INSTRUCTIONS FOR APPLYING FOR THE
INITIAL SCHOOL COUNSELOR LICENSE

Step #1

Order PSU Official Transcripts (at least 2 copies)
Send one to PSU “Office of Educational Licensing” and send at least one to yourself (for TSPC, step #5).
Your PSU transcript should show ALL licensure courses, with all grades posted.

PSU will initiate the recommendation process to TSPC once the transcript is received by Educational Licensing.
During the months of April, & mid June-September, it may take up to 3-4 weeks to be recommended to TSPC.

Step #2

Submit C-2 Form

Complete the top portion of the Program Completion Form C-2, if not previously completed during a class
at PSU. If the completed C-2 was previously submitted, please let us know if your email address (or any
contact info) has changed.

To print a new C-2 form go to TSPC website: http://www.tspc.state.or.us, click on "FORMS" from the
menu. Please add your current email address in the margin of the form, and send the completed C-2 to
“Educational Licensing”, concurrently with the PSU transcript.

PSU will submit the C-2 electronically to TSPC after your file has been completely reviewed.

Step #3

Wait for vour GSE File to be reviewed

Your file will be completely reviewed by the PSU Office of Educational Licensing, once the transcript is
received. All items for licensure need to be in your GSE file along with a photocopy of your Basic Skills
and Praxis scores, your Anti-Discrimination workshop certificate, official transcripts from all institutions
with licensure (as well as pre-requisites) courses, teaching and internship experience evaluations, etc.

Please ask your faculty advisor (program/department contact) for a complete checklist, in advance of applying... You
may want to review your file to ensure all items have been submitted.

Step #4

Receive an email from TSPC
Once you have been recommended by PSU to TSPC for your Initial License, you will receive the
following email:
From: Oregon Teacher Standards and Practices Commission
Ref: E-Mail Acknowledgement  (#####)
“We have received the following document pertaining to your account:
Program Completion Report (Form C-2)”

Please note: Your correct email address must be on your Form C-2 (step #2) to receive this email.

Step #5

Send Documents to TSPC
Mail to: TSPC, 465 Commercial Street NE, Salem, Oregon 97301
All documents needed for your application must be submitted to the Teacher Standards &
Practices Commission (TSPC) in a single envelope. An incomplete application will be returned.
=  One set of official (sealed) transcript(s) from ALL colleges/universities attended since your
last application to TSPC
= A completed C-1 form
=  YOUR original score reports: ex. PRAXIS 1I: Specialty Area Tests
= A check made out to TSPC for the specified fee

Contact Information for TSPC - Phone: #503-378-3586 & Web: www.tspc.state.or.us

If this is your first ever Oregon license, you will need to obtain a first-aid card within 90 days of submitting your application
materials to TSPC. It is the employing school district’s responsibility to ensure that you have met this requirement; you do not need to
send a copy of your card to TSPC.

OAR #584-052-0010 (2) Applicants from Oregon approved programs must apply for licensure within three years following
completion of their respective programs. If more than three years elapse before application is made, the candidate must qualify for
recommendation under rules for licensure in effect at the time of application.

Office of Field Placement and Licensure

Mailing Address: Graduate School of Education (ED602), PO Box 751, Portland, OR 97207
Physical Address: 615 SW Harrison — Education Building, Suite 602 (6™ floor), Office 603
Phone: 503.725.9717 or 503.725.4758

Fax: 503.725.8475

Email: majohnso@pdx.edu or millerda@pdx.edu

Web: www.pdx.edu/education




