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the final steps of ATCP!
Please make sure that you have completed the following steps to certification:
1. Return all university books to the ATCP office.
2. Make sure you are up-to-date for payment of university coursework.
3. Submit all 7 Intern Observation Forms 

4. Check with your mentor that they have submitted all 7 Mentor Observation Forms.
5. Submit an “Absence Report” with your principal’s signature for any training missed. 
6. Submit a copy of your PDAS Summative Report.
7. Submit staff development documentation (certificate) for any training missed.

8. Apply with SBEC for your Standard Teaching Certificate (p. 2).
9. Submit an official transcript from the University of St. Thomas (p. 3).
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               Standard Certificate
         State of Texas                                            Applying for your 
Standard Teaching Certificate:

1.  www.sbec.state.tx.us
              Select

· Online Services for Educators from the top menu bar
·   Login
2. Educator Main Menu Screen
            Select
· Applications from the left side menu bar

· Standard Certificate Texas Program 
· Apply for Certification
                       Answer 
· Applicants Affidavit questions
                       Enter 
· Entity-Pasadena ISD (Alternative)

· Certification Area

3. Education Application Status
               Select
· Pay Online Now and follow procedures
    All fees must be paid by credit card or electronic check only.

    $77 Standard Teaching Certificate
Frequently Asked Questions about 
ATCP Closing Procedures:
1. How can I request a transcript from St. Thomas University, what is the fee and where do I have it sent?
You may request a transcript in-person, by mail or by fax.  A transcript request form is required and may be obtained at http://www.stthom.edu/Offices_Services/Offices/Office_of_the_Registrar/Transcripts.aqf  

· Select option: Send after posting current term grades.  
· Official transcript fee $8.25  
· Have transcript sent directly to 

Pasadena ISD ATCP Dept.
     
1515 Cherrybrook, Pasadena, TX 77502 
2. How do I get my Student ID number from St. Thomas?
E-mail your Instructional Specialist. He/she can retrieve your student ID number from the ATCP database.
3. What happens if my mentor hasn’t done the observations?

Contact our office; it will not affect your certification.
4. What if I have concerns about payments?

E-mail Debbie Younts at dyounts@pasadenaisd.org to schedule an appointment with Pam.
5. How can absences be made-up?
You may attend staff development given by:

Pasadena 

www.pasadenaisd.org/staffdev 
Region IV

www.esc4.net 
Harris County
www.hcde-texas.org 
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