
How to Conduct a Self-Audit
Revised August 11, 2025

HR Operations - Certification
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Overview of Topics
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• Slides 3-11: Florida Course Directory must be used the to determine 
acceptable certification for instructional staff based on teaching 
assignments (subject/grade level)

• Use Self-audit spreadsheet revised on 3/15/24 to verify, keep 
record, and monitor all instructional staff to ensure they hold a 
valid educator’s certificate and comply with state statute.

• Slides 12-17:  Review of qualifications for a FL certificate, Acceptable 
Degree Majors, and FLDOE Statement Status.

• Slides 18-32:  Review of items needed for instructional staff needing 
certificate issuance request, meeting the requirements to upgrade from 
a temporary to a professional certificate (including options to satisfy 
Florida Teacher Certification Exams with CT waiver forms) and renewing 
a professional certificate.

• Slides 33-37:  Determining out-of-field status of instructional staff.
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Florida Course Code Directory
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• Florida Course Code Directory (CCD) 
 https://www.fldoe.org/policy/articulation/ccd/index.stml

o All courses funded through the Florida Education 
Finance Program and courses for which students must 
earn credit toward high school graduation are 
included. 

o Indicates acceptable certification(s) by course.

o To be used in schedule planning and prior to course 
assignments.

o CCD is separated by sections and includes general 
information and courses by grade levels. 

https://www.fldoe.org/policy/articulation/ccd/index.stml
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The Florida Course Code Directory
Must Be Used To Determine Acceptable Certification
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Florida Course Code Directory (CCD) 
https://www.fldoe.org/policy/articulation/ccd/index.stml

Refer to PDF course 
listing by grade level

https://www.fldoe.org/policy/articulation/ccd/index.stml
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A Closer Look
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Course code number

Course title

Acceptable certifications
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Codes & Symbols
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Codes and symbols appearing after a certification 
provide additional, important information on 
special conditions

Explanations of codes & symbols are found in the 
general “narrative” section 
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Codes 
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Indicates the instructional level 
of certification by group/type

An endorsement is a rider on a Florida educator’s certificate with a 
designated   coverage.  An endorsement shown on a certificate with a 
coverage signifies a pedagogical knowledge base that targets particular 
levels, stages of development, or group of learners.
The appropriate certification instructional level is to be determined by each 
district’s screening selection, and appointment process for principals and 
assistant principals.
All of these certification coverages in Section 3 must have the @ sign 
attached to them.
A teacher with a non-degreed district career or adult education certificate 
shall not be assigned to teach in a regular academic field of the K-12 
school program (pursuant to s. 1012.43(2), F.S.).

*

**

***

****
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Symbols
Refer to the CCD Narrative Section for Explanation 
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Is Elem Ed acceptable? 

What does the “@” mean?
  

What does the “3” signify?

Is MGIC acceptable? 

What does the “?” mean? 
 

What does the “C” signify?
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Monitoring
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• Effective monitoring requires an organized system

• Best methods allow sorting by expiration date



HR OPERATIONS CERTIFICATION 

Must Use Revised Self-Audit Excel As of 3/15/24
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Section 1-Complete each required field at the top of form. The name of the 
person completing the form identifies who to contact if there are questions. 

Section 2-Complete each required field. You must list your staff 
alphabetically by last name so audit can be crossed referenced with 
alphabetized staff foster uploaded with audit. 
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Must Use Revised Self-Audit Excel Continued
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Section 2-Complete each required field. There is a comments field if needed. 

For detailed explanation of what information is required in each field below, please 
mouse over the field containing the column title
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Qualifying for a FLDOE Educator Certificate
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• A Statement of Status of Eligibility is not a Florida Educator 
Certificate

• Must have a Statement indicating ‘eligible’

• Fingerprint authorization date must be within 12 months of the 
certificate issuance request. The status statement must be valid 
and not expired 

• Ensure timely submission of Certificate Issuance Request Form

• Validity end date on the FLDOE certificate once issued is the 
expiration date not the date on the status statement.

• Instructional staff employed in public schools must have a valid 
Florida educator certificate in accordance with Florida State 
Statue 1012.55 and 6A-1.0503
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Sample of ‘Eligible’ & “Not Eligible’ 
Florida Status Statements
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Must pass Florida 
Subject Area Exam 
to qualify for a 
5-year temporary 
certificate
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Acceptable Degree Majors to Qualify for a 
Florida Educator Certificate
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Acceptable Degree Majors to Qualify for a Florida 
Educator Certificate 
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Sample of Authentic 
Statement Status of Eligibility
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• Notice the FLDOE Seal

• Florida DOE Number, 
Application ID Number, 
Processing and Expiration 
Date

• Standard FLDOE verbiage 
on all statements

• Notice the Font and Size 
Used

• FLDOE Statement of 
Status no longer refer to 
CLAST or No Child Left 
Behind

• FLDOE address and 
contact information
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Two (2) Samples of Falsified 
Statement Status of Eligibilities
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Certification Issuance Request 
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Certificate Issuance Request Form for Charter School 
New Hires must have all sections completed with a 
fingerprint authorization date prior to employment 
date. 

✓ Email completed form at the time of hire to 
certificationrequests@browardschools.com 

✓ Charter School Information including Certification 
Issuance Request Form and Fingerprints Instructions 
at https://www.browardschools.com/bcps-
departments/human-resources/certification/charter-
schools

✓ Please review video guide at link above under 
Charter School Processes and Forms when 
completing the Certificate Issuance Request prior to 
submitting a request to our office to ensure it is filled 
out correctly and to avoid processing delays. 

✓ You will receive an email from our office 
acknowledging receipt of your request. 

✓ It is the charter school’s responsibility to follow up 
with the educator to ensure FLDOE certificate is 
issued. 
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Security Background Check
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• Fingerprint processing and background checks for 
charter school applicants will be performed by 
FieldPrint.  Instructions can be found at 
http://www.fieldprintflorida.com/

• The hiring location must provide the applicant with the 
FieldPrint code in advance of the applicant registering 
to be fingerprinted.

• If you have questions regarding the FieldPrint 
fingerprinting process, contact FieldPrint via one of the 
following methods: 

 Phone: (877)614-4364
 Email: CustomerService@fieldprint.com 

http://www.fieldprintflorida.com/
mailto:CustomerService@fieldprint.com
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Sample of FLDOE Certificate 
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Upgrading Requirements from a Temporary to a 
Professional Certificate
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Florida state statute and administrative code require that all instructional 
staff employed at a Florida public school/charter school maintain a valid 
educator certificate. 

• Upgrade application and fee should be on file with FLDOE no later than 
April 30 of the school year the educator’s certificate is expiring at 
https://www.fldoe.org/teaching/certification/on-line-application-status-
lookup-site.stml and teaching experience should be indicated on 
application so CT 113 Form will not be required.  If not, charter school will 
need to submit a CT 113 to certificationrequests@browardschools.com. 

• Florida Teacher Certification Exams (FTCE) Requirements-Items outlined in 
the professional section of Status Statement must be on file with FLDOE no 
later than April 30 of the school year the educator’s certificate is expiring. 

• Passing Florida Subject Area Exam (SAE), General Knowledge Test 
(GKT) and Professional Education Test (PET) unless educator qualifies 
for waiver (refer to FTCE options help guide)

https://www.fldoe.org/teaching/certification/on-line-application-status-lookup-site.stml
https://www.fldoe.org/teaching/certification/on-line-application-status-lookup-site.stml
mailto:certificationrequests@browardschools.com
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Upgrading Requirements from a Temporary to a 
Professional Certificate
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Please note:  
• When emailing FLDOE the CT 134 General Knowledge Test (GKT)/135 Professional 

Education Test (PET) to edcertpartnerline@fldoe.org, it is highly recommended that you 
put in the email subject line: Process CT 134 GKT or 135 PET on Expiring Year (ie 2026) 
Temp. Mark email as ‘High Importance’. 

• If professional preparation courses are outlined in the professional section of statement 
status, an official transcript must be sent directly to FLDOE at 
https://www.fldoe.org/teaching/certification/staff-contact/. It can take 4 to 6 weeks 
for FLDOE to log in a hard copy transcript.  Educator can confirm receipt by accessing 
the Quick Start Menu under ‘Documents’ so you can be informed.

• Highly recommend you obtain a copy of the official transcript with completed courses 
and a copy of transcript request payment receipt confirming the date it has been sent 
to FLDOE so you can  follow up with educator to check Quick Start Menu under 
‘Documents’. 

• Florida State Statute does not allow for the CT 135 PET option if the educator holds 
certification in School Social Work or Speech-Language Impaired (SLI) since no 
professional preparation requirement, completed an in or out-of-state teacher 
education college program, used college teaching experience or STEM Pathways to 
qualify for a temporary certificate.  

mailto:edcertpartnerline@fldoe.org
https://www.fldoe.org/teaching/certification/staff-contact/
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Options to Completing the Florida Teacher Certification 
Exam (FTCE) Requirements 
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This form is available to downloaded at https://www.browardschools.com/bcps-departments/human-
resources/certification/charter-schools and provide to your instructional employees on temporary certificates. 

https://www.browardschools.com/bcps-departments/human-resources/certification/charter-schools
https://www.browardschools.com/bcps-departments/human-resources/certification/charter-schools
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Completing CT 134 General Knowledge Test (GKT) and CT 
135 Professional Education Test (PET) Forms for FLDOE Review
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These forms are available to downloaded at https://www.browardschools.com/bcps-departments/human-
resources/certification/charter-schools and provide to your instructional employees on temporary certificates. 

Sample of CT 134
To edit fields on form, open document in desktop and click 
or tap required fields-Charter School Name, DOE File 
Number, First Name, Middle Name and Last Name. 

https://www.browardschools.com/bcps-departments/human-resources/certification/charter-schools
https://www.browardschools.com/bcps-departments/human-resources/certification/charter-schools
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Completing CT 134 General Knowledge Test (GKT) and CT 
135 Professional Education Test (PET) Forms for FLDOE Review
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When you click on box next to 
rating, the window above 
appears to capture an X in 
the box after you click 'OK'.

Highly recommend for legibility that the school years be 
typed and not handwritten and the bottom of form must 
be completed and dated.
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How to Satisfy Requirements in the Professional 
Section of Statement Status
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General Knowledge Test (GKT) Options to Satisfy
• Master’s transcript or higher must be on file 

with FLDOE.
• Take and pass all 4 subtests
• Educator must provide FTCE score report 

showing 1st failed attempt and must have 
earned 3 consecutive years of final effective 
and/or highly effective evaluations after 1st 
failed and during the validity of current 
certificate. 

Subject Area Exam (SAE) Options to Satisfy
• Master’s or higher that matches area of 

certification on certificate except 
      Ed Leadership, Reading K-12, 
      School Counseling, School Psychologist
      and Speech Language Impaired.
      Example: MA in Elementary, certified in
      Elementary
• Take and pass SAE 
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How to Satisfy Requirements in the Professional 
Section of Statement Status
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Professional Education Test Options to Satisfy
• Take and pass PET
• Must have 3 years of final effective and/or 

highly effective evaluations

FL Statute does not allow this option for 
School Social Workers or Speech Language 
Impaired, completed an in or out-of-State 
teacher education program, used college 
teaching experience or completed STEM 
Pathways to qualify for temporary  

Professional Education Competence (PEC)
• Principal/School Administrator must 

complete the State Competency 
Demonstration Checklist (CDC) Form and 
email to 
certificationrequests@browardschools.com 
so our office can submit the required CT 118 
PEC Form to FLDOE. 

mailto:certificationrequests@browardschools.com
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How to Satisfy the Requirements in the 
Professional Section of Statement Status
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Professional Preparation Coursework 
• An official transcript must be on file with 

FLDOE with completed coursework. It can 
take 4 to 6 weeks for a hard copy 
transcript to be logged in to file. Educator 
can access the Quick Start Menu under 
Documents to confirm FLDOE’s receipt. 

• Principal/School Administrator must 
complete the CT 113 Verification of 
Teaching Experience Form and email to 
certificationrequests@browardschools.com 
unless the teacher submitted an upgrade 
application indicating their teaching 
experience.  

• CT 113 or teaching experience noted on 
upgrade application can satisfy one of the 
courses except for the limited English 
proficiency and only the reading course if 
a reading or elementary teacher. 

Please note:  Before emailing CT 135 Professional Education Test waiver to EdCertPartnerLine@fldoe.org, an upgrade 
application/fee indicating teaching experience so CT 113 will not be required, CT 118 PEC and an official transcript with 
completed professional preparation courses must be on file with FLDOE for them to process the upgrade. 

mailto:certificationrequests@browardschools.com
mailto:EdCertPartnerLine@fldoe.org
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Renewing Professional Certificate
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Florida state statute and administrative code require that all instructional staff 
employed at a Florida public school maintain a valid educator certificate. 

• Certificates expiring by June 30 within the current school year (ie 6/30/26) must 
have a renewal application/fee on file with FLDOE no later than April 30 since it can 
take up to 12 weeks for the processing of renewal.   
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Renewing Professional Certificate 
Application Process
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Please note if charter school is part of the Doral Leadership Institute (DLI) 
Opt-Out, renewal and addition application submitted must affiliate with 
FLDOE.
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DLI Opt Out Renewal and Addition Process for 
Approved Charter Schools
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• Educator’s teaching at a DLI approved charter school can pursue professional 
development from Doral College and/or the Beacon Educator. 

• If the educator has earned/bankable inservice points in Learning Across Broward 
(LAB) before entering DLI Opt-Out Renewal effective 7/1/23, they can request their 
points be submitted to FLDOE by emailing 
certificationrequests@browardschools.com and put in the subject line:  DLI, Doral 
College, Opt-Out Charter School Teacher.  

• Educators at one of the identified charter schools for DLI must submit their renewal 
(or addition) fee directly to FLDOE and will NOT be affiliating with Broward. 

• DLI will be sending CT 115 and CT 116 forms verifying points obtained from Doral 
College and/or the Beacon Educator required for FLDOE to process renewal and/or 
additions. 

• Questions: DLI Certification-dlicertification@doralleadership.org

mailto:certificationrequests@browardschools.com
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DLI Opt Out Renewal Process for Approved 
Charter Schools
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This renewal application instruction is available to downloaded at https://www.browardschools.com/bcps-
departments/human-resources/certification/charter-schools and provide to your instructional employees on 
temporary certificates. 

https://www.browardschools.com/bcps-departments/human-resources/certification/charter-schools
https://www.browardschools.com/bcps-departments/human-resources/certification/charter-schools


HR OPERATIONS CERTIFICATION 

What Identifies an Educator as Out-of-Field
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• Instructional staff assigned a course or student 
population (e.g. ESOL, ESE, Gifted) for which they do 
not hold appropriate certification

• Certification for courses and student characteristics 
defined by Florida Course Code Director (CCD) are 
mandated by Florida statute. 
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Out-of-Field Overview 
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 Florida Administrative Code 6A-1.0503 Definition of Qualified Instructional 
Personnel, section (4)(a) allows each charter school governing board to 
grant approval to teachers teaching out-of-field at the charter schools 
they preside over after determination that a teacher with appropriate 
certificate coverage is not available. 

 Please use the following guidelines to assist you with this process 
at https://www.browardschools.com/bcps-departments/human-
resources/certification/charter-schools under Charter School Process and 
Forms.

 Out-of-Field Forms must be submitted before FTE Survey 2 which takes 
place the 1st week in October and February of each school year.  It is 
suggested that each charter school’s Charter School Governing Board set 
a deadline by which their respective charter school(s) submit the Out-of-
Field Agreement Forms for review.

https://www.browardschools.com/bcps-departments/human-resources/certification/charter-schools
https://www.browardschools.com/bcps-departments/human-resources/certification/charter-schools
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Out-of-Field Compliance Monitoring
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Compliance Monitoring: FTE Audits Summary

•Out-of-Field approval should be obtained from the Charter School 
Governing Board prior to the October and February FTE survey periods. 

•Parents or guardians must be notified in writing of the out-of-field status 
of child’s teacher.

•Notifications via the computer or any other electronic means are 
not acceptable.

•Notices to parents must be dated and include the teacher’s name 
and the out-of-field subject(s) they are teaching. 

•Announcements must be sent out prior to the FTE Survey (1012.42 F.S.)
and may be by dated school newsletter or dated direct letters to the 
parents.
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Out-of-Field 
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• Instructional employees must be working on out-of-field (OOF) 
requirements by April of each school year until in compliance with 
adding required subject area to FL certificate. 

• OOF for a Subject Area (elementary, ESE, English, etc) must pass the 
appropriate Florida Subject Area Exam (SAE) and add this subject 
to their certificate. Please note this is an FLDOE audit exception if 
not done. https://www.browardschools.com/bcps-
departments/human-resources/certification/out-of-field-training-
requirements

https://www.browardschools.com/bcps-departments/human-resources/certification/out-of-field-training-requirements
https://www.browardschools.com/bcps-departments/human-resources/certification/out-of-field-training-requirements
https://www.browardschools.com/bcps-departments/human-resources/certification/out-of-field-training-requirements
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Out-of-Field ESOL Training  Requirements 
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• ESOL Training Requirements and Timeline for compliance are outlined at 
https://www.browardschools.com/bcps-departments/human-
resources/certification/esol-compliance-and-training-information

• Only ESOL Category 1 must add the esol endorsement to certificate once the 5 
specific courses completed. Please note this is an FLDOE audit exception if not 
done. 

• Educators required to complete  ESOL Category 2-4 are not eligible to add 
endorsement, however, will have satisfied OOF requirement. 

• If ESOL courses are still needed, they can be completed via Broward Virtual 
University (BVU), an accredited university (official transcript must be sent directly 
to FLDOE upon completion of courses), The Schultz Center at 
https://schultzcenter.org/esol/ or Beacon Educator at 
https://www.beaconeducator.com/ which require an external credit request to 
be submitted via Learning Across Broward (LAB) upon completion to get credits 
into LAB record.  

• Educator must show you proof of registration and how they are getting in 
compliance by April 30 of each school year when reappointment for the next 
school year takes place. 

https://www.browardschools.com/bcps-departments/human-resources/certification/esol-compliance-and-training-information
https://www.browardschools.com/bcps-departments/human-resources/certification/esol-compliance-and-training-information
https://schultzcenter.org/esol/
https://www.beaconeducator.com/
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Contact Information
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• Florida Course Code Directory 
https://www.fldoe.org/policy/articulation/ccd/index.stml

• Revised Self-Audit Excel Form as of 3/15/24 available at 
https://www.browardschools.com/bcps-departments/human-
resources/certification/charter-schools

• Charter School Certification Information (FTCE Exam Options, CT 134 GK and CT 135 
PED Test Waiver Form, Certificate Issuance Request, FieldPrint instructions, 
Competency Demonstration Checklist, CT 113 Verification of Teaching Experience, 
renewals, and additions) at https://www.browardschools.com/bcps-
departments/human-resources/certification/charter-schools

• Certification Questions regarding certificate issuance, renewals, additions,  and out-
of-field should be directed to certificationrequests@browardschools.com  

• Questions regarding FLDOE application completion or issues should be directed to 
FLCertify@fldoe.org 

https://www.fldoe.org/policy/articulation/ccd/index.stml
https://www.browardschools.com/bcps-departments/human-resources/certification/charter-schools
https://www.browardschools.com/bcps-departments/human-resources/certification/charter-schools
https://www.browardschools.com/bcps-departments/human-resources/certification/charter-schools
https://www.browardschools.com/bcps-departments/human-resources/certification/charter-schools
mailto:certificationrequests@browardschools.com
mailto:FLCertify@fldoe.org


The School Board of Broward County, Florida, prohibits any policy or procedure which results in discrimination on the basis of age, color, 
disability, gender identity, gender expression, genetic information, marital status, national origin, race, religion, sex or sexual orientation. 

The School Board also provides equal access to the Boy Scouts and other designated youth groups. Individuals who wish to file a 
discrimination and/or harassment complaint may call the Director, Equal Educational Opportunities/ADA Compliance Department & 

District’s Equity Coordinator/Title IX Coordinator at 754-321-2150 or email eeo@browardschools.com.

Individuals with disabilities requesting accommodations under the Americans with Disabilities Act Amendments Act of 2008, (ADAAA) 
may call Equal Educational Opportunities/ADA Compliance Department at 754-321-2150 or email eeo@browardschools.com.

browardschools.com

Debra Hixon, Chair
Sarah Leonardi, Vice Chair

Lori Alhadeff
Maura McCarthy Bulman

Adam Cervera, Esq.
Dr. Jeff Holness

Nora Rupert
Rebecca Thompson

Dr. Allen Zeman

Dr. Howard Hepburn
Superintendent of Schools
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