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AccountRegistration & Staffing

An individualwill need to establish and/or register their TNCompass account if they have not already done
so. District HR personnel can review detailed instructions for registering for an accountin the section titled
Login or Register for a TNCompassAccount, within the TNCompass User Guide, |located on the home page in
TNCompass. Familiarity with this information will allow users to best support candidates.

To apply for a permit or endorsement exemption (i.e., waiver) for an individual, theindividual must be
staffed in the districtin TNCompass. Otherwise, the option to start a permit or waiver transaction will not
be available to the superintendent or their designee. Instructions for staffingan educator can also be
found in the user guides on the home page in TNCompass. Please ensure that educators are staffed in the
current academicyear, which requires staffing them after annual roll-over has occurred. Staffing an
educatorin the prior academic year will generate an evaluation record for the prior year. Annual roll-over
generally occurs in July.

Completing the Application/Transaction for a Permit or Waiver

The ability to begin and complete a permit or waiver application is reserved for the superintendent or
designee role in TNCompass. The exampletransaction that followsis a permit transaction, but the
workflows are nearly identicalin TNCompass.

1. Findthe educatorusingthe TNCompass educator search and click on the educator'snameto
navigate to their TNCompass educator profile.
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2. Click onthe Transactionstab, then click Start a New Transaction.
= Terrance Teacher

tvatustions Ucensure proparation (  Tramsactions

5 = —
[3 Transactions ¢ m)

v o Il Teaching Licema. Ot of State Licenve. w1 Reactivate Licene

Wigh Priority  Tramaction Type  Licen: we Type IPP/isatitution Crested Submittes Status

Office of Educator Licensure and Preparation * 710 James Robertson Parkway, 9t Floor « Nashville, Tennessee 37243
tn.gov/education
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3. Selectthetransactiontype(this example uses an academic permit transaction, but the workflows
are nearly identical in TNCompass).

Please note: If you are applyingfor a second year or third year academic permit or waiver, please use the
Reactivate Permit/Waiver transaction type.

= License Transaction Wizard - Initial Permit or Waiver

Which license would you like to select?

Academic Permit
Clinical Practice Permit
Occupational Permit
Waiver

€ Back

4. The overview tab provides a summary of all application elements which must be completed to
submit the transaction.

7 Terrance Teacher ®

Status
= Initial Permit or Waiver Transaction @ © Not submitted
[ overview Q Recommendation Q Course Code Q Endorsement Selection Q Assessment QO Degrees Q Permit Attachments
Q signatures Qs.nr"e’;
Welcome to the Initial Permit or Waiver transaction wizard. Below is overview of the requirements for this transaction. Use the "Continue” button to begin stepping through

[3) Selected License

License Type Status Source Issue Date Effective Date Expiration Date Renewal Date Renewal Count

Permit

[3) Requirements
Requirement Ready for Submission
Recommendation
Course Code
Endorsement Selection
Assessment
Degrees

Permit Attachments
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Signatures
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5. The Recommendation must be completed by the director of schools. Recommendations must be
completed priorto the full submission of the transaction.Oncethe transaction is fully-
submitted, the directorrecommendation section willbelocked and cannot be completed until
thetransactionis processed by a licensure specialist and marked with a deficient status.

Directors can access the recommendation function as they would for any other transaction type (e.g.,
licensure advancement, JROTC). Once the recommendation iscomplete, check the verification box,
and click Save and Continue.

7= Terrance Teacher ®

Status

= Initial Permit or Waiver Transaction @ Not submitted

[ overview O Recommendation O Course Code O Endorsement Selection QAssessment Q) Degrees O Permit Attachments

Q signatures B summary

A recommendation from an approved educator preparation provider (EPP) is REQUIRED for transactions for initial in-state Practitioner licensure, and transactions for
additional endorsements for candidates completing additional endorsement programs or who are enrolled in provisional special education endorsement programs.

Arecommendation from the director of schools or leader of a charter school or the school's CMO is OPTIONAL for the advancement of a Practitioner license to the
Professional license, and may be used in lieu of thirty (30) professional development points (PDPs).

A recommendation from the director of schools or leader of a charter school or the school's CMO is REQUIRED for the following transaction types:

Instructional Leader License (ILL)
« Advancement from the ILL to the Instructional Leader License - Professional (ILL-P): Recommendation verifying the educator has a minimum of two (2) years of
successful experience as a principal, assistant principal, or an instructional supervisor.

Permits & Waivers
« Initial permit or waiver, or reactivation of a permit or waiver (individuals are eligible to receive a maximum of three permits, and three waivers): Recommendation
verifying that the permit or waiver is requested to fill a vacant, high need, mission-critical position (core academic, non-instructional leader); and the school district
engaged in a thorough, responsible, position-specific recruitment effort to find an appropriately licensed and endorsed candidate for the position for which the permit is
requested, and has been unsuccessful in those efforts (documentation of recruitment efforts must be submitted with this application).

Junior Reserve Officers’ Training Corps (JROTC) License
« Initial Licensure Applications: Verification that the applicant will be employed in 3 JROTC program in a Tennessee LEA.
 Licensure Renewal Applications: Recommendation for renewal to the Department, from the LEA where the educator is employed.

#' Recommendations

Transaction Type License Type Signed By Role Date Signed Status

Initial Permit or Waiver Permit Not Signed

Recommendation Signature

The recommendation has not been signed.

Q Attachments

Name Type Description Created Created By
g¥ify that the recommendation signature from the director of schools, leader of a charter school, CMO, or the EPP has been completed, and understand that the
gfommendation must be completed prior to submission of this transaction.
€ Back sge
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6. Click theAdd Course Codebutton to open the course code menu.

7= Terrance Teacher ®
Status

= Initial Permit or Waiver Transaction & Not submitted

[ overview O Recommendation Q Course Code O Endorsement Selection O Assessment QO Degrees Q Permit Attachments

Q Signatures B summary
Please enter the course code, title, and number of sections for all courses to which the individual will be assigned. Please note that K-12 special education courses may not be

taught by individuals serving on permits or waivers, due to federal law.

[2 Permits and Waivers

Type Status Effective Date Expiration Date Endorsements

This educator has no permits or waivers.

Add Course Code

Q Course Code

Course Code Course Title Number of Sections

O | verify that the course information provided above is correct.

Save Save & Continue

7. Selectthecourse fromthe list of options, and indicate the number of sections, then click Save.

€ Back

Please refer to the Course Code Management System for current course codes and
endorsementinformation.

@ Course Code
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8. Repeatsteps6 & 7, untilall courses are listed. When finished, verify that the course information
is correct, and click Save and Continue.

[Yoverview O Recommendation Qcourse Code  Q Endorsement Selection Qassessment O Degrees QO Permit Attachments
Osignatures [ summary

Please enter the course code, title, and number of sections for all courses to which the individual will be assigned. Please note that K-12 special education courses may not be
taught by individuals serving on permits or waivers, due to federal law.

@ Permits and Waivers

Type Status Effective Date Expiration Date Endorsements

This educator has no permits or waivers.

Add Course Code

Q Course Code

Course Code Course Title Number of Sections

GO2HO1 Algebra 1: Extended Scheduling Part 1 4 @ B

| vgrify that the course information provided above is correct.

€ Back Save Save & Continue %

9. Complete the endorsement selection by searching for the endorsement which is aligned to the
coursesto which theindividual will be assigned, and then selecting the appropriate
endorsement fromthelist by checkingthe boximmediately to the left of theendorsement
name. To finalize this tab, verify that the selection is accurate, then click Save and Continue.
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10. Assessmentsare only required for permit issuance in certain cases, which can be found in the
Emergency Credentials Guide. In order to continue, verify that if professional assessments are
required, those scores are on file by checking the box and then clicking Save and Continue.

™= Terrance Teacher ®

Statu
= Initial Permit or Waiver Transaction & Not submitted

Please confirm that any required assessment scores are on file with the Office of Educator Licensure.

[3) Assessments

Date Taken Source Passed Assessment Code Score Passing Score Series
Y Attachments Add Attachment
Name Type Description Created Created By
] ents and Cut
1 Jerify that if professional assessment scores are required for this transaction, the scores on file above are the most current and accurate, or updated scores have
fen requested to be sent to the Office of Educator Licensure directly from the assess st (ETS, 5¢ S, Altas & Language Center).

—

11. Please ensure that transcripts have been requested to be sent to the department, in accordance
with academic transcript operating procedures. Verify that any required transcripts are
either onfile or requested to be sent to the department, by checking the box, then click
Save and Continue.
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12. The Permit Attachments tab (or Waiver Attachments tab) allows the district to upload the required
recruitment documentation to supportthe application foran emergency credential. Usethe Add

Attachment button to upload the required files.

7= Terrance Teacher ®

Status

< Initial Permit or Waiver Transaction @ Not submitted

[ overview QO Recommendation @ Course Code @ Endorsement Selection @ Assessment @ Degrees @ Permit Attachments
@© signatures [2) summary
This transaction must be accompanied by documentation of that the district engaged in a thorough, responsible, position-specific recruitment effort to find an appropriately

licensed and endorsed candidate for the position for which the permit or waiver is requested.

Please select the “Recruitment documentation for Permit or Waiver” attachment type from the dropdown menu.

 Attachments .’

Name Type Description Created Created By

Please verify all information has been submitted

| verify that the Office of Educator Licensure has received all required documentation to issue the requested waiver.

Confirmed for submittal on 07/13/2021 1:01:14 PM by Olmstead, Eric

€ Back Save Save & Continue <%

13. Choosethefile to be uploaded, provide a description of the file/attachment, and select the
attachment type of Recruitment documentation for Permit or Waiver, then click Save.

[3] Attachment

Attachment

Choose File | Recruitment Documentation.docx

Attachment Description

Recruitment for Math Teacher

Attachment Type

Recruitment documentation for Permit or Waiver
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14. To finalize the Attachments tab, verify that all required documentation is provided in
support of the application by checking the box, then click Save and Continue.

7 Terrance Teacher ®

= Initial Permit or Waiver Transaction € Not submitted
o ~ o * fo) ¢ Solect O Asse : O ¢ O Permit Attachments
O »
= e~ eCnutm: efforttofind an 2 o
<
Flease select the "Recrutment documes for Permt or Walver™ attachment typ " the Jropcown menu.
¥ Attachments A Attachrment
Name Type Description Created Created By

ot GOCUTeNtation ‘or Permie  Ascrusment for Math II02) 123023 ¢
YTeacher ) neaead

15. The signatures page displays the department personnel signatures which are on file for
the application. There is no action needed from the district on this tab, except for the
verification check box at the bottom of the screen. Once this is checked, click Save and

Continue.
7= Terrance Teacher ®
Status
= Initial Permit or Waiver Transaction @ Not submitted
[ overview O Recommendation O Course Code O Endorsement Selection O Assessment O Degrees O Permit Attachments
O signatures R summary

Please complete the required signature. The permit or wavier cannot be issued until all required parties have electronically signed.

By signing below, you are verifying that the individual is eligible for a permit or waiver, in accordance with all applicable state laws, rules, and policies.

Director Signature: Forgot your PIN?

Assistant Commissioner:

Forgot your PIN?

Commissioner of Education: Sign Forgot your PIN?

@we permit or waiver is requested to fill a vacant. high need, mission-critical position (core academic, non-instructional leader); and the school district engaged in a
horough, responsible, position-specific recruitment effort to find an appropriately licensed and endorsed candidate for the position for which the permit is
requested, and has been unsuccessful in those efforts (documentation of recruitment efforts must be submitted as an attachment with this application).

€ Back Sawv Save & Continue =
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16. The final Summary page provides an overview of all application elements. Please ensure
all elements are ready for submission prior to submitting the transaction, including the
Director recommendation. Once the transaction is fully submitted, the Director

recommendation section will be locked and cannot be completed until the transaction
is processed by a licensure specialist and marked with a deficient status.
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17. You will be asked to confirm the submission, by clicking Submit. This action deploys the
personal affirmation to the individual to complete. Once the personal affirmation is
submitted, then the transaction is in the department’s queue for processing. More
information about personal affirmation completion is available in the user guides on
the TNCompass home page.

Submission Confirmation

A bycont

v This application will not be submitted to the Office of Educator
Ucensure and Preparation (OELP) for review until the required personal
affirmation statement is completed.

General information about permit and waiver requirements can be found in the Educator Licensure Operating
Procedures for Districts guidance document, located on the Resources page of the educator licensure website.
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