Conversion to Instructional Il Permanent
Certification for Professional Staff

Requirements:

Complete Teacher Induction Program
Complete three years of satisfactory service
Complete 24 post baccalaureate credits

Once the above is achieved, complete Instructional Il Permanent
Certification application with the Pennsylvania Department of
Education via the TIMS website at www.pde.edu
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Select “Access TIMS (Certification Application System)”
Enter PDE log in credentials (username and password)
Click on the Applications tab at the top of the page and select “New Credential

. Application”

Click tab “Select Credential Type”
Click Instructional Il and proceed through the application.

a. Contact the Director of Human Resources to inform the district you are applying

for Level Il and to verify that you have achieved the above requirements.

PDE requires a fee of $200 with your application.
Cover letter will be supplied to print and to mail with your sealed transcripts. There is an
electronic option for universities to submit transcripts directly to PDE. Take note of this
information located on the last section of your Instructional Il application.

The printed cover letter includes PDE Form 338P with your profile, school’s profile, and
other information. You do not have to do anything with this form. The district will
complete this information electronically.
Mail the cover letter and sealed transcripts to:

Bureau of School Leadership and Teacher Quality

Pennsylvania Department of Education

333 Market Street, 12th Floor

Harrisburg, PA 17126-0333
The conversion process with the Department of Education will take time so do not delay.
When you have met all requirements, begin the application process. If process is not
completed and your certificate becomes invalid, you will not be a eligible for employment
as a teacher in a Pennsylvania public school district.
Notify the Director of Human Resources when your application process is complete and
with any questions regarding the approval process.
Upon receipt of Level Il certificate, print a copy and forward to Human Resources for
update of your files with the district.
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