees, works as mediator and resolves conflict, works, on school improvement

	COMMUNITY RELATIONSHIPS
	Calls parents on absent students, plans/assists with parent meetings, develops outreach strategies to parents and community, assists with media releases, observes local government meeting, serves on school council, plans awards programs and ways to recognize student achievement 

	PROFESSIONAL

RESPONSIBILITIES
	Shadows administrator, plans and chairs meetings, assumes case load of students for discipline and advising, action research; plans and conducts professional development sessions, serves on school council , does analysis of MCAS and other test data to inform curriculum work, instruction, and professional development; observes and mentors new teachers, serves on textbook adoption committees
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Practicum Verification Form

	Student Intern:
	

	
	Last,
	First
	MI

	
	
	
	

	Student Social Security #:
	
	-
	
	-
	
	Birthdate:
	
	-
	
	-
	

	

	

	Cooperating Practitioner:
	

	
	

	MA License#:
	
	Years of Experience:
	

	
	

	Do you hold a professional (standard) license?
	
	If no, are you exempt?
	

	
	
	
	

	Practicum Site:
	

	
	
	
	

	Site Address:
	

	
	
	
	

	Principal/Director:
	

	
	
	
	

	
	
	
	

	

	
	
	
	

	College Supervisor:
	


Professional Standards for Administrators
 (a) Leadership 

1. Articulates the purposes of education and the place of public schools in the United States of America. 

2. Articulates vision and mission. 

3. Reviews, evaluates, and revises instructional programs on the basis of sound information and relevant data. 

4. Knows and encourages appropriate uses of instructional technologies. 

5. Promotes activities that honor academic excellence. 

6. Involves staff in preparing and implementing professional development plans that are related to improved student learning. 

7. Helps staff align their curriculum with the state's curriculum frameworks. 

8. Understands principles of mentoring and provides new teachers with mentors. 

9. Encourages experimentation and rigorous evaluation of new pedagogical approaches. 

10. Plans effectively for the implementation of policy decisions, taking into account unanticipated consequences and costs. 

(b) Administration 

1. Demonstrates effective oral and written communication skills. 

2. Uses effective methods of personnel selection, supervision, and evaluation. 

3. Identifies, implements, and evaluates content-based instruction based on the Massachusetts Curriculum Frameworks. 

4. Practices relevant fiscal management policies and procedures. 

5. Uses technology appropriately for his or her professional position. 

6. Acts with integrity, fairness, and professionalism. 

7. Understands plant facilities and equipment management. 

(c) Equity 

1. Assures presence and quality of educational programs that address the needs, interests, and abilities of all students. 

2. Provides programs or activities that help all students acquire a positive civic identity and see themselves as integral members of our civic communities. 

3. Fosters understanding that effort is a key factor in achievement. 

4. Helps all students see themselves as unique individuals responsible for their own actions. 

5. Assures high academic expectations for all students. 

6. Holds teachers, students, and self to high standards of performance and behavior. 

(d) Community Relationships 

1. Involves families and other community members in developing the vision, goals, improvement plans, and programs for the school/district. 

2. Promotes partnerships among staff, families, the business community, and other community groups and uses community resources to enhance instruction. 

(e) Professional Responsibilities 

1. Meets his or her legal and moral responsibilities. 

2. Maintains interest in current developments in the professional discipline. 

3. Knows educational principles and research that promote sound practices. 

4. Studies educational research of relevance to professional responsibilities. 

5. Is familiar with the range of instructional programs and policies that can promote academic learning for all students. 

6. Is familiar with the range of student support services. 

7. Is familiar with the range of professional training programs and providers for prospective teachers. 

8. Knows multiple strategies to assess student performance. 

9. Understands approaches to organizational change, school-based management, and school restructuring. 

10. Understands federal, state, and municipal laws and regulations affecting schools, staff, and students including laws on disability, civil rights and responsibilities, issues of liability, and requirements of due process. 

11. Demonstrates understanding of current issues in American education.

Educational Leadership Practicum Plan
	Standard
	Activity
	Time Frame
	Hours

	Leadership


	
	
	

	Educational Administration


	
	
	

	Equity


	
	
	

	Community 

Relations


	
	
	

	Professional Responsibilities


	
	
	


Notes for Administrative Internship Visit                                Visit #_______

Intern: ______________________________________Date: ________________

Directions: Please list, in brief, internship activities for period covered by this visit in each of standard areas indicated below and give supervisor a copy at the outset of visit.

1. EFFECTIVE LEADERSHIP(Mission, vision, evaluation of instructional programs, use of technology, celebrates student excellence, professional development of teachers, aligns curriculum, mentors teachers, encourages innovation, planning and policy._______________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________

2.EFFECTIVE ADMINISTRATIVE SKILLS (Oral and written skills; personnel selection, supervision and evaluation; implements instruction based on frameworks, practices good financial management, uses technology, manages plant and equipment, acts with integrity, fairness and professionalism)___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.EQUITY (Assures programs serve all students equally, provides civic and community membership; fosters student effort and responsibility, hold students and teachers to high standards of performance and behavior)_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.COMMUNITY RELATIONS (Involves families and other community memebers in developing mission, improvement plans and programs; promotes community partnerships and uses community resources) ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. PROFESSIONAL RESPONSIBILITIES (Meets legal and moral responsibilties, is current in field and best practices, knows range of programs that promote academic learning, knows student support services, can arrange professional training for staff, uses assessment to improve student learning, understands organizational change)______________________________________________

________________________________________________________________________________________________________________________________
________________________________________________________________
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FORMATIVE REPORT FORM

	Student:
	
	S.S.#:
	

	
	
	
	

	Field Site:
	
	Grade/Subject:
	

	
	
	
	

	Observer:
	
	Date:
	

	
	

	FORMATIVE DATA:
	


	Rating Scale
	
	Standard
	Rating

	1-Does not meet the standard
	
	(a) Leadership
	

	2-Meets the standard
	
	(b) Administration
	

	3-exceeds the standard
	
	(c) Equity
	

	N/A-Not applicable
	
	(d) Community Relationships
	

	
	
	(e) Professional Responsibilities
	

	
	
	
	

	
	
	
	

	Observer’s signature:
	
	Date:
	


Educational Administration
Pre-Service Performance Assessment for Practicum or Practicum Equivalent

Candidate’s Name:__________________________________S.S.#________________

         License Field:_________________Grade Level(s):_________License Level__________
· Pre-Service Performance Assessment for Educational Leadership Candidates

	Standard l – Leadership


	

	Indicators
	Evidence

	Articulates the purposes of education and the place of public schools in the United States of America.

Articulates vision and mission.

Reviews, evaluates and revises instructional programs on the basis of sound informational and relevant data.

Knows and encourages appropriate uses of instructional technologies.

Promotes activities that honor academic excellence.

Involves staff in preparing and implementing professional development plans that are related to improved student learning

Helps staff align their curriculum with the state’s curriculum frameworks.

Understands principles of mentoring and provides new teachers with mentors.

Encourages experimentation and rigorous evaluation of new pedagogical.

Plans effectively for the implementation of policy decisions, taking into account unanticipated consequences and costs.


	


	Rating:


	Explanation of Rating for Standard l - Leadership


Rating Scale: 1=Does not Meet the Standard; 2=Meets the Standard, 3=Exceeds the Standard; NA=Not Applicable

Educational Administration

Pre-service Performance Assessment for Practicum or Practicum Equivalent

	Standard II- Administration

	Indicators
	Evidence

	Demonstrates effective oral and written communication skills.

Uses effective methods of personnel selection, supervision, and evaluation.

Identifies, implements, and evaluates content-based instruction based on the

Massachusetts Curriculum Frameworks.

Practices relevant fiscal management policies and procedures.

Uses technology appropriately for his or her professional position.

Acts with integrity fairness, and professionalism.

Understands plant facilities and equipment management.


	

	Rating:
	Explanation of Rating for Standard II - Administration

	Standard III – Equity

Indicators                                                                                              Evidence

	Assures presence and quality of educational programs that address the needs, interests, and abilities of all students.

Provides programs or activities that help all students acquire a positive civic identify and see themselves as integral members of our civic communities.

Fosters understanding is a key factor in achievement.

Helps all students see themselves as unique individuals responsible for their own actions.

Assures high academic expectation for all students.

Olds teachers, students, and self to high standards of performance and behavior.
	


	Rating:
	Explanation of Rating for Standard III - Equity


Rating Scale: 1=Does Not Meet the Standard; 2=Meets the Standard, 3=Exceeds the standard; NA=Not Applicable.
Educational Administration

Preservice Performance Assessment for Practicum or Practicum Equivalent

	Standard IV – Community Partnerships

	Indicators
	Evidence

	Involves families and other community members in developing 

The vision, goals, improvement plans, and programs for the school/district.

Promotes partnerships among staff, families, the business community, and other community groups and uses community resources to enhance instruction.
	

	Rating:
	


	Standard V – Professional responsibilities

	Indicators
	Evidence

	Meets her or her legal moral responsibilities.

Maintains interest in current developments in the professional discipline.

Knows educational principles and research that promote sound practices.

Studies educational research of relevance to professional responsibilities.

Is familiar with the range of instructional programs and polices that can promote academic leaning for all students.

Is familiar with the range of student support services.

Is familiar with the range of professional training programs and providers for prospective teachers.

Knows multiple strategies to assess student performance.

Understands federal, state, and municipal laws and regulations affecting schools, staff and students, including laws on disability, civil rights and responsibilities, issues of liability, and requirements of due process.

Demonstrates understanding of current issues on American education.
	


	Rating:
	Explanation of Rating for Standard V – Professional Responsibilities




Rating Scale: 1=Does Not Meet the Standard; 2=Meets the Standard, 3=Exceeds the Standard; NA=Not Applicable
Salem State College 

Educational Leadership

Experience Log

Candidate’s Name______________________________________ Date: ___________________________

	Activities
	Hours
	Standards

	
	
	I
	II
	III
	IV
	V

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Total Clock Hours             __________                 Documented by:_________________________


Total Clock Hours to Date __________

------------------------------------------------------------------------------------------------------------

Candidate’s Name______________________________________ Date: ___________________________

	Activities
	Hours
	Standards

	
	
	I
	II
	III
	IV
	V

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Total Clock Hours             __________                 Documented by:_________________________


Total Clock Hours to Date __________
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The Commonwealth of Massachusetts

Department of Education


350 Main Street, Malden, Massachusetts 02148-5023                                    Telephone: (781) 338-3000
Administrator Practicum or Practicum Equivalent Form

                                Professional Standards for Administrators: See 603 CMR 7.10.
Part I –To be completed by the applicant.

                                                            Practicum: _____________Practicum Equivalent: ___________
1. Legal Name: (print)_______________________________________________________________2. SSN: _________________________________________

3. Address: _______________________________________________________________________________________________________________________

4. Sponsoring Organization: _____________________________________________________Program & Level: ____________________________________

5. Practicum/Equivalent Course Number ( if applicable): ______________________________      Credit Hours: ____________________________________

Course Title: _____________________________________________________________________________________________________________________

6. Practicum/Equivalent Site: ______________________________________________________7: Grade Levels of Students: _________________________

8. Number of Clock Hours of Practicum/Practicum Equivalent: ____________________________________________________________________________

9. Other Massachusetts licenses held if any: __________________________________________________________________________________________

10. Have any components of the approved program been waived (see Regulations 7.03(1)(b)): Yes _______________No____________________________

Part II – To be completed by the Program Supervisor

Name: (print)___________________________________________________________________Position/Title_______________________________________

The Applicant completed a practicum/equivalent designed by the sponsoring organization as partial preparation for the following license:

License Field: _____________________________________________________________________Grade Level: ____________________________________

Part III – To be completed by the Supervising Practitioner

Name: (print)_____________________________________________________________________Position: _________________________________________

School System: _____________________________________________________License: Initial (# yrs. experience): ______or Professional: ____________

Massachusetts License #: ______________________________________________________Field(s): _____________________________________________

Part IV – Initial 1, 2, and 3.

1. Initial meeting held at which the Professional Standards and the procedures for evaluation were explained to the Applicant.

    Date: ________Applicant: _________________ Program Supervisor: __________________ Supervising Practitioner: ____________________________

2. Meeting held midway through the practicum at which the Applicant’s progress toward the Professional Standards was discussed.

    Date: ________Applicant: __________________ Program Supervisor: _________________ Supervising Practitioner: ____________________________

3. Final meeting held to complete evaluation and to allow Applicant an opportunity to raise questions and make comments.  

    Date: ________Applicant: __________________ Program Supervisor: _________________ Supervising Practitioner: ____________________________

Part V  Candidate has successfully completed the Preservice Performance Assessment Requirements (Sections: 7.03(2)(a)(4) & 7.09):

Yes: _____No: _____

Program Supervisor (sign): ____________________________________________________________________ Date: _____________________

Supervising Practitioner (sign): _________________________________________________________________ Date: _____________________

Mediator (if necessary: see Regulations 7.04(4))(sign): ______________________________________________ Date: _____________________

Massachusetts Department of Education 

On-Line Licensure Application

DATA PREPARATION FORM

Use this form as a guide for gathering the information that will be necessary to complete your online application for licensure with the Department of Education in the Commonwealth of Massachusetts.

Name: ________________________________
________________________
______





LAST




   
         FIRST


     MI


Maiden/Other Name(s): ______________________________________________

Social Security Number: _________-_______-________
Date of Birth: ______-______-______

Address: _____________________________________     City: ____________________________


State: _____________     County: ______________________     Zip: _______________

Phone: _______-_______-_________

E-Mail: ___________________________________

Degrees Held:

	Country
	State
	College/University
	Major
	Degree Earned/Expected
	Month Earned/Expected

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


License:


Field:  __Academic Teacher   __Specialist Teacher   __ Administrator    __ Professional Support Personnel


Field Name:_______________________________________


Level: __________________________


Type:   ___Preliminary
___Initial
   ___Professional

Affidavit:

Office of Licensure and Field Placement
SALEM STATE COLLEGE
Licensure Application Procedures

1. Carefully read the instruction below before beginning the process.

2. Log on to the MA Department of Education website at www.doe.mass.edu.

3. On the home page, click the dropdown menu in the upper right corner.  Choose “educator licensure information”. From there- click “academic.”
4. On the left hand box choose “apply online”.

5. On the log in screen, click “create ELAR profile”. This will take you to a screen to set up a log in and a password for yourself.  If you already hold a teaching license in the Commonwealth you should have an ELAR logon and password. If not, you must create a profile. 
6. At the log in screen, enter your user name and password.

7. The next screen welcomes you.  Click the “next” button.

8. Now, you are ready to begin entering data into your online application.  Begin by verifying all of the data that is reported.  Use the “edit” button to make changes to the information there.  You will want to add your educational background.

9. On the next screen, you will need to enter the license field, level, and type.  Click on the “field” drop down menu.  Choose academic teacher if your license is a teacher license.  If you are not seeking a teacher license, choose the appropriate item- administrator or professional support personnel.
10. Choose the correct level of licensure.

a.  early childhood

pk-2

b.  elementary

-
1-6

c.  middle school

5-8

d.  high school

-
8-12

e.  moderate special educ
pk-8 or 5-12

f.   physical education
-
pk-8 or 5-12

g.  visual art


pk-8 or 5-12

h.  guidance counselor
-
pk-8 or 5-12

i.   principal/asst. prin.
-
pk-6, 5-8, or 9-12

11. Continue through the screens.  Follow the directions as written.  You will come to a screen where you need to decide whether you will pay online or mail a bank check or money order to the Department of Education.  Be sure to read this carefully.  It will ask you to print the page to send with the check.

12. When you are done, please print the acknowledgement page.  This will help in tracking your application later.

13. INFORM the Office of Licensure and Field Placement that you have applied online for your license by completing the “intent to apply for licensure” form and attach a copy of your online receipt.  The lavender form should be returned to the office so that we can process the rest of your paperwork and endorse your online application.  You cannot get a license until the college’s licensure officer makes that endorsement.

14. The final web screen will also ask you to send an official transcript of your undergraduate work.  If you are completing your undergraduate work at Salem State, we will send your transcript for you. Please provide a check in the amount of $2.00 payable to the SSC Registrar so that we may secure a transcript on your behalf.  If you are a post-baccalaureate or graduate student, you will need to request an official copy of your undergraduate transcript(s) and submit your official undergraduate transcript to the Massachusetts Department of Education so that they may scan it into their files.
SALEM STATE COLLEGE

Office of Licensure and Field Placement
GRADUATE Intent to Apply for Educator Licensure

Name:

______________________________________   SSC ID #: ________________

S. S. #:
_______ - ______ - _________         Date of Birth: ______ - _______ - _______

License Sought:   __Initial 
 ___Professional         Field: ________________  Grades: ______

Requirements:


Degree Status:




_____
I completed my Baccalaureate Degree at ____________________ 

(Please ensure Baccalaureate Degree is on file with Massachusetts Department of Education if degree is from college or university other than Salem State College)




_____ I have completed my Master’s/CAGS degree at Salem State.




_____ I have not completed my Master’s/CAGS degree.  I anticipate

graduating _____________________.


Practicum:



_____ I completed a practicum assignment.

Location: ___________________________________________________

_____ I qualified for a reduction in practicum based on previous

teaching experience. (Copy of award letter is attached.)

Work Experience:




_____ The license I seek (principal/assistant principal, supervisor/director, 

specialist teacher of reading, or any professional license) requires proof of teaching experience.  I have attached an official letter from the school/district for which I worked verifying my experience. (Copy of letter on official letterhead is attached.)

Application:



_____ I applied online with the MA Department of Education for licensure

 

on ____________________(Copy of online receipt attached.)



_____ I do not intend to apply for licensure.

Request for Transcript:

I grant the Licensure Office at Salem State College permission to secure my official transcript for submission to the Massachusetts Department of Education. ($2.00 CHECK PAYABLE TO SSC REGISTRAR ATTACHED)

Signed: ______________________________________
Date: ______________

---------------------------------------------------------------------------------------------------------------------------

I have attached letter of experience (if necessary) DOE online receipt printout and $2.00 check payable to SSC Registrar for SSC transcript)                                          

please initial _______________


Approval:  
___ Qualifies for license specified
          ___ Does not qualify for license          By: _________

Online endorsement for Licensure: ______________
by: __________

Transcripts sent to MA DOE:  __________________
by: __________   

(revised September 10, 2007)

Frequently Asked Questions

The Massachusetts Department of Education and Salem State College is backlogged with endorsements and applications at this time.  Filing online speeds up the process considerably.  You should not expect to receive your license for at least 10-12 weeks.  

1. What if I get a job and need my license number?

The Office of Licensure and Field Placement will forward to each candidate who meets the eligibility requirements a letter that can be used as a placeholder for your teaching license.  Most school districts will accept this letter, as they know how long licenses take to be issued.

2. Do I have to send my transcripts to the Department of Education?

If you are an undergraduate at Salem State College, you do not have to send your undergraduate transcript to the DOE.  The Office of Licensure and Field Placement will forward it to the DOE once it is released from the Registrar’s Office.  This will be approximately four weeks after the semester ends.  This ensures that all of the grades that need to be posted have been posted and you have been cleared as a program completer.  Requesting your own transcript will not speed up this part of the process.
If you did not complete your undergraduate work at Salem State College, you will need to secure an official transcript of your undergraduate degree from your college or university and send it to the DOE on your own so that they may scan it into their files.

3. What do I do if I get lost completing the application?

The Office of Licensure and Field Placement is located in the Sullivan Building in Room 113-B.  Please visit our office and someone will assist you in working through the online licensure system.
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SALEM STATE COLLEGE


Office of Licensure and Field Placement


352 Lafayette Street     Salem, MA 01970


978-542-6472        tsmith@salemstate.edu
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