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Proposed Addition to Title 5 of the California Code of
Regulations Pertaining to a Complete Paper Application
Packet

Introduction

The Commission issues many different types of teaching and services credentials, teaching
certificates, emergency permits, teaching permits, child development permits, and Variable
Term Waivers. Specific regulations exist in Title 5 sections governing what is required for each
type of certification but there are basic elements, including an application and appropriate fee,
which must be submitted regardless of the type of certification requested. There is a need to
provide clarification for applicants regarding the information and items to be submitted that
comprise a complete application packet. The proposed regulations in this item pertain to paper
applications submitted directly to the Commission. There are separate processes for the
submission of online credential recommendations and renewals.

Educators are asked to provide certain personal information with their applications. The
personal information that must be submitted currently includes what is required by statute and
regulations as well as practices developed that facilitate the flow of applications through the
evaluation process. Personal information may be disclosed to the public only with an educator’s
permission or in accordance with the law. With the exception of the Social Security Number
(SSN) or Individual Tax Identification Number (ITIN) and home address, information displayed
on the Commission’s website regarding documents held or once held is public information and
may be disclosed.

The proposed regulations seek to reduce applicant errors or omissions that necessitate an
application being returned for completion or correction by bringing all these processes into
regulations, consolidate the requirements into one section of regulations, and clarify the
definition of a complete application.

Background

The Commission receives a significant number of incomplete paper applications. For example,
at the end of the 3-month period from April 25 to July 25, 2014, the Commission had 929
applications submitted that had to be returned to the educator requesting correction. These
could not be processed due to incomplete documentation or errors made in filling out the
application. The proposed regulations specify the items to be submitted with a paper
application form that will allow Commission staff to accept the application and fee and
complete an evaluation of the educator’s qualifications.
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Incomplete applications create extra work for Commission staff, composing and distributing
letters to educators to explain what is needed to complete their applications. Incomplete
applications also create delays for the educators in their efforts to obtain certification.

Some regulations regarding what is required to complete an application are presently scattered
throughout various sections of Title 5, not all of which are directly related or are currently
cross-referenced. The proposed regulations update, expand, and consolidate into one section
application requirements and processes to reflect current statute and Commission procedures.

Content of the Proposed Regulation

An application cannot be entered or matched to an existing credential holder in the
Commission’s database without a name, SSN or ITIN, and date of birth. These items are
required to identify the individual in the database and create or update a file.

In addition, every application must include payment of the application fee. If the name, SSN or
ITIN, or date of birth is not provided on the application form or the correct payment is not
included, the application will be incomplete. Incomplete applications are treated as drafts. The
entire application packet, including supporting materials and payment, will be returned
requesting the missing information and the application is not entered into the Commission’s
database.

Key items also required for a complete application packet include:

e Current mailing address, including street address, City, State and Zip Code

e Email address

e County or school district of employment

e Selection of a specific type of credential or permit on the application

e Completion of the Oath and Affidavit section with signature and date, including county
and state where signed

e All Professional Fitness Questions answered and complete documentation for any
disclosure on the applicant’s Professional Fitness questionnaire

If any of these items are absent from the application packet, the application may be entered
into the database and the payment is accepted. However, subsequent to the review for
academic eligibility, the application form will be returned requesting completion or clarification
as needed regarding the items missing before a document can be issued. Applicants not
employed in a California school may indicate ‘Not applicable’ in the County or District of
Employment space as appropriate.

If more than one specific type of document is requested on one application form, the
Commission will evaluate the application for the first type of document selected on the
application. The applicant will subsequently be sent a letter advising that each additional
document sought requires the submission of a separate application, application fee, and
supporting materials.
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Fingerprint clearance through the California Department of Justice (DOJ) and the Federal
Bureau of Investigation (FBI) is required from every applicant prior to the Commission’s
issuance of any credential, permit, or certificate. Individuals who have received fingerprint
clearance through other California agencies, employers, other states or government agencies
are not exempt from this process. An evaluation of an application may be completed and an
educator’s academic eligibility for a document established but no document can be issued until
fingerprint clearance has been completed.

Recommendation

Staff recommends approval of the proposed additions to Title 5 of the California Code of
Regulations in order to schedule a public hearing following the required 45-day response
period.

Proposed Addition to Regulations

§80002

(a)(1): The California Information Practices Act (Civil Code §1798.24) and the Federal Privacy
Act (5 U.S.C. § 552a) provide that agencies requesting information indicate the principal uses of
that information. An application cannot be entered into the Commission database without a full
name to identify the individual and create or match to an existing file.

(a)(2): The California Information Practices Act and the Federal Privacy Act provide that
agencies requesting information indicate the principal uses of that information. An application
cannot be entered into the Commission database without a date of birth to identify the
individual and create or match to an existing file.

(a)(3) and (a)(3)(A): Applicants are required to provide a full Social Security Number (SSN) or
Individual Tax Identification Number (ITIN) pursuant to 42 USC §666 and California Family Code
§17520.

(a)(4): Title 5 section 80412 requires every person applying for a credential to provide the
Commission his or her present mailing address and to notify the Commission in writing of any
address change.

(a)(5) and (a)(5)(A): The county and school district where the applicant is employed is required
for reporting purposes pursuant to California Penal Code Section 291.

(a)(5)(B): If the applicant is not employed, ‘Not applicable’ is an available option.
(a)(6): The California Information Practices Act and the Federal Privacy Act provide that
agencies requesting information indicate the principal purposes for which that information is

used. Telephone numbers are is used to provide proper identification of an applicant’s file and
a means to contact an applicant if necessary.
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(a)(7): The California Information Practices Act and the Federal Privacy Act provide that
agencies requesting information indicate the principal purposes for which that information is
used. An email address is used to provide proper identification of an applicant’s file and as a
means to contact an applicant if necessary. The Commission sends notifications of receipt of an
application, issuance of a document, or changes to an educator’s personal file via email.
Without an email address on file with the Commission, the educator will not receive these
notices. The individual educator’s email address is required, not one for the employing agency,
to avoid personal information being passed on to parties not entitled.

(a)(8): Choosing the type of certification sought allows the Commission to complete an
evaluation of the application for that specific type.

(a)(8)(A): Only one type of document may be issued per application to allow the Commission to
evaluate for the credential sought and track each application separately.

(a)(8)(B): Each application for a document is assigned a tracking number unique to that
application and type so the file can be referenced in the database. Thus, no application can
have more than one document type assigned. If an applicant requests more than one specific
type of document on one application form, the Commission will evaluate the application for the
first type of document listed and a letter advising that each additional document sought
requires the submission of a separate application, application fee, and supporting materials will
be sent to the applicant.

(a)(9): The Oath and Affidavit section of the application form must be signed “under penalty of
perjury” to affirm all information contained in the application packet is accurate and governed
by the laws of California as specified in the California Code of Civil Procedure sections 2015.5
and 2015.6.

(b): Title 5 section 80487(b) states that the appropriate fees must accompany each application
for issuance, reissuance or renewal of a document.

(c): Title 5 sections 80442(a) and (c) require verification of fingerprint processing to accompany
each application for credential unless the individual has fingerprint clearance already on file

with the Commission.

(d): Title 5 section 80433(b) requires appropriate documentation of the applicant’s academic
qualifications for the type of document requested as may be required by the Commission.

(d)(1): Title 5 section 80435(a) requires submission of official transcripts.
(d)(2): The applicant must provide explanation(s) and any required documentation in

connection with professional fitness questions answered “Yes” pursuant to Education Code
section 44242.5(b).
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(e): Title 5 section 80443(a)(2) states an application is determined complete when all materials
needed for processing and all facts required by the law are included. This item establishes
procedures for handling incomplete applications.

(e)(1): Items found in subsections (a)(1) through (a)(3)(A) must be completed to allow an
application to be entered into the Commission database thereby ensuring proper identification
of the applicant. An application missing the appropriate application fee as required in
subsection (b) cannot be entered into the Commission database.

(e)(2): Items found in subsections (a)(4) through (a)(9) are required according to the laws and
regulations stated above. Applications lacking this information must be returned for
completion.

(f): Clarifies Title 5 section 80487(e), that the sixty (60) day period during which the application
fee remains valid is to allow for correction and resubmission of an application.

(f)(1): Title 5 section 80487(e) allows an applicant sixty days to provide verification or
documentation of having met credential qualifications at the time the application was
submitted with no new or additional fee being required.

(f)(2): Title 5 section 80443(a)(1) states that processing time of fifty (50) business days will
commence upon receipt of the resubmitted complete application

(g): Education Code section 44350 provides the processing time limitations.

(h): Title 5 section 80487(b) states that application fees are earned upon receipt and are not
refundable.

(i) Items found in subsections (a)(4), (a)(5), and (a)(7) are required according to the laws and
regulations as stated above, to provide proper identification of an applicant’s file, and as a
means to contact an applicant if necessary, including providing notifications of receipt of an
application, issuance of a document, or changes to an educator’s personal file.

CALIFORNIA CODE OF REGULATIONS

TITLE 5. EDUCATION
DIVISION 8. COMMISSION ON TEACHER CREDENTIALING

§80002 Complete Application Packet.

(a) Each applicant for a credential not available for online renewal or online

recommendation must submit a paper application form as defined in section
80001(a)(2). Only a complete application for certification will be processed by the

Commission. A complete application must include the following:
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(1) full legal name, including all former or maiden names;

(2) date of birth;

(3) Social Security Number:

(A) any applicant that does not possess a Social Security Number may include an

Individual Tax Identification Number as an alternative;

(4) current mailing address, including either a post office box or street address, city,

state, and zip code;

(5) California county and school district where employed, as applicable:

(A) every person applying for or holding a credential must notify the Commission in

writing of any change to his or her county and/or school district of employment;

(B) applicants not currently employed in a California_school may indicate “Not
Applicable;”

(6) telephone number;

(7) applicant’s email address;

(8) the type of credential, permit, or authorization sought:

(A) applicants seeking the issuance or reissuance of more than one type of

credential or permit must submit a separate application form and application fee

for each type of credential or permit;

(B) if more than one specific type of credential or permit is requested on one

application form, the Commission will evaluate the application for the first type

of document selected on the application form. Applicants will be sent a letter

advising that each additional document sought requires the submission of a

separate application, application fee, and supporting materials; and

(9) Oath and Affidavit section dated and signed under penalty of perjury, including the

county and state where the application is signed.

(b) Each application form must be accompanied by the appropriate application fee as

specified in section 80487.

(c) Fingerprint information as specified in section 80442(a) and (c).

(d) Appropriate documentation to verify the applicant’s academic qualifications for the

credential, permit, or authorization requested and professional fitness. This includes,

but is not limited to:

(1) official transcripts, if required, as specified in section 80435, and
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(2) disclosures of information required in explanation of any professional fitness

question with a “Yes” answer on the application form.

(e) Only complete applications for credentials will be processed by the Commission, as
specified in section 80443(a)(2) .

(1) Application forms missing any of the items listed in subsections (a)(1) through

(a)(3)(A)and subsection (b) will be deemed incomplete and will not be entered into

an applicant’s file in the Commission database.

(2) Application forms missing any of the items listed in subsections (a)(4) through (a)(9)

will be returned subsequent to academic evaluation requesting the additional

information needed for a complete application.

(f) The Commission will notify an applicant regarding any additional documentation

required for evaluation not initially submitted with the application.

(1) Application fees remain valid for sixty (60) days from the date of the notice to allow

an applicant time to provide the requested additional documentation as specified in
section 80487(e).

(2) The processing time of fifty (50) business days for paper applications found in

Education Code section 44350 in cases pursuant to subsection (f)(1) will commence

upon receipt of the resubmitted complete application as specified in section

80443(a)(1).

(g) The fifty (50) business day processing time for paper applications is not applicable when

an application is subject to a fitness review by the Commission.

(h) Application fees are earned upon receipt of the application and may not be refunded or

applied to a subsequent application as specified in section 80487(b).

(i) Every person applying for or holding a credential shall notify the Commission in writing,

or by updating the educator’s electronic record at the Commission, of any change to the
information provided pursuant to 80002(a)(4) or (5) or (7).
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