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Wakulla County Schools 

Renewal Certification Review Form 
 
 

INSTRUCTIONS FOR RENEWAL APPLICATION PROCESS 
 

 

It’s time to renew your expiring Professional Certificate! Below are instructions on how to submit your 

Renewal Application with the Florida Department of Education. Please take your time while going through 

this critical process.   https://flcertify.fldoe.org/datamart/languageChoice.do 
 

 

1. Create an account. This will give you a login and a password.  

 

2. Once you have your login and password, the system will ask you to login again in order 

to get ready to fill out the application of renewal.  

 

3. The application starts with filling in blanks with your last name, SSN, and data of birth. 

  

4. If you are in DOE system, a match will appear, and you click on confirm the above 

licenses is associate with me. 

 

5. If you are NOT in DOE system, NO match will appear, and you click next to create a 

new application.  

 

** If you have already completed steps 1-5, when you login you will go straight to the 

Quick menu.  

 

 

6. Once your license has appeared, you are at your Quick Menu.  

 

** This is the menu where you should see “it’s time to renew” option. Click select to 

start the application. The application is a list of 20-30 type questions for you to answer.  

 
 

https://flcertify.fldoe.org/datamart/languageChoice.do
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DOE # 
Your 

Name 
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Read carefully and answer all 

the questions in each section 

listed on the Renewal 

Application. Click “Next” to 

proceed to the next section. 
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Your Contact 

Information will 

automatically appear in 

this section. If 

information is listed 

incorrectly, please 

make the necessary 

changes. 
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Verify your Name and 

Personal Details in this 

section. 
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This section will list your Renewable 

Subjects listed on your Professional 

Certificate--click Next. 
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If you hold a valid National Board 

for Professional Teaching Standards 

Certificate, you can upload 

documentation in this section. If 

not, click Next. 
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This section is to update your records. 

If you don’t have College Teaching 

Experience, click NEXT 
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Your Academic Record on file 

with the DOE will be listed in 

this section. If you need to add 

another Academic Record, click 

ADD. If not, click Next. 
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Please read carefully and answer all of 

the Legal Disclosure questions in this 

section. Click Next to proceed to the 

next section. 
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Your payment will be done through 

Wakulla County Schools and NOT with 

FLDOE. You should answer “Yes” to this 

question. Since you are employed with 

WCSB, the DOE will not charge you the 

application fee. 

 

**Not a WCSB employee—you will pay 

at the end of the application.  

 If you have any questions, contact Lori 

Sandgren 

Lori.Sandgren@wcsb.us    

(850-926-0065) 

mailto:Lori.Sandgren@wcsb.us
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If you answered “Yes” to any of the 

Sealed & Expunged questions, you must 

upload supporting documents in this 

section. 
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If you answered “Yes” to any of the 

Criminal Offense questions, you must 

upload supporting documents in this section. 

 

FLDOE requires a legal affidavit to be uploaded if you have answered “YES” to any legal 

affidavit questions. You can find this legal affidavit document on the Wakulla County District 

Website under Employee Resources: WCSB Forms: Under Human Resource Form (Title: Legal 

Affidavit). 

 

You will need to print, fill out completely, scan, and upload to your Versa application.    

https://www.wakullaschooldistrict.org/EmployeeForms 

 

FLDOE will NOT process your application without the legal affidavit being uploaded to your 

application.  

 

https://www.wakullaschooldistrict.org/EmployeeForms
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If you answered Yes to any of the 

Professional Sanctions questions, you 

must upload supporting documents in 

this section. 
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You will indicate your 

citizenship status in this 

section. 
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You will self-identify your Race 

and Ethnicity in this section. 
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This section is to update your 

records. If you don’t have American 

Council Teaching of Foreign 

Languages, click Next. 
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This section is to update your 

records. If you don’t have the 

Defense Language Proficiency Test, 

click Next. 
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This section is to update your 

records. If you don’t have GRE- 

General Test Scores, click Next. 
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In this section you will list your 

coverage listed on your certificate. 

Under the “Subject(s) to be renewed”, 

choose the subject you are renewing. If 

you have more than one subject to 

renew on your Professional Certificate, 

please click ADD for each additional 

subject. 

Select the method of 

renewal from the drop 

down box. 
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   List of  

Renewal 

  Method  

 

Subject Area Exam 
College Credits 
College Teaching 
Experience  
In-Service Point(s) 
NBPTS 

 

Checking your ePDC in-service points through PAEC: 

• Go to www.paec.org. 
o You will see ePDC on the header tab located on their home page.   
o Select Menu/Login on the drop-down menu. You will login with single sign on. 
o Select Transcript under ePDC Menu. You will see your name on the top of the screen.  

▪ Feedback Survey List— on the left-hand side of menu. This list indicates feedback 

surveys that need to be completed. Points WILL NOT upload to your Certificate page 

if the Course Feedback is not completed. 
▪ Certificate Information on the left-hand side menu. Does the certification 

information listed here match your teaching certificate?  If NO, send new 

certificate to HR.  
• Certificate Information Screen: Easy way to view your in-service points  

• You need a minimum of 120 in-service points (total) to renew up to 2 subject 

areas within your validity period. 60 additional in-service points for each 

subject after the 120. Within the 120 in-service points—20 points must be 

SWD (ESE points).  

• Banked Points: Reading, ESE, and ESOL can be banked. We only use these if 

we must at the time of renewal. This is your in-service savings account.  

o Account Settings: Make sure your information is correct: School, email, job title.  

 

Any questions or concerns, please reach out to Lori Sandgren.  

 

Lori.Sandgren@wcsb.us      850-926-0065 Ext: 9401 

 
 

http://www.paec.org/
mailto:Sandgren@wcsb.us
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EXAMPLE 
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This section pertains to the 

SWD Senate Bill 1108. 

Answer the question and 

select the method used to 

obtain your SWD credit. 

Subject Area Exam 
College Credits 
College Teaching Experience 
In-Service Point(s) 
NBPTS 

SWD stands for “Students with Disabilities” which is referring to your 

required 20 ESE in-service points.  
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In this section you will verify 

your District Affiliation. Make 

sure Wakulla County—65 is 

listed as your District 

Affiliation. 

Wakulla 
County-65 
Registered 

If you are NOT a current employee of Wakulla County Schools, please select district “100”. This is the 

FLDOE’s district code for teachers who are NOT currently working for a Florida School District. It will prompt 

you at the end of the application to pay the $75.00 renewal fee.  

 

If you retired from Wakulla County Schools, you may select “Wakulla-65”, but please note you will need to 

make renewal payment to WCSB c/o Lori Sandgren. ($75.00 renewal fee). Your application will not be 

processed until payment is received.  
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Please read this section carefully. If 

applicable, upload any additional 

supporting documents. 
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You will be able to preview your Renewal Application before 

submitting to the DOE. Make sure all information is correct. If you 

need to make changes, please click on Edit under the section that 

needs changes. 
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Click here to view and print a 

copy of your completed 

application. 

 
 

 

Click here to verify that you 

have truthfully answered all 

questions within the Renewal 

Application. 

How do I know my renewal 

application was submitted?  

 

You will receive a PDF of your 

application. If you do NOT 

receive a PDF---it has NOT been 

submitted and you need to 

recheck your questions.  


