PWCS Licensure Request Form 

Name: ____________________________ SSN:  ________________  √ here if also Renewing _______ 

Work Loc: _____________________Phone # _______________             (And attach your Renewal Documents) 

Highest Degree Earned ____ (If you have earned a masters degree since your last licensure request, see instructions below for “Add Degree”) 

Please indicate below the licensure request you want processed pertaining to your Virginia Teaching License. 

Follow the instructions for each request and send a complete packet as indicated to the Office of Certification. 

All forms indicated below can be found at http://pwcs.certification.schoolfusion.us/ select Forms/Licensure Forms. 

1. ___ Add _____________________________Endorsement(s) to my license – Letter to Add Endorsement Form required if changing 

to a provisional license.  

2. ___ Evaluation Only for ________________________________________________(Evaluations are valid for 3 years)   

 Requests #1 and/or # 2, require you to send the following to the Office of Certification as a “complete” Packet: 

 Fee of $25 made payable to Treasurer of Virginia for each added endorsement 

- with a cap of $50 for adding 2 or more endorsements (If you have already been officially evaluated by VDOE within 

the last 3 years for the added endorsement, the fee is not required) 

 Praxis II Assessment Score Sheet if using assessment route to add endorsement 

 All official transcripts (with stamp or seal) that apply to the new endorsement if using course work to add endorsement. 

Have transcripts sent to home address (transcripts do not need to be sealed) –then send transcripts w/complete packet 

 College Verification Form (if you completed an approved licensure program) – Required to add Admin/Supervision 

 Report on Experience (required if you need teaching experience other than PWCS verified) 

 SLLA Score Sheet if adding Admin/Supervision (not applicable to Central Office Only endorsement) 

 Completed and signed “Letter to Add Endorsement” Form required if changing to a provisional license  

3.___ Drop _________________________Endorsement(s) from my license 

Request #3 requires a “Letter to Drop Endorsement” Form  

4. ___ Add Degree: (check one) Master’s  Doctorate 

(This request only updates your license with the VDOE, please see additional process to apply for a Salary Upgrade with PWCS) 

Request # 4 requires you to send the following to the Office of Certification as a “complete” Packet: 

 Fee of $25 made payable to Treasurer of Virginia  

 Official Transcripts indicating degree conferral date (Transcripts do not need to be sealed) 

5. ___ Change from a 3 year license to a 5 year license 

 Request # 5 requires you to send the following to the Office of Certification as a “complete” Packet (No fee required): 

· Verification of all deficiencies listed on your 3 year license:
· New updated License Application
· Official Transcripts if you had course deficiencies 

· VCLA, RVE, Praxis Scores (front page of score sheet), if applicable 

· College Verification Form (required only if you completed an approved licensure program)  

· Child Abuse Recognition Training Certificate if not already on file with Certification  

· Technology Standards must be met, please contact Instructional Technology if you need more information on 

this requirement  

6. ___ Change Name (include middle name) From _______________________________To: __________________________________ 

Request # 6 no additional fee is required unless this is your only VDOE request. If this is your only request, include a $25 fee 

payable to Treasurer of Virginia. 

7. ___ Update Deficiency List for 3 yr Licenses – No fee required - Please indicate the deficiency(s) you have met 

_____________________________________________________________________________________________ 

Request # 7 requires you to provide official documentation of completed deficiency(s) w/ transcripts or assessment score sheets. 

8. ___ Other (Please explain, example: course approval – include an official course description or syllabus )  

___________________________________________________________________________________________________ 

Please send a “complete packet” of supporting documentation to the PWCS Office of Certification for processing.  

The VDOE has a $50 max fee cap for 2 or more action requests. This form is generated by PWCS, please do not send your packet to 

the VDOE. Check the “Alpha Roster” at http://pwcs.certification.schoolfusion.us/ to confirm your request was received and 

mailed to the VDOE on your behalf.  New licensure documents will be sent to your home address in 4-8 weeks. 

Signed ________________________________________  Date ______________________              
