
Form	1	Instructions	
2/1/2021

• Use	for:
– Initial	Teaching	License
– Initial	School	Specialist
– Initial	School	Leadership
– Adding	Endorsements
– Standard	Substitute	License
– One	Year	Non-Renewable	License



Form	1	Instructions	
Go	to:

https://appspublic.ksde.org/AuthenticationPublic/login.aspx		

• Register and log in, then Accept
• Click	on	1. Licensure Application
• Click on Forms, then	Form	1	KS Program 

Completers
• Fill	Out	Application



ONLINE	APPLICATION



• 1.	Your	Social	Security	number	is	needed	by KSDE to	identify	
you, verify	that	it	is	correctly	entered.

• 2.	At	KSU,	this	is	your	Wildcat	ID	(WID).	Your	WID	can	be 
found	on	your	K-State	ID	card	(a	9	digit	number	that	starts 
with	an	“8”).	If	you	do	not	have	a	WID,	use	your	Social 
Security	number	in	this	blank.

• 3-5.	Your	First,	Middle,	and	Last	name	as	stated	on	official 
records.

• 6.	Any	prior	names	under	which	we	may	find	your	records	at
K-State	or	KSDE.



7 . Mailing Address * 

8. City* 

11 . Birthdate * 

14. Race (choose one or more)• 

n American Indian or Alaska Native

n Asian 

15. Phone* 

17. Email Address 1 * 

12. Gender* 

0 Female " Male 

7 Black or African American 

n Native Hawaiian or Other Pacific Islander

9. State* 

13 . Ethnicity 

.. 

" 

n Hispanic/Latino (Mark only if applicable)

1 White 

n Refuse to Designate

16. Alternate Phone

10. Zip Code* 

7 

(Please provide your personal email address(es) that will be active throughout the application process so that we may notify you of the changing status of your 

application.) 

18 . Email Address 2 

l



• 7-10.	Mailing	address	where	you	can	be	reached with	questions.	If 
you	may	be	moving,	use	an address	of	a	trusted	friend	or	relative.

• 11.	Birthdate MM/DD/YYYY	– but	be	sure	you	use	4	digits for	the	
year!

• 12.	Gender - only options are Female or Male.
• 13.	Mark	if	you	are	Hispanic/Latino.	 	If	not,	leave blank.
• 14.	Choose	at	least	one	option.
• 15-16. Use phone numbers that will be in service for at least 6 

months in the future.
• 17-18. Use emails that you check daily! This is very important!! You 

can not complete the license process if you do not receive the 
email notices sent to you. Also, check your “junk” mail folders for 
items that come from Diane Murphy (dim@ksu.edu), Janel Harder 
(janelh@ksu.edu), or KSDE.



19. Have you honorably served in any branch of the US Armed Forces, including the National Guard and Reserves?• 

11 NO 11YES 

If Yes, please enter total years below in a and b. 

a. Total years of active duty service in any branch of the US Armed Forces (if none enter "0") 

b. Total years of national guard/reserve service (if none enter "0") 

20 . Have you ever been convicted of a felony?• 

11 NO 11YES 

21 . Have you ever been convicted of ANY crime involving theft, drugs, or a child?• 

11 NO 11YES 

22 . Have you entered into a criminal diversion agreement after being charged with any offense described in question 20 or 21? • 

0 NO 'lYES 

23. Are criminal charges pending against you in any state involving any of the offenses described in question 20 or 21? • 

0 NO 'lYES 

24 . Have you had a teacher's or school administrator's certificate or license denied, suspended, revoked or been the subject of other disciplinary action in any 

state?• 

0 NO 'lYES 

25 . Have you ever been disbarred or had a professional license or state issued certificate denied, suspended, revoked or been the subject of other disciplinary 

action regarding any profession in Kansas or any other state?• 

0 NO 'lYES 

26 . Is disciplinary action pending against you in any state regarding a teacher's or administrator's certificate or license? • 

11 NO 11YES 

27 . Have you ever been terminated, suspended, or otherwise disciplined by a local Board of Education for falsifying or altering student tests or student test 

scores?• 

11 NO 11YES 

28 . Have you ever falsified or altered assessment data, documents, or test score reports required for licensure? • 

11 NO GYES 



• 19.		Report	any	military	service	– if	you	answer yes	in	19,
complete	both	a.	and	b.

• 20-28.		Answer	these	questions	truthfully.	KSDE	requires	a
KBI	and	FBI background	check.	It	is	better	to	admit	that	you
made	a	mistake	earlier	in	life, than	to	be	caught	lying	now.	If
you	answer	“Yes”	to	any	of	these	questions, you	will	need	to
fill	out	a	paper	version	of	this	application	and	mail	it	to	us,
along	with	court	documentation.	Email	dim@ksu.edu or
janelh@ksu.edu for a	paper	version	of	the	application.

Remember,	you	must	submit	a	background	check	(fingerprints)	
to	KSDE	before	you	can	be	licensed.		See	http://www.ksde.org/
Agency/Division-of-Learning-Services/Teacher-Licensure-and-
Accreditation/Licensure/Fingerprint-Card-Order-Form for	
information.

https://www.ksde.org/Agency/Division-of-Learning-Services/Teacher-Licensure-and-Accreditation/Licensure/Fingerprint-Card-Order-Form


29 . Where did you complete your preparation program? * 
•••• Please select an institution •••• 

30 . I'm applying for: • 

TEACHING 

n Initial Teaching License 

n Initial Teaching License plus added endorsement 

'1 Added teaching endorsement to an existing teaching license 

'1 One Year Nonrenewable 

0 Standard Substitute License 

SCHOOL SPECIALIST 

n Initial School Specialist 

SCHOOL LEADERSHIP 

n Initial School Leadership 



• 29. Pick	Kansas	State	University	so	this	form	comes	to	K-State!
• 30. Pick	one	of	the	following:
Teaching:

-Initial	License	- your	very	first	teaching	license.
-Initial	Teaching	License	plus	added	endorsement.
-Added	Endorsements	- for	licensed	teachers	adding	additional

endorsements.
-One	Year	Nonrenewable	– for	someone	who	has	met	all	the	licensing

requirements	except	the	licensing	tests.	This is an actual 
teaching license. However, it	is	only	good	for	one	academic	
year,	from	July	– June. 

-Standard	Substitute	– for	 someone	 who	 completed	 K-State's	 teacher
education	program	but	has	not	met	the	other	requirements	for	the
full license.

Initial	School	Specialist	– for	 Reading	 Specialist	 or	 School	 Counselor Initial	
Initial School	Leadership	– for	 Building	 Leadership	 (Principal)	 or	 District	

Leadership	(Superintendent).



31 . Subjects and levels of licensure requested: *(at least one) 

Subject 

Level 

Subject 

Level 

Subject 

Level 

Subject 

Level 

Subject 

Level 

Subject 

Level 

Subject 

Level 



• 31. Subject	- what	do	you	plan	to	teach?
Elementary,	Biology,	English,	Music,	e.g.?

Level	– what	grade	level	will	you	teach?	
K-6,	6-12,	PK-12,	B-K?





• 32. For	your	Initial	 Teaching, One Year Non-Renewable, or 
Standard Substitute	License,	list	all	the colleges, including 
community colleges, even if you never physically attended 
the campus or took the classes in High School.

-Degree  earned refers to Bachelor   degrees or higher.	 
Associate 	Degrees - mark “No” under “Degree 
earned”.
-KSU	Education,	Ag Ed,	ECE,and FACS Ed majors - mark 
BS.	Music Ed majors - mark	BME. Master of Arts in 
Teaching majors - mark MAT.
-Year conferred is your graduation year and must 
include the 4 digit year. Put this year in even if you are 
submitting your application before graduation.
-If you are adding endorsements, specialist, or 
leadership, list just the colleges you attended to 
complete the endorsements.



• 33. Click	this	box,	print	or	save	as	PDF	for	records,	and	submit!



Wait	for	Emails!

• 1st Email	- Your	application	has	been	submitted	to	K-State.
• 2nd Email	- Your	application	has	been	submitted	by	K-State

to	KSDE,	follow	instructions	to	make	payment	to	KSDE.
• Then	- Check	KSDE	website	on	Licensure	Lookup

https://appspublic.ksde.org/TLL/SearchLicense.aspx/Search
License.aspx

• Wait	patiently	6-8	weeks	for	your	license	to	be	available	to
print.

• The	date	on	your	license	is	the	date	payment	was	received.




