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Lake County Regional Office of Education
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Public School Administrators

 Effective June 30, 2003, administrators employed on the type 75 or 77 
administrative certificate in an Illinois public school must complete the 
following to renew and reregister their certificate.

 One Administrators’ Academy course during each fiscal year 
(which must be completed within each fiscal year in which the 
administrator is working) totaling at least 6 hours, and

 Participation in continuing professional development activities that 
must total a minimum of 100 hours (for a five year validity period) 
or an average of 20 hours per year when less than five years remain 
in the validity period.
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Administrator Academy

 The Administrators’ Academy course must include completion of applicable 
required coursework, including completion of a communication, dissemination 
or application component.  If this component is not completed the administrator 
academy will be applied to professional development hours.

 Any Administrator who evaluates certified staff must also complete the 
“Introduction to Evaluation of Certified Staff” (if you have not done so 
previously) this must be done in addition to the annual requirements.

 If the Academy course is the first to be taken for a specific fiscal year, it will 
satisfy the annual requirement.  Once the initial academy has been recorded for 
that year, any additional Administrators’ Academy will count as one activity 
toward the 20 professional development hours.

 The five enumerated recorders are the ROEs, ISCs, IPA, IASBO and IASA. 

 The administrative academy course is normally entered within 60 days of the 
close of the course (that would be the last date that the 
application/dissemination component is due).
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Administrator Academy

 Please note that these requirements are “Real Time”.  

 You may have a penalty showing if you have not yet 
taken an administrator academy course for the current 
year.  If this is the case, the penalty will disappear as 
soon as the academy is posted.  

 Also the academies will be reduced by 1 due to the 
penalty no longer existing. 

 Keep in mind that only activities and academies posted 
during your current renewal period are displayed. 
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Professional Development

 100 Professional development hours or 20 hours per year of 
employment. The participation must consist of a minimum of 5 
activities. Or one per year if less than five years of employment.

 The basis for all professional development is that each activity must:

 Improve the administrator’s knowledge of instructional practices 
and administrative procedures; and

 Maintain the basic level of competence required for initial 
certification; and

 Improve skill and knowledge regarding the improvement of 
teaching performance in clinical settings and assessment of levels 
of student performance.
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Professional Development

 Activities must be clearly identifiable as professional 
development.

 Professional development must be completed above and beyond 
the administrator academy requirement.

 It is important to note: not everything an administrator does may 
count toward satisfying the professional development hours.

 Activities that are part of the administrator’s job responsibilities 
such as facilitating faculty meetings; attending school board 
meetings and presenting to school board members, staff, parents 
or students; attendance at athletic camps and other such activities, 
do not count.  If there is a professional development component 
in a faculty meeting, it should be clearly identified by wording 
such as “Addressing Bullying in Our School” training.
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Professional Development 

Credit

 15 hours for each semester hour of 

college credit earned or taught (graduate 

or undergraduate).

 1 hour for each hour of the administrator’s 

direct participation in a relevant activity 

other than college coursework. 
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Professional Development 

Activities

 College course work, or taught college course

 Participate in regional conference, or present at regional conference

 Participate at state conference, or present at state conference

 Participate at national conference, or present at national conference

 Participate at workshop, or present at workshop

 Participate at seminar, or present at seminar

 Participate at symposium, or present at symposium

 Participate at institute, or present at institute

 Provide mentoring to administrator, or receive formal mentoring as administrator

 Conduct independent study/research/project

 Read, wrote or listened to professional book

 Read, wrote or listened to professional journal

 See http://www.isbe.net/certification/pdf/admin_cont_ed_dev.pdf

http://www.isbe.net/certification/pdf/admin_cont_ed_dev.pdf
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Employed as 

Administrator and Teacher

 Example: An individual who teaches 3 classes out of a 5-period day (3/5) and is an 
administrator the other 2 periods must complete the renewal for the teaching 
certificate. (remember to file the exemption “full exempt” on your administrative 
certificate).

 Example: An individual who teaches 3 periods out of a 6 period day (3/6) he/she may 
choose the teacher or administrative renewal process. (remember to file the 
exemption “full exempt” for the certificate not being used for renewal.)

 Example: An individual employed as a teacher during some semesters and an 
administrator for others within the 5 year cycle, must complete the renewal for the 
time employed as a teacher and the renewal requirement for the time served as an 
administrator. (file the appropriate exemptions to reflect employment status).

 Example: An individual who is a teacher for 2 years and an administrator for 3 years 
must complete the teacher renewal for the 2 years and the administrator renewal for 
the 3 years. (file the exemption to reflect employment status). 
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Administrator/Teacher 50/50

 An individual who is employed 50% as a 

teacher and 50% as an administrator 

during the same semesters may choose 

either renewal process. (be sure to file the 

exemption for the certificate not being 

used).



11

Missed Administrator Academies

 Administrators who fail to complete an 

Administrators’ Academy during any year

of employment must complete two

Administrators’ Academy for each one 

missed. (One to make up the missed 

Academy and one as a penalty).



12

Start at www.isbe.net

Select ECS

The statement of 
assurance must be 
filed electronically 

http://www.isbe.net/


13

Log in or create an ECS account

www.isbe.net/ecs

Can’t remember your account 
info?  Select this item.

http://www.isbe.net/ecs
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ECS is secure

This is a secure site. You 
only need to use your SSN 
once.  You’ll use your 
Userid after you’ve 
established your account.
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The ECS Home Page

You will have established most of 
your profile as you created your 
account.  You can use “My Profile” to 
review and edit your personal 
information later.  For name change 
contact your ROE office.

Select “Prof Development” to change exemption 
status and enter professional development.

Note:  At your leisure, take some time to explore the 
features and resources on the ECS web site.
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Claiming Status

 Important step: Before you enter PD hours review your exemption status.

 Click on “exemptions” review your status for each certificate held.  The status determines the 
amount of professional development required of you by semesters employed in a public 
school on the certificate in which you are employed.  See page #19 for instructions.

 Any certificate not being used for employment must be in full exempt status.

 Correct any discrepancies based on your teaching history. Submit approval on exemption 
changes.

 To track exemption approval status click on exemption.

 Once the exemption has been approve by the ROE you may submit your statement of 
assurance.

 Please Note: If your administrative history is incorrect please contact your personnel 
department to provide an override letter to Deb McLin at the ROE office.  
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Exemption Status Headings

 Active-active status for a administrative 

certificate indicates the educator was employed 

as an administrator in an Illinois public school.

 Partial Exempt-partial exempt status for an 

administrator certificate indicates the educator 

was employed as an administrator only for less 

than 50% of each school day or semester.
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Exemption Status Headings

 Full Exempt

 The administrator was not employed as an administrator in an Il. Public school.  

 The administrator is retired-no professional development is required for  the 
semesters not employed in a public school. If you were employed part of your 
renewal cycle before retirement, you are required to hold  “active” status and 
required to meet the professional development for the semesters that you were 
employed within your five year cycle. 

 The administrator who worked as an administrator and a teacher equal amount 
of time may choose the professional development requirements to complete 
under either their administrative or teaching certificate. (be sure to exempt the 
certificate not being recorded with professional development). 

 Active/Retired-administrator is employed in an interim position. 
Administrators who accept employment in an Il. Public school after retiring 
are required to complete an administrator academy only for each school 
year employed. There are no PD hours required while in this status.
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Entering Exemption Status

Click on the “Professional Development”
Click on Exemptions” 
Click on “Enter/Review Exemptions” listed  below your 
your certificate. Review your credential status. 
To apply for exemptions click on the “Modify Exemption 
status. Select the status for each semester desired for 
exemption. Select the reason for exempt. 
Submit for approval through the ROE.  To monitor the 
status click on the exemptions screen.

Click on exemptions

to check status
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Professional Development 

Requirements

 The “Requirements” screen shows the number 
of administrator academies required and taken 
based on the number of semester employed in 
an Illinois public school. (Your exemption status 
must be correct to calculate properly).

 The “Requirements” screen shows the number 
of professional development hours required and 
how many you have recorded.   

 Remember this is “real time” and your 
exemptions are crucial for this all to be accurate.
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Requirements

Select Requirements from the Professional Development screen.  This screen will show you 
how many of each type of professional development activities and academies are required 
based on your exemption status for each semester of your five year renewal cycle. 

Please note: The screen is built on “live” data and is “real time”.  The screen may show a 
penalty academy requirement for the current year.

Click on 

requirements
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Entering Professional Development

Once you’ve selected “Professional Development” from the home page, select “Activities” 
and you’ll come to this page.  If  you have more than one certificate, they will be listed.  
Select “Enter/Review Professional Development Activity” under the appropriate certificate.  
Note the various options available under the Professional Development category.
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Recording Professional Development

You will need to 
confirm your identity 
and select “Next”
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Entering Professional Development

To enter activities

click on “add new 

professional 

development 

activity.”
Review your Admin

Academies for 

accuracy.  Only those 

taken during the 

renewal cycle will be 

listed.
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Indicate the type

We’ll use participating at a 

workshop for this 

example.
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Read the requirements and enter hours

Enter the number of hours. 
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Enter Name of Provider & Presenter

Be sure to enter provider 

and presenter names.
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Describe the Workshop

This is a good opportunity 

to describe the workshop 

and, although not required, 

enter the provider and 

presenter once again.
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Enter the Dates

Be sure you enter accurate 

start and end dates.  The 

date range should support 

the hours you claimed.



30

Select the Category as Appropriate

Select a PD category as 

appropriate.  Note that “Not 

Applicable” is a choice.
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Submitting Your Statement of 

Assurance
 A statement of assurance is an electronic statement verifying that 

you have completed all of the professional development activities.  

 Important step: you must submit your statement of assurance and 
meet approval status before you can renew your certificate.

 Once you have entered the applicable professional development 
into your ECS account select “Statement of Assurance”. Follow the 
11 step process.

 Select “Submit/Review Statement of Assurance” link for the 
appropriate certificate type.

 The last step is the electronic signature to ensure that everything 
listed is accurate and “Submit the Statement of Assurance” to be 
delivered to the ROE for review.
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SOA – Verify identity
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Statement of Assurance (SOA)

When professional development is 
entered, you’re ready to submit your 
Statement of Assurance.  Note:  
Submitting the Statement of Assurance 
initiates the renewal process with ISBE 
and is required.
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Remove/Edit Activities

 You can remove an activity or you can edit 

an activity.  Look to the far right of the 

activity listing:
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Submitting the SOA

Select the appropriate 
certificate.  Many 
educators have more than 
one!
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SOA – Monitoring

After your SOA is submitted, you can return to the Statement of Assurance 
link to monitor status.  The “Pending” will change to “Approved” once the 
Regional Office of Education and Illinois State Board of Education have 
reviewed the SOA and approved it.  At times, SOAs are returned by the 
ROE or ISBE for additional information.  Simply edit  the professional 
development activity needing more information and then re-submit.
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Once you click on the Submit button you will be taken to the summary 

screen that shows you your Statement of Assurance has been received 

and is pending approval. 

Login back into ECS weekly to check on the status of the Statement of 

Assurance. Once it has been approved you will be able to renew your 

certificate in ECS. If it is not approved you will be able to view the reason 

why and re-submit it.
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Statement of Assurance Approval 

Timeline

 Administrator has submitted his/her statement of 
assurance. The Regional Office of Education will review 
the activities.  If approved it is then submitted to the 
Illinois State Board of Education.

 Once received at the Illinois State Board of Education 
the statement of assurance is placed on automatic 7-day 
hold (can be reviewed, but cannot be approved for 7 
days).  Until the hold has expired, a statement of 
assurance that is recommended for approval will still list 
as “pending” on ECS.
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Approved Statement of Assurance

 You have received notification through your ECS account that your 
statement of assurance has been approved. Congratulations.

 Time to renew your certificate and pay your registration fees.  This is 
required to be legal in your position if employed at a public school.

 Pay online through your ECS account.

 Click on Register/Renew from the Home page.

 Follow the prompts to renew and pay the $25.00 registration fee 
(along with a $1.75 service fee for the online process).

 You can also pay in person at the Lake County Regional Office of 
Education with an approved statement of assurance only.  No credit 
cards are accepted.
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Renewal & Registration

When your SOA is “approved,” you can renew and register your certificate 
online (including paying fees via credit card).  You can also file paper 
renewal/registration forms.  See:  

http://www.lake.k12.il.us/roe_teachcert/regcred.htm

http://www.lake.k12.il.us/roe_teachcert/regcred.htm
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Returned Statement of Assurance

 If your statement of assurance statement has been returned, review 
the comments and the reason it was not approved.  There will be 
comments as to why the activity was not approved.

 To edit/remove the activity click on “professional development”.

 Click on activities

 Click on enter/review under the applicable certificate. 

 To the right of each activity select edit/remove/view and follow the 
prompts.

 The view button allows you to read the comments made in reference 
to the disapproved activity. 

 ECS will guide you through the process.

 REMEMBER TO RESUBMIT THE STATEMENT OF ASSURANCE.
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Common Reasons for a 

Returned Statement of Assurance

 Activity is not clearly identifiable as professional development.

 Activity may be part of the administrator’s job responsibilities such as facilitation, 
faculty meetings, presenting to district or building level staff, attending school board 
meetings. participating on text book committees, maintaining membership on parent 
committees, attendance at athletic events, etc.

 Activity does not list provider and presenter(s) name(s).  Both are required.

 For college coursework, list name of college, course title and course number for 
classes taught or attended.

 Activity did not provide enough detail in description.

 Mentoring activity does not list name of mentor or person mentored.

 ISBE does not allow driving time, lunch or breaks as part of the PD hours.  Claim only 
the portion of the day spent in professional development.

 Excessive use of book reading as activities claimed.

 Have not completed an Administrator Academy for current year.

 Duplicate entries. 
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Failure to Complete the Required 

Professional Development

 You were unable to complete your professional 

development within your five-year validity cycle. 

 File the one-year reinstatement request (ISBE 

form 73-93).  This form must be processed at 

the Lake County Regional Office of Education.

 The fee is $5.00 for the one-year reinstatement.  

Payable by cash, personal check or money 

order. 
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Penalties on the One-Year 

Reinstatement

 During the one-year reinstatement year (July 1 to June 
30).
 Complete the balance of the outstanding professional 

development plus any and all “penalty” professional 
development either during the reinstatement year.

 May not work as an administrator after the reinstatement year 
has ended unless and until he or she has completed all 
requirements, including penalties, and renewed & registered his 
or her certificate.

 May register his or her certificate and begin working at 
any point during a school year after all outstanding 
professional development is completed.

NOTE: There is no appeal process available to an administrator after a 

reinstatement year if the administrator fails to complete the requirements.
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Administrator Working Without a 

Valid Certificate

 The administrator is subject to appropriate employment 
action by the employing district’s board of education.

 The district is subject to lower recognition status for 
failure to employ a properly certified administrator.

 An administrator who continues to work without a valid 
certificate may, depending on the circumstances, be 
viewed by ISBE as one “which is not of good character” 
as provided in ILCS 5/21-1 and his/her certificate may be 
subject to revocation.
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Statement of Assurance Audit

 The Illinois State Board of Education selects a random 
number of statements of assurance to audit yearly.

 If your statement of assurance is selected through the 
random audit, you will receive notification by letter from 
the Illinois State Board of Education.

 At that time you will be required to provide evidence of 
completion of the professional development activities 
you claimed to the Regional Office of Education.
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State Law

 The State law requires educators 
employed in public schools to hold a valid 
registered certificate for their positions in 
the county in which they are employed.

 If you file the one-year reinstatement you 
are required to complete the penalty 
requirements along with any outstanding 
requirements from the previous cycle.
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Administrative Renewal Websites

 Lake County Regional Office of Education

 http://www.lake.k12.il.us/roe_teachcert/docs/Administ

rativecertificateholdercheatsheet2_20.pdf

 http://www.lake.k12.il.us/roe_teachcert/regcred.htm

 Illinois State Board of Education

 http://www.isbe.net/certification/html/admin.htm

http://www.lake.k12.il.us/roe_teachcert/docs/Administrativecertificateholdercheatsheet2_20.pdf
http://www.lake.k12.il.us/roe_teachcert/docs/Administrativecertificateholdercheatsheet2_20.pdf
http://www.lake.k12.il.us/roe_teachcert/regcred.htm
http://www.isbe.net/certification/html/admin.htm
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Questions? Contacts

Mr. Gary Pickens, Asst. Regional Superintendent,

847-543-7676

gpickens@lake.k12.il.us

Deb McLin, Chief Certification Officer

847-543-7676 

dmclin@lake.k12.il.us

mailto:gpickens@lake.k12.il.us
mailto:dmclin@lake.k12.il.us

