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Application User Guide 

Form 4A: Renewal or Conversion of a Professional 
Administrative Certificate 
Office of Certification 
REVISED: May 6, 2026 

Overview 
The Office of Certification created this user guide to provide detailed instructions for 
candidates to apply for a Professional Certificate Renewal through the WVEAP online 
system. 

Certification Registration 
To apply, you must have already completed the Certification Portal registration 
process. For instructions on how to register, please see the Certification Registration 
User Guide. 

Applicant Dashboard 
The Applicant Dashboard consists of two sections: Applications (pending and history) 
and Credentials (current WVDE files). 
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Application Renewal Steps 
1. On the Dashboard, in the Credentials Section, select, renew beside the 

certificate you want to renew. 
2. Under I want to, Select the radio button beside which renewal option you want. 

 
 

3. Administrative Renewal Requirements: 
a. A candidate that holds a five-year administrative certificate (Certificate 09 

or 01), a master’s degree, and 3.0 hours of coursework since the issuance of 
the expiring certificate that is not over 5 years old would be eligible to 
renew for a one-year certificate. 

b. A candidate that holds a five-year administrative certificate (Certificate 09 
or 01), a master’s degree, and 6.0 hours of coursework since the issuance of 
the expiring certificate that is not over 5 years old or a master’s +30, or Age 
of 60, would be eligible to renew the certificate for five years.  

c. A candidate who has two years of full-time experience as an administrator 
combined with three other years of educational experience (with at least 
one year full-time in West Virginia as an Administrator, Supervisor of 
Instruction, or Superintendent) would be eligible for a permanent 
administrative certificate without any additional coursework. 

4. Select your United States Citizenship Status. 
• Note: If you are not a U.S. Citizen, you must provide work authorization 

documentation in the "Supporting Documents" section. 
5. Click Start Application. 

 
 
 
 



3 | P a g e   

Application Sections 

Applicant Information 

Once you have started your application you can click edit to edit any personal 
information that is incorrect or request a name change. 
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Legal Disclosures and Background Information 

Candidates must answer Yes or No to all legal disclosure questions. 

• Reporting Requirements: You must report all background information even if it 
was previously mailed to the WVDE. 
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• Submitting a "Yes" Answer: You must provide the Occurrence Date, Title, a brief 
Narrative, and upload Supporting Files. 

• Clicking the select files button allows the candidate to upload documentation 
which will be submitted to the WVDE along with the remainder of the 
application. 

 
• Once all the information has been entered and files are uploaded, click the 

add disclosures button to add the legal disclosure. 
 

• Once added, the candidate will see the view disclosures details button 
allowing the candidate to view and edit the legal disclosure prior to submitting 
for approval. 

• Editing: You may view and edit disclosures prior to submission, but they 
cannot be changed once submitted for approval. 

• Note: Once you have started your application you can click edit to edit 
any personal information that is incorrect or request a name change. 
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Work Experience Verification 

1. Enter full-time experience if the option to convert to a permanent was 
selected. 

2. If you are still employed in your current position, enter the end date of the 
current school year. 

3. After all information was entered click add. 

 

 

Renewal Options 

1. Select the renewal option that is available to renew or convert the certificate 
that has been completed.  

2. Select the West Virginia school system where you have been employed within 
the last twelve months. 

a. If you have not been employed in a West Virginia school system where 
you have been employed within the last twelve months, select No 
County.  
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County Information 

Choose the Employing County Public School District, Multi-County Career and 
Technical Education Center, WV Schools of Diversion and Transition, WV Schools for 
Deaf/Blind, or the Diocese of Wheeling/Charleston. 

 

Please note: Applicants who are not employed by a county school system may select 
No County/Not Employed. If the application requires employment, this option will not 
be available. 

Supporting Documents 

Add any required files (e.g., Name Change). Do not upload official academic 
transcripts. Official transcripts must be sent by the college or university or the county 
certification official.  
 

 

Review and Submit 

1. Click Review to verify all data in your application. 
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2. Once you have reviewed your application and resolved any errors, click Submit.  

 

 
 

Payment 
Payments for electronic applications can be made online through the certification 
portal. Once your electronic application is approved in the system, you will receive an 
email notification for payment. For detailed instructions on how to make a payment, 
please see the EAPP Payment User Guide.  

Please note: You can only make a payment once the application status is Pending 
Payment.  

 

Processing 
Your application will be routed to the Office of Certification for processing, and the 
status will state Pending Application. Once the application has been received by our 
office, the status will change to WVDE Pending. If anything is needed, you will be 
notified via the email address that was entered on your application.  

 


