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San Diego County Office of Education



Emergency 30-day Substitute

Provisional Internship Permit (PIP)

Short Term Staff Permit (STSP)

General Education Limited Assignment
Permit (GELAP)

Special Education Limited Assignment
Permit (SELAP)

Emergency Resource Specialist Permit

Emergency Crosscultural, Language and
Academic Development Permit (EM
CLAD)

Emergency Bilingual Permit

Emergency Teacher Librarian Services
Credential

Teaching Permit for Statutory Leave
(TPSL)

Specialist Teaching Permit in Early
Childhood Education also known as the
Emergency Transitional Kindergarten
Permit (ETK)
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Application Processing

Log In to CTC online via Online Services for Agencies
link on the CTC homepage.

Commission on
‘Gov Teacher Credentialing

W Search

CTC Online

You can no longer log in with your SSN and date of birth.
You must be a registered user to access the CTC Online system.
Register your User ID by clicking the "Create Educator Account” link below.

User ID:«

Password:.

Educator Login Help

W

Forgot Your Password?
Forgot Your User ID?

Create Educator Account

Caution: User accounts are locked after 5 unsuccessful login attempts.


https://educator.ctc.ca.gov/siebel/app/esales/enu?SWECmd=GotoView&SWEView=Login+View
http://www.ctc.ca.gov/
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Application Processing

Navigate to Application tab. Enter Educator’s Social
Security Number and Date of Birth.

# Login

W Search I Educator Profile Portal

hy Filtered Recommends:

Enter the Educator's Information

* = Required Field
# Social Security Number s

(#aanstistin) * XXXXXKKKX
Date of Birth
(MM/DD/YYYY) *: XX SHASKAKX 5

Recommend

What would you like to do ?
“Go 1o My Recommends
*Go to Organization's Recommends




JAN

S ollinll FIR 4 @SanDiegoCOE

FUTURE WITHOUT BOUNDARIES

Application Processing

Review Educator’s Information:

Alogn W Search QU OASEO0M M Educaior Profile Portal

“ducator Information:

Note: If you have any questions, please view the CTC Online - Written Instructions for Application and Payment page.

First Name ™ CASEY Fingerprint Status; Complete: No Action Required

Middle Name: ELIZABETH

Last Name™:CHOATE

Work Phone: (858) 295-6994

Last Known County of Employment; SAN DIEGO COUNTY OFFICE OF EDUCATION

Last Known District of Employment:
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Application Processing

Select the “Authorized Agencies” button.

@ Login W Search I Educator Profile Portal

Educator Detail

Recommendations

* Approved Institutions
YT ———— —
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Application Processing

Click the “Go to Create Document” button.

= .d Go to Create Document

Document Number Title
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Application Processing
Select “New” at the top of the page.

Document Detail

» New

Program Name:

Issue Date™: (2]

Document Title™:

Document Term:

Document Category:
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Application Processing

| | Input the requested date of document and
document title.
# Login

[ ESEEie W Application

ocument Detail:

Save Cancel

Program Name:

sl |ssue Date™:2/15/2023 (3]

Document Term:

Document Category:
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Application Processing

Click on the appropriate document title field and
select the credential. Click OK to confirm selection.

g
L 1 JL
Title Program Type Program Name OrganizationName Category Document Description Term Term Description Category Description Program Methodology
{ SUBP EMERGENCY EMERGENCY DOCUMENT CTCUNI NT 30-Day Substitute Teaching Permit EM Emergency New Credential Type
SUBP EMERGENCY EMERGENCY DOCUMENT CTCUNI FT 30-Day Substitute Teaching Permit EM Emergency First Time
EMERGENCY  PROVISIONAL INTERNSHIP o : : ?
TC14 CTCUNI FT Provisional Internship Permit SL First Time
PERMIT PERMIT
EMERGENCY  PROVISIONAL INTERNSHIP < . : .
TC14 CTCUNI NT Provisional Intemship Permit SL New Credential Type
PERMIT PERMIT
EMERGENCY  PROVISIONAL INTERNSHIP s : 3 . .
TC14 CTCUNI FT Provisional Internship Permit ML First Time
PERMIT PERMIT
EMERGENCY PROVISIONAL INTERNSHIP sis : . i
TC14 CTCUNI NT Provisional Internship Permit ML New Credential Type
PERMIT PERMIT
EMERGENCY PROVISIONAL INTERNSHIP . . : ;
TC14 CTCUNI FT Provisional Internship Permit SE First Time
[ PERMIT PERMIT
EMERGENCY  PROVISIONAL INTERNSHIP o 2 5 .
TC14 CTCUNI NT Provisional Internship Permit SE New Credential Type
PERMIT PERMIT
EMERGENCY SHORT-TERM STAFF i - -
TC13 CTCUNI FT Short-Term Staff Permit ML First Time
1 PERMIT PERMIT
EMERGENCY SHORT-TERM STAFF : \
TC13 CTCUNI NT Short-Term Staff Permit ML New Credential Type
PERMIT PERMIT
< >
H # » H
Cancel
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Application Processing

' Enter the County of employment and select OK.

Choose County Cli
“ | ‘VHSan Diego ‘ 42
31 - 40 of 40+
Affillation Site Affillation Code Relationship Type Affillation Name
COE30 30 COE ORANGE COUNTY OFFICE OF ED
COE31 31 COE PLACER COUNTY OFFICE OF EDL
COE32 32 COE PLUMAS COUNTY OFFICE OF ED
COE33 33 COE RIVERSIDE COUNTY OFFICE OF E
COE34 34 COE SACRAMENTO COUNTY OFFICE"
COE35 35 COE SAN BENITO COUNTY OFFICE OF
COE36 36 COE SAN BERNARDINO COUNTY OFF
#) COE37 37 COE SAN DIEGO COUNTY OFFICE OF |
COE38 38 COE SAN FRANCISCO COUNTY OFFIC
COE39 39 COE SAN JOAQUIN COUNTY OFFICE (
4 »
H - g H
—p 3
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Application Processing

| nter the document type and county and select SAVE.

A Login M Search R WY[eEolg

@ Educator Profile Portal

ycument Detall:

Save Cancel

Program Name: PROVISIONAL INTEF

County of Employment; SAN DIEGO COUNTY OFFIC, [&]

Issue Date™:2/15/2023 2]
Document Title™ | Provisional Internship Permit Y
Document Term:

Document Category: First Time
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Application Processing

nter the authorization code and select OK.

Cli
[ 5 4 » . .
Auth Code ‘f‘ Find 1-10 of 10+
Auth Code Auth Code Desc Subject Code Subject Desc Maj/Min/Emph  Begin Date
AAAS NONE MIN
Bilingual:
BACA Cantonese or newNONE MAJ
Educ Auth C8
Bilingual:
BAMA Mandarin or new NONE MAJ
Educ Auth C8
Bilingual: Spanish
BASP or new Educ Auth NONE MAJ
c8
ELAE NONE MAJ
R3MN Mild to Moderate MN Mild to Moderate MAL
Support Needs Support Needs
Extensive Support Extensive Support
R3EN EN MAJ
Needs Needs
Early Childhood Early Childhood
>, ;e v | y Childhood
Special Education Special Education
Visual Visual
R3VB . VB . MAJ
Impairments Impairments
Deaf and Hard-of- Deaf and Hard-of-
R3HD HD1 MAJ

Hearing

-

aa

-

Hearing

»

—p £ 20
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Application Processing

nter SAVE and select NEXT.

Authorization / Subjects

-0

Authorization Code: R3ER oy Subject Code: ER N
Authorization Description: Early Childhood Special Education Subject Description: Early Childhood Special Education
Added Authorization Date: 2l Major/ Minor: MAJ hd
Renewal Requirements New
Renewal Code Renewal Description Additional Description
> PIPF This certificate may not be renewed.

H # W N

Employment Restrictions - No Record

Organization Type Organization County
H # B N
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Application Processing
lerify the codes.

@ Login M Search

I Educator Profile Portal

Document De

Program Name; PROVISIONAL INTEﬁ

Issue Date™:2/15/2023

County of Employment:‘

=

Document Title™: Provisional Internship Permit ‘

Document Term:

Document Category: First Time

Authorization / Subjects

1of1

Subject Matter Program For Single Subject Credential Title documents, first select either the Subject Matter Program or Exams button. [E{iefe]=liy! ntary rization

Authorization Code Authorization Description
ELAE
> R3ER Early Childhood Special Education

Renewal Requirements

Renewal Code Renewal Description

> PIPF This certificate may not be renewed.

Employment Restrictions

Organization Type

Organization

Subject Code  Subject Description
NONE

ER Early Childhood Special Education

County

Major/ Minor ~ Added Authorization Date
MAJ

MAJ

1-10f 1
New :

Additional Description


https://www.ctc.ca.gov/credentials/assignment-resources/authorization-sort-table
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Application Processing
nter the Employment Restrictions.

A Login M Search /W Educator Profile Portal

Document il

10of1

Program Name: PROVISIONAL INTEﬁ County of Employment:i
Issue Date*:2/15/2023 ]

Document Title™: Provisional Internship Permit ‘

Document Term:

Document Category: First Time

Authorization / Subjects New - <«
Subject Matter Program For Single Subject Credential Title documents, first select either the Subject Matter Program or Exams button. EESIFelol[STyI=Ny 1213 ation

20f2

Authorization Code Authorization Description Subject Code  Subject Description Major/ Minor ~ Added Authorization Date
ELAE NONE MAJ
> R3ER Early Childhood Special Education ER Early Childhood Special Education MAJ

Renewal Requirements

Additional Description

Renewal Code Renewail(®{0]:
CS
NPS/NPA

> PIPF This cer

SCS
# Employment Restrictions SD

+Organization Type:

Organization:
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Application Processing

Verify Employment Restrictions and enter SAVE.

. Employment Restrictions

Save Cancel

*QOrganization Type: COE v

Organization: SAN DIEGO COUNTY OFFICE OF EDUCATION
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Application Processing
firm all information entered and select NEXT.

@ Login 1M Search 1M Educator Profile Portal

Document D

Detail
Program Name:|PROVISIONAL INTEfl County of Employment
Issue Date™:(2/15/2023 ]

Document Title™ |Provisional Internship Permit

1of1

Document Term

Document Category'|First Time

Authorization / Subjects m - <« » 1
Subject Matter Program For Single Subject Credential Title documents, first select either the Subject Matter Program or Exams button, JESIsTsIEERTETY orization

Authorlzation Code Authorization Description Subject Code Subject Description Major/ Minor Added Authorlzation Date
ELAE NONE MAJ
> R3ER Early Childhood Special Education ER Early Childhood Special Education MAJ

Renewal Requirements m 1

Renewal Code Renewal Description Additional Description

> PIPF This certificate may not be renewed

Employment Restrictions New -

Organization Type Organization County

> COE SAN DIEGO COUNTY OFFICE OF EDUCATION NONE
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Application Processing
\ttach supporting documentation.

Commission on
.Gov Teacher Credentialing
Alogn W Search 1 Educator Profile Portal

ator Attachment:

Last Name!CHOATE Home Phone}(619) 768-6530 Last Known County of Emp\oymenz‘SAN DIEGO COUNTY OFFICE ‘
First Name | CASEY Work Phonel(858) 205-6094 Adverse Action Indicator
e | Fingerprint Process CompletelY
Middle Name;ELIZABETH Fee Credit Available:N
E-mail|caseychoate@att.net Fee Credit Amount}0.00

Attachment

Attachment Name Slze (In Bytes) Type Modified Update Flle  Comments
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Application Processing

Select the pick applet icon in the attachment name field to
'open window and select the document(s) to upload.

Attachment
Save Cancel

Attachment Name: 4

|

[ —

Comments:
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Application Processing
\ttach supporting documentation and select Add.

Add Attachment Close

Please specify a Flle Name or URL:

e Name!| Choose File | No file chosen

— Qe
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Application Processing

‘Confirm the information at top of the final page before
submission. Select “Yes” from drop down menu. Click
“Submit” to complete the recommendation.

1o0f1+

Please read the following instructions.

If you wish to edit any of your responses, click the ‘Edit’ button for the applicable section.

If you do not wish to submit the recommendation, nor save the completed recommendation, select 'Cancel’.

If you wish to add this application to your Filtered Recommends page, click the "Save’ button.

If you wish to submit this recommendation, select “Yes” and click the "Submit’ button.
As the authorized representative of the recommending authority, | have reviewed the applicant's credential application, preparation, and/or experience and certify that all of l

the foregoing statements in this application are true and correct.

Please Select 'Yes!No’:l‘f’esl ‘ hd |

=
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Temporary County Certificates

e EC Code 44332 allows the County Office to issue a temporary county certificate to
cover the assignment while waiting for the CTC to process the application. Must
possess the Certificate of Clearance or another valid document in order to
activate.

e Submit the following to obtain a Temporary County Certificate (TCC)
1) Printout of CTC payment confirmation email

2) Completed TCC, including the authorization/subject area and
issuance/effective date

Temporary County Certificate will be issued for three months from the date
paid/received at CTC

* By law, it can not be valid for more than one year (or until the credential/permit
applied for has been issued or denied by the CTC).

» Applications rejected/denied by the CTC will result in the inactivation of
Temporary County Certificate.
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Resources

Credential Information Guide (CIG)
To access the CIG, do the following:
1)  Type in the following link:
http://www.ctc.ca.gov/credentials/cig/cig toc.html
2)  Abox will appear labeled “Enter Network Password”
3) Enter the following:
a) Username: cig2011
b) Password: ctcguide
4)  Click box to save your password

* Coded Correspondence & Credential Information Alerts
(CIA) available on CIG or CTC website.

*  Workshops, Presentations and Charts on the CIG



http://www.ctc.ca.gov/credentials/cig/cig_toc.html
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Resources

" On the CIG:
CTC Online — Processing Recommendations
User Guide — Overview

CTC Online Handbook for Non-Program Document
Submission

User Guide - PIP/STSP Online Submission
CTC Authorization Code Sort Table
Webinar Recommendations 2022

Webinar for Online Recommendations - October
2022



https://www.ctc.ca.gov/credentials/cig2/ctc-online
https://www.ctc.ca.gov/docs/default-source/cig2/manuals/ctc-online-submission-handbook.pdf?sfvrsn=74d84e5_2
https://www.ctc.ca.gov/docs/default-source/cig-leaflets/ctc-online-handbook-for-non-program-document-submission.pdf?sfvrsn=5db726b1_3
https://www.ctc.ca.gov/docs/default-source/cig-leaflets/ctc-online-handbook-for-non-program-document-submission.pdf?sfvrsn=5db726b1_3
https://www.ctc.ca.gov/docs/default-source/cig2/files/user-guide-pip-stsp.pdf?sfvrsn=57d252b1_2
https://www.ctc.ca.gov/credentials/assignment-resources/authorization-sort-table
https://www.youtube.com/watch?v=6Aee22pF7Qk
https://www.youtube.com/watch?v=uhBQe5pxqII
https://www.youtube.com/watch?v=uhBQe5pxqII
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Resources

Emergency Permits- Online Recommendations
Coded Correspondence 22-05

Add or Change Authorized Designee Form: CL-896

Add or Change Authorized Submitter Form: CL-897
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CTC Contacts

 CTC Online...
Email: ctconline@ctc.ca.gov

e CTC General...

Email: credentials@ctc.ca.gov



mailto:ctconline@ctc.ca.gov
mailto:credentials@ctc.ca.gov
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SDCOE Public Contact Info

* SDCOE Credentials Office and Fingerprinting/Live Scan questions
automated telephone public number

858-298-2194

* Applicants have menu sections to select from for information
* Applicant has ability to talk to a Credential Technician

* Please direct applicants to the SDCOE Credentials Website FIRST, prior to
having them call our office

e SDCOE Credentials Office General email sdcred@sdcoe.net



mailto:sdcred@sdcoe.net

QUESTIONS
OR
COMMENTS
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