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Introduction 

 
At the ―Preparing for the Student Teaching Experiences Meeting‖, students receive this mini-packet to 

assist them in preparing an application for teaching certificate(s). 

 

A sampling of the TEACH online application is also discussed and included in this packet as well as on 

the Medaille College Office of Student Teaching/Certification Website.  

 

For information concerning New York State teaching certificates go to: 

 www.highered.nysed.gov/tcert/teach/ 

 

 

For information concerning a Province of Ontario teaching certificate go to: 

www.oct.ca 

 

NOTE: Students are encouraged to process the teaching certification application no later than 6 months 

before program completion. 

 

Canadian Students must apply for a New York State and Province of Ontario teaching certificate.  

 

Questions about certification? Contact Deborah Allen at deborah.m.allen@medaille.edu or 1-888-252-

2235, ext. 2567. 

 

 

Application for a Teaching Certificate 

 

The specific requirements that need to be fulfilled in order for a student to be recommended for a 

Province of Ontario and a New York State teaching certificate are enumerated below. 

 

 A minimum of 30 college credits in a liberal arts and sciences academic concentration. 

 A minimum of 6 college credits in each of these areas; English, mathematics, natural sciences, 

social studies, and a language other than English. 

 Graduate education coursework. 

 Student teaching 

 Passage of the three New York State Teacher Certification Examinations (NYSTCE)  

i. LAST (Liberal Arts and Sciences Test) 

ii. ATSW (Assessment of Teaching Skills Written – Elementary Education) 

iii. CST (Content Specialty Test-Multi-subjects) 

 

Apply for a New York State teaching certificate to include submission of fingerprinting paperwork 

mandated by the New York State Education Department.  

 

 

  

http://www.highered.nysed.gov/tcert/teach/
http://www.oct.ca/
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A. Directions to Complete Online Application 
 

1. Go to Self-Registration (located in the upper right hand corner). Keeping clicking ―Next‖ until you see 

―Self Register Now.‖  This will take you to the screen, ―Create Account.‖ Fill out the information and 

at the bottom of the screen, click on ―Create Account‖. You will be required to create a User ID and a 

password. You will need to make a note of these because you will be required to use them every time 

you log into the TEACH website.  

 

 

 

 
 

 

 
 

 

 

2. Complete the information on the ―User Information Page.‖ For Canadian students, do not put in an 

address or state.  Enter in the postal code box ―14214‖. Click on the Create Account button. (There is 

no screen displayed in the guideline handbook.) 

 

 

 

  



 
 

 

 
Search OTI

 
Search

 
 

 

Quick Links: 
Select here

 
Go to Topics A-Z 

 

  Teaching in New 

York  

| Certification  | Resources - 

Educators  

| Resources - 

Public 

| Teacher 

Showcase  

| Fingerprinting 

Please complete the form below to create a New York State Directory Service account and register with TEACH Online 

Services. 

NOTE: You will be asked to change your password during your first login. Personal 

information supplied in this form will not result in updated personal information in 

TEACH. 

 

If you currently hold teacher certification, or have previously submitted a certification or 

finger print application, or other documents, the spelling of your First and Last Name 

must be exactly as it is on your most recently printed certificate or other submitted 

document. This is necessary to insure that your log-on information is identical to your 

records currently on file with the Office of Teaching Initiatives. 

* Denotes required field 

User 

Informatio

n 

Personal Privacy Protection Law Notice  

* First 

Name  Middle Initial    

* Last 

Name   

  Gender Select One
 

* Date Of Birth 

(MM/DD/YYYY)  

  Address 
 

  Address 

Line 2  

  City 
  State   

Select One
  Postal Code  

  Country Select One
  

* Email 

Address  

If you do not have your own 

e-mail address, please 

provide an e-mail address 

through which you can be 

reached. 

  Telephone 

Number     Extension    
Eg. 555-555-5555   

Extension 1234 

http://www.highered.nysed.gov/tcert/topics_az.htm
http://www.highered.nysed.gov/tcert/career/index.html
http://www.highered.nysed.gov/tcert/career/index.html
http://www.highered.nysed.gov/tcert/certificate/index.html
http://www.highered.nysed.gov/tcert/resteachers/index.html
http://www.highered.nysed.gov/tcert/resteachers/index.html
http://www.highered.nysed.gov/tcert/respublic/index.html
http://www.highered.nysed.gov/tcert/respublic/index.html
http://www.highered.nysed.gov/tcert/showcase/index.html
http://www.highered.nysed.gov/tcert/showcase/index.html
http://www.highered.nysed.gov/tcert/ospra/index.html
https://ws04.nyenet.state.ny.us/sreg/privnotice.jsp
http://www.highered.nysed.gov/tcert/index.html
https://ws04.nyenet.state.ny.us/sreg/self-reg.jsp?APP=nyappsedteach


  Fax 

Number   

  
   

 Login Information 

* Preferred 

User id  

User ids must be at least 4 characters, can be up to 128, 

and must be unique. If your selection is not available you 

will be prompted to select a different one. 

  
   

 Password Reset Information 

  * Shared Secret Question * Answer * Confirm Answer 

1. 
Select One

   

  
   

* Enter this 

number in 

the box to 

the right  
 

   
 

Please enter the security code displayed on your screen in 

the field provided. This is necessary to prevent 

unauthorized use of this Web site. If you are using a 

screen reading program, click listen to have the number 

announced.  

Your password must: 

1) be at least eight (8) characters long, one of which must be a numeric character; 

2) not contain more than two repeating characters; 

3) cannot be one of your entries such as your name or email address.  

* Password 
 

* Confirm 

Password  

Create Account
 

 

 

 

  

https://ws04.nyenet.state.ny.us/sreg/SoundConcatServlet


3. A Login Page will appear and you will enter your User ID and password. This takes you to the 

―TEACH Registration‖ page where you will enter your Social Security number for U.S. citizens and 

your SIN number for Canadian citizens. For Canadian students, enter the number which will be 

formatted to U.S. Social Security Number. This will take you to the ―Create Profile‖ area. 

 

 
 

 

 

 

 

 

TEACH Registration 

 

Enter your Social Security Number  

A social security number is required to access TEACH and to apply for a 

certificate or obtain fingerprint clearance. To apply for a Social Security 

Number, contact the Social Security Administration at http://www.ssa.gov/ .  
 

 SSN    -   -     

  

 
 

 

 

  



4. On the ―Create Profile‖ page, about halfway down, you will see ―Contact Information‖. For U.S. 

citizens bullet ―United States Mailing Address‖ and enter your information. For Canadian citizens 

bullet ―International Mailing Address: and enter your correct mailing address here. At the bottom of 

the page you will see ―Preferences‖. The first box is for notices about teaching recruitment in New 

York State. The second box is giving New York State permission to contact you via email if necessary. 

In my opinion, it would be useful to check this box.  

 

 

 

Create Profile 

The information on this screen is collected once and will be used to create your profile in the Department of 

Education database. Your profile needs to be created in order for you to be able to apply for certification. The 

format of your information is how it will appear on all correspondence and certificates.  

Personal Information  

Prefix : ----Select----
     

*Last Name :  *First Name :  

MI :  Suffix : ----Select----
 

Maiden Name :  * Gender :  ----Select----
 

*Date of Birth : (mm/dd/yyyy)  * SSN :  - - 
4

 
 

 

  

Contact Information 

United States Mailing Address  International Mailing Address  

*Street 

Address :   
*Address 1 :   

Apt. :  
 

Address 2 :  

*Zip Code :    *City :  

*City : ----Select----
 State/Province :  

*State/Provinc

e : 
----Select----

 *Country : 
----Select----

 

Home Phone : - -  
*Foreign Postal 

Code :  

Work Phone : - -      

        
 

 

  

javascript:cal5.popup();


* Resident Status  

 I am a citizen or a permanent resident of the United States 

 I am NOT a citizen or a permanent resident of the United States 
 

 

  

Preferences 

 
Check this box if you would like your name, address and certificate information to be provided to a 

statewide clearing house for teacher recruitment.  

 
Check this box if you would like the Office of Teaching to communicate with you via email (unless a 

physical document is required)  

  Email Address :    
 

 

  
Please verify all information is correct before submitting. All information that you provide on this screen except 

Social Security Number will be considered public information. You will be able to update your contact information 

later once your profile is created.  
Required fields are marked with an asterisk (*) 
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http://www.highered.nysed.gov/
http://www.nysed.gov/
http://www.highered.nysed.gov/tcert/disclaimer.htm


5. The screen below will be the ―TEACH Home‖ page. Select ―Apply for Certificate‖ under ―Online 

Application‖ page. This will take you to Step 1, Verify/Update Profile. Click ― Edit Education 

Information.‖  

 You will need to select one of the programs from below to complete the information that is requested 

in the drop down boxes for ―Institution.‖ 

 NOTE: You have to choose the college campus your program is listed under 

 

  Profile Links 

      Verify/Update Profile  

  

  Fingerprinting Links  

      Submit Application for Fingerprint Clearance   

  

  Inquiry Links 

      Account Information  

  

  Online Application 

    Apply for Certificate 

    Apply for a Duplicate Certificate 

  

  Professional Development 

    Maintain Your Professional Development Record 
 

 

 

 

 

Institution Name:  Medaille College  

                                Main Campus  

Institution Name:  Medaille College 

                               Amherst Campus  
Program Title:  Elem. Education: Childhood   
Award: BSED  
Major:  Elementary Education 

Program Title:  Ed. Preparation Program   
Award: MSED  
Major: Education Preparation 

Program Title:  Education Middle Childhood 
Award: BSED  
Major: Elementary Education 

Program Title:  Special Ed. Program   
Award: MSED  
Major: Students with Disabilities 

Program Title:  Literacy 
Award: MSED   
Major:  Literacy 

 Program Title:  Adolescence Ed. Program   
Award: MSED  
Major:  

 

 

 

  

https://eservices.nysed.gov/teach/teachext/CpPersonSearch.jsp?trgAction=INQUIRY
https://eservices.nysed.gov/teach/teachext/OnlineAppProgramOption.jsp
https://eservices.nysed.gov/teach/teachext/ViewReports.do


Answers to the drop down box questions: 

o Date Degree Received: Choose from December 31, May 31, June 30, or August 31 

depending upon when you are finishing your program at Medaille College.  

o Attended From/Attended To: These are the actual school dates you attended Medaille 

College.   

o Attended From is the date you started at Medaille College.   

o Use your Date Degree Received as the answer for Attend To. 

o Number of Credits:   MSED-Ed Prep – 42, BS Elem. Ed. - 137, Other Programs—check 

with Deborah Allen. 

o Click Add. Read and press next when finished. It will then show you what you have 

entered and if there are any corrections to your personal or education information, you can 

edit it here. Then click next.  

 

 

 

 

Step 1 - Verify / 

Update Profile  

 
Step 2 - Select 

Certificate(s)  

 
Step 3 - Sign 

Affidavit  

 
Step 4 - Confirm 

and Sign 

Application  

 
Step 5 - Make 

Payment  

 
 

Step 1 - Verify/Update Profile  

To add or edit the information below, click the corresponding edit button. If you do not need to 

make any changes click the Next button.  

Personal Information  

Name : 
 

SSN : 
 

Date of Birth :  
 

Gender :  

Email : 
 

Address :  

Home Phone : 
 

  

Work Phone :   
 

US Citizen : 
  

 
 

 

  

Education Information 

 
 

 

  

Employment 

Information 
   

 
 

  

   
 

 

 
 



 

Enter/Edit Education Information 

 

Enter information about your academic history. The information you provide is subject to verification. 

Approved New York Teacher Certification Programs: Select this radio button if you completed a program at a 

New York State institution of higher education that leads to a recommendation for a teaching certificate. Contact 

the certification office at your college/university for a Student Application Information Sheet containing the 

necessary information regarding award title (degree awarded), program code and title, and major field of study to 

complete this portion of the application.       

All Other Programs and Coursework  

    

*Institution : MEDAILLE COLLEGE-AMHERST
   

Award Title : 

Provided by your college/university on the Student Application 

Information Sheet 

MASTER OF SCIENCE IN EDUCATION
 

Program : 

Provided by your college/university on the Student Application 

Information Sheet 

30681 - EDUCATION PREPARATION
 

*Major : 

Provided by your college/university on the Student Application 

Information Sheet 

Childhood Education

 

Date Degree Received: (mm/dd/yyyy)  

*Attended From :  

 

(mm/dd/yyyy) If you do not know the 

exact dates of attendance, please 

enter the first day of the month.  

*Attended To :  

 

(mm/dd/yyyy) If you do not know the 

exact dates of attendance, please 

enter the first day of the month.  

Number of Credits :  42
 

 

 

 

 

Click Add to add this education information to your profile. 
 

 

  

  

College/University 
Location 

Award 

Title/Degree 
Major From To 

Date 

Degree 

Received 

Cr. Rcvd  

The system allows you to edit, but not remove, education information. To edit your education information, 

select the button next to the entry to be edited and click the Edit button.  
  

Required fields are marked with an asterisk (*) 
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Step 2 of Certification Process – Select Certificate. Follow the directions. The following information should help 

you. 

  

 Select your Area of Interest:  Classroom Teacher 

 Select your Subject Area: Childhood Education, Middle Childhood Education, Literacy Education, Special 

Education.  

 Select the Grade Level:  Childhood – Grade 1-6 or Middle Childhood – Grade 5-9 or Literacy – Birth – Grade 6, 

Special Education Childhood grade 1-6, Special Education Middle Childhood, grade 7-12. 

 Select Title:  Same as above. 

 Select your Certificate Type. 
 

Step 2 - Select Certificate(s) 

Personal Information         

Name : 
 

SSN : 
 

Date of Birth :   Gender : 
  

 

 

You may apply for one or more certificates in a session. Certificates may be added one at a time. 

Make your selections for the first certificate for which you want to apply, and then click the Add button.  

Each certificate is treated as a separate application, with specific requirements associated with each certificate. Fees are assessed 

for each certificate requested and may differ depending on the type and pathway chosen. 

Once you click the Add button, you will be asked to confirm your choice. If you confirm your choice, you will be taken to a 

page to choose the pathway under which you would like to be evaluated. 

When you select an evaluation pathway, you will be asked to fill in additional information. After you are directed back to this 

page you may repeat the process to apply for additional certificates. Each certificate application generates its own fee. 

New Certificates and Applications 

Select your Certificate Title 

Select your Area of Interest : Classroom Teacher
   

Select your Subject Area : Childhood Education
 

Select the Grade Level : Childhood - Grades 1-6
 

Select the Title : Childhood Education (Grades 1-6)
 

 

Select your Certificate Type 

Select the Type of Certificate : Initial Certif icate
 

  

Please make your selections and then click the "Add" button 
 

 

 Click ―Add.‖  

 On the next screen will ask for the Program Code. Contact Sue Lowrey at 716-932-2549 for the program codes. 

Click ―Submit.‖ 

 The next screen, you will see a white circle surrounded by a yellow box and Medaille College. Click on the circle 

and click ―Next.‖ 



 Clicking ―Next‖ will take you back to the ‗Select Your Area of Interest‘ screen only ―Classroom Teacher‖ will be 

visible. This is correct!  

 Go to the bottom of the screen and click ―Next.‖ 

 On the next screen you will see a circle or box. Check the box or circle. It gives the State Education Department 

permission to review your application. 

 

 

Step 3 – Sign Affidavit. Your personal information will again appear at  

top of the page.  Everyone will have to answer all the questions on this page.  Answer A or B and all the Yes or No 

questions. At the bottom of the screen when you click ―Sign Affidavit‖, you swear that all your answers are correct.  

If you answered any questions with incorrect information, this could be grounds for you not obtaining a teaching 

certificate. 

 

 

Step 1 - Verify / 

Update Profile  

 
Step 2 - Select 

Certificate(s)  

 
Step 3 - Sign 

Affidavit  

 
Step 4 - Confirm 

and Sign 

Application  

 
Step 5 - Make 

Payment  

 
 

Step 3 - Sign Affidavit 

Personal 

Information  
       

Name : 
 

SSN : 
 

Date of Birth :   Gender : 
  

 

Certification Regarding Child Support 
Complete this section whether or not you have children. 
I submit the following sworn statement in support of this application. 
* Select only A or B. If you select B, you must check one of the following statements below. 

 A. I Am Not Obliged To Pay Child Support. 

 B. I Am Obliged To Pay Child Support. 

     I Am Up To Date In The Payment Of Child Support. 

     I Am Making Payments By Income Execution. 

     Child Support Is The Subject Of Pending Court Proceeding. 

     I Am Receiving Public Assistance. 

     None of the above apply 
I understand that the intentional submission of false written statements for the purpose of 

frustrating or defeating the lawful enforcement of support obligations is punishable pursuant to 

Section 175.35 of the Penal Law of the State of New York. 
                
Moral Character Determination 
Answer each question by indicating "YES" or "NO".  
* You must respond to all questions.  
A  Have you ever been dismissed from, resigned from, 

entered into a settlement agreement, or otherwise left 

employment to avoid investigation and/or dismissal for 

alleged misconduct?  

         YES    NO  

B  Are you the subject of any pending investigation and/or 

disciplinary charge(s) pertaining to employment?           YES    NO  

C  Have you ever been found guilty after trial, or pleaded 

guilty, no contest, nolo contendere, or had adjudication          YES    NO  



withheld to a crime (felony or misdemeanor) in any 

court?  
D  Do you currently have any criminal charge(s) pending 

against you?           YES    NO  

E  Have you ever had an application for a teaching, 

professional or vocational credential (i.e., license, 

certificate or registration) in New York or any other 

jurisdiction denied?  

         YES    NO  

F  Have you ever surrendered a teaching, professional or 

vocational credential (i.e., license, certificate or 

registration) or had such credential revoked, suspended, 

invalidated or otherwise subjected to a disciplinary 

penalty in any jurisdiction?  

         YES    NO  

G  Are you the subject of any pending investigation and/or 

disciplinary charge(s) for professional misconduct in 

any jurisdiction?  
         YES    NO  

H        If you answered "YES" to any of the moral character questions, please provide an 

explanation :  

 
  
By SIGNING this affidavit, I confirm that all the information I provided is true and contains no 

misrepresentation or falsehoods. 
Signed under penalty of perjury. 
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Step 4 – Confirm and Sign Application. You are reviewing what type of certificate you are applying for. You  

will be informed of the fee, $50.00 U.S.  Click ―Sign Application‖.  You will be asked if you want to pay by credit 

card or print an invoice to pay by money order or certified check. Medaille College recommends you make an 

online payment for prompt processing. If the amount due is over $50.00, you have made a mistake. Close and 

contact Sue Lowrey at Medaille College at susan.m.lowrey@medaille.edu.  

 

After you have paid for your application, a screen called ―Application  

Transaction Summary‖ will appear. This is a summary of your online application.  After reading, click ―Done.‖  

This should return you to the ―TEACH Home‖ page .Click the second bullet ―Fingerprinting Links.‖  After 

completing, click ―Submit Application for Fingerprint Clearance.‖ 

 

 

Personal Information         

Name : 
 

SSN : 
 

Date of Birth :   Gender : 
  

 

  You have applied for the following certificate(s) in this session: 

Area of Interest Certificate Type Title Application Fee   

http://www.highered.nysed.gov/
http://www.nysed.gov/
http://www.highered.nysed.gov/tcert/disclaimer.htm
mailto:susan.m.lowrey@medaille.edu


 

Classroom Teacher Initial Certificate  Childhood Education (Grades 1-6)  $50.00 USD  
 

  
  

  Total: $50.0 USD 

  
 Click Previous to change anything in your application.  
 Click Sign Application to submit your application and continue. 

    

  

I hereby certify that all the statements, attestations, information, and data contained in this application are true 

and accurate. I also understand that the authorized electronic signature (User ID and password) used to submit 

this application has the same legal validity and enforceability as a written signature. I understand that any 

deliberate misstatements contained in this application may be grounds for action against me. 
    
  Signed under the penalty of perjury. 
 

   

Requirements | Logout  
 

 

Step 1 - Verify / 

Update Profile  

 
Step 2 - Select 

Certificate(s)  

 
Step 3 - Sign 

Affidavit  

 
Step 4 - Confirm 

and Sign 

Application  

 
Step 5 - Make 

Payment  

 
 

 

Step 5 - Make Payment 

Personal 

Information  
       

Name : 
 

SSN : 
 

Date of Birth :   Gender : 
  

 

Your application will not be complete until we receive your payment. Payment does not 

guarantee certification. Your eligibility for certification is determined by an evaluation of 

your qualifications.  
 

Certificate Application  

Classroom Teacher   Initial Certificate   Childhood Education 

(Grades 1-6)  
$50.00 USD 

Total Amount Due $50.00 USD 
 

 

 

  
 

You may choose to pay for your application(s) with a credit card, or you may mail 

payment to the Office of Teaching Initiatives. If you choose to mail your payment, you 

will need access to a printer so that you can print out the mail-in payment coupon. Please 

make a selection to continue.  
 

Pay Online with a Credit Card  

 
Mail in a Cashier's Check or U.S. Postal Money Order  

 
    
 

 

 

  

 

  

https://eservices.nysed.gov/teach/teachext/CertRequirementHelp.do
https://eservices.nysed.gov/teach/teachext/Logout.do
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B. APPLY FOR FINGERPRINT CLEARANCE 
 

 

1. Read page and click ―Next‖. 

 

2. Fingerprinting Application –Your personal information will appear at the top of the page.  

Complete the drop down boxes with your information.   

 

3 Reason for Fingerprinting – Choose ―Teacher Certification‖ only.  Click ―Next‖ 

 

2. Fingerprinting Consent.  Read and ―Sign‖.  You are saying that all the  

information that you entered is correct.   If not, this could be grounds 

for New York State not granting a teaching certificate.  

 

3. Make Payment. Choose your payment method; credit card or print invoice to pay with a money 

order or a certified check.  Cost is approximately $94.50, U.S. funds. 

Make two copies of this receipt because one copy will be sent in with your fingerprinting cards (kit). 

 

4. Fingerprinting Kit. You may obtain the kit from Sue Lowrey, room 133, Medaille College, 

Amherst Campus.  

 

NOTE:   OSPRA 101 – Application and Consent Form.  You DO NOT have to fill this out because 

you are completing the Application and Consent Form online. The OSPRA form is obsolete. 

 

o The kit contains two (2) blank fingerprinting cards.  Fill out both fingerprint cards (in black ink) 

and have both cards fingerprinted. These are to be taken to any police station or you may call 

Sue Lowrey at Medaille College, Amherst Campus at (716) 932-2549 or La‘Wain Reed at 

Medaille College, Main Campus at (716) 880-2541 to arrange to have your fingerprinting 

completed. Have the fingerprinting cards signed by the police department, Sue or La‘Wain.  

Mail both the fingerprinted cards with your fingerprinting receipt in the self-addressed envelope 

to New York State. 

 

 

 

Checking your TEACH Account 

Login to your TEACH account. Click on ―TEACH Online Services.‖ This will take you to the ―TEACH 

Home page.‖ Click on ―Inquiry Account‖. This will take you to a page where your personal information is 

at the top of the screen. You will also see a box with a list of subjects and the word, ―Go‖ on the outside 

of the box. Highlight the topic and click on ―Go‖, i.e. for your test results highlight ― Test Scores‖, click 

on ―Go‖, etc. If you want to check to see if New York State has issued you a teaching certificate, click on 

―Certificate‖. If a teaching certificate has been issued for you by New York State, it will appear under 

―Issued‖.  

 



 

 

Needed by Medaille College Office of Student Teaching/Certification 

 
 

Recommendation Form for a New York State Teaching Certificate. 

 

Fill out this form and fax it to 716-932-2614.  This form is needed so that Medaille College may notify 

New York State that you have completed all your coursework. 

 

For Canadian students: this form gives the Registrar‘s Office permission to  mail your Medaille College 

transcript to OCT.  

 

*NOTE:  IF YOU HAVE ANY QUESTIONS, PLEASE DO NOT 

HESITATE TO CONTACT: Sue Lowrey, 1-888-252-2235 or (716) 932-2549. 
 

 


