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1. Overview and Glossary

Virginia Licensure Online (VALO), the Commonwealth’s new, enhanced teacher licensing system, has been opened for all
applicants for teacher licensure. VALO is replacing the current eGOV online licensing portal and provides applicants with
the ability to submit and pay associated fees for the following requests/applications:

Initial license applications

Add a degree or endorsement request

Print copy of current license

Address or name change

License renewal applications (Only available for individuals who are not currently employed with a Virginia public
school division or agency)

Below is a glossary of specific terminology that will help you navigate throughout VALO.

1.1. Dashboard: The VALO Dashboard is the main “landing” screen you are taken to once you have logged into the
VALO portal.

Helpful Tips:
e Itis bestto access VALO from a web browser on a computer or laptop. Accessing VALO from a mobile

browser is not recommended.
e |tis also recommended that your internet browser screen is set to an expanded, full-screen view. This will
assist in navigating the panel, as well as the different forms and features, more seamlessly.

1.2. Panel: Panels are the different sections that display on your Dashboard. Currently, there are four (4) panels on the
VALO Dashboard: Initial Application, Licenses, Update Demographic Information, and Activity.

1.3. Initial Application panel: This panel is where users will go to submit their initial application for licensure. There
are two request forms within this panel: The Application form and the Update form.

o Application for a Virginia License form: This is the online form for submitting an initial application for a
Virginia license.

Important Notice: Individuals who have already established an application in Virginia or who have
been issued a license in Virginia, even if it has expired, should not submit an initial application
request through VALO. (Individuals who are asked to provide an “updated application” for other
licensure requests, such as converting a provisional license to a renewable license, should
complete the paper application form located on the Licensing Forms and Information webpage.)

o Update form: This is the online form for submitting an update to a pending application. Sometimes there
are situations where the application form has been fully submitted, but additional documentation still needs
to be submitted to complete the application. Once the application form has been submitted, users may not
go back into the application to make edits; therefore, this Update form serves to assist in submitting
additional documentation to be added to an initial application.

Examples of situations when a user would use this form:
= The user submits their application but immediately remembers that they forgot to upload an
important document.
= The user submits their application and has received VDOE Correspondence requesting additional
information.


https://www.doe.virginia.gov/teaching-learning-assessment/teaching-in-virginia/teacher-licensure/licensing-forms-information
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Applying for an Initial License

IMPORTANT NOTICE: If you have had official transcripts or test scores sent directly to VDOE, or have
previously submitted an application for licensure, you may already have an existing record. PLEASE LINK
YOUR EXISTING RECORD PRIOR TO STARTING AN APPLICATION IN VALO. To link your existing record,
navigate to the Licenses panel below and click "Don't see your license? Click here to search for it.” Once
you have linked your record, you may start a new application for an initial license.

If you are currently employed with a Virginia educational agency, you may proceed and apply for a license
here. However, you also must work with the appropriate contact person in your Virginia school division or
accredited nonpublic school to ensure that all documentation is submitied.

APPLY FOR A LICENSE

I you need to submit additional documentation for a pending initial application, you may do so by clicking
the Submit Update button.

SUBMIT UPDATE

Mote: The Update feature is only for submitting additional information towards a pending application. If
you wish to submit an action request on your license, please refer to the Actions menu within the Licenses
panel.

1.4. Licenses panel: This panel displays a user’s active or expired license(s). In some cases, it may also display
“completed” applications for individuals who have applied but were not yet issued a license. If your application is
still pending within the Office of Licensure, it will not appear in this panel. Once your application has been
reviewed by a VDOE licensure specialist, then it will display with a “completed” status.

Note: Individuals who hold or have ever held a license in Virginia or have previously submitted an application for
licensure outside of VALO, must link to their existing record through this panel.

The Licenses panel is where users can access their Documents as well as the Actions menu. The actions or
requests available for each license listed is dependent upon the type and/or status of the license.
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Licenses

IMPORTAMNT NOTICE: If you currently hold or have ever held a license in Virginia, or have previously
submitted an application for licensure, please be sure to link your existing record prior to submitting any
other request(s). To link your existing record, click “Don't see your license? Click here to search for it

To submit a licensure action request, click the ellipsis () under the Actions column beside the applicable
license. Select your desired request from the Actions menu. You must hold an active Virginia license to
submit an online action request. If the desired request is not indicated within the Actions menu, then it is
not available for online submission.

~ Test, Licensee oo
T Hcense Stat Expirati Acti
e atus ¥piration ctions
v Number P
Application APPLICATION Completed e
Provisional PROV- Active 6/30/2027
Licenze

Don't see your license? Click here to search for it

1.5. Update Demographic Information panel: This panel contains the form for a user to submit a request to change
or update their name or address.

Change or Update Demographic
Information

Click below to submit a request to change your name or address.

SUBMIT A NAME OR ADDRESS CHANGE

1.6. Activity panel: This panel displays a log of your activity within VALO. It will display both “Started” and “Submitted”
forms (requests). “Submitted” means that the form or request was successfully submitted. Submitted forms
cannot be re-opened for edits or changes. “Started” means that the form was started, but not yet submitted.
Started forms can be re-opened by the user to continue and submit.
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Activity

See below for submitted and in-progress request(s). If you've already
started a request, please click the 'Started’ link next to the relevant
activity to continue your request.

Submitted Teaching Admin Initial Application-Invoiced
Submitted Update

Started Name or Address Change

1.7. Actions Menu: The Actions menu is a dropdown list of available actions or requests that can be submitted
towards a specific license. It is located within the Licenses panel and is represented by an ellipsis (three dots)
underneath the Actions column within the gray box.

Licenses

IMPORTANT NOTICE: If you
submitted an application for lice
other request(s). To link your existing

nily hold or have ever held a license in Virginia, or have previously
. please be sure to link your existing record prior to submitting any
rd, click “Don't see your license? Click here to search for it.”

To submit a licensure action request, click the ellipsi
license. Select your desired request from the Actions me
submit an online action regquest. If the desired request is not 1
not available for online submission.

under the Actions column beside the applicable
'ou must hold an active Virginia license to
icated within the Actions menu, then it is

~ Test, Licensee

License

Type Status Expiration Actions
w Number P

Application APPLICATION Completed e

Provisional PROV-0663703 Active 6/30/2027

License

1.8. Form: This term can mean different things when it comes to Licensure. In VALO, it refers to the electronic form
being completed as part of a request or submission.

1.9. Preserved PDF: A Preserved PDF is essentially a snapshot of the form and entries within the form. It will display
all text, to include the instructions, notices, and fields that appear within the form, along with the data entered by
the user. The preserved PDF is generated automatically once the user selects “Finish” on a given form and placed
in the user’s Documents once the form has been successfully submitted.
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2. Create a New VALO Account

Individuals who wish to gain access to their licensure information and/or wish to submit an initial application for licensure

online will need to register and create an account in VALO. Follow the instructions outlined in this guide to create a new
account in VALO.

Important Notice: Individuals who previously registered for an eGov account will not be able to log into VALO using the
same credentials and must create a new account within the VALO portal.

2.1. Navigate to the VALO portal by clicking the Virginia Licensure Online (VALO) icon located on the Licensing
Services page of the Virginia Department of Education website.

[

Virginia Licensure Online (VALO)

2.2. On the Sign In page, click the “Sign up now” link.
VIRGINIA DEPARTMENT OF
~Ad EBUCATION
Sign in
Sign in with your email address

Email Address

Forgot your password?

\‘

2.3. Enter the email address you wish to serve as your VALO username, then click the “Send verification code” button.
Enter your personal email address. It is recommended that you do not register with an email address that is
associated with work or school. VALO usernames cannot be changed once registered.

User Details

H Email Address =
Send verification code



https://www.doe.virginia.gov/teaching-learning-assessment/teaching-in-virginia/licensure/licensing-services
https://www.doe.virginia.gov/teaching-learning-assessment/teaching-in-virginia/licensure/licensing-services
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2.4. After clicking the “Send verification code” button, you will be sent an email from Microsoft on behalf of Virginia

Department of Education <msonlineservicesteam@microsoftonline.com>. If you did not receive the verification
code after 5 minutes, check your spam or junk folder.

2.5. Enter the verification code from the email to the Verification Code field and click the “Verify code” button.

Verify your email address

Thanks for verifying your ewabik@systemautomation.com account!

Your code is:

£ Cancel

Sincerely, A’ E'ﬁﬁﬁﬁci%ﬂfgﬁ

Virgimia DepartmTJr of cation

U Details
This meessage was sent fipm an urmonitorlld email adck Se r

do not reply to this messghge

Verification code has been sent to your inbox. Please copy it

to the input box below.
Copy the verification code

fromthe e-mail, go back
to the application window,

and paste the code into
the verification code field.

ewabiki@ systemautomation.com

‘ 148185 ‘ ®

Then click Verify code. Verify code

2.6. Enter a password that you wish to use for your VALO login in the New Password field and confirm the password
entry in the Confirm New Password field. Enter your first and last name in the respective fields.
Click the “Create” button to complete registration.
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User Details

E-mail address verified. You can now continue,

ewabik@systemautomation.com

MNew Password

Enter a password and
confirmthe password.

Confirm New Password

Enter your first name. First Name

Enter your last name. Last Name

Click Create to complete =
. . Create
the registration.

Congratulations! You are now registered and ready to use the Virginia Licensure Online (VALO) portal.

3. Link to an Existing Licensure Record in VALO

Individuals who already have an existing record within the Office of Licensure, regardless of if a license has been issued
yet, must link their existing record in VALO to monitor and/or access their licensure information. Follow the instructions
outlined in this guide to link your existing licensure record to your VALO account.

Please Note: An existing licensure record may exist if an individual has previously established an application for Virginia

licensure, has been issued a Virginia license, or had official transcripts or test scores sent directly to the Office of Licensure
prior to the submission of an application.

3.1. If you have not done so already, register for an account in VALO.
3.2. Log into your VALO account.

3.3. On the Dashboard, direct your attention to the “Licenses” panel at the bottom left.
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3.4. Click on the link below the Licenses panel box that says, “Don’t see your license? Click here to search for it.

Licenses

Applying for an Initial License

IMPORTANT NOTICE: If you have had official transcripts or test scores sent directly to VDOE, or have previously submitted an application for licensure, you may already have an
existing record. PLEASE LINK YOUR EXISTING RECORD PRIOR TO STARTING AN APPLICATION IN WALD. To link your existing record, navigate to the Licenses panel below and
click "Don't see your license? Click here to search for it.” Once you hawe linked your record, you may start & new application for an initial license.

If you are cumently employed with a Vinginia educational agency, you may proceed and apply for a license here. However, you also must work with the appropriate contact person
in your Virginia school division or eccredited nonpublic school to ensure that all documentation is submitted.

APPLY FOR A LICENSE

If you need to submit additional documentation for 2 pending initial application, you may do so by clicking the Submit Update button.

SUBMIT UPDATE

Mote: The Update featura is only for submitting additional information towards a pending application. If you wish to submit an action request on your licenss, please refer to the
Actions menu within the Licenzes panel.

Licenses

IMPORTANT NOTICE: If you cumrently hald or have ever held a license in Virginia, or have previously submitted an application for licensure, please be sure 1o link your existing
record prior to submitting any other request(s). To link your existing record, click "Don’t s=& your license? Click here to search for it.”

To submit a licensure action reguest, click the ellipsis (...} under the Actions codumn beside the applicable license. Select your desired reguest from the Actions menu. You must
hold an active Virginia license to submit an online action reguest. If the desired request is not indicated within the Actions menu, then it is not awailabde for online submission.

Dan't see your license? Click here to seanch for it.

IMPORTANT MOTICE: If you currently hold or have ever held a license in Virginia, or have previously submitted an application
for licensure, please be sure to link your existing record prior to submitting any other request(s). To link your existing record,
click "Don't see your license? Click here to search for it.”

To submit a licensure action request, click the ellipsis (...) under the Actions column beside the applicable license. Select
your desired request from the Actions menu. ¥You must hold an active Virginia license to submit an online action request. If
the desired request is not indicated within the Actions menu, then it is not available for online submission.

ﬂ Don't see your license? Click here to search for it.

3.5. Upon clicking this link, the “Find My License” screen will pop-up.
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Find My License

possible, including special characters

mm/dd/yyyy (]

CANCEL FIND LICENSE

3.6. Enter both your full date of birth and full Social Security Number (do not include any dashes).
3.7. Click the blue “Find License” button.

3.8. Once your existing licensure record has been successfully linked to your VALO account, you will be able to view
your license information and status, as well as any VDOE correspondence.

Having trouble linking to your record?

If you receive an error message when trying to link to your existing licensure record, email VALO Technical Support at:
rr-licensureapplicationsupport@doe.virginia.gov.

Be sure to include your full name, VALO username (email address), and a screenshot of the error message with a
detailed description of your issue.
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4. View and Print your License in VALO

Individuals who wish to view and print a copy of their Virginia educator certificate may now do so through VALO. Follow

the instructions outlined in this guide to view and print a copy of your valid Virginia license.

4.1. If you have not already done so, register and link to your existing licensure record in VALO.
4.2. Log into your VALO account.
4.3. On the Dashboard, direct your attention to the Licenses panel at the bottom left.

Applying for an Initial License

IMPORTANT MOTICE: If you have had official transcripts or test scores sent directly to VDOE, or have previously submitted an application for licensure, you may already
heve an existing record. PLEASE LINK YOUR EXISTING RECORD PRIOR TO STARTING AN APPLICATION IN VALQ. To link your existing record, navigate to the Licenses
panel below and click “Don't s2e your license? Click here to search for it” Once you have linked your record, you may start a new application for 2n initial license.

If you are currently employed with a Virginia educational agency, you may proceed and apply for a license here. However, you also mist work with the appropriate contact
person in your Virginia school division or accredited nonpublic school to ensure that all documentation is submitted.

APPLY FOR A LICENSE

If you need to submit additional documentztion for a pending initial application, you may do so by clicking the Submit Update button

SUBMIT UPDATE

Mote: The Update feature is enly for submitting additional information towards a pending application. If you wish to submit an action request on your licenss, pleasa refer
1o the Actions menu within the Licenses panel.

Licenses

IMPORTANT MOTICE: If you curently hold or have ever held a license in Virginia, or have previously submitted an application for licensure. please be sure to link your
existing record prior to submitting any other requests). Ta link your existing record, click “Don't see your license? Click here to search for it.”

To submit a licensure action request, click the allipsis (...} under the Actions column beside the applicable license. Select your desired request from the Actions menu. You
miest hokd an ective Vinginia license to submit &n online action request. If the desired request is not indicated within the Actions menu, then it is not available for online
submission.

#  Test, Licensee

Type License Number Status Expiration Actions
Application APPLICATION Completad
Provisional Licensa PROV- Active &/30,/2027

Don't see your license? Click here to s=arch for it.

4.4. Under the Actions column, click on the ellipsis beside the active license you wish to view/print. This will open the
Actions menu.

10
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~ Test, Licensee BN
Type License Number Status Expiration Actions
Application APPLICATION Completed \ s
.'/.--- _-..\-.
Provisional License PROV Active 6/30/2027 | e |
\_ _ /
License actions

4.5. Select “Print License” from the Actions menu.

Provisional License PROV- Active 30/2027 \ s
Don't see your license? Click here to search for it. P””f PROV Letter & Licerjs:e_ )
View License
View License Activity

4.6. This will open and display a PDF of your license’s cover letter and certificate. You may download, save, and/or
print your license from this screen.

Important Notice: Only the cover letter and certificate will display through this feature. If you have been issued a

provisional or any other type of nonrenewable license, you are responsible for retrieving your deficiency listing
and/or evaluation from the Documents section of VALO.

11
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5. Reset your VALO Password

Individuals who have forgotten their password for their VALO account can reset their password on their own without
having to contact the Office of Licensure or IT support. Follow the instructions outlined in this guide to reset your VALO

password.

5.1. On the VALO Sign In page, click on the “Forgot your password?” link.

b EDUCATION

Sign in

Sign in with your email address

‘ Email Address ‘

Password ‘

.\‘ Eorgot your password?

Don't have an account? Sign up now

5.2. On the next screen, you will be prompted to enter your email address. It is important that you enter the same email

address that you initially registered as your username.

5.3. After entering your email address, click the “Send verification code” button.

< Cancel

A EDUCATION

User Details

UserName@email.com

’ Send venfication code

12
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5.4. The verification code will be emailed to you from Microsoft on behalf of Virginia Department of Education

<msonlineservicesteam@microsoftonline.com>. If you did not receive the verification code after 5 minutes, check

your spam or junk folder.

5.5. Copy and paste your verification code into the Verification Code field and click the “Verify code” button.

€ Cancel

b EDUCATION
User Details

Verification code has been sent to your inbox. Please copy it
to the input box below.

[ crista.cole@doevirginia.gov ‘ *

* |[ Verification Code J*

ﬂ

5.6. On the next screen, you will see your email address grayed out. Click the “Continue” button.

£ Cancel

b EDUCATION
User Details

E-mail address verified, You can now continue,

‘ crista.cole@doexvirginia.gov

Change e-mail

’ Continue

13
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5.7. On the final screen, you will be prompted to enter your desired new password. Be sure to enter it a second time for
confirmation. Then, click the “Continue” button.

£ Cancel

b EDUCATION

User Details

‘ New Password

‘ Confirm New Password

5.8. This will successfully reset your VALO account password, log you in, and bring you to your VALO Dashboard.

14
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6. View Documents in VALO

Individuals who have submitted an application or request by mail or online must access their documents in VALO. The
Office of Licensure no longer mails copies of correspondence, evaluations, or licenses. It is important to self-monitor your
VALO account to ensure that you stay updated on any correspondence being posted regarding your licensure request.
Follow the instructions outlined in this guide to view any documents, such as VDOE Correspondence or evaluations, posted
to your account.

6.1. Log into your VALO account.

6.2. On the Dashboard, direct your attention to the “Licenses” panel at the bottom left.

Applying for an Initial License

IMPORTANT MOTICE: If wou have had official transcripts or test scones sent directly to VIDOE. or have previously submitted an application for licensure, you may already have an
existing record. PLEASE LINK YOUR EXISTIMG RECORD PRIOR TO STARTING AN APPLICATION IN VALD. To link your existing record, navigate to the Licenses panal below and
click "Don't see your license? Click here w0 search for it.” Once you have linked your record, you may start a new application for an initial license.

If you are cusrently employed with a Vinginia educational agency, you may proceed and apply for a license hare. Howeaver, you also must work with the appropriate contact person
in your Virginia school division or accredited nonpublic school to ensure that all documentation is submitted

APPLY FOR A LICENSE

If you nesd to submit additionsl documentation for & pending initial apglication, you may do so by clicking the Submit Update button.

SUBMIT UPDATE

Mote: The Update feature is only for submitting additional information towards a pending application. If you wish to submit an action request on your license, please refer to the
Actions menu within the Licenses panel.

Licenses

IMPORTANT NOTICE: If you currently hold or have ever held a license in Virginia. or have previously submitted an application for licensure. please be sure to link your existing
record prior to submitting any other request(s}. To fink your existing record, click “Don't see your license? Click here to search for it”

To submit 2 licensure action request, click the ellipsis (...) under the Actions colsmn beside the applicable license. Select your desined request from the Actions menu. You must
hold an active Virginia license to submit an online action request. If the desired request is not indicated within the Actions menu, then it is not available for online submission.

6.3. Click on the ellipsis (three dots) aligned beside your name in the top right-hand corner of the panel.

»  Cole, Crista

Type License Number Status Expiration

15
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6.4. Upon clicking the ellipsis, a menu will appear. Select “View Documents”.

E

View Documents

=
QI

View Activity

6.5. Once on the Documents page, you will see a listing of all the documents that are available.

6.6. If you have submitted an application or request through VALO, your forms and uploaded files will be in your
Documents.

6.7. If you have been issued a checkletter or other correspondence from the Office of Licensure notifying you that
additional information is needed, then it will be available in your VALO Documents as “VDOE Correspondence”.

Documents

Teaching Admin Initial Application.pdf #
Child abuse training.pdf #

FA CPR AED card.pdf #

Dyslexia awareness.pdf #

VDOE Correspondence 12 12 2023.pdf #

6.8. If you have been issued an evaluation, Statement of Eligibility, or provisional license, your Requirements to be
Completed (deficiency listing) and/or evaluation will also be available in your VALO Documents.

Documents

VDOE Correspondence 12 12 2023.pdf #

PROV Reguirements 10 05 2024.pdf #

6.9. If you are employed by a Virginia educational agency, you must provide a copy of any VDOE correspondence to
your employer.

16
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7. Apply for an Initial License in VALO

Individuals who wish to apply for an initial Virginia license may submit an initial application through VALO. Follow the
instructions outlined in this guide to submit an initial application for Virginia licensure.

Important Notice: Individuals who have already established an application in Virginia or who have been issued a
license in Virginia, even if it has expired, should not submit an initial application request through VALO. Individuals who
are asked to provide an “updated application” for other licensure requests, such as converting a provisional license to a
renewable license, should complete the paper application form located on the Licensing Forms and Information
webpage.

7.1. If you have not done so already, register for a new account in VALO.
7.2. Log into your VALO account.

7.3. On the Dashboard, direct your attention to the “Applying for an Initial License” panel at the top left.
Be sure to review the instructions and important notice within this panel prior to proceeding.

VIRGINLA DEPARTMENT OF = cpnoop -
‘i{ E DUCA.TION Virginia Licensure Online

| Applying for an Initial License | Change or Update Demographic Information

IMPORTANT NOTICE: If you have had official transcripts or test scores sent directly to VDOE, or have previously submitted an application for licensure, you may already have an Click below o submit a request to change your name or address.

existing record. PLEASE LINK YOUR EXISTING RECORD PRIOR TO STARTING AN APPLICATION IN VALO. To link your existing record, navigate to the Licenses panal below and
SUBMIT A NAME OR ADDRESS CHANGE

click “Don't see yourlicense? Click here to search for it” Once you have linked your record, you may start a new apglication for an initial license.

If you are cumently employsd with 2 Virginiz educational agency, you may proceed and apply for & license here. Howsver you 2lsa Must wark with the Epproprists contact persan
in your Virginiz school division or aceredited nonpublic schaol to ensure that ail documentation is submitted.

APPLY FOR A LICENSE
Sze helow for submitted and in-progress requestis). Ifyou've already started a request, please click 1

If you need 1o submit additional documentation for a pending inftial apglication, you may do so by clicking the Submit Update button. o the relevant activity 1o continue your request

SUBMIT UPDATE
EETT P ——

Note: The Update feature is only for submitting additienal information towards 2 pending application. If you wish to submit an action request on your licens, please referto the
Actions menu within the Licenses panel.

Activity

Licenses

IMPORTANT NOTICE: If you currently hald or have ever held a license in Virginia, or have previously submitted an application for licensure. please be sure to link your existing
record prior to submitting any ather requestis). T fink your existing recerd, click “Dan't see your license? Click here to search for it”

7.4. Click the “Apply for a License” button.

17
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Applying for an Initial License

IMPORTANT NOTICE: If you have had official transcripts or test scores sent directly to VDOE, or have previously submitted an
application for licensure, you may already have an existing record. PLEASE LINK YOUR EXISTING RECORD PRIOR TO STARTING
AN APPLICATION IN VALQ. To link your existing record, navigate to the Licenses panel below and click "Don't see your license?
Click here to search for it.” Once you have linked your record, you may start a new application for an initial license.

If you are currently employed with a Virginia educational agency, you may proceed and apply for a license here. However, you

also must work with the appropriate contact person in your Virginia school division or accredited nenpublic scheoel to ensure
that all documentation is submitted.

APPLY FOR A LICENSE

7.5. You will be prompted with a question asking if you are applying for an initial Virginia license or renewing an existing
Virginia license. Select “Initial License Application” from the dropdown menu and click “Next”.

Are you applying for an initial Virginia license (teaching, administrative, pupil personnel or Division
Superintendent) or are you renewing an existing Virginia license?

Plzaze select an answer

_> Initial License Application -
—> NEXT

7.6. The next prompt will ask you if your employing school division is paying for your application fee.
*Note: It is important that you communicate with your employer prior to completing this form. Once selected, you
will not be able to go back and change your response.

7.7. Once you have selected the appropriate answer from the dropdown menu, click “Next”.

Has the school division notified you that they are paying on your behalf?

Pleaze select an answer

Mo -

A

BACK NEXT

7.8. You will then be asked what type of license you are applying for. Select “Teaching/Admin/Pupil Personnel” from the
dropdown menu and click “Next”.
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What license type are you applying for?

Please select an answer

—> Teaching/Admin/Pupil Personnel -

BACK NEXT

7.9. On the next screen, click “Start Application”.

Click below to start your Application for an Initial Educator License.

BACK START APPLICATION

Return to Dashboard

7.10. Follow the prompts to navigate through the different sections within the form. Follow the instructions and review
the entered information carefully while completing each section of your online application.

7.11. Once you have completed all sections and have landed on the Summary page, click “Finish”.
Confirm there are no alert warnings on the left navigation panel. (It is recommended that you complete the
application on a full-screen computer screen to ensure the warnings clearly display.)

Application
Summary
@ e Confirm there
are no )

o If you do net have a designated pre-approved payee and are taking responsibility for the fee, click FINISH.

warnings
a all . : Check this box if you are currendly employed in a Virginia school diviskon and the division is paying your

ShOWIHg on application fee

© =oioyment any page.
a 4 Questions ﬂ m
o JeEtin Return to Dashboard
a Summary

7.12. Warnings will display as red text on any section within the navigation panel where the application form was left
incomplete or incorrectly completed. If a red warning displays, you will need to navigate back to the indicated area
in the application to correct the issue. Below is an example of how an alert warning would appear:
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Division Supetintendent Initial i

Application Dyslexia Awareness Training

Saved 220 PM EST

Submit 8 copy of the cerifcate vefifying completean Of thes statulony requirement, Individuals seeking intial

Beensure shall complete swareness training on the indicators of dyslexia. as that term is defined by the Board of

Education pursuant to regulations, and the evidence-based interventions and accommedations for dyslexia, &
lexia mogule is available at no oost.

Instructions
A

Please upload a copy of the certificate verifying complétion of the Dyslexia Awareness Training below:

Drag T dro

If a warning is Piquiced Fiid
presented, click to
navigate to the
section with the
warning to

(i) Only pdf, ipg, and .png documents are accepted.

Eshavier Intervention and Support Training

Submit a copy of the certificate verifying completion of this statutory requirement, Applicants who complete a

CDmPIE'tE' all Virginia stane-approved progeam should have completed this requirement as part of thelr program. A senes of
. micdules that meet the new training requirement for initial licensure are located on the Center for

nary rEqU"Ed Stﬁ'ps- Implementation and Evaluation of Education Systems (Old Dominion Unieersity) webpage and can be

(completed at no cost. Applicants who did not receive the training throwgh a Virginda state-approved program

may complete the modubes on their own and sulbmit the documentation.

7.13. Once you have completed your application and clicked the “Finish” button, you will be taken to the final page
where you will have the opportunity to review a preserved copy of your application.

ok ESOCHTION o

Employment Information

Fees This page displays your Virginia school division/educstional agancy smployment racords. Click an any auisting racords to updts. f nesdd Cick the "Add" button to add new Virginis smploy
changes are necessary. proceed to the next step.

_ e ETeiEd s s Vi scmar: o

1 am employed autside of Virginia as an educator.: [

Current Application Fee In-State §100.00
Total $100.00

Out-of-State License

Do you currently hold active out-of state licensefs)?
- . B

Questions

Plzase answes the following questions by selecting the respective answer from the drop-down meny for esth.

If answrering *yes" to any of these questions, you will be prompted to attach 2 letter giing full detalls and any officil documentation availablz regarding the matter.

Have you ever been convicted of,or entered & plea of quilty ar no contest to, a felony ™

Q1:No

Have you ever been convicted of, or entered 2 plea of quilty or no contest to, a criminal offense in anather country?*

Q2:No

Have you ever been convicted o, or entered 2 plea of guilty or na cantest o, a misdemeanar invalving 2 child (minar) or 2 student?*

Q38:MNo

Have you ever been convicted of, or entered 2 plea of quilty or no contest to, a mis involiing d elatad to alcohol or posssssion of one ounce of less of
04:No

Have you ever been the subject of a founded complaint of child abuse or neglect by 2 child protection agency?*

05:No

Have you ever had a teaching, admin pupil , or other education-related certi license revaked, suspended, invalidated, cancelled, or denied by ancther stet

country; sumendered such 2 license or the right to apply for such a licanse; of had any other adverse action taken against such a license? Piease note: This includes a reprimand, waming, ¢
order denying the right to apply or reapply for a license. ™
Q6:No

#Are you currently the subject of any review. inguiry. i igation. or eppeal of i that could warrant discipline or termination by & school division or other education-relate
aduerse action against a teaching, administrator, pupil personnel services, of other egucation-related lizense or certificata? Please note: This includes any open investigation by or pending
child protection aganey and any panding criminal charges *

Q7:No

Have you ever left any education- or schoot-related employment, voluntarily or involuntarily, under any of the following circumstances: (1) while the subject of 2 review, inguiry, investigatior
allegad misconduct; {Z) when you had reason to balieve a review, inguiry investigation or appeal of alleged misconduct was under way or imminent; o (3} while any administrative or judici
involving an allegation of misconduct was pending, eligible for appeal, or under appeal? Please note: This includes any open investigation by or pending pracesding with 2 child pratection
pending criminal charges.*

Q8:MNo
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7.14. After you have reviewed your application, review your nonrefundable application fee.
7.14.1. If your employing school division is paying for your application fee, click “Pay Later”.
7.14.2. If you are responsible for paying your own application fee, click “Pay”.

E

Fees
Current Application Fee In-State $100.00
Total $100.00
BACK PAY LATER PAY

7.15. If you are responsible for paying your fee, after clicking the “Pay” button, you will be directed to a third-party
vendor site to enter and submit your payment.

Important Notice: Upon successful submission of payment, do not close your internet browser.

7.16. After completing the payment step, you will be redirected to the confirmation page in VALO.

/" Submission Confirmed!

Thank you for your submission. We have received your application and payment

7.17. Once you have successfully submitted your application and it has been received by the Office of Licensure, you
will receive two separate emails within 1-3 business days. The first email will be a confirmation of application
receipt. The second email will contain your PKID number with instructions.

7.18. If you do not receive these emails within 3 business days, check your spam or junk folder prior to reaching out to
the Office of Licensure.
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8. Update an Initial Application in VALO

When a VALO application has been started and the form has been exited prior to finishing, it will maintain a “Started”
status in the Activity panel. Individuals may return to a “Started” application to make edits and upload additional
documentation before submitting the form. When a VALO application has been successfully submitted, it will reflect a
“Submitted” status in the Activity panel. Individuals may not return to a “Submitted” application to make edits or upload
additional documentation; however, they may submit an Update form. The Update form provides a way for the
individual to upload additional documentation to their submitted VALO application. Follow the instructions outlined in this
guide to update your initial application by either continuing a “Started” application or submitting an Update to a
“Submitted” application in VALO.

8.1. Continue a “Started” Application
8.1.1.Navigate to the Activity panel.

8.1.2.Click on the link for the “Started” Application.

Applying for an Initial License Change or Update Demographic

Information

IMPORTANT MOTICE: If you have had official transcripts or test scores sent dir
previously submitted an application for licensure, you may already have an existing r
YOUR EXISTING RECORD PRIOR TO STARTING AN APPLICATICON IN VALC. To link your
navigate to the Licenses panel below and click "Don't see your license? Click here to search
you have linked your record, you may start a new application for an initial license.

VDOE, or have
PLEASE LINK
jag record,

" Once

Click below to submit a request to change your name or address.

SUBMIT A NAME OR ADDRESS CHANGE

I you are currently employed with a Virginia educational agency, you may proceed and apply for a license
here. However, you also must work with the appropriate contact person in your Virginia school division or
accredited nonpublic school to ensure that all documentation is submitted.

Activity

APPLY FOR A LICENSE

See below for submitted and in-progress request(s). If you've already
started a request, please click the 'Started’ link next to the relevant

activity to continue your reguest.
If you need to submit additional documentation for a pending initial application, you may do so by clicking

the Submit Update button.

SUBMIT UPDATE
Started Teaching Admin Initial Application

Mote: The Update feature is only for submitting additional information towards a pending application. If

8.1.3.You will be brought back to the application form that you previously started. From here you may complete and
submit your application.

8.2. Update a “Submitted” Application
8.2.1. Navigate to the Initial Application panel.

8.2.2. Click the “Submit Update” button.
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Applying for an Initial License Change or Update Demographic

Information

IMPORTANT NOTICE: If you have had official transcripts or test scores sent directly to VDOE, or have
previously submitted an application for licensure, you may already have an existing record. PLEASE LINK
YOUR EXISTING RECORD PRIOR TO STARTING AN APPLICATION IN VALO. To link your existing record,
navigate to the Licenses panel below and click “Don't see your license? Click here to search for it.” Once
you have linked your record, you may start a new application for an initial license.

Click below to submi

SUPT '« A NAME OR ADDRESS CHANGE

If you are currently employed with a Virginia educational agency, you may proceed and apply for a license

‘equest to change your name or address.

here. However, you also must work with the appropriate contact person in your Virginia school division or
accredited nonpublic school to ensure that all documentation is submitted.

APPLY FOR A LICENSE

Activity

activity to continue your request.
If you need to submit additional documentation for a pending initial application, you may do so by clicking

the Submit Update button.

SUBMIT UPDATE

Mote: The Update feature is only for submitting additional information towards a pending application. If

Submitted Teaching Admin Initial Application

See below for submitted and in-progress request(s). If you've already
started a request, please click the 'Started’ link next to the relevant

you wish to submit an action request on your license, please refer to the Actions menu within the Licenses
panel.

8.2.3. Follow the instructions to verify and/or make edits in the Demographics section.

8.2.4. Provide updated responses and attestation in the Questions section.

box or by dragging the file and dropping it into the gray box.

Documents

4 Questions FINISH

Return to Dashboard

8.2.6. Once you have selected your files to upload, click “Finish”.

8.2.5. In the Documents section, you will be presented with an open upload field where you can upload additional
documentation to be reviewed with your initial application. Select files to upload by clicking within the upload
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Documents

Please upload any additional documentation below.

\ x
F& CPR AED card. pdf

Drag 'n' drop files here, or click to select files

4 Questions —> FINISH

Return to Dashboard

8.2.7. On the Summary page, where you can review the preserved PDF of your Update form. Once you have
reviewed everything, click the “Submit” button. There is no fee since you are submitting documentation to be
added to an existing application.

Fees
‘You have no fees, Please review and submit your
application,
.’/fr-.. ..-\\\".

8.2.8. Once your Update has been successfully submitted, you will be directed to the submission confirmation
screen. Click “Return to Dashboard” to return to your VALO Dashboard.

Submission Confirmed!
Thank you for your submission. We have received your request.

Request Type: Update

—-> Return to Dashboard
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9. Request to Add a Degree in VALO

Individuals who have earned an advanced degree from an accredited college or university may submit a request
through VALO to add their degree to their licensure record. Individuals may only submit this request if they hold an
active license. Follow the instructions outlined in this guide to submit a request to add a degree to an active license in
VALO.

9.1. Log into your VALO account.

9.2. On the Dashboard, direct your attention to the Licenses panel at the bottom left.

Applying for an Initial License

IMPORTANT MOTICE: If you have had official transcripts or test scores sent directly to VDOE, or have previously submitted an application for licensure, you may already
have an existing record. FLEASE LINK YOUR EXISTING RECORD PRIOR TO STARTING AN AFPPLICATION IN VALC. To link your existing recond, navigate to the Licenses
panel below and click "Don't see your license? Click here to search for it.” Once you have linked your record, you may start @ new application for an initial license,

If you are curently emplowed with a Virginia educational agency, you may proceed and apply for a license here. However, you also must work with the appropriate contact
persan in your Virginia school division or accredited nonpublic school te ensure that all documentation is submitted.

APPLY FOR A LICENSE

If you need to submit additional documentation for 2 pending initial application, you may do so by clicking the Submit Update button.

SUBMIT UPDATE

Mote: The Update feature is only for submitting additional information towards & pending application. If you wish to submit an action reguest on your license, pleass refer
to the Actions menu within the Licenszes panel.

Licenses

IMPORTANT MOTICE: If you currently hold or have ever held a license in Virginia, or have previausly submitted an application for licensure. please be sure to link your
existing recard prior to submitting any other request(s). Ta link your existing record, click “Don't se2 your license? Click here to search for it

To submit & licensure action reguest, click the ellipsis () under the Actions column beside the applicable license. Select your desired request from the Actions menu. You
must hobd an active Vinginia license to submit 2n online action request. If the desired request is not indicated within the Actions menuw, then it is not available for online

submission.
~ Test, Licensee o
Type License Humber Status Expiration Actions
Application APPLICATION Complated an
Collegizte Professional Licenze CR- Active &302034 an

Dan't see your license? Click here ta search far it
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9.3. Under the Actions column, click on the ellipsis beside your active license. This will open the Actions menu.

E

~ Test, Licensee e
Type License Mumber Status Expiration Actions
Application APPLICATION Completed wee
Collegiate cp- Active 6/20/2034 [ e )
Professional License 4 J
License actions

9.4. Select “Add Degree” from the Actions menu. Note: The Action menu will only display the Add Degree option for
active licenses. You may not submit a request to add a degree on an inactive or expired license.

Collegiate ce- Active 6/20/2034 -—* Add Degree
Profeszional License — R
Add Endorsement
Don't see your license? Click here to search for it. Print CF Letter & License
View License

Wiew License Activity

9.5. Follow the prompts to navigate through the different sections within the Add Degree form. Follow the instructions
and review the entered information carefully while completing each section.

9.6. Enter your additional degree information under the Add Degree(s) section. The top portion reflects the education
information already on file. To enter your additional degree information, click the “Add” button underneath.

Add Degree(s)

Below is the current education informaticn associated with your license:

_> Please enter your added degree information by dlicking the “Add" button below,

Nane
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9.7. Follow the prompts to add your additional degree information. An official transcript reflecting the degree conferral
date is required to add a degree. Licensees may not upload their own transcripts through VALO as they would no
longer be considered official. Refer to the “Important information regarding official transcripts” for details on how to
submit your official transcript.

9.8. Once you have completed the form and clicked the “Finish” button, you will be taken to the final page where you
will have the opportunity to review a preserved copy of your request form.

‘ l, B%blﬁ:!fgrarﬁ TEST Virginia Licensure Online

Fees Add Degres(s)
_ Zelow is the current education information asseciated with your ficense
Add Degree 2500 EducationRecard :
Total $25.00

School Type : Virginia Schools

Schook : Vinginia Commanwealth University

=

Degree Conferral Date : 05/05/2009

Degree - Bachelor's Degree

Please enter your added degres information by clicking the “Add” bution belove
EducationRecordNew -

School Type : Virginia Schools

Schook : Radford University

Degree: Master's Degres

Degree Conferral Date: 12/01/2024

An official ranscript reflecting your degree conferral date is required in order to add a degree to your licensure record. Please choose the defivery method of your offical transcrip
men below

Transcript Status - | smtest that | il be submitting my transcript after submission of this request

(©) Please note the important information regarding official transcripts.

Important information regarding official transcripts:

Official transcripts can be mailed to the student directly. however. the envelope must remain sealed when submitting t to the division, or mailing it to the Office of Licensure. Stud
coll Iy to o dership via Parchment or National Student Clearinghouse. Coages and univers

ts to the student Please do not ask the college or university to mail an official transer
censure. Placement records sent from colleges, grade epcrs photcapies, and shud=nt prntous of unoffical transcripts wil ot be ccepted or retumed

information regarding verification of coursework or degrees completed outside the United States can be found on our resource document

9.9. The final page also displays the fee for your request. Click “Pay” to be directed to a third-party vendor site to enter
and submit your payment.

Important Notice: Upon successful submission of payment, do not close your internet browser.

Fees

Add Degree $25.00

Total $25.00

2
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9.10. After completing the payment step, you will be redirected to the confirmation page in VALO. Click “Return to
Dashboard” to return to your VALO Dashboard.

Submission Confirmed!

Thank you for your submission. We have received your request.

—> Return to Dashboard
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10. Request to Add an Endorsement in VALO

Individuals may submit a request through VALO to add select endorsement areas to their valid Virginia license. A request to

add an endorsement may be submitted online if the individual is eligible for the endorsement through completion of an
approved program, testing, or reciprocity. Follow the instructions outlined in this guide to submit a request to add an

endorsement to a valid license in VALO.

Important Notice: Requests for an additional endorsement evaluation or to add an endorsement via an alternate route
must continue to be submitted by mail directly from the employing Virginia public school division or nonpublic school.

10.1. Log into your VALO account.

10.2. On the Dashboard, direct your attention to the Licenses panel at the bottom left.

Applying for an Initial License

IMPORTANT MOTICE: If you have had official transcripts or test scores sent directly to VDOE, or have previously submitted an application for licensure, you may already
have en existing record. PLEASE LINK YOUR EXISTING RECORD PRIOR TO STARTING AW APPLICATION IN VALC. To link your existing record, navigate to the Licenses
penel bebow and click "Don't s2e your license? Click here to search for it.” Once you have linked your record, you may start & new application for an initial license.

If you are cumently employed with a Virginia educational agency, you may proceed and apply for a license here. However, you also must work with the appropriate contact
persan in your Virginia school division or accredited nonpublic school to ensure that all documentation is submitted.

APPLY FOR A LICENSE

If you need to submit additional documentation for 2 pending initial application, you may do so by clicking the Submit Update button.

SUBMIT UPDATE

Mote: The Update feature is only for submitting additional information towards a pending application. If you wish to submit an action request on your license, please refer

to the Actions menu within the Licenses panel.

Licenses

IMPORTANT MOTICE: If you currently hold or have ever held a license in Virginia, or have previously submitted an application for licensure, please be sure to link your
exiisting record prior to submitting any ether request(s). T link your existing record, click "Don't see your license? Click here to search for it.”

To submit 2 licensure action reguest, click the ellipsis (..} under the Actions column beside the applicable license. Select your desired request from the Actions menu. You
miest hald an active Virginia license to submit an online action request. If the desired request is not indicated within the Actions menuw, then itis not available for online

submission,

#  Test, Licensee

Type License Number Status
Application APPLICATION Completed
Collegiate Professional Licenze CP- Active

Don't see your license? Click here to search for it

10.3. Under the Actions column, click on the ellipsis beside the valid license to which you wish to add an endorsement.

This will open the Actions menu.
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» Test, Licensee e
Type License Mumber Status Expiration Actions
Application APPLICATION Completed e
Collegiate \ e \

i . /. [ -
Professional License P Active 6/30/2034

10.4. Select “Add Endorsement” from the Actions menu. The Action menu will only display the Add Endorsement
option for active, valid license types. If you hold an active license and the Add Endorsement option does not
show in your Actions menu, then you should work directly with your employer in submitting your request by mail.

Collegiate cp- Active 6/30/2034 Add Degree
Professional License \ [
S Add Endorsement T
Don't see your license? Click here to search for it. Print CF Letter & License
View License
View License Activity

10.5. Follow the prompts to navigate through the different sections within the Add Endorsement form. Follow the
instructions and review the entered information carefully while completing each section. Not all endorsement
areas are available to add through VALO. A select listing is available within the dropdown menu of the

“Endorsement Request” section. If your desired endorsement is not listed, then your request must be submitted
by mail.
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10.6. Once you have completed the form and clicked the “Finish” button, you will be taken to the final page where you

will have the opportunity to review a preserved copy of your Add Endorsement request form.

ViRgiuia Depagruent op L
ﬂ, EDUCATION TEST Virginia Licensure Online

Fees

Current Eal/Acd Endorsement ss000

e

Total ss0.00

e =

it surrntly smployes i 2 Virgidase
erame = encos

Emplayment Verifcation

re you amg oz n grades prek12 ranpublic schc
Employeai:No

10.7. The final page also displays the fee for your request. Click “Pay” to be directed to a third-party vendor site to

enter and submit your payment.

Important Notice: Upon successful submission of payment, do not close your internet browser.

Fees
Current Eval/Add Endorsement $50.00
Total $50.00
BACK PAY

10.8. After completing the payment step, you will be redirected to the confirmation page in VALO. Click “Return to

Dashboard” to return to your VALO Dashboard.

Submission Confirmed!

Thank you for your submission. We have received your request.

—’ Return to Dashboard
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11. Renew your License in VALO

Individuals who are not currently employed by a Virginia public school division or accredited nonpublic school may
submit their application for licensure renewal through VALO. Renewable licenses that have already expired or are set
to expire after January of the current year will be available to renew. Follow the instructions outlined in this guide to
submit your renewal application in VALO.

Important Notice: Individuals who are employed by a Virginia public school division or accredited nonpublic school are
required to submit their renewal applications directly to their employing agency’s licensure representative. The
employing agency’s licensure representative will submit the renewal request to VDOE on the behalf of the licensee.
These individuals should not apply for renewal through VALO.

11.1. Log into your VALO account.

11.2.  On the Dashboard, direct your attention to the Licenses panel at the bottom left.

Applying for an Initial License

IMPORTANT MOTICE: If you have had official transcripts or test scores sent directly to VIDIOE, or have previously submittad an application for licensure, you may already
heve an existing recond. FLEASE LINK YOUR EXISTIMG RECORD PRIOR TO STARTING AN APPLICATION IN WALD. To link your existing record, navigate to the Licenses
panel below and click "Don't s=2e your license? Click here to searnch for it.” Once you have linked your record, you may start & new application for an initial license.

If you are cumrently employed with a Virginia educational agency, you may proceed and apply for a licensea here. Howaver, you also must work with the appropriate contact
persan in your Wirginia school division or accredited nonpublic school to ensure that all documentation is submitted.

APPLY FOR A LICENSE

If you need to submit additional documentation for 2 pending initial appdication, you may do so by clicking the Submit Update button.

SUBMIT UPDATE

Mote: The Update featura is only for submitting additional information towards a pending application. If you wish to submit an action request on your licenss, pleass refer
to the Actions menu within the Licenses panel.

Licenses

IMPORTANT MOTICE: If you cumrently hold or have ever held a license in Virginia, or hawe previously submitted an application for licensure. please be sure 1o link your
existing record prior to submitting any ather request(s). To link your existing record, click “Don't see wour license? Click here to search for it.”

To submit a licensure action request, click the ellipsis (...} under the Actions column beside the applicable license. Select your desired request from the Actions menu. You
must hold an active Virginia license to submit an online action request. If the desired request is not indicated within the Actions menu, then it is not available for online
submission.

#  Test, Licensee -
Type License Number Status Expiration Actions
Application APPLICATION Complated ans
Collegiate Profeszsional Licenze CP- Active 6,/30,/2034 ane

Don't see your license? Click here to search for it
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11.3. Under the Actions column, click on the ellipsis beside the active license you wish to renew. This will open the

Actions menu.

» Test, Licensee

Type

Application

Collegiate
Profeszzional License

License Mumber

Status

Completed

Active

Actions

11.4. Select “Renew License” from the Actions menu. The Actions menu will only display the Renew License option for

licenses that are available to be renewed. A renewable license may be renewed no sooner than January of the

year it expires.

~ Test, Licensee

Type License Number
Application APPLICATION
Collegiate

Professional License

nonpublic school.

CP-

Status Expiration
Completed
Active 6/30/2034

Dont see your license? Click here to search for it.

( Renew License

Actions

Add Degree
Add Endorsement

Print CP Letter & License

View License

View License Activity

11.5. You will be prompted with a question asking if you are employed by a Virginia public school division or accredited

11.5.1. If you are employed, then you will be instructed to work directly with your employer regarding your renewal.

Employment Information

Are you employed in Prek-Grades 12 under contract as an educator (not a substitute or paraprofessional) in a Virginia public school or

a \-’_ir_ginia accredited nonpublic school?

Yes

@ If you are currently employved as a Virginia educator, you are required to submit your renewal request through your employer.
Please return to the Dashboard to exit this request form.

'_'* Return to the Dashboard.
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11.5.2. If you are not employed at this time, then you may proceed with submitting your renewal in VALO by

selecting “No” and clicking the grey button to continue to the next section.

Employment Information

Are you employed in Prek-Grades 12 under contract as an educator (not a substitute or paraprofessional) in a Virginia public school or
a Virginia accredited nonpublic school?

No ) -

* Instructions And Statutory Requirements »

Follow the prompts to navigate through the different sections within the Renewal form. Follow the instructions
and review the entered information carefully while completing each section.

The Renewal Activities section is where you will report your renewal points earned. Check the box(es) beside
the applicable option(s) under which you have earned renewal points.

Renewal Activities

Please check all applicable renewal opticns under which you have earmed points toward this renewal. Provide detail on the activities
and upload appropriate documentation for each option. All documentation for renewal options, statutory requirements, and the fee
must be submitted before a renewal request may be processed.

You must add documentation for each option checked. Please add each activity separately. (For example, if you completed three
professional development activities under Cption 8, you must “add” each one separately.)

[] Option 1: College Credit (maximum 180 points)

[T} option 2: Professional Conference (maximum 435 points)
[] Optien 3: Curriculum Development (maximurn 90 points)
[] Opticn 4: Publication of Article (maximum 90 points)

[] option 5: Publication of Book (maximum 90 points)

Option 6: Mentorship/Supervision (maximum 90 points)

O

Option 7: Educational Project (maximurm 90 points)

O

|:| Option 8: Professional Development Activities (maximum 180 points)

@ A total of 180 renewal peints is required.
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verification documentation, and point assignment applicable to that option. It will also provide a place for you to
enter the details of any activity completed under the selected option, as well as a place to upload the appropriate
documentation for each.

Option 8: Professional Development Activities {maximum 180 points)

Option 8: Professional Development Activities --- At-A-Glance

(Refer to the Virginia Licensure Renewal Manual for detailed information.)

A. Maximum number of points: 1530

B. Point value assignment: cne paint per clock/contact hour

C. Criteria:

1) Must ke a2 minimum of five hours per activity. The five hours do not have to be consecutive,

2) Must have pricr approval from the chief executive officer or designee if the license holder is employed in a Virginia educational
agency. Prior approval for employing educational agency professional development activity is a commitment that professional
development points will be awarded for the activity. If job-related leave is being requested, the license holder must follow the
guidelines in the personnel handbook of the employing agency.

D. Verification (one or more of the following):

1) Participants list from employing educational agency

2) Certificate of completion/attendance

Please click "Add” below 1o enter details for the Professional Development Activities option.

Naone

ADD

Upload documentation supporting the Professional Development Activities.

Drag 'm' drop files here, or click to select files.

11.9. To enter the details of a completed renewal activity, click the “Add” button.

Flease click "Add" below to enter details for the Professional Development Activities option.

Nome
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Enter the requested information, then click “Add”. Be sure to reference the information provided on the prior

page regarding point allocation.

Option 8: Professional Development (180)

Flease enter details on the Professional Development below.

CANCEl  ADD

11.11. Repeat steps 8-10 until all renewal activities have been entered. Once you have entered a minimum of 180
renewal points, you may proceed to the next page by clicking the gray “Questions” button located at the bottom

right.

4 Demographics

Return to Dashboard

11.12.  Proceed through the rest of the License Renewal form by following the prompts. Be sure to read the
instructions and review the entered information carefully while completing the remaining section(s).

11.13. Once you have completed all sections and have landed on the Summary page, check the box to acknowledge

the indicated notice and click “Finish”.

License Renewal ]

Saved 12:20 PM EST

@ cmoloyment verification

@ 'nstructions and Statutory Reguirements
© Demographics

© renewal Activities

© Questions

© Additional Request(s)

© surmar

Summary

() ATTENTION!
Do not close your browser until the payment page redirects you back to your VALO Dashboard (home screen).

I acknowledge the statement above.
« Additional Request(s) —-> m

Return to Dashboard
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11.14. Confirm there are no alert warnings on the left navigation panel. (It is recommended that you complete the
renewal application form on a full-screen computer screen to ensure the warnings clearly display.)

Warnings will display as red text on any section within the navigation panel where the application form was left

incomplete or incorrectly completed. If a red warning displays, you will need to navigate back to the indicated
area in the form to correct the issue. Below is an example of how an alert warning would appear:

Dyzlexia Awareness Training

Submit a copy of the certificate verifying completon of thes statutory réquirement. Individuals seekng indtia
Bcensure shall complete awareness traming on the indicators of dysiexia. as that term is defined by the Boaed of
Education pursuant to regulations, and the evidence-based mtecventions and accommodations for dyslexia. A
Gyslexy module « svaidable at no cost

Instructions

Please upload o copy of the certificate verifying completion of the Dyslexia Awareness Tralning below

If a warning is
presented, click to
navigate to the
section with the
warning to

(D) Only.pdl, jpg. and png documents are accepled

Behavior Intervention and Support Training

Submat a copy of the certificate verifying completion of thes statutory requirement. Applicants who complete 3
Complete a" Virginia state-approved program should have completed this requirement as parnt of thesr program. A senes of

required steps.

modules that meet the new training requitement for intial icensure are located on the Centes for
implementation and Evaluation of Educaton Systems (Old Domunion Unmversity) webpage and can be
compieted at no cost. Applicants who did not recewe the traning through a Virgini state-approved program
may complete the moduies 0n their own and submit the documentation

11.15. Once you have completed your renewal application and clicked the “Finish” button, you will be taken to the
final page where you will have the opportunity to review a preserved copy of your renewal application form.

‘ i; E‘b‘%‘é‘x’ﬂﬁﬁ TEST Virginia Licensure Online

Fees Employment Verification
B
i 12 edu (net 2 i public school or & Virginis
Current Renewel Fee §50.00 EmployedyN : No
Total $50.00
BACK PAY

Instructions and Statutory Requirements

™ to continuous and the renewsl i ipdate their professional knowiedge and skils The division
pesgraduate ficens; licenss, vecstional evahuator fkense (02 |onger susd), senodl mansger fcense or technical
may be renawed

Individuals who hold a five-year pai a5 wall
licenses expired in 2013 must present 120 points for renewal, s wel i i i i then renewable

| e 1 21 342), #fective July 1, 2015, the Beard of EXUCEen issues ten-year renewakle licensas, Mo longsr aré five-ysar rene.
On January 24, 2019, the Board of Educari “hat indivi i y i i ints for ren
renewal requirements also are required.

. For sampis,

License holders are respor satisfying i Regulations for School Personnsl and the Code of Virginia. The Virginia icens,
provides guidance for all  plan their personal gro & he process for renening Virginias educators ficenses thioug
plan y i u i iod. All activi prior 2pproval from the chief execut or designee it
empicyedina agency. i sl agencies of the with respect 1o

mpizted by provisional
Please refer 1 the Lis i

Statutory Requirements for Renewal:

Child Abuse and ition and Intervention Training

Subrrit 2 copy of the cenificate verfying complstion of this ststutory requirement.Individusls sesking license renevial most complste study in child abuse and neglect recognition an
ih curr el by i of Education. A traini is available 2T no cost. Pl Jecting the ing
noted below:

* Individuals must select the "Required Training/Courses” 1ab under the heading "Child Proteciive Senvices”
= Then select the “Child Abuse and Neglect: Recognizing. Reporting & Responding for educators).”

To print the cerificate aher completing the iraining, the computer must bs connected 1o 2 printes.

Upload a copy of your Child Abuse and Neglect Recognition and Interventica Training Certificate. (Required)
ChildAbuseUplozd -

Child abuse training pdf
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11.16. The final page also displays the fee for your request. Click “Pay” to be directed to a third-party vendor site to
enter and submit your payment.

Important Notice: Upon successful submission of payment, do not close your internet browser.

Fees
Fee Amount
Current Renewal Fee $50.00
Total £50.00

BACK PAY

11.17.  After completing the payment step, you will be redirected to the confirmation page in VALO. Click “Return to
Dashboard” to return to your VALO Dashboard.

Submission Confirmed!

Thank you for your submission. We have received your request.

—' Return to Dashboard
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