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List of Abbreviations and Acronyms:  
 

Abbreviation Definition 
CLO Certification and Licensure Officer 

CNMI Commonwealth of the Northern Mariana Islands 
COE Commissioner of Education 
DPS Department of Public Safety 
EEO Equal Employment Opportunity 
ETS Educational Testing Service 
FBI Federal Bureau of Investigation 
FIN PSS Department of Finance 
FPA Fiscal, Personnel, and Administration Committee 
FPO PSS Federal Programs Office 
HRO Human Resources Office 
IHE Institution of Higher Education 
PD Professional Development 
PSS Public School System 

SBOE State Board of Education 
SIT State Infrastructure Technology 

Tyler Tyler ERP Computer System 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



1. Certification Application Management (Initial, 
Renewal, Re-application, and Additional Endorsement) 
1.1 Reference to SBOE Regulation and Applicable Laws  
NMIAC § 60-30.2-220 Eligibility for All Five Certifications 
NMIAC § 60-30.2-235 Renewal or Re-application 
 

1.2 Purpose 
The purpose of this section is to document the process for Certification Application Management 
as part of the certification process for all initial applications, renewal or re-application for 
previously certified applicants, and additional endorsements.  

 

1.3 Receipt of Certification Application  
Each applicant must submit a Completed Application to the State Board of Education Office 
(SBOE) Certification and Licensure Office via in-person or through email. A checklist of 
required supporting documents to be included with the application must be attached to the 
application (See Appendix 1 for a sample of the required checklist and the certification 
application). 

The Certification and Licensure Officer (CLO) will indicate the date the application was received 
then begin the initial review to ensure that the application is complete. The CLO may waive the 
submission of documents if they remain on file and require no updating (e.g., college 
transcripts).  

 

1.3.1 Complete Applications Received 
1. The CLO will indicate the application received date. 
2. The CLO will begin reviewing and assessing the application. See Sections 4 to 7 of this 

document for further processing details. 

 

1.3.2 Incomplete Applications Received  
1. Should the applicant submit an incomplete application, the CLO will provide a status 

update informing the applicant of any pending requirements.  
2. All incomplete applications will not be processed. 



3. The incomplete application will be held for thirty (30) days, allowing the applicant a 
thirty (30) day time frame to submit all pending requirements. 

4. It is the applicant’s responsibility to provide these documents on or before the expiration 
of the current certificate.  

5. Documents will be shredded after thirty (30) days. 
6. The payment for the certification processing fee will not be refunded unless the applicant 

requests a refund within sixty (60) calendar days.  
7. Upon submission of pending documents, the CLO will begin reviewing and assessing the 

application. See Sections 4 to 7 of this document for further processing details. 

 

1.4 Renewal of Certifications  
At least sixty (60) calendar days prior to the certification expiration date, employee(s) must 
submit a completed application for renewal, or the employee(s) will be required to reapply and 
resubmit all documents.  

 

1.5 Multiple Endorsements Applied 
If an applicant applies to be endorsed for more than one content area, an application for an 
Additional Endorsement must be submitted (See Appendix 2 for a sample of the Additional 
Endorsement Application). 

1. Applicants must submit to the CLO the following: 
a. Signed and completed additional endorsement certification application form; 
b. Praxis Test Taker Report listing the Praxis Name and Qualifying Score; 
c. PSS Treasury payment receipt of processing fee per endorsement. 

 

1.5 Certification Application Assessment  
It is important that all applications are reviewed correctly and properly certified for the 
certification level and endorsement the applicant is eligible for. It is also important to be 
consistent in practice when dealing with applicants, ensuring compliance with SBOE 
Regulations, and avoiding Equal Employment Opportunity (EEO) complaints.  

For all completed applications, the CLO will use an evaluation form for certain certification 
types (See Appendix 3 for a sample of the Evaluation Form). The only certification applications 
that require such evaluation form are as follows: 

1. For Highly Qualified Classroom Teachers, School Counselors, and School Librarians: 
a. Basic II Certification 



b. Standard Certification 
2. For Highly Qualified Instructor positions: 

a. Specialized Certification 
b. Instructor II Certification 

3. For School Administrators: 
a. Professional Certification 

 

1.6 Disposition of Application 
The CLO will scan all applications received for future reference and dispose of invalid 
applications using an industrial shredder after review. 

 

1.7 Certification Application Management Flowchart 
 

 
  

Receipt of Application and Review 
of Supporting Documents

For incomplete applications, 
applicants are informed of pending 

documents. 

Incomplete applications are filed 
for sixty (60) days pending 

submission of required documents.

Complete applications are assessed 
in accordance with SBOE 

Regulation.



2. Types of Certification and Requirements  
2.1 Reference to SBOE Regulation and Applicable Laws 
NMIAC § 60-30.2-225 Types of Certification and Requirements  
NMIAC § 60-30.2-227 Types of Certification and Requirements: Alternative Levels 
NMIAC § 60-30.3-701 Education 
NMIAC § 60-30.3-702 Core Knowledge Examination 
NMIAC § 60-30.3-705 Term 
 

2.2 Certification Types and Required Supporting Documents 
The purpose of this section is to document the types of certifications and requirements. 

The CLO has the authority to issue various certifications for teachers, counselors, librarians, 
administrators, and instructors. Each category consists of different levels of certification such as, 
but not limited to, Basic I, Basic II, Standard, and Professional. Below is a listing of each 
category, applicable certification levels, and requirements.  

Note: Boxes marked with a check mark indicate required documents that must be submitted.  

All processing fee payments must be made at the CNMI PSS Finance Office. 

 

2.2.1 Background Check (Fingerprinting) 
*The CNMI Certification and Licensure Office requires fingerprint processing for the following: 

1. First-time applicants applying for certification; 
2. Applicants who have left and are returning to the Commonwealth of the Northern 

Mariana Islands (CNMI) Public School System (PSS) after two (2) years; 
3. Off-island applicants. 

All applicants requiring fingerprint submissions must have the “Certificate of Fingerprint 
Submission” form (included in the Certification Application) certified by the CNMI Department 
of Public Safety (DPS). The certified form must be attached upon submission of the complete 
Certification Application. 

 

 

 



2.2.2 Classroom Teacher  
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  Initial Renewal 

Signed and Completed Certification Application Form ✓ ✓ 
Valid government-issued photo identification ✓  

Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 
Payment receipt of $40 (processing fee per certification) ✓ ✓ 
Official transcript reflecting completion of a Bachelor's Degree or 
higher ✓  

Proof of Passing Praxis II in the content area ✓  

Current recommendation letter from a Supervisor/ Principal  ✓ 
Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

 ✓ 
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  Initial Renewal 
Met Basic I Requirements ✓  

Signed and Completed Certification Application Form ✓ ✓ 

Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $60 (processing fee per certification) ✓ ✓ 
Official transcript or certificate of completion of specific Basic II 
courses ✓  

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓  

Proof of completion of one hundred eighty (180) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

 ✓ 
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  Initial Renewal 
Met Basic II Requirements ✓  

Signed and Completed Certification Application Form ✓ ✓ 

Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $100 (processing fee per certification) ✓ ✓ 
Official transcript or certificate of completion of specific Standard 
courses ✓  

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 

Proof of completion of one hundred eighty (180) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓  

Proof of completion of three hundred (300) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

 ✓ 
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  Initial Renewal 
Met Standard Requirements ✓  

Signed and Completed Certification Application Form ✓ ✓ 

Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $200 (processing fee per certification) ✓ ✓ 
Official transcript reflecting completion of a Master's degree or higher 
in the field of education or in a specialized field area such as: 
1. Secondary education masters in specialized content area  
2. Special education  
3. Early childhood education  
4. Counseling  
5. Education: administration and supervision  
6. Other specialized area in education 
 
 
FOR SPECIAL EDUCATION ENDORSEMENT:  
Official transcript reflecting completion of a Master's degree or higher 
in the field of special education or in a specialized field area such as: 
1. Audiology  
2. Speech language pathology  
3. Physical therapy  
4. Occupational therapy  
5. Deaf and hard of hearing  
6. Education psychologist. 

✓  

Current membership of Professional Education Association ✓ ✓ 
Employment Verification of ten (10) cumulative years of instructional 
experience  ✓  

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 
Proof of completion of three hundred (300) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓  

Proof of completion of six hundred (600) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

 ✓ 

 

  



2.2.3 Career & Technical Education (CTE) Instructor  
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  Initial Renewal 

Signed and Completed Certification Application Form ✓ ✓ 

Valid government-issued photo identification ✓  

Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $40 (processing fee per certification) ✓ ✓ 

Official transcript ✓  

Current recommendation letter from a Supervisor/ Principal  ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

 ✓ 
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  Initial Renewal 
Met Basic I (Instructor) Requirements ✓  

Signed and Completed Certification Application Form ✓ ✓ 

Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $40 (processing fee per certification) ✓ ✓ 
Official transcript or certificate of completion of specific Specialized 
courses ✓  

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓ ✓ 
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  Initial Renewal 

Signed and Completed Certification Application Form ✓ ✓ 

Valid government-issued photo identification ✓  

Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $40 (processing fee per certification)   

High School Diploma or Equivalent ✓  

Official transcript reflecting 3-24 college credits ✓  

Verification of Employment reflecting 2 years of related work 
experience ✓  

Current recommendation letter from a Supervisor/ Principal  ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

 ✓ 
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  Initial Renewal 
Met Instructor I Requirements ✓  

Signed and Completed Certification Application Form ✓ ✓ 

Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $80 (processing fee per certification) ✓ ✓ 
High School Diploma or equivalent and four (4) years of teaching 
experience ✓  

OR   
Official transcript reflecting completion of an AA Degree or higher 
and Verification of Employment reflecting 2 years of teaching 
experience 

✓  

Official transcript or certificate of completion of specific Instructor II 
courses ✓  

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓  

Proof of completion of two hundred forty (240) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

 ✓ 
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  Initial Renewal 

Met Instructor II Requirements ✓  

Signed and Completed Certification Application Form ✓ ✓ 

Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $120 (processing fee per certification) ✓ ✓ 
Official transcript reflecting completion of a Bachelor's degree or 
higher and Verification of Employment reflecting six (6) years of 
relevant teaching experience. 

✓  

 
OR   

State/National Industry Certification related to and aligned with the 
CTE content, verified by original or notarized copy and Verification 
of Employment reflecting (6) years of relevant teaching experience. 

✓  

OR 
   

Verification of Employment reflecting ten (10) years of industry 
experience and or teaching experience related to and aligned with the 
CTE content. 

✓  

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 

Proof of completion of two hundred forty (240) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓  

Proof of completion of three hundred sixty (360) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

 ✓ 

 

 

  



2.2.4 Early Childhood Education Pre-Kindergarten (ECE-PK) Instructor 
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  Initial Renewal 

Signed and Completed Certification Application Form ✓ ✓ 

Valid government-issued photo identification ✓  

Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $40 (processing fee per certification) ✓ ✓ 

Official transcript ✓  

Current recommendation letter from a Supervisor/ Principal  ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

 ✓ 
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  Initial Renewal 
Met Basic I (Instructor) Requirements ✓  

Signed and Completed Certification Application Form ✓ ✓ 

Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $40 (processing fee per certification) ✓ ✓ 
Official transcript or certificate of completion of specific Specialized 
courses ✓  

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓ ✓ 
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  Initial Renewal 

Signed and Completed Certification Application Form ✓ ✓ 
Valid government-issued photo identification ✓  
Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 
Payment receipt of $40 (processing fee per certification) ✓ ✓ 
High School Diploma or equivalent, Official transcript reflecting 
twenty-four (24) college credits, and proof of passing Praxis II in 
Early Childhood 

✓  

OR   
High School Diploma or equivalent, proof of passing Praxis I, 
Verification of Employment reflecting two (2) years of Teacher Aide 
experience 

✓  

Current recommendation letter from a Supervisor/ Principal  ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

 ✓ 
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  Initial Renewal 
Met Instructor I Requirements ✓  

Signed and Completed Certification Application Form ✓ ✓ 
Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 
Payment receipt of $80 (processing fee per certification) ✓ ✓ 
Official transcript reflecting completion of an AA Degree or higher, 
Verification of Employment reflecting two (2) years of related work 
experience, and Proof of Passing Praxis II in Early Childhood 

✓  

OR   
Possess Infant Toddler Child Development Associates (CDA) 
credential or coursework equivalent, Verification of Employment 
reflecting one (1) year of related work experience, and proof of 
passing Praxis II in Early Childhood 

✓  

Official transcript or certificate of completion of specific Instructor II 
courses 

✓  

Current recommendation letter from a Supervisor/ Principal  ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓  

Proof of completion of two hundred forty (240) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

 
  ✓ 
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  Initial Renewal 

Met Instructor II Requirements ✓  

Signed and Completed Certification Application Form ✓ ✓ 

Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $120 (processing fee per certification) ✓ ✓ 

Official transcript reflecting completion of a Bachelor's Degree ✓  

Verification of Employment reflecting six (6) years of relevant 
teaching experience ✓  

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 
Proof of completion of two hundred forty (240) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓  

Proof of completion of three hundred sixty (360) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

 ✓ 

 

 

  



2.2.5 Early Childhood Education Infants & Toddlers (ECE-IT) Instructor  
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  Initial Renewal 

Signed and Completed Certification Application Form ✓ ✓ 

Valid government-issued photo identification ✓  

Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $40 (processing fee per certification) ✓ ✓ 

Official transcript ✓  

Current recommendation letter from a Supervisor/ Principal  ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

 ✓ 
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  Initial Renewal 
Met Basic I (Instructor) Requirements ✓  

Signed and Completed Certification Application Form ✓ ✓ 

Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $40 (processing fee per certification) ✓ ✓ 

Official transcript or completion of specific Specialized courses ✓  

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓ ✓ 

 

 
 
 
 
 
 
 
 

 



Alternative Certification 
IN

ST
R

U
C

T
O

R
 I  

V
al

id
 fo

r T
w

o 
(2

) Y
ea

rs
 

—
 R

en
ew

ab
le

 
  Initial Renewal 

Signed and Completed Certification Application Form ✓ ✓ 

Valid government-issued photo identification ✓  

Fingerprint Submission* ✓   

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $40 (processing fee per certification) ✓ ✓ 

High School Diploma or Equivalent ✓   

Official transcript reflecting twenty-four (24) college credits ✓   

Verification of Employment reflecting one (1) year of related work 
experience ✓   

Current recommendation letter from a Supervisor/ Principal   ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 
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  Initial Renewal 
Met Instructor I Requirements ✓   

Signed and Completed Certification Application Form ✓ ✓ 

Fingerprint Submission* ✓   

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $80 (processing fee per certification) ✓ ✓ 

Proof of Passing Praxis II in Early Childhood ✓   
Official transcript reflecting completion of an AA Degree or higher 
and Verification of Employment reflecting two (2) years of related 
work experience 

✓   

OR   
Possess Infant Toddler Child Development Associates (CDA) 
credential or coursework equivalent, and Verification of Employment 
reflecting one (1) year of related work experience 

✓   

Official transcript or certificate of completion of specific Instructor II 
courses     

Current recommendation letter from a Supervisor/ Principal   ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓   

Proof of completion of one hundred twenty (240) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 
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  Initial Renewal 

Met Instructor II Requirements ✓   

Signed and Completed Certification Application Form ✓ ✓ 

Fingerprint Submission* ✓   

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $120 (processing fee per certification) ✓ ✓ 
Official transcript reflecting completion of a Bachelor's Degree or 
higher ✓   

Verification of Employment reflecting six (6) years of relevant 
teaching experience ✓   

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 
Proof of completion of one hundred twenty (240) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓   

Proof of completion of one hundred twenty (360) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 

 

  



2.2.6 Chamorro Language & Heritage Studies / Carolinian Language & Heritage 
Studies Instructor  
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  Initial Renewal 
Signed and Completed Certification Application Form ✓ ✓ 

Valid government-issued photo identification ✓   

Fingerprint Submission* ✓   

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $40 (processing fee per certification) ✓ ✓ 

Official transcript ✓   

Current recommendation letter from a Supervisor/ Principal   ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 
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  Initial Renewal 
Met Basic I (Instructor) Requirements ✓   

Signed and Completed Certification Application Form ✓ ✓ 

Fingerprint Submission* ✓   

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $40 (processing fee per certification) ✓ ✓ 

Official transcript or completion of specific Specialized courses ✓   

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓ ✓ 
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  Initial Renewal 

Signed and Completed Certification Application Form ✓ ✓ 
Valid government-issued photo identification ✓  
Fingerprint Submission* ✓   
Police Clearance (valid for one (1) year) ✓ ✓ 
Payment receipt of $40 (processing fee per certification) ✓ ✓ 
High School Diploma or Equivalent, Official transcript reflecting 3-
24 college credits, and Verification of Employment reflecting two (2) 
years of related work experience 

✓   

OR   
High School Diploma or equivalent, certification from PSS Board 
appointed Advisory Panel, and Verification of Employment reflecting 
three (3) years of related content experience 

✓   

OR   
High School Diploma or equivalent, certification from PSS Board 
appointed Advisory Panel, and professional portfolio in Chamorro or 
Carolinian content 

✓   

Current recommendation letter from a Supervisor/ Principal   ✓ 
Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 
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  Initial Renewal 
Met Instructor I Requirements ✓   
Signed and Completed Certification Application Form ✓ ✓ 
Fingerprint Submission* ✓   
Police Clearance (valid for one (1) year) ✓ ✓ 
Payment receipt of $80 (processing fee per certification) ✓ ✓ 
High School Diploma or equivalent, Verification of Employment 
reflecting five (5) years of related teaching experience, and Chamorro 
or Carolinian Content Knowledge Test (CCLHS Test) 

✓   

OR   
Official transcript reflecting completion of an AA Degree or higher 
and Verification of Employment reflecting three (3) years of related 
teaching experience, and Chamorro or Carolinian Content Knowledge 
Test (CCLHS Test) 

✓   

Official transcript or completion of specific Instructor II courses ✓   
Current recommendation letter from a Supervisor/ Principal   ✓ 
Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓   

Proof of completion of two hundred forty (240) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 
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  Initial Renewal 

Met Instructor II Requirements ✓   

Signed and Completed Certification Application Form ✓ ✓ 

Fingerprint Submission* ✓   

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $120 (processing fee per certification) ✓ ✓ 

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 
Official transcript reflecting completion of a Bachelor's Degree or 
higher ✓   

Verification of Employment reflecting six (6) years of relevant 
teaching experience ✓   

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 

Proof of completion of two hundred forty (240) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓   

Proof of completion of three hundred sixty (360) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 

 

  



2.2.7 School Counselor  
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  Initial Renewal 

Signed and Completed Certification Application Form ✓ ✓ 

Valid government-issued photo identification ✓   

Fingerprint Submission* ✓   

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $40 (processing fee per certification) ✓ ✓ 
Official transcript reflecting completion of a Bachelor's Degree or 
higher ✓   

Proof of Passing Praxis II in content area ✓   

Current recommendation letter from a Supervisor/ Principal   ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 
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  Initial Renewal 
Met Basic I Requirements ✓  

Signed and Completed Certification Application Form ✓ ✓ 

Fingerprint Submission* ✓  

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $60 (processing fee per certification) ✓ ✓ 
Official transcript or certificate of completion of specific Basic II 
courses ✓  

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 
Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓  

Proof of completion of one hundred eighty (180) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

 ✓ 
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  Initial Renewal 
Met Basic II Requirements ✓   
Signed and Completed Certification Application Form ✓ ✓ 
Fingerprint Submission* ✓   
Police Clearance (valid for one (1) year) ✓ ✓ 
Payment receipt of $100 (processing fee per certification) ✓ ✓ 
Official transcript or certificate of completion of specific Standard 
courses ✓   

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 

Proof of completion of one hundred eighty (180) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓   

Proof of completion of three hundred (300) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 
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  Initial Renewal 
Met Standard Requirements ✓   
Signed and Completed Certification Application Form ✓ ✓ 
Fingerprint Submission* ✓   
Police Clearance (valid for one (1) year) ✓ ✓ 
Payment receipt of $200 (processing fee per certification) ✓ ✓ 
Official transcript reflecting completion of a Master's degree or higher 
in the field of education or in a specialized field area such as: 
1. Secondary education masters in specialized content area  
2. Special education  
3. Early childhood education  
4. Counseling  
5. Education: administration and supervision  
6. Other specialized area in education 

✓   

Current membership of Professional Education Association ✓ ✓ 
Employment Verification of ten (10) cumulative years of instructional 
experience  ✓   

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 

Proof of completion of three hundred (300) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓   

Proof of completion of six hundred (600) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 

 



2.2.8 School Librarian  
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  Initial Renewal 

Signed and Completed Certification Application Form ✓ ✓ 

Valid government-issued photo identification ✓   

Fingerprint Submission* ✓   

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $40 (processing fee per certification) ✓ ✓ 
Official transcript reflecting completion of a Bachelor's Degree or 
higher ✓   

Proof of Passing Praxis II in content area ✓   

Current recommendation letter from a Supervisor/ Principal   ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 
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  Initial Renewal 
Met Basic I Requirements ✓   

Signed and Completed Certification Application Form ✓ ✓ 

Fingerprint Submission* ✓   

Police Clearance (valid for one (1) year) ✓ ✓ 

Payment receipt of $60 (processing fee per certification) ✓ ✓ 
Official transcript or certificate of completion of specific Basic II 
courses ✓   

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 
Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓   

Proof of completion of one hundred eighty (180) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 
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  Initial Renewal 
Met Basic II Requirements ✓   
Signed and Completed Certification Application Form ✓ ✓ 
Fingerprint Submission* ✓   
Police Clearance (valid for one (1) year) ✓ ✓ 
Payment receipt of $100 (processing fee per certification) ✓ ✓ 
Official transcript or certificate of completion of specific Standard 
courses ✓   

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 

Proof of completion of one hundred eighty (180) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓   

Proof of completion of three hundred (300) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 
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  Initial Renewal 
Met Standard Requirements ✓   
Signed and Completed Certification Application Form ✓ ✓ 
Fingerprint Submission* ✓   
Police Clearance (valid for one (1) year) ✓ ✓ 
Payment receipt of $200 (processing fee per certification) ✓ ✓ 
Official transcript reflecting completion of a Master's degree or higher 
in the field of education or in a specialized field area such as: 
1. Secondary education masters in specialized content area  
2. Special education  
3. Early childhood education  
4. Counseling  
5. Education: administration and supervision  
6. Other specialized area in education 

✓   

Current membership of Professional Education Association ✓ ✓ 
Employment Verification of ten (10) cumulative years of instructional 
experience  ✓   

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 

Proof of completion of three hundred (300) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓   

Proof of completion of six hundred (600) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 

 



2.2.9 School Administrator 
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  Initial Renewal 

Signed and Completed Certification Application Form ✓ ✓ 
Valid government-issued photo identification ✓   
Fingerprint Submission* ✓   
Police Clearance (valid for one (1) year) ✓ ✓ 
Payment receipt of $40 (processing fee per certification) ✓ ✓ 
Official transcript reflecting completion of a Bachelor's Degree or 
higher ✓   

Proof of Passing Praxis II in content area ✓   

Current recommendation letter from a Supervisor/ Principal   ✓ 
Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 

 
 

      

PR
O

FE
SS

IO
N

A
L

 
V

al
id

 fo
r T

en
 (1

0)
 Y

ea
rs

 
—

 R
en

ew
ab

le
 

  Initial Renewal 
Met Basic I Requirements ✓   
Signed and Completed Certification Application Form ✓ ✓ 
Fingerprint Submission* ✓   
Police Clearance (valid for one (1) year) ✓ ✓ 
Payment receipt of $200 (processing fee per certification) ✓ ✓ 
Official transcript reflecting completion of a Master's degree or higher 
in the field of education or in a specialized field area such as: 
1. Secondary education masters in specialized content area  
2. Special education  
3. Early childhood education  
4. Counseling  
5. Education: administration and supervision  
6. Other specialized area in education 

✓   

Current membership of Professional Education Association ✓ ✓ 
Employment Verification of ten (10) cumulative years of instructional 
experience  ✓   

Official transcript or certificate of completion of specific Professional 
(Administrator) course ✓   

Current recommendation letter from a Supervisor/ Principal ✓ ✓ 

Proof of completion of one hundred twenty (120) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

✓   

Proof of completion of six hundred (600) hours of seminars, 
workshops, or in-service training as sanctioned by PSS/SBOE and or 
equivalent university or college courses  

  ✓ 



2.3 Course Requirements 

2.3.1 Classroom Teacher Certification 
2.3.1.a. Basic II 

1. Multicultural Education/Teaching Linguistically Diverse Students 
2. Teaching Reading 
3. Inclusive Practice for Students with Learning Disability 
4. Instructional Strategies/Classroom Management 
5. Internship or Mentoring Program 
6. Computer Technology 

2.3.1.b. Standard 

i. Elementary Education Endorsement 
1. Instructional Technology 
2. NMI History/Pacific Institute 
3. Reading Diagnostic 
4. Tests &Measurements 
5. Language Arts Methods 
6. Math Methods 
7. Science Methods 
8. Social Studies Methods 
9. Curriculum in Early Childhood Education 

ii. Special Education Endorsement  
1. Instructional Technology 
2. NMI History/Pacific Institute 
3. Reading Diagnostic 
4. Tests and Measurements 
5. Student Evaluation for Special Education 
6. Behavioral Modification in the Classroom 
7. Modification and Adaptation of Curriculum for Special Education Students 
8. Medical Implications of Special Education Students in the Classroom 
9. Current Issues in Special Education 

iii. Early Childhood Special Education Endorsement  
1. Instructional Technology 
2. NMI History/Pacific Institute 
3. Reading Diagnostic 
4. Tests & Measurements 
5. Philosophical, Historical and Legal Foundations of Early Childhood 
6. Intervention and Special Education 



7. Health, Safety and Medical Aspects of Children with Special Needs 
8. Fundamentals Child Growth and Development  
9. Partnerships and Families 
10. Evaluation and Assessment 
11. Program Implementation in Natural Environments 

iv. Early Childhood Education Endorsement 
1. Instructional Technology 
2. NMI History/Pacific Institute 
3. Reading Diagnostic 
4. Curriculum in Early Childhood Education 
5. Guiding and Nurturing Young Children 
6. Education for Parenthood 
7. Safety, Health and First Aid for Young Children 
8. Administration in Early Childhood Education 
9. Introduction to Exceptional Individual 

v. Secondary Education Endorsement (for Junior and Senior High School Teachers) 
1. Instructional Technology 
2. NMI History/Pacific Institute 
3. Reading Diagnostic 
4. Tests and Measurements 
5. Methods in Content Area 
6. Three (3) Courses in Content Area (9 credits)  

vi. Chamorro/Carolinian Language & Heritage Studies Endorsement 
1. Instructional Technology 
2. NMI History/Pacific Institute 
3. Reading Diagnostic 
4. Evaluation and Assessment in Bilingual 
5. Historical and Philosophical Foundation of Bilingual 
6. First and Second Language Acquisition 
7. Chamorro and Carolinian Orthography  

2.3.2 Career and Technical Education 
2.3.2.a. Instructor II 

1. Introduction to Teaching 
2. Classroom Management 
3. Instruction in Planning and Assessment for Diverse Classrooms 
4. Multicultural Education / Teaching Linguistically Diverse Students 
5. Instructional Technology 



6. Instructional Strategies 
7. Inclusive Practices for Students with Special Needs  

2.3.2.b. Specialized 
1. Computer Technology 
2. Instructional Strategies and Classroom Management 
3. Instruction in Teaching Linguistically Diverse Students 
4. Instruction in Planning and Assessment 
5. Occupational Competency as approved by PSS 

2.3.3 Early Childhood Education Pre-Kindergarten 
2.3.3.a. Instructor II 

1. Introduction to Teaching 
2. Classroom Management 
3. Instruction in Planning and Assessment for Diverse Classrooms 
4. Multicultural Education/ Teaching Linguistically Diverse Students 
5. Instructional Technology 
6. Instructional Strategies 
7. Inclusive Practices for Students with Special Needs 

2.3.3.b. Specialized 
1. Computer Technology 
2. Curriculum in Early Childhood Education 
3. Education for Parenthood  
4. Guiding and Nurturing  
5. Safety and First Aid for Young Children 
6. Administration in Early Childhood Education 
7. Introduction to Exceptional Individuals 

2.3.4 Early Childhood Education Infants & Toddlers 
2.3.4.a. Instructor II 

1. Managing Health and Safety  
2. Toddlers and Preschoolers  
3. Infant in Child Care  
4. Toddler in Child Care  
5. Child Development and Guidance  
6. Parents and Child Care 
7. The Early Childhood Professional 
8. Observing, Recording, and Assessing Children's Development  
9. Principles of Child Development and Learning 

NOTE:  Coursework equivalent to a major relating to early childhood education includes 



but is not limited to courses that focus on child development, early childhood education 
and curriculum, early childhood teaching and assessment, psychology, family 
development, health and physical development, mathematics, science, and children's 
literature. Such courses may be offered in various departments such as Education, Home 
Economics, Music, Art, Library Science, Physical Education and Recreation, Psychology, 
Family Studies, and others.  

2.3.4.b. Specialized 
1. Computer Technology 
2. Curriculum in Early Childhood Education 
3. Education for Parenthood  
4. Guiding and Nurturing  
5. Safety and First Aid for Young Children 
6. Administration in Early Childhood Education 
7. Introduction to Exceptional Individuals 

2.3.5 Chamorro Carolinian Language & Heritage Studies 
2.3.5.a. Instructor II 

1. Introduction to Teaching 
2. Classroom Management 
3. Instruction in Planning and Assessment for Diverse Classrooms 
4. Multicultural Education / Teaching Linguistically Diverse Students 
5. Chamorro or Carolinian Orthography  
6. Instructional Technology 
7. First and Second Language Acquisition 
8. Inclusive Practices for Students with Special Needs  

2.3.5.b. Specialized 
1. Computer Technology 
2. Instruction in Teaching Linguistically Diverse Students 
3. Instruction in Chamorro/Carolinian Language Arts 
4. Instruction in Planning and Assessment for Diverse Classrooms 
5. Instruction for Students with Disabilities 
6. Instruction in Lesson Planning and Classroom Management 
7. Chamorro or Carolinian Orthography  

2.3.6 School Counselor 
2.3.6.a. Basic II 

1. Computer Technology 
2. Test and Measurements 
3. Introduction to Counseling 



4. Issues and Philosophies of Culturally Diverse Schools 
5. Multicultural Counseling 
6. Counseling Process: Theory 
7. Counseling Process: Practice 

2.3.6.b. Standard 
1. Instructional Technology 
2. NMI History/Pacific Institute 
3. Dynamics of Individual Behavior 
4. Individual and Group Assessment 
5. Group Counseling 
6. Prevention & Outreach 
7. Career Counseling and Placement 

2.3.7 School Librarian 
2.3.7.a. Basic II 

1. Multicultural Education/Teaching Linguistically Diverse Students 
2. Teaching Reading 
3. Inclusive Practice for Students with Learning Disability 
4. Instructional Strategies/Classroom Management 
5. Internship or Mentoring Program 
6. Computer Technology 

2.3.7.b. Standard 
1. Instructional Technology 
2. NMI History/Pacific Institute 
3. School Library Administration 
4. Selection, Evaluation, and Access of School Library Materials 
5. Children's Literature or Young Adult Literature 
6. School Library Material and the Curriculum 
7. Technology and the School Library 

2.3.8 School Administrators 
2.3.8.a. Professional 

1. Introduction to School Administration 
2. Instructional Supervision and Evaluation (Clinical Supervision) 
3. School Law/Education Law 
4. School Personnel 
5. School Finance 
6. Instructional Leadership and Supervision Seminar 
7. Facilitative Leadership Seminar 



3. Assessment of Applications 
3.1 Reference to SBOE Regulation and Applicable Laws  
§ 60-30.2-225 Types of Certification and Requirements  
§ 60-30.2-227 Types of Certification and Requirements: Alternative Levels 
§ 60-30.2-230 Burden of Proof 
 

3.2 Purpose 
The purpose of this section is to document the assessment process for initial applications, 
renewal or re-application of previously certified applicants, and additional endorsements. 

 

3.3 Course Evaluation 
All Official Transcript and Certificate of Course Completion submissions will be evaluated to 
ensure compliance with SBOE Regulations. The CLO will verify courses stated in the respective 
document submission to ensure alignment with the SBOE course requirements. Professional 
judgement is used when conducting course evaluations.  

 

3.4 Assessment of Professional Development Hours 
All professional development (PD) log submissions will be reviewed to ensure compliance with 
SBOE Regulations. The CLO will calculate hours reported on the PD log to ensure alignment 
with the SBOE PD requirements. Professional judgement is used when reviewing PD logs. 

 

3.5 Application Status Update 
1. If the CLO identifies incomplete courses, the CLO will provide a status update informing 

the applicant of any pending course(s) via email.  
2. If the CLO identifies incomplete PD hours, the CLO will provide a status update 

informing the applicant of any pending PD hour(s) via email.  
3. If the CLO deems that all required courses and PD hours have been met, the CLO will be 

provided a status update informing the applicant that the applicant will be recommended 
to the FPA Committee or the SBOE for ratification. 

 

 



3.6 Assessment of Applications Flowchart 
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4. Establishing the Applicant's Official File 
4.1 Reference to SBOE Regulation and Applicable Laws 
No SBOE Regulations to reference. 

 

4.2 Purpose 
To document the process of establishing a certification applicant’s official file within the 
Certification and Licensure Office. 

 

4.3 Establishing the Applicant’s Official Digital File 
Upon receipt of an applicant’s complete application, the CLO will conduct the following 
procedures:  

1. The CLO will create a digital folder on the CLO’s hard drive with the following format: 
 
Applicant’s Last Name, First Name MI 
 

2. The digitally received application and supporting documents will be downloaded into the 
respective folder. The physically received application and supporting documents will be 
scanned and saved into the respective folder. 

 

4.4 Establishing the Certificate Number 
The information from the completed application will be entered into a Master Log Sheet within 
the Google Sheets database. The certificate numbers are prepopulated on the Master Log Sheet. 
The applicant will be assigned the certificate number in the order each application is entered. 
(See Appendix 4 for a sample of the Master Log Sheet).  

 



4.5 Establishing the Applicant’s Official File Flowchart 
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5. Preparing Certification Reports 
5.1 Reference to SBOE Regulation and Applicable Laws 
SBOE Bylaws Article X Committees Section 3. A.  
NMIAC § 60-30.2-240 Certification Decision 
 

5.2 Purpose 
To document the procedures pertaining to the preparation of CLO reports to the Fiscal, 
Personnel, and Administration (FPA) Committee and ratification by the full SBOE. 

 

5.3 Preparation of Certification Reports 

5.3.1 Fund Certification 
1. The CLO will input the applicant’s certification information onto a sheet titled “Detailed 

CLO Report” shared with Human Resources Office (HRO), Department of Finance 
(FIN), and Federal Programs Office (FPO) (See Appendix 5 for a sample of the Detailed 
CLO Report). 

2. HRO will input the applicant’s salary, proposed salary, and funding source onto the 
shared sheet. 

3. FIN will certify all proposed salaries that are locally funded. 
4. FPO will certify all proposed salaries that are federally funded. 
5. The Detailed CLO Report is certified and signed by each of the respective department 

heads (CLO, FIN, and FPO). 

 

5.3.2 Report Preparation 
All eligible applicants are compiled onto a CLO Report for approval by the FPA Committee and 
ratification by the full SBOE. These reports are normally presented during the FPA Committee 
meeting, but may also be presented at the Regular Board Meeting. The CLO Reports consists of 
all applicants, their assigned duty stations, and the types of certifications each applicant is 
eligible for. 

1. The CLO will create a report on the current official SBOE letterhead, listing all 
recommended applicants and assigned locations (See Appendix 6 for a sample of the 
Certification Report). 

2. The CLO will send the following reports to the SBOE administrative staff at least five (5) 
business days prior to the scheduled FPA committee meeting to allow ample time for FPA 



Committee Members to review. These reports are to remain confidential and is only 
remitted to the FPA Committee Members for review. 

a. CLO Report – consisting of recommended applicants and assigned locations 
b. Certified and Signed Detailed CLO Report – consisting of recommended 

applicants, certification types, current salary, proposed salary adjustments (if any), 
and funding source (local vs federal). 

3. The CLO will print and present the CLO Report at the scheduled FPA committee meeting 
for approval. 

4. Once approved by the FPA committee, the FPA Chairperson will be presented the 
physical report for signature. 

5. The CLO will send the following FPA approved CLO reports to the SBOE 
administrative staff at least five (5) business days prior to the scheduled SBOE Regular 
Board Meeting allow ample time for SBOE Members to review. These reports are to 
remain confidential and is only remitted to the SBOE Members for review. 

a. CLO Report – consisting of recommended applicants and assigned locations 
b. Certified and Signed Detailed CLO Report – consisting of recommended 

applicants, certification types, current salary, proposed salary adjustments (if any), 
and funding source (local vs federal). 

6. The CLO will present the FPA approved CLO Report at the scheduled Regular Board 
Meeting for ratification by the full SBOE. 

7. Once ratified by the SBOE, the signed FPA approved CLO Report will be presented to 
the SBOE Chairperson for signature. 

 



5.4 Preparing Certification Reports Flowchart 
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6. Preparation of Official Certificates  
6.1 Reference to SBOE Regulation and Applicable Laws 
No SBOE Regulations to reference. 

 

6.2 Purpose 
The purpose of this section is to document the procedures for printing official certificates for 
ratified applicants. 

 

6.3 Printing of Official Certificates 
Once the FPA/SBOE has approved the CLO Report, the CLO will use the BULK PDF software 
to prepare all certificates at once for applicants who were listed on the approved CLO Report. 

1. The CLO will create a spreadsheet listing with the document title mirroring the CLO 
Report Number, containing the following information: 

a. All approved applicants (First name, MI, and Last name) 
b. Certificate Type 
c. Endorsement  
d. Effective Date 
e. Expiration Date 
f. Certificate Number 

2. The CLO will follow the steps as shown in the BULK PDF software 
3. Digital certificates created by the BULK PDF software are saved in bulk onto the “Draft 

Certificate” folder stored on the CLO’s hard drive. 
4. Digital certificates are reviewed individually for accuracy before printing. 
5. Official Certificates are printed in color and on cardstock. 
6. The CLO will hard-press the official seal on the bottom center of each Official 

Certificate. 
7. The CLO will present the Official Certificates to the Chairperson for signature.  
8. Signed certificates are scanned and saved individually onto the “Signed Certificates” 

folder stored on the CLO’s hard drive. Individual certificates are saved with the following 
document title format for mail merging purposes: 
 
Applicant’s: Last Name, First Name MI – Certification Type Certification Number 
 
Example: Doe, John J. – Standard 2025004 



9. Original signed physical copies are sorted in alphabetical order and stored in the CLO’s 
“Certificates for Pick Up” file cart. 
 

6.4 Preparation of Official Certificates Flowchart 
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7. Distribution of Official Certificates  
7.1 Reference to SBOE Regulation and Applicable Laws 
No SBOE Regulations to reference. 

 

7.2 Purpose 
The purpose of this section is to document the procedures for distributing all signed official 
certificates to each respective applicant in digital and physical form. 

 

7.3 Electronic Distribution Procedure 
All signed certificates are scanned and saved electronically into the respective applicants’ official 
digital file. The CLO will then: 

1. Using the Google Gmail Mail Merge feature, the CLO will send all certificates via email 
to each respective applicant. 

2. The email content will contain notification for all applicants that their official certificate 
is available for pick up at the SBOE Office.  

 

7.4 Physical Distribution Procedure 
1. Original certificates will be filed alphabetically by last name, in the designated file cart 

labeled “Certificates for Pick Up.”  
2. A printed copy of the certificates is attached to the original.  
3. Applicant must sign & date a copy of the certificate to confirm pick up. 
4. The signed copy will be placed back into the designated file cart. 

 



7.5 Distribution of Official Certificates Flowchart 
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8. Certification Decision and Revocation and Suspension 
of Certificates  
The CLO shall have the authority to suspend or revoke any certificate, whether Basic I, 
Specialized, Basic II, Instructor I, Instructor II, Instructor III, Standard, or Professional, upon 
receipt of evidence that suspension or revocation is necessary. 

The CLO must revoke any certificate when the holder: 

1. Has committed a material deception or fraud on his/her application for employment with 
the CNMI PSS or on his/her application for certification; or  

2. Has been convicted of any felony indicating an unfitness to teach or a crime of moral 
turpitude. 

 

8.1 Reference to SBOE Regulation and Applicable Laws  
NMIAC § 60-30.2-240 Certification Decision 
NMIAC § 60-30.2-245 Revocation & Suspension of Certificates and Appeals 
NMIAC § 60-30.3-710 Revocation / Suspension 
1 CMC § 9109 Administrative Procedure: Conduct of Hearings 
1 CMC § 9110 Administrative Procedure: Issuance of Orders and Decisions Upon Hearing 
 

8.2 Purpose 
The purpose of this section is to document the process for revocation and suspension of 
certificates and appeals. 

 

8.3 Certification Decision and FBI Background Check 
The CLO will review the applicant’s application form and Federal Bureau of Investigation (FBI) 
background check to determine any reasons for denial of application and or mandatory 
revocation or suspension, such as: 

1. Material deception of fraud on the certification application; 
2. Has been convicted of any felony, indicating an unfitness to teach or a crime of moral 

turpitude. These offenses include, but are not limited to: 
a. Violent felonies in which an individual threatens to cause, attempts to cause, or 

causes serious bodily injury; 
b. Sexually violent offenses as defined by CNMI law; 
c. Criminal sex offense against a minor as defined by CNMI law;  



d. Child abuse or neglect as defined by CNMI law or similar offenses in other 
jurisdictions;  

e. Violations of the CNMI Minor Children Firearms Control Act or similar offenses 
in other jurisdictions;  

f. Distribution to persons under 18 as defined by CNMI law or similar offenses in 
other jurisdictions; 

g. Criminal histories may be evaluated based on the nature and severity of the 
incident; the identity of the victim; the length of time since the incident; whether 
any specific pattern of criminal behavior exists; and specific efforts the individual 
has made towards rehabilitation.   

3. In the case of a denial of a certification by the CLO the decision shall be placed in 
writing. It shall give written notice of the reasons for denial by citing the requirement(s) 
not met and explaining the evidence against the applicant. 

a. The denial of any application may be appealed to the SBOE pursuant to the 
hearing procedures set forth herein. 

 

8.4 Revocation and Suspension Procedures 
The CLO, in consultation with the Commissioner of Education (COE) and the SBOE Legal 
Counsel, may suspend or revoke a certificate, if appropriate, upon the following grounds: 

1. Section 8.3.2.a-g above;  
2. Immoral conduct;  
3. Unprofessional conduct;  
4. Incompetence; 
5. Defiance of and refusal to obey the policies, rules, regulations and laws governing the 

duties of PSS certified personnel; and  
6. Substantial evidence of the commission (evidence of conviction not necessary) of a crime 

of moral turpitude or a felony indicating an unfitness to teach. 

The CLO shall receive the complaint twenty (20) days prior to any suspension or revocation 
action pursuant to 3 CMC § 1183(e). The complaint shall give written notice of the charges by:  

1. Citing any regulation violated, or any misconduct of the applicant/certificate holder;  
2. Explaining the evidence against the applicant/certificate holder;  
3. Stating the proposed sanction; and  
4. Informing the applicant/certificate holder of the opportunity for a formal hearing. 

The CLO may not suspend or revoke a certification until a hearing, if requested by the certificate 
holder, has reached a final judgment. If a hearing is not requested by the certificate holder, the 
certification will automatically be considered suspended or revoked.  



If the COE finds that public health, safety, or welfare imperatively requires it, the emergency 
summary suspension of a certificate may be ordered. The COE must submit in writing to the 
CLO the reasons supporting the summary suspension of the certificate. If approved by the CLO, 
the certificate will be immediately suspended pending proceedings for revocation.  

 

8.4.1 Certification Denial, Suspension, and Revocation Hearing 
The applicant/certificate holder shall be provided with an opportunity to have a formal hearing 
regarding any denial, suspension, or revocation of a certificate. The hearing will be held before 
the SBOE’s standing FPA committee, and the majority of the FPA Committee at the hearing will 
make any suspension decision.  

The applicant/certificate holder must request a formal hearing in writing within ten (10) days of 
the receipt of his/her complaint or notice of the denial of the certificate. The request shall be 
addressed to the SBOE Chairperson. 

1. The PSS legal counsel shall represent the CLO in presenting a complaint for revocation 
or suspension and in presenting the evidence supporting the denial of a certificate.  

2. The applicant/certificate holder is entitled to retain counsel at his or her own expense or 
to represent him or herself in the proceeding.  

3. The SBOE Chairperson shall schedule a hearing date within forty-five (45) days of the 
applicant/certificate holder’s request for a hearing. The date shall be set with due regard 
for the need of PSS to take action on the suspension or revocation and for the need of the 
employee to have sufficient time to adequately prepare a defense. The hearing shall not 
be scheduled for a date earlier than twenty (20) days after providing notice of the 
proposed action. 

4. The Chairperson shall provide a date for the exchange of witness lists and documents 
intended to be introduced at the hearing. The Chairperson may also hold a pre-hearing 
conference to accomplish one or more of the following tasks:  

a. Decide the issues for the hearing;  
b. Stipulate as to uncontested facts;  
c. Estimate the length of the hearing;  
d. Mark exhibits; or  
e. Determine the admissibility of contested evidence. 

5. The hearing shall commence with a reading of the complaint or the decision of the 
COE/designee or the CLO.  

a. Each side shall be permitted to make an opening statement. The PSS legal counsel 
shall present evidence to support the findings of the COE/designee, subject to 
cross-examination.  

b. The applicant/certificate holder may present evidence to rebut the charges or 
findings, subject to cross-examination. Each side may present rebuttal evidence.  



c. After all the evidence has been presented, a closing argument may be offered on 
behalf of the COE/designee or the CLO. The applicant/certificate holder may then 
present a closing argument, followed by the final summation on behalf of the 
COE/designee or the CLO. 

d. Proceedings hereunder shall be conducted consistent with the requirements of 1 
CMC § 9109.  

e. A recording shall be made of the proceeding to serve as the official record. 
6. The COE/designee or the CLO shall have the burden of proving the charge or decision by 

a preponderance of the evidence. 
 

8.4.2 Evidence 
1. The formal rules of evidence do not apply. Any relevant evidence of probative value is 

admissible, with only the weight assigned to it affected by its nature.  
2. A notary shall administer oaths to witnesses. 
3. Hearsay evidence shall be admissible and may constitute sufficient evidence if relevant 

and probative, of a kind that responsible persons are accustomed to relying upon in 
serious affairs, and such that a reasonable mind would accept the evidence as adequate to 
support a conclusion of ultimate fact. 

4. Where suspension, revocation, or the denial of a certificate depends upon the proof of the 
commission of a crime, proof need only be by substantial evidence and not proof beyond 
a reasonable doubt. An acquittal on criminal charges is not a bar to a certificate’s denial, 
suspension, or revocation. A certified copy of a conviction shall constitute prima facie 
evidence of the commission of the crime, which may be rebutted by a substantial 
showing of circumstances tending to disprove its commission.  
 

8.4.3 Decision 
1. The decision-making process must comply with 1 CMC § 9110.  
2. The attorney for the COE/designee shall not participate in the private deliberations of the 

SBOE.  
3. The COE or the CLO shall issue a written decision with findings of fact and conclusions 

of law, and the reasons or bases for them, on all the material issues of fact and law 
presented on the record and an appropriate order invoking or denying a sanction, or in the 
case of a review, affirming or reversing a certification decision.  

4. The written decision and order shall be served on the employee/applicant within forty-
five (45) days of the completion of the hearing process. 

 



8.5 Certification Decision and Revocation and Suspension of 
Certificates Flowchart 
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9. Refunds 
Applicants who submitted payment but are not eligible for certification may request a refund 
within sixty (60) calendar days of the ineligibility notification date 

 

9.1 Reference to SBOE Regulation and Applicable Laws  
NMIAC § 60-30.2-235 Renewal or Re-application 

 

9.2 Purpose 
The purpose of this section is to document the process for refunds of payments made towards 
certification applications within the respective timeframe allowed. 

 

9.3 Procedure for Refunds 
If an applicant does not meet the certification requirements applied for, the CLO will notify the 
applicant of his/her ineligibility. The applicant has the option to request for a refund within sixty 
(60) calendar days from receipt of the CLO’s notice.   

1. The applicant may be refunded only if a request to cancel the application is sent within 
sixty (60) calendar days of the CLO’s written notice. The request must be addressed in 
writing to the CLO.  

2. The CLO will submit a Memorandum for Refund addressed to the PSS Director of 
Finance requesting that the refund be processed on behalf of the applicant, in the amount 
that was paid (See Appendix 7 for a sample template of the Memorandum for Refund).  

3. The CLO will attach a copy of the original receipt to the Memorandum for Refund and 
submit via email to the PSS Treasurer and PSS Director of Finance.  

4. The PSS Treasurer will be responsible for contacting the applicant, informing the 
applicant once the refund process has been completed.  
 



9.3 Refunds Flowchart 
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10. Title II Reporting 
10.1 Reference to SBOE Regulation and/or Applicable Law 
Sections 205 through 208 of Title II of the Higher Education Act (HEA), as amended in 2008 
(PL 110-315) 

 

10.2 Purpose 
The purpose of this section is to document the process for Title II Reporting. 

The CLO is the State Coordinator for Title II reporting. State Coordinators must work closely 
with the Institution of Higher Education’s (IHE) contact person to complete the report every 
October for the Fiscal Year, October 1 – September 30.  

Sections 205 through 208 of Title II of the Higher Education Act (HEA), as amended in 2008 
(PL 110-315), call for accountability for programs that prepare teachers. Section 205 of Title II 
requires reports from each IHE that conducts a traditional teacher preparation program or an 
alternative route to state certification or licensure program and that enrolls students receiving 
federal assistance under HEA (e.g., Title IV). In addition, states must be able to report on 
alternative routes to teacher certification or licensure that are operated by entities that are not 
institutions of higher education, referred to as Alternate Route Organizations (ARO). 

In accordance with Section 205(a)(3) of the Higher Education Act, the Secretary of Education 
may impose a fine not to exceed $27,500 for failure to provide the required information by the 
established deadline. 

 

10.3 Title II Reporting Procedures 
1. The CLO will log into the Educational Testing Services (ETS) Title II website. All new 

users must create an account. 
2. The CLO will review, edit, or request changes to the sections listed on the ETS system 

pertaining to the CNMI state's license requirements. 
3. The CLO will accept the information on the ETS system pertaining to the state licenses. 
4. It is the responsibility of the IHE-designated person to enter all student data on the ETS 

website. 
5. The CLO will complete a “Certification of Submission” thus certifying and submitting 

the report card to ETS.  
6. The ETS will compile the information and produce a draft “Pass Rate” reports. 
7. The CLO, IHE, and ETS will review the draft “Pass Rate” reports to identify any issues 

or concerns. 



8. CLO, IHE, and ETS will work together to correct any errors. 
9. ETS will finalize the report and submit it to Trewon Technologies. 
10. Trewon Technologies will load the report to the program's federal report card. 
11. The CLO will certify the state-level report card for the CNMI on the ETS Title II website. 

 

10.4 Title II Reporting Flowchart 
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11. PRAXIS  
All teachers, school counselors, school administrators, librarians, and certain instructors shall 
submit proof to the CLO that he or she has received a passing grade on the PRAXIS core 
knowledge examinations.  

 

11.1 Reference to SBOE Regulation and/or Applicable Law 
NMIAC § 60-30.2-140 PRAXIS  

 

11.2 Purpose 
The purpose of this section is to document the process of adopting, changing, or dropping 
PRAXIS tests. 

 

11.3 Procedures to Adopt, Change, or Drop PRAXIS Tests 
Prior to requesting to adopt, change, or drop a PRAXIS test, the following information must be 
readily available and accessible: 

 

11.3.1 Adopting a PRAXIS Test 
Information necessary when requesting to adopt a Praxis test from PRAXIS, 

1. The Test Name and Code for adoption.  
2. The date the test will be made available to test takers. 
3. The category to be used for the licensure when listing on the PRAXIS website. 
4. The passing score the CNMI will require.  
5. Confirmation of reviewing the test design and content. 
6. Whether or not a standard-setting study was conducted.  
7. The title of the test that the new test will replace. 
8. The last date the old test will be required. 
9. The date PRAXIS ETS should change the state's information on the PRAXIS website. 

 

11.3.2 Changing a PRAXIS Test Passing Score  
Information necessary when requesting to change the score for a PRAXIS test, 

1. The new passing score. 



2. The date the new passing score will be required.  
3. The date PRAXIS ETS should change the state's information on the PRAXIS website. 

 

11.3.3 Dropping a PRAXIS Test  
Information necessary to discontinue a PRAXIS test, 

1. The last date the test will be required. 
2. Whether the test will be used for any other licensure area. 
3. The date PRAXIS ETS should change the state's information on the PRAXIS website 

 

11.3.4 Test Requirement Change Form  
The CLO will request for a “Test Requirement Change Form” and apply the required information 
based on the type of request (adopt, change, or drop). 

The completed form is then submitted to the appropriate address listed on the “Test Requirement 
Change Form”. 

The CLO will save the “Test Requirement Change Form” in an electronic folder on the CLO’s 
hard drive for documentation purposes.  

 

11.4 Flowchart for Adopting, Changing, or Dropping PRAXIS Tests 

  

Obtain the necessary 
information needed for the 

type of request to be 
submitted (adopt, change 

of score, or drop).

Request the Test 
Requirement Change Form, 

from PRAXIS.

Compelete the form to 
include necessary 

information based on the 
type of request.

Submit the form to the 
address indicated on the 

form.

Save the form in the 
designated electronic 

folder for documentation 
purposes.



12. Tyler ERP System 
12.1 Reference to SBOE Regulation and/or Applicable Law 
No SBOE Regulations to reference. 

 

12.2 Purpose 
This procedure only applies to active PSS employees and is intended to document the procedures 
for entry of certification information into the Tyler ERP System (Tyler). 

 

12.3 Procedure for Entry into the Tyler ERP System 
Before logging into the Tyler, the CLO will request access through the PSS State Infrastructure 
Technology (SIT) office.  

1. From the Tyler Landing Page, the CLO will click on “Employee Certifications” to access 
the “Employee Certification Module”.  

2. Once on the “Employee Certification Module”, the CLO will perform the following 
steps: 

a. Click the “ADD” button  
b. Enter the following information 

i. Employee Identification 
1. Employee Number 
2. All other fields will auto-populate   

ii. Certification Information 
1. Certification Type (ex, Basic I, Basic II, Standard, etc.) 
2. Area (ex, Classroom Teacher, School Administrator, etc.) 
3. Level (Initial or Renewal) 
4. Certificate Number  
5. Effective Date 
6. Expiration Date 

c. Click on “Accept” to complete the entry 



 

12.4 Entry into the Tyler ERP System Flowchart 
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Appendix 1: Certification Checklists and Application  
Appendix 1.1 Checklists 

 















 

 



Appendix 1.2 Application 
 

 



 

 



 

 



 

 

 



 

 



 

 

 



 



 

 



 

 



Appendix 2: Additional Endorsement Application 

 



  



Appendix 3: Course Evaluation Form 
 

 

 



 
 



 
 



 
 



 
 



 
 



 
 



 
 



 
 



 
 
 
 



 
 



 
 

 
 



 
 



 
 



 
 
  



Appendix 4: Master Log Sheet Template 

 
 

 
 

 
  



Appendix 5: Detailed CLO Report Template 



Appendix 6: CLO Report Template 
 

 



Appendix 7: Memorandum for Refund  
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