I.WA | Department of Education

Directions for an Executive Director Decision —
Conditional Licensure for School
Counseling Application

Use this process if you hold a valid lowa teaching license

1. Documents you need before you begin:
e Current transcript

2. Go to the Apply webpage under Educator Licensure.
e Have your folder number ready if you already hold a license.
o Use the License Search if you are unsure of your folder number or unsure if you have one.

3. From the Apply webpage, select either:
a. Create a new account (if you have never used our online application system)

or

b. Log In (if you already have an account)

4. Once you have created an account or logged in, select New Application or Renew.
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5. Confirm your profile information and select Next
6. Select Apply for a new License

Please select the type of appllcatio
you would wotld ke fo begin.

Extend & Licems

o AddEndorsament
Qthwe (Rwpries Reauest, Upsdats ilormation, Evc)

New License: Used 1o apply for a new icense. New Teaching License, New Candilional Licanse ete. I you cumertly hokd a Teaching lisense, and want to apply for a
e Subslilute Boensa, you will find Ihe application here.

Renew: Used b renew an exisfing license. Renew a Standard Edueator, Coaching Authorzation etc.

Corwest: Used |o convert a license fo ils next slage. Inal fo Standard Educator, Standard fo Master, Inffial Adminiskalor (o 2 Professional Administrator ele.
Exend: Used b extend an existing license to aliow more Bme to meat the fenewaliconversion requirements, Extend an Initial or Standard license el

Add Endorsement: Used to add new endorsements to licenses and certifeations.

Other: Used for other functions, name change, efe.


https://educate.iowa.gov/educator-licensure/apply
https://iowaboee.my.site.com/LicenseSearchPage
https://iowaboee.my.site.com/s/login/SelfRegister
https://iowaboee.my.site.com/s/login/?ec=302&startURL=%2Fs%2F

7. Select Conditional

Please Select the Professional Conditional
Area in which you are appl'y‘ing:

8. Select the application: New Conditional License: Executive Director Decision-Teacher Gen. Ed.
9. The system will now have you

a. Agree to creating an application, read through the instructions and scroll to the red X’s.
b. Complete a checklist
i. This is where you will agree to FBI fingerprinting and click on BOEE Instructions for
using Fieldprint to schedule your appointment. Note: There is a CODE in the
instructions you will need. If you hold a license with the BOEE you won'’t need to do
fingerprinting again.
ii. Itis important to read each checklist question so you create an accurate application.
c. Upload the required documents.
d. Pay the fees/Submit application.



https://iowaboee.my.salesforce.com/sfc/p/t0000000LBEA/a/8y000004RYCZ/iknda5QZF9cqLZK6xKw9Fe8TRiXWW0hPVDZmOaxmPPc
https://iowaboee.my.salesforce.com/sfc/p/t0000000LBEA/a/8y000004RYCZ/iknda5QZF9cqLZK6xKw9Fe8TRiXWW0hPVDZmOaxmPPc
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