CREDENTIAL FILE PACKET AND DIRECTIONS

Your credential file consists of your Teacher Placement packet (forms Sections I, II, III, the employment recommendation letter from your cooperating teacher and university supervisor, and any additional letter(s) of recommendation you submit.  Your resume and transcripts are not part of your credential file.
“PROFESSIONAL CREDENTIALS OF…” FORM

You may duplicate the format for this form on a personal computer.  Make a copy of your credential file for your personal files. This is essential! Completing Sections I, II, and Teaching Goals and Philosophy is self-explanatory. In completing Section III consider the following guidelines:

Section III: Preparation for Teaching

Secondary Education majors list all Education (EDU prefix) courses on the left and all area of concentration courses (BIO, P.E., MTH, etc.) on the right.

Elementary Education majors list all education courses on the left and all content courses in your minor on the right.

REFERENCES

Your Cooperating Teacher (CT) and University Supervisor (US) will fill out an employment recommendation form to be included in your credential file; Good choices for other references are teachers who have observed you teach; i.e., principals, past/current employers, and professors.  Do not ask friends, neighbors, or relatives to complete a recommendation.

Additional reference letters are not required but it is advisable to add one or two at most to your credential file.  You may also add/drop references later as you obtain more teaching experience.  You are advised to have no more than 3-4 references in your credential file.

When you ask someone to fill out a reference form, you should:

a. Type your name at the top line where indicated

b.  Provide a stamped envelope addressed to Aurora University – College of Education-credential file

c. Request a copy of the letter for your file (from the person writing it)
All original reference letters and forms must be mailed directly to Aurora University College of Education to be considered valid for inclusion in the credential file.

CREDENTIAL FILE DIRECTIONS 

(continued)

MAILING OF CREDENTIALS TO POTENTIAL EMPLOYERS, SCHOOL DISTRICTS, REGIONAL OFFICES OF EDUCATION

Only complete credentials will be mailed or faxed to prospective employers.  Request your credentials from A.U. when an employer verbally asks you to send them or when an application or other written request indicates that you should.  

Do not request credentials and transcripts in the same letter. A separate request for transcripts is to be sent to the Registrar with the appropriate fee for that service. Five sets (one set = one address) of credentials are mailed OR one set is faxed at no charge for our graduates.  After that, the fee is $2.00 per set to mail or $10.00 a set to fax.

Credentials cannot be mailed directly to you. They are mailed or faxed only to prospective employers such as school districts in order to protect the credibility of the references.

Aurora University does not provide credentials to be “hand carried” to interviews. Credentials are mailed within 5-7 business days, after the written request is received by the university.

UPDATING CREDENTIALS

You are urged to update your credential file every four years. There is a $10.00 fee to update and forms are available from the College of Education. Reference forms only may be added at no additional charge.

Note About Time Reports

Signed Student Teaching time reports are due in the College of Education the Monday after the term ends.  Credentials cannot be mailed until time reports are submitted. 

RELEASE 

OF 

TEACHER CANDIDATE CREDENTIALS

CANDIDATES PLEASE NOTE:  This release directs Aurora University as to the manner by which we can release your professional credentials.  You must have a clean, copy ready, set of credentials that you have developed, on file with the College of Education in order for us to provide credentials to prospective employers.

When an Aurora University trained teacher wishes to have credentials sent to a prospective employer, the normal procedure is for the candidate to fill out a request form authorizing the release of the credentials.  Sometimes, however, the candidate finds it more expedient to call or email in the request (please email requests for credentials to coefield@aurora.edu.).  Occasionally, we are contacted by school districts with immediate vacancies wishing to see credentials at once.  If we are unable to reach our candidate to authorize the release of credentials, a job opportunity may be lost.

For this reason we suggest that you sign below authorizing the university to release your credentials when we perceive it is in your best employment interests.

You may release my credentials at any time you believe it to be in my best interest without my written or oral consent.

Signature_________________________________________  Date_________________

Without your signature above we will not release your credentials unless we receive your written, signed request. We CANNOT process any telephoned or e-mailed requests unless this form is on file.

NOTE: According to Federal Law, the release of your transcript by the Registrar’s Office can only be done with your written authorization.

Page 1 of the credentials form

SAMPLE
THE FOLLOWING PAGE CONTAINING THE AURORA UNIVERSITY SEAL IS THE COVER PAGE FOR YOUR CREDENTIAL FILE.

ALL INFORMATION IN THIS CREDENTIAL PACKET SHOULD BE:

****TYPED

****PROOFREAD

WHEN SENDING IN YOUR CREDENTIAL FILE TO THE COLLEGE OF EDUCATION, BE SURE TO HAVE THE FOLLOWING PAGE, CONTAINING THE AURORA UNIVERSITY SEAL INCLUDED AS THE FIRST PAGE OF YOUR CREDENTIAL PACKET
AURORA UNIVERSITY

TEACHER PLACEMENT SERVICE

College of Education

347 S. Gladstone Avenue

Aurora, IL 60506
Professional Credentials of:

Full Name:_____Mary Jones____________________________ 

Present Address: _2024 Huntleigh Dr.__________________





Lisle, IL IL 60554____________________

Telephone: ______630.987-8863 _______________________

WE APPRECIATE YOUR CONSIDERATION OF AN AURORA UNIVERSITY PREPARED TEACHER
[image: image1.png]




Candidates:  Please refer to this SAMPLE  

when completing your credential forms

I. PERSONAL DATA

Name:  Mary Jones



Date:    Today

Permanent Address:



Phone: 

2024 Huntleigh Drive



630-987-8863

Lisle, IL 60554

Present Address




Phone

Same as above




Same as above

Date of Birth




Marital Status
Sex

Aug 29, 1900




Married

M

II. EDUCATIONAL DATA

Name
of the    
 Location         Dates of Attendance             Degree or Diploma Institution 







      and Date
___________________________________________________________________________________

Aurora University          Aurora, IL          9-70 to 5-74
             BS in Education

Teaching Goals and Philosophy

(This is the candidate’s personal statement of their desire for a career in education)

Dear Prospective Employer;

Ever since I can remember and thought about what I might do it was to teach. I was inspired and intrigued by my teachers in elementary school and the near heroic levels they achieved in my life. I wanted to emulate the limitless knowledge they seemed to possess, the ability to open the world to us as students, and the attention and focus they as an adult would devote to us as children. I was turned on to learning, to inquiry, and helping others in their school endeavors and in so doing I found I had a knack for explaining concepts and ideas to my peers. Other students and friends would seek me out to ask questions and get help on difficult assignments and I enjoyed helping them. I took every opportunity to teach, from Sunday school to park district summer jobs as a soccer coach.  I never seemed to tire of working with, motivating, and watching children gain knowledge and skill. 

I could not think of anything else I would do with my life but teach. High school reinforced my desire to teach and I joined the Future Educators Club at my high school. Here I also worked part time as an after school day care worker for two days a week. In applying to colleges I had no doubt that education would be my major field. I enrolled in Aurora University’s elementary education program and never doubted that I made the right choice. I thoroughly enjoyed my student teaching experience and look forward to teaching at the elementary level. I know that given the opportunity to teach I will inspire students as my teachers have inspired me. 

Sincerely,

Mary Jones

III. PREPARATION FOR TEACHING

Professional 


Semester


Courses

Semester

Education



Hours


in Major

Hours

Courses







(in minor










if Elementary)

(see first page of the packet)

University Field Experiences

Date

School 
Supervising Teacher

Grades/Subjects Taught

8/2004
Lincoln
John M Smyth


Methods-Grade 6



Wheaton

1/2005
Sandburg
Mary York



Student teaching-5th

Other Teaching and Related Work Experiences

Date 



School/Entity 



Type of Work

2001-03


St Charles Park District


Youth soccer

1999-02


Girl Scout leader



Troop 234 Lisle

Extra Curricular Activities at the University

2002-03 Varsity women soccer

Extra curricular activities candidate can direct/coach

Soccer, basketball and willing to sponsor club activities

THE FOLLOWING FORM IS THE COVER PAGE

FOR A STUDENT'S CREDENTIAL FILE.

ALL INFORMATION IN THIS CREDENTIAL PACKET SHOULD BE:

****TYPED

****PROOFREAD

WHEN SENDING IN A CREDENTIAL FILE TO THE COLLEGE OF EDUCATION, BE SURE TO HAVE THE FOLLOWING PAGE, CONTAINING THE AURORA UNIVERSITY SEAL
INCLUDED AS THE FIRST PAGE OF YOUR CREDENTIAL PACKET

AURORA UNIVERSITY

TEACHER PLACEMENT SERVICE

College of Education

347 S. Gladstone Avenue

Aurora, IL 60506
Professional Credentials of:

Full Name: _______________________________________________________ 

Present Address: _________________________________________________

__________________________________________________________________

Telephone: _______________________________________________________

WE APPRECIATE YOUR CONSIDERATION OF AN AURORA UNIVERSITY PREPARED TEACHER


I. PERSONAL DATA

Name:  





Date:    

Permanent Address:



Phone: 

Present Address




Phone

Date of Birth




Marital Status
Gender

II. EDUCATIONAL DATA

Name
of the    
 Location         Dates of Attendance             Degree or Diploma Institution 







       and Date
___________________________________________________________________________________

Teaching Goals and Philosophy

(This is the candidate’s personal statement of their desire for a career in education)

III. PREPARATION FOR TEACHING

Professional 


Semester


Courses

Semester

Education



Hours


in Major

Hours

Courses







(in minor










if Elementary)

____________________________________________________________________________________

University Field Experiences

Date

School 
Supervising Teacher

Grades/Subjects Taught

Other Teaching and Related Work Experiences

Date 



School/Entity 



Type of Work

Extra Curricular Activities at the University

Extra curricular activities candidate can direct/coach

COMPLETING YOUR CREDENTIAL FILE

The following form, "Letter of Recommendation form" is to be used for additional references in addition to the ones written by your cooperating teacher and university supervisor.

These additional letters of recommendation are optional and it is recommended that no more than one or two well crafted letters testifying to your competence and diligence as an employee/potential teacher be included in your credential file.

The letter of recommendation form is available in blank on the following page. Please include the following directions with the form for the letter writer so that they can reference the instructions. 

******************************************************************************

LETTER OF RECOMMENDATION FORM DIRECTIONS:

Please note that the form that follows (Reference Letter Form) is designed for direct reproduction.  The recommendation can be typed on the following form or can be computer generated in letterform and attached as a separate sheet to the recommendation form (this is preferred).  It must be signed with a bold blue signature to indicate that the letter included in the file is original.  Please proofread your copy carefully as it will be included as submitted in the teacher candidate’s credential file for prospective employers to read.  Obtaining a position depends upon a comprehensive evaluation of the candidate; consequently, a prompt return of this recommendation is appreciated. 

 Please provide the teacher candidate with a copy of the recommendation and mail the original directly to: 

Aurora University

College of Education, Attn: Credentials
347S. Gladstone Avenue
Aurora, IL    60506

******************************************************************************

LETTER OF RECOMMENDATION


          AURORA UNIVERSITY

CANDIDATE'S NAME:_______________________________________________________________________

First



Middle


Last


Former

1.  Place an X at the point of the continuum that indicates your appraisal of the student in each of the categories listed.

O = Outstanding (Consistently Superior)


S = Satisfactory (Fulfilling 










all Requirements)

NI = Needs Improvement (Lacks proficiency and/

IE = Insufficient Evidence

or experience)





(Little or no basis for rating)

	
	O               S                NI               IE

	Appropriate Communication Skills
	

	Evidences planning/organization abilities
	

	Appropriate classroom management skills
	

	Demonstrates initiative, is a self-starter
	

	Evidences energy and enthusiasm
	

	Possesses professional demeanor/maturity
	

	Demonstrates dependability
	

	Possesses appropriate interpersonal skills
	


II. Narrative statement: Please attach a typed or computer generated letter of recommendation on a separate sheet. 

Please return to:
Aurora University

College of Education-- Attention: CREDENTIALS

347 S. Gladstone Avenue

Aurora, IL   60506

IN SUMMARY…..

In completing your credential file be sure  

· all forms are complete 

· that you have a copy of the final evaluation form from your cooperating teacher and university supervisor for your records
· that you have copies of any other recommendations sent to you from the person writing it/them

· hand in or U.S. mail the completed packet to:

Aurora University

College of Education-Attention credentials

347 South Gladstone

Aurora, IL. 60506

· THAT YOU HAVE KEPT A COPY OF THE ENTIRE CREDENTIALS PACKET FOR YOUR FILES.

Final Note: You do not have a credential file until you complete these forms and hand deliver or mail them to the university.

