
TEACH Renewal 
Application 
Submission Guide 



Welcome to Your Educator Dashboard! 

Renew my Unexpired Certificate 

*If you did not submit your renewal application prior to the expiration date of your 
certificate, you would select the option to “Reinstate my Expired Certificate”. 

To begin your application to renew your 
current certificate, select the application 

to “Renew my Unexpired Certificate”* 



Certificate 

Renewal Application 

2. Select the check-box for your 
current certificate. 
NOTE: Only one certificate 
should be selected. 

3. Click “Save & Next” 

Please click this link to review the requirements to renew your unexpired certificate prior to continuing 

1. Click on the red link & review the provided 
information. Once reviewed, navigate back 
to this tab in your browser 



Application Instructions 

Renewal Application 

Once you have reviewed the 
information in this section, 

click “Save & Next” 



Personal Information 
Renewal Application 

Review the information on this screen and make any 
updates to your mailing address, race/ethnicity, 

prefix, gender, etc. 

You must upload a copy of your 
valid Maryland Drivers License 

– be sure that the document 
uploaded is clear and legible! 

Once you have reviewed the 
information in this section 

and uploaded a copy of your 
ID, click “Save & Next” 



Education 
Certificate Renewal Application 

NOTE: HCPSS has found that some education records did not roll over from MSDE's legacy system to TEACH. The Employee Credentialing Team will audit your 
education record while reviewing your renewal application and will add any missing records. You should not add any education degrees to this section and should 
select the "I do not have any information for this section" checkbox. You do NOT need to request official transcripts for previous degrees/coursework as they are 
already on file; the only official transcripts that will be required at the time of renewal is for credits taken for the purpose renewing your current certificate. 

Official Transcripts (required) for the purpose of certificate renewal must be submitted in one of the following ways: 
• Ordered from Parchment, which will be sent directly to TEACH; or 
• Electronically sent directly from an alternative e-transcript service to employeecredentialing@hcpss.org (or your assigned Employee Credentialing Specialist); or 
• Sent by mail/pony in original, unopened/sealed envelope received by you from the institution of higher education to your assi gned Employee Credentialing 

Specialist. 

Note: If electing to send transcripts electronically, they must be issued directly from the college/university toemployeecredentialing@hcpss.org (or your assigned 
Employee Credentialing Specialist) to be considered official. Electronic copies forwarded by an individual as an attachment are considered as an unofficial transcript 
and will notbe accepted. 

Select the "I do not have 
any information for this 

section" checkbox & then 
click "Save & Next" 

mailto:employeecredentialing@hcpss.org
mailto:employeecredentialing@hcpss.org


Continuing Education 
Certificate Renewal Application 

If you completed CPD coursework 
for your renewal credits, you 
should upload a copy of your 

signed CPD form(s)* here. 

Once you have reviewed and 
updated this section, click 

“Save & Next”*Before uploading, make sure that your CPD form(s) include signatures from both the course instructor and HCPSS CPD Liaison or 
Non-Public School Official. CPD forms without both signatures will not be accepted and will result in a delay in your renewal 
application being processed. An example of a CPD form can be viewed here. 

If you did NOT complete CPD 
coursework for your renewal 

credits, you will select the “I do not 
have any information for this 

section” checkbox 

https://hcpss.sharepoint.com/:b:/r/sites/EmployeeCredentialingCertification/Shared%20Documents/HCPSS%20-%20Cert%20Website/EXAMPLE%20-%20Official%20CPD%20Form.pdf?csf=1&web=1&e=lgIOwg


Employment History – Maryland Public 
School Experience 

Certificate Renewal Application 

Select the "I do not 
have any information for 
this section" checkbox & 
then click "Save & Next" 

NOTE: HCPSS has found that some employment records did not roll over from MSDE's legacy system to TEACH. The Employee 
Credentialing Team will audit your employment record while reviewing your renewal application and will add any missing records to 
your TEACH profile. 

Because all employment experience must be verified and added to your TEACH profile by the Employee Credentialing Team, you 
should not add any employment experience to this section and should select the "I do not have any information for this section" 
checkbox. 



Employment History – Other Education 
Experience 

NOTE: HCPSS has found that some employment records did not roll over from MSDE's legacy system to TEACH. The Employee Credentialing 
Team will audit your employment record while reviewing your renewal application and will add any missing records to your TEACH profile. 

Because all employment experience must be verified and added to your TEACH profile by the Employee Credentialing Team, you 
should not add any employment experience to this section and should select the "I do not have any information for this section" checkbox. 

Select the "I do not 
have any information for 
this section" checkbox & 
then click "Save & Next" 



Employment History – Career & Technical 
Education Work Experience 

Certificate Renewal Application 

Select the "I do not 
have any information for 
this section" checkbox & 
then click "Save & Next" 

NOTE: HCPSS has found that some employment records did not roll over from MSDE's legacy system to TEACH. The Employee 
Credentialing Team will audit your employment record while reviewing your renewal application and will add any missing records 
to your TEACH profile. 

Because all employment experience must be verified and added to your TEACH profile by the Employee Credentialing Team, you 
should not add any employment experience to this section and should select the "I do not have any information for this section" 
checkbox. 



Out of State Credentials 

Certificate Renewal Application 

Select the "I do not 
have any information for 
this section" checkbox & 
then click "Save & Next" 

NOTE: HCPSS has found that some credentialing records did not roll over from MSDE's legacy system to TEACH. The Employee Credentialing 
Team will audit your out of state credentialing records while reviewing your renewal application and will add any missing records to your 
TEACH profile. 

Because all out of state credentialing must be verified and added to your TEACH profile by the Employee Credentialing Team, you 
should not add any out of state credentials to this section and should select the "I do not have any information for this section" checkbox. 



National/Professional Certificate 
Certificate Renewal Application 

If you hold a National/Professional 
certificate other than an MSDE Educator 

Certificate, you may* upload a copy 
here. 

Once you have reviewed and 
updated this section, click 

“Save & Next” 

If you do not hold/do not wish to upload 
a copy of your National/Professional 

Certificate, you will select the “I do not 
have any information for this section” 

option. 

*Uploading a copy of a National/Professional certificate to your TEACH profile is NOT required and is not a component of the certificate 
renewal process; uploading a copy of a National/Professional certificate other than your MSDE Educator Certificate is optional. 



Testing Information 
Certificate Renewal Application 

NOTE: Score reports for credentialing assessments taken for the purpose of certification must be verified and added by the 
Employee Credentialing Team. Because all credentialing test records must be verified and added to your TEACH profile by the 
Employee Credentialing Team, you should not add any test information to this section and shouldselect the "I do not have any 
information for this section" checkbox. 

If you took a Praxis assessment to add an additional certification endorsement area to your current certificate, you should 
contact your assigned Employee Credentialing Specialist to discuss the process for adding the endorsement area to your certifica te. 

Once you have reviewed and 
updated this section, click 

“Save & Next” 



Military Experience 
Certificate Renewal Application 

If you have Military service experience 
and wish to add it to your profile, you 

may* do so here. 

If you do not have Military service 
experience or do not wish to add your 

experience to your profile, you will 
select the “I do not have any 

information for this section” option. Once you have reviewed and 
updated this section, click 

“Save & Next” 

*The addition of personal Military experience to your TEACH profile is NOT required and is not a component of the certificate renewal 
process; adding your personal Military experience is optional. 



Disciplinary Action and Criminal History 
Certificate Renewal Application Review and complete the Disciplinary 

Action and Criminal History discloser 
section below. 

Once you have reviewed and 
completed this section, click 

“Save & Next” 



Affirmation and Signature 
Certificate Renewal Application Review and complete the Declaration, 

Authorization and Signature section 
below. 

Once you have reviewed and 
completed this section, click 

“Save & Next” 



Application Submission 
You made it!   Before submitting your 

application, you may go back to any of 
the previously completed application 

sections to add/edit information. 

Once you have reviewed all 
sections of your application 

for accuracy, click 
“Submit Application” 

Once your application has been submitted, it will be reviewed by a member of the Employee Credentialing Team for accuracy and completeness. As a reminder, a complete 
application for certificate renewal includes your TEACH application for renewal and evidence of renewal credits* via official transcript and/or signed CPD forms**. 

*Information pertaining to HCPSS renewal requirements, including information regarding the Senior Teacher Waiver, can be found here. 
**Please refer to the Education and Continuing Education sections of this document to review official transcript and/or signed CPD form requirements. 

It is the responsibility of the certificate holder to know current certification requirements, complete renewal requirements, and submit an online application through TEACH in a 
timely manner and/or prior to the expiration date of their current certificate. 

Certificate Renewal Application 

https://hcpss.sharepoint.com/:b:/r/sites/EmployeeCredentialingCertification/Shared%20Documents/HCPSS%20-%20Cert%20Website/HCPSS%20Renewal%20Requirements.pdf?csf=1&web=1&e=ZKUuwj
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