
Apply for a VT Educator License

The Vermont Online Licensing 
System for Educators



Are you ready to apply? 

A complete application includes:

Official Transcripts 
• May be scanned and uploaded into an application by an applicant. Official 

Transcripts include:

• The seal of the college or university 

• Visible signature of the Registrar

• Visible confer date of degree 

• Recommendation for licensure 

• Visible transcript key/guide 

• All pages (front and back) 

• A transcript with the Registrar’s seal and stamped “Issued to Student” may be 
used. Please note that the Agency of Education reserves the right to request an 
official transcript from an Institution of Higher Education at the 
educators/applicants expense at any time. 

• The official transcript should show the conferred date of when you completed 
an educator preparation program. If an applicant completed an “alternate 
route” educator preparation program that program should upload the formal 
recommendation for licensure. 



Application requirements Continued

Completed program over 10 years ago
• Those who completed an educator preparation program MORE THAN 10  

YEARS AGO and do not have a valid out of state educator license will need to 
provide documentation showing 90 hours of educator professional learning 
completed within the last 10 years.

Out of State License Copy
• Copy of your non-conditional/non-expired educator license, from a state that 

has signed the NASDTEC INTERSTATE Agreement, listing the endorsement 
you seek in Vermont (if applicable).  Be sure to read the FAQs regarding the 
NASDTEC Interstate Agreement.

Testing
• If you have neither National Board Certification, or an out of state educator 

license as described in #2, then you will be required to meet our state’s testing 
requirement. All testing requirements must be met before you submit your 
application. 

http://education.vermont.gov/educator-quality/tutorials-and-faqs
http://www.nbpts.org/
http://education.vermont.gov/educator-quality/become-a-vermont-educator/testing-requirements


Payment requirements

Payment
• You will need a credit card or checking account information to 

complete the application process. You will be charged a $50 non-
refundable application processing fee before your application is 
submitted for review. Please be sure you have read all the 
instructions and have all requirements needed for an application 
before submitting. Incomplete initial license applications are subject 
to closure in which case the $50 non-refundable processing fee will 
be retained by the agency. Those who have their application closed 
should re-apply, once all application requirements have been met. 
However, an entirely new initial license application will need to be 
submitted and another non-refundable application processing fee 
will need to be paid.



Criminal Record Check requirements

Fingerprints
• Satisfactory results on a Nationwide fingerprint supported record check is a 

requirement for licensure. Those who have never been fingerprinted for VT 
school employment or student teaching AND those who were fingerprinted for 
VT school employment or student teaching BUT have NOT continuously 
worked, every school year, in a VT school since the date of fingerprinting  will 
be required to provide fingerprints for processing by the Vermont Crime 
Information Center.  

• For those who have already been fingerprinted for VT school employment or 
student teaching less than a year ago or have continuously worked for a VT 
school since the date of fingerprinting will not need to be fingerprinted again.  
An “Authorization to Release” form will be available to these applicants AFTER 
they submit their initial license application. The “Authorization to Release” 
form will need to be sent to the VT school for which the applicant was 
fingerprinted.  If it has been more than a year since the applicant was 
fingerprinted, letters from the VT school verifying that you have been 
continuously employed by a VT school will be required. 



Fees for an initial license application

$50 NON-REFUNDABLE APPLICATION PROCESSING FEE - Please be sure that you have 
met all the requirements needed to be found eligible for an initial license application. If an 
application closes without approval, the agency will retain the NON-REFUNDABLE 
application processing fee. In order to re-apply, an applicant will need to submit another 
INITIAL license application and pay another $50 NON-REFUNDABLE application processing 
fee.

$12.00 Fingerprint Record Check processing fee - For those who have never been 
fingerprinted for employment or student teaching in Vermont schools OR those who were 
fingerprinted for employment (or student teaching in Vermont schools) more than a year ago 
AND have not been continuously employed by a VT school since the date of fingerprinting, 
will be charged $12 in addition to the NON-REFUNDABLE application processing fee.   The 
$12 is paid to the VT Dept. of Public Safety and is not refundable. The forms needed for this 
process and the  brochure about the fingerprinting process, created by the Vermont Crime 
Information Center, will be available to the applicant AFTER submitting the initial license 
application.   It can take up to 12 weeks or more for our agency to receive fingerprint 
supported record check results. 

There will be no record check processing fee for those who were fingerprinted for 
employment or student teaching in a VT school LESS THAN a YEAR ago. There will be no 
record check processing fee for those who were fingerprinted for employment or student 
teaching in VT more than a year ago AND can provide VT school documentation that they 
have been continuously employed in a VT school, every school year, since the date of 
fingerprinting.



Fees continued

$150 THREE YEAR LICENSE FEE - After an applicant has been found 
eligible for initial licensure AND the agency has satisfactory results of 
a fingerprint supported record check, the applicant will need to make 
an on-line payment of $150 for the 3 year license fee.  Again, payment 
of the 3 year license fee will not be required UNTIL the applicant has 
be found eligible for licensure AND satisfactory results of the 
fingerprint supported record check have been received.  Do not 
attempt to make the 3 year license fee payment until prompted to do 
so.

NO VT EDUCATOR LICENSE WILL BE ISSUED WITHOUT 
SATISFACTORY RESULTS ON A VT FINGERPRINT SUPPORTED 
RECORD CHECK AND PAYMENT OF THE 3 YEAR LICENSE FEE.



Beginning the application process

• Connect to ALiS

• Applicant needs to ‘click here’ next to ‘Never 
held an Educator License in Vermont?’

• If you receive a: SSN not unique error message, 
it may be because the agency already has some 
documentation uploaded for you. In this case, 
please click on “existing and previously licensed 
Vermont educators” even though the wording 
of  that may not be the case for you.

https://alis.edlicensing.vermont.gov/login.aspx
https://www.youtube.com/watch?v=W1WZeARGIC4&list=PLaXzAQwtzpj7JtNrBlFXbQyCIP0hbSX5b&index=6


Complete the initial  registration

• (Those who already have a registered 
account will not see this screen.)



Verification you are registered

• An email will be generated from the 
Online System vt-aoe-message@state.vt.us
and sent to the preferred email address 
you provided. This confirms your 
registration. Check your spam folder if 
you do not receive the email and be sure 
to “white list” vt-aoe-message@state.vt.us

mailto:VT-AOE-Message@state.vt.us
mailto:vt-aoe-message@state.vt.us


Applying
• Once you complete the initial user registration, you will be routed 

immediately into the application process. You will not see this screen but 
you will see the next slide, Initial Licensure Application Preliminary 
Questions.

• If you are logging back into an already existing account, click on “apply for 
new license”.  If you have already started an application, click on “view 
pending on-line application” in order to complete it.  

You do not need to complete an initial license application 

in one sitting.



Preliminary Questions

• Please answer the following questions carefully. Once you answer these 
questions, you cannot go back and change them without starting a  new 
application.  

• Certain endorsements must be submitted via a transcript review 
application. If you are applying for any of the following endorsements: 
School Nurse, Speech Language Pathologist, School Social Worker, School 
Pyschologist, Library Media Specialist, Family Consumer Sciences, Driver 
Ed., Business Ed.; you must answer  “NO” to all the following questions 
and then choose “transcript review”.  



Review & Update Personal Information

• Reminder * - All correspondence regarding your initial license 
application will be via e-mail.  Therefore, put the e-mail that you must 
frequently access as your ‘preferred e-mail.’  The agency does NOT 
recommend putting a college e-mail address or school e-mail address 
as your “preferred” e-mail.

• Click ‘save & got to next step’ – do not toggle between the tabs or your 
information will not save.



CRC Information

• Answer the CRC Information question. 
The forms for this will appear within your 
checklist when you submit your 
application.



License and testing requirements
• Under ‘What endorsement(s) are you seeking?’ Click ADD, choose a category, 

endorsement, and sub-endorsement if applicable. 

• Please review the testing brochure if you do not have: National Board Certification 
OR an out of state educator license. If you did not take the required PRAXIS TESTS 
in the State of Vermont, you will need to order those scores from ETS to be sent to 
our agency.  If you are using passing SAT, ACT, GRE or Praxis I scores, in lieu of 
Praxis CORE scores, those tests scores will need to be ordered and sent to our 
agency. For tests taken more than 10 years ago, a NOTARIZED paper copy of the 
passing scores will be accepted. Before placing an order for scores to be sent to our 
agency, be sure to review the brochure to ensure that you will be submitting the 
appropriate test scores and the scores being submitted are considered passing.  
There is usually an additional fee charged by the testing service when ordering test 
scores.

http://education.vermont.gov/educator-quality/become-a-vermont-educator/testing-requirements


Instructional Level and Praxis II

• Click Instructional Level – a pop up window will open

• Choose the instructional level for your endorsement - Click OK - pop up 
will close

• Under Additional Testing Requirements – Click Praxis-II Requirements if 
Praxis II is required (if not the link will not appear) – a pop up window 
will open

• Choose how you will meet the Praxis-II Requirements – click ok

http://education.vermont.gov/educator-quality/professional-standards/licensing-endorsement-areas


Education Details and 

Other State Foreign License Information

• Click Add Education Details and complete the information.

• If you hold an Educator / Administrator License in another state / 
country, click Add Current License, input your information and 
upload a copy/screenshot of the license to the Document(s). 

• Hint: It is helpful if you choose the “Country” first and then fill in 
the other blanks accordingly.



Employment Detail

• Under Employment Detail click Add Employment

• Complete the employment section listing your “School” 
employment. For the purposes of an initial application, we do not 
need non-school employment listed. 

• If you are still employed at the school be sure to check ‘continuing 
employment’. Do not enter an end date.

• Total % FTE is percentage you are employed (full time equivalent)

• Please see our tutorial on adding employment

https://www.youtube.com/watch?v=ERhJ2Je0Axo&list=PLaXzAQwtzpj7JtNrBlFXbQyCIP0hbSX5b&index=7


Good Standing 

Declaration Form

• You must select a response for each section. You may 
need to submit addition information depending on your 
response.    

• When this step is complete, Save & Go to Next Step



Disclosure Form

• You must select a response for each section. You may need to 
submit additional information depending on your response.    

• When this step is complete, Save & Go to Next Step



Attestation

• By clicking pay now, you understand you are submitting an NON-REFUNDABLE application 
processing fee.  If you r application is  incomplete, your application processing fee will be 
retained by the agency.  Be sure that you  have read the tutorial, clicked on all the “resource 
links”, ordered your official transcripts to be sent to our agency,  and have taken & passed any 
required test scores (if applicable). 



Non-refundable Application Fee

• Those who will need to have their fingerprinting done for the 
purposes of this application will be charged  a  NON-
REFUNDABLE  $16.50 fee that will  be sent to the Vermont Dept. of 
Public Safety.  This fee will pay for the processing of your 
fingerprint supported record check.

$12.00

$62.00



Application Submission

Confirmation Email

• You will receive an email from VT-AOE-Message@state.vt.us
confirming your application submission

mailto:VT-AOE-Message@state.vt.us


Checklist



Checklist Continued

• Print the ‘request for criminal record check’ form if applicable. Sign, notarize and 
mail.

• Upload transcripts

• Licensing Specialists have up to 30 days, from date of submission, to review your 
application.  Please do not contact the agency regarding the status of your 
application if it has been less than 30 days since submitting your non-refundable 
application processing fee. You will know that your application is being reviewed 
because your application status on your “checklist” will change from “pending” to 
“under review” and the licensing specialist will send an e-mail to your preferred e-
mail address with the results of the review.

• Please note that Licensing Specialists cannot speed up the process of your 
application. 

• Any documentation received by the agency, for your application, will be uploaded 
into your account. In addition, you will receive an e-mail informing you that the 
required documentation has arrived. 



Approval and Final Payment

• Once your application is complete (this includes satisfactory results on your fingerprint 
supported record check), you will receive an email from VT-AOE-Message@state.vt.us
requesting that you logon and complete your final payment, the 3 year license fee.  

• You may also periodically log into your account and view your “pending application”.  
You will know that your application is complete because you will see a “payment 
banner” within your pending application.   

• NOTE: Please be aware that if you have not been previously fingerprinted for 
employment in a VT school and  you are getting fingerprinted for the purposes of this 
application, it will take 10 -12 weeks from the date of fingerprinting to the time 
satisfactory results of the fingerprinting process are received by this agency.    
Therefore, under these circumstances, do not expect to receive  an e-mail or see  a 
payment banner for at least 2 to 3 months.  

• NO EDUCATOR license will be issued without satisfactory results of a fingerprint 
supported record check and payment of the 3 year initial  license fee.

mailto:VT-AOE-Message@state.vt.us


Payment

• Log into your account and Click ‘View Pending 
Online Application(s)’

• Click Pay Now. If you would like a formal copy 
of your License there is an additional fee of 
$10.00. 

• Once your payment has been completed, you 
will receive an email from 
donotreply@state.vt.us confirming your 
payment.

mailto:donotreply@state.vt.us


Print License Details

• Once you receive confirmation from the AOE that your 
license has been issued,  Log in, you will be brought to 
your home page; click on ‘Print License Details’ 

• This information is generated directly from the Vermont 
Online Licensing System for Educators, shows current 
educator credentials, and is current in real time. 


