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            Self-Managed Teacher Credentials
What is a self-managed credential file?

A self-managed credential file consists of, at a minimum, a GVSU Credential Cover Sheet, student teaching evaluations and signed letters of recommendation that are collected, maintained, administered and sent by you directly to prospective employers.  

What documents make up a self-managed credential file?
· Credential cover sheet.  Grand Valley credential cover sheets are available to access on-line at www.gvsu.edu/careers. Select on-line forms on the left menu, a pull down will appear. Select credential cover sheets. The form and instructions on how to complete or save the document are included. 
· Student teaching evaluation(s)
· 2-5 letters of recommendation 
· copy of teaching certificate or temporary certification known as a 90-day letter, obtained through the Records Office (optional)
· MTTC scores (optional)

· Copy of transcript* (optional)  

     * When a posting asks for a transcript, send an official transcript obtained through the Records Office.  

Whom should I ask to write a letter of recommendation?
Since you will be including student teaching evaluations written by your Cooperating/Mentor Teacher and GVSU Coordinator/Field Supervisor, letters from these sources are not necessary. Additional letter sources may include the following:
· Principal/Assistant Principal

· Teachers that observed you teaching 
· Current or former employer 
· Subject area faculty          

· Volunteer/community affiliation supervisor

· Coaches   

What do I need to do to ask someone to be reference and/or write a  letter of recommendation (also called letters of reference?)
Always ask permission to use someone’s name as a reference. First ask the potential reference what they might be able to say if an employer were to inquire about you. If the response is sound, then ask if they will serve as a reference for you and if they would be willing to provide a letter of recommendation. Provide the reference with a current resume.  This will give them a broader view of your qualifications.  Letters are most credible if done on letterhead. It is important that you maintain current letters. 

 Keep your references about your job search and bring them into your network.  Be sure to send a thank you note to each of your references after you have obtained employment. 

How do I set up my credential file?
To electronically send your credentials you will need to scan your documents and may maintain them on your own computer or flash drive. Be sure to back up these documents. 

As an alternative to self-managed  credentials, GVSU Career Services has partnered with the credentials management service, Interfolio, Inc., to offer you an efficient and effective way to manage your credential file at an affordable cost. Twenty-four hour online access is offered to all participants. Interfolio offers complete management of your records including uploading your letters of recommendation and transcript which can be submitted on-line or via mail.  Visit http://www.interfolio.com/ for more information.

Special accommodations have been made for those unable to utilize this service. Scanners are available at all computer labs. In addition, the Career Services office will also have one scanner available at each location available with software that will allow candidates to scan and save documents for future use. 

How and when do school systems receive my self-managed credential file?

You, as the applicant, are responsible for supplying your credentials when requested by the employer or when completing your teaching application.  In some instances, employers do not request credentials until they have completed their initial screening process; in other instances, you will need to send your completed file as soon as possible to a particular email or US mailing address. When an employer indicates a preference, follow their directions. If you send it by email, you must follow-up to make sure Human Resources received the packet.
Can Career Services staff assist me with questions I might have about self-managed credential files or the education job search?

Absolutely!  We want you to be successful in your job search.  
Career Services offers LakerJobs, our full service web-based employment system, to students/alumni at not cost. All position/job openings are posted in this system. You can sign up at www.gvsu.edu/lakerjobs.

We are also pleased to meet with you individually to answer any questions you may have about self-managed credentials, resumes, cover letters, job search strategies or career information. Call 331-3311 to set up an appointment. 
                                                Good Luck with your search!
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