	[image: image1.jpg]A C S A/ N The

N

for Site Leaders




	                        C.L.A.S.S. 

          Alternative Professional Clear

Administrative Services Credential Program

                              2012


CREDENTIAL COMPLETION PROCESS 
Recommendation for approval for the Alternative Professional Clear Administrative Services Credential will be made by the Leadership Coach and the Local Program Coordinator based upon the candidate’s successful demonstration that he/she has met the required leadership standards.

1. Local Program Coordinator is responsible for e-mailing the Application for Certificate of Completion and the Credential Recommendation Applicant Information to their local program coaches by April 30th.
2. Candidate and Coach should complete the Application for Certificate of Completion and the Credential Recommendation Applicant Information together.  The application should be signed by May 16th.
3. Coach must submit the signed Application for Certificate of Completion and the Credential Recommendation Applicant Information to the local program coordinator by May 31st.
4. The Local Program Coordinator approves the candidate for the credentialing process by signing the Candidate’s Application for Certificate of Completion.
5. The Local Program Coordinator will submit a completed Credential Completion Candidate Roster as cover sheet to a packet which will include copies of the Application for Certificate of Completion and Credential Recommendation Applicant Information for their candidates recommended for credentialing.  Send packets to: Jessaca Young ▪ ACSA ▪ 1029 J Street, Suite 500 ▪ Sacramento, CA  95814 ▪ by June 15th.   The Local Program Coordinator will maintain files of all signed applications.  
6. ACSA will process the candidate’s applications through CTC’s Online Credential Application process, based upon the information on the Credential Recommendation Applicant Information and Application for Certificate of Completion.  It is critical that we receive correct date of birth and social security number information as well as a valid e-mail address (if district email has a restrictive firewall, please provide an alternate e-mail that will allow mail receipt from ctc.ca.gov).  ACSA will complete the Online Credential Application submission process by June 29th.                
After the Online Credential Application has been submitted to CTC by ACSA, credential applicants will receive an automatic e-mail notification from CTC.  To complete the application process applicant must click on the hyperlink identified in the email notification, which will take you directly to the applicant login page on the CTC website.  To access their file, applicants will enter their social security number and date of birth.  Click the login button and follow the prompts.  All sections marked with an asterisk (*) must be filled in.  All questions answered with a “yes” response must include an explanation in the space provided.   Review the information you have entered for accuracy [Items to be completed by the applicant include: Credential Information, Personal Identification Information, Personal and Professional Fitness Questions, Application Summary, Oath and Affidavit, and Payment Processing].  Credential fee is $57 and payable by credit card only.  Click the “Submit Payment” button.  NOTE:  Be sure that the address entered on the payment screen matches the credit card billing address. 
7. If a candidate does not receive an e-mail response from CTC by July 29th, the information may be accessed manually online by going to www.ctc.ca.gov and following these steps:

· Click on the “Look up a Credential” link located on the left side of the screen

· Click “OK” on the Security Alert prompt
· Click on “Start the Student Applicant Login” link on left side of the screen
· This will take them to the applicant login page.  Enter social security number and date of birth and follow the prompts.
*If applicant is unable to access their application, contact Jessaca Downing at (916) 329-3843 or via e-mail at jdowning@acsa.org .
8. PROCESSING TIME:  10 business days after the applicant has paid the credential fees ($57).
QUESTIONS ABOUT CTC APPLICATION PROCESS?

Jessaca Downing
ACSA

916.329.3843

jdowning@acsa.org
Or

CTC Help Line
Send e-mail to:   iheonline.com
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	                             C.L.A.S.S. 

                  Alternative Professional Clear

      Administrative Services Credential Program

                        Credential Process

                  Responsibilities Defined




COACH Responsibilities

· To complete with the candidate, the Application for Certificate of Completion and Credential Recommendation Applicant Information no later than May 15th.

· To recommend the candidate for accreditation based upon the candidate’s successful demonstration that he/she has met the required leadership standards.

· To sign the candidates’ Application for Certificate of Completion.

· To forward the candidates’ Application for Certificate of Completion and Credential Recommendation Applicant Information to the local program coordinator no later than May 31st.
LOCAL PROGRAM COORDINATOR Responsibilities

· To provide coaches with Credential Recommendation Applicant Information and Credential Recommendation Applicant Information via e-mail no later than April 30th.
· To sign the candidates’ Application for Certificate of Completion signifying approval based on the coaches recommendation (applications should be received from coaches no later than May 31st.

· To submit a completed Credential Completion Candidate Roster of approved candidates along with copies of the Application for Certificate of Completion and Credential Recommendation Applicant Information to Jessaca Young ▪ ACSA ▪ 1029 J Street, Suite 500 ▪ Sacramento, CA  95814 ▪ no later than June 15th. 
· To maintain files of all signed/approved Applications for Certificate of Completion for all local program candidates.

ACSA/NTC Responsibilities

· To send each candidate a Letter of Completion and a Certificate of Completion.

· To maintain a complete database of approved credential candidates from all local programs

· To submit all credential applications.

CANDIDATE Responsibilities

· To complete and submit the Application for Certificate of Completion with his/her coach by May 15th.
· Respond to CTC email, pay fees and submit completed forms to finalize the application process.

· To retain a copy of all documents related to this credential for his/her personal files.

QUESTIONS???

Contact:
Jessaca Downing


jdowning@acsa.org


916.329.9843
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	                                   C.L.A.S.S. 

                   Alternative Professional Clear

       Administrative Services Credential Program 

      Application for Certificate of Completion

                                       2012


  (It is critical that the information provided below is accurate.  Please double check prior to submission.)

	Name
     
	Date of Birth
      /       /      

	Social Security Number

       -        -      
	E-mail Address
     


	Administrative Credential Held
     
	Issue Date

     /     /     
	Expiration Date

       /     /     

	Current Position
     
	From:
     
	To:
     

	Previous Position
     
	From:
     
	To:
     


	District
     
	Site
     

	Supervisor Name
     
	Telephone   

(     )       -      

	Supervisor Position
     
	E-mail Address
     


	Home Address
     
	Home Telephone

(     )       -      

	City/ State/ Zip
     ,            
	Cell Phone

(     )       -      

	Work Address
     
	Work Telephone

(     )       -              Ext.      

	City/ State/ Zip

     ,            
	Alternate E-mail Address
     


We certify that the applicant has successfully met all program requirements and is eligible to apply to the California Commission on Teacher Credentialing for the Alternative Professional Clear Administrative Services Credential.

	
	
	
	

	Applicant Signature
	
	
	Date

	
	
	
	

	Coach Name Printed / Signature
	
	
	Date

	
	                                                            
	
	

	Local Program Coordinator Name Printed/Signature
	
	Date
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	                        C.L.A.S.S. 

             Alternative Professional Clear

Administrative Services Credential Program

              Credential Recommendation

                   Applicant Information
                              2012


Applicant’s Name:                              First                                            Last

Date of Birth:                        mm       /       dd      /        yyyy      


(Example: 12/30/1976)               

Social Security Number:                   -                  -

(Example: 999-99-9999)      

                                                                                           

Email Address:                
      
Address Line 1:


Address Line 2:


City:


State:


Zip Code:


Home Phone:                                       -                            -

Work Phone:                                     -                          -                                  ext  


Cell:                                                 -                          - 

Fax:                                                 -                          - 

	Please return this completed form to :

Jessaca Downing
1029 J Street, Suite 500

Sacramento, CA  95814

e-mail:  jdowning@acsa.org

Fax:  (916) 329-3843
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