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• Effective July 1, 2016, educators who hold/held at least one of the 
following certificates must register with NYSED every five years: 
o Permanent or Professional certificate in the classroom teaching service

o Permanent or Professional certificate in the educational leadership service

o Level III Teaching Assistant (TA) certificate

Educators Who Need to Register
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• Educators who are subject to registration and earned their 
Permanent, Professional, and/or Level III TA certificate prior to July 1, 
2016 were required to register in TEACH during the 2016-2017 
academic year.
o Educators who did not register should do so as soon as possible. 

o The date on which they register will begin their registration period, unless 
they contact the Office of Teaching Initiatives and request a registration date 
of July 1, 2016.

• Educators who are subject to registration and earned their 
Permanent, Professional, and/or Level III TA certificate on or after July 
1, 2016 are automatically registered in TEACH on the date of issuance.

Registering in TEACH
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• The first registration period expires in five years and 0-11 months, and 
ends on the last day of the month preceding the educator’s month of 
birth. 
o For example, if an educator registered on August 10, 2017 and her birthday is 

on December 15, then her first registration period is from August 10, 2017 to 
November 30, 2022.

• After the first registration period, the length of the registration period 
is exactly five years. 
o The expiration date for future registration periods will span from the first day 

of their month of birth to the last day of the month preceding the educator’s 
month of birth.

Length of Registration Period
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• The following educators must complete at least 100 CTLE clock hours 
from a sponsor approved by NYSED during their five-year registration 
period while practicing in a New York State public school district, 
nonpublic school, or BOCES (i.e., applicable school):
o Professional certificate holders in the classroom teaching service

o Professional certificate holders in the educational leadership service

o Level III TA certificate holders

• Educators who hold a Permanent certificate and are subject to 
registration, but do not hold a Professional certificate, are not 
required to complete CTLE.

Continuing  Teacher and Leader Education 
(CTLE) Clock Hours

6



• Educators complete CTLE clock hours in the following categories:
o pedagogy, and/or

o the content area of the certificate title, and

o language acquisition addressing the needs of English language learners (ELLs) 
(unless the school has a waiver).

• Acceptable CTLE:
o includes activities designed to improve the teacher or leader’s pedagogical 

and/or leadership skills,

o promotes the professionalization of teaching and educational leadership, as 
applicable, and

o are closely aligned to district goals for student performance.

Acceptable CTLE Clock Hours 
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• Educators who hold a Professional English to Speakers of Other Languages 
(ESOL) certificate or Bilingual Education extension must complete a minimum 
of 50% of the required CTLE clock hours in language acquisition aligned with 
the core content area of instruction taught.

• All other Professional certificate holders must complete a minimum of 15% 
of the required CTLE clock hours in language acquisition addressing the 
needs of ELLs, including a focus on best practices for co-teaching strategies 
and integrating language and content instruction for ELLs. 

• Level III TA certificate holders must complete a minimum of 15% of the 
required CTLE clock hours in language acquisition addressing the needs of 
ELLs and integrating language and content instruction for such ELLs.

Required CTLE in Language Acquisition 
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• Districts that are approved CTLE sponsors can offer CTLE that is 
outlined in their NYSED-approved professional development plan. 

• Courses completed at an institution of higher education (IHE) can 
count towards the CTLE requirement if the IHE is an approved 
sponsor.

• For credit-bearing college courses from approved IHE sponsors, each
semester-hour is equal to 15 clock hours of CTLE. Each quarter-hour is 
equal to 10 clock hours of CTLE. 

• For all other approved CTLE activities, one CTLE clock hour counts as a 
minimum of 60 minutes of instruction/education.

Acceptable CTLE Activities 
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• Acceptable CTLE is provided by school districts, BOCES, institutions of 
higher education, and other organizations listed in the following 
searchable table of approved CTLE sponsors.
o Table of approved CTLE Sponsors: 

http://www.highered.nysed.gov/tcert/resteachers/ctlesponsors.html

o The search tool allows individuals to us keywords to search for entries, 
names, or locations.

• The table includes Teacher Centers and approved sponsors that offer 
online activities.

Finding Acceptable CTLE Activities
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• There is one 100-clock hour CTLE requirement per educator, 
regardless of the number of certificates held by the educator. 

• Some educators may hold a Permanent certificate, which is not 
subject to CTLE, and one or more Professional certificates. 
o These educators are subject to CTLE, even if they are practicing under their 

Permanent certificate title.

o For the “content” category, CTLE can be in the content area of any certificate 
title held.

Multiple Certificates
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• CTLE certificates need to have all of the required elements listed on the 
following NYSED CTLE form: http://www.highered.nysed.gov/tcert/pdf/ctle-
certificate-completion-form.pdf.

• CTLE certificates are frequently unacceptable due to the lack of 
information on them, including:
o no “category” listed (i.e., content, pedagogy, language acquisition),

o no indication that an organization is an approved sponsor of CTLE and/or no 
approved sponsor number indicated,

o lack of identifying information or identifying information is listed as N/A, then 
penciled-in, 

o hours cited as “PD Hours” (rather than CTLE Hours – not indicating that an activity is 
CTLE; contradictory verbiage), and/or 

o missing an authorized signature. 

Unacceptable CTLE Certificates
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• Educators need to maintain personal records of completed CTLE, including: 
o the title of the activity; 

o total number of hours completed; 

o number of hours completed in content, pedagogy, language acquisition addressing 
the need of ELLs; 

o approved sponsor’s name and number; 

o educators’ identifying information; 

o attendance verification, and 

o date and location of the activity. 

• Sample recordkeeping form: 
http://www.highered.nysed.gov/tcert/pdf/donotsubmit-ctlerecord.pdf

Recordkeeping
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• Educators need to keep copies of CTLE certificates for at least three 
years from the end of the registration period in which the CTLE was 
completed and be available for review by NYSED upon request. 

• Educators will not send any documentation of their CTLE clock hours 
during the re-registration process. They would need to send 
documentation of their CTLE clock hours in the case of an audit.
o They would send CTLE documentation for Initial Reissuance and Students 

with Disabilities grade level extension applications.

• Educators who do not have CTLE certificates must obtain them from 
the approved CTLE sponsors that are required to provide and 
maintain records of this documentation. 

Documentation
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• Four of the registration statuses that educators may have are:
o Application Incomplete

o Registered 

o Inactive

o Conditional Registration

Registration Statuses
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• Educators who are subject to registration must have a ”Registered” 
(active) status to practice in a New York State public school district, 
nonpublic school, or BOCES (i.e., applicable school). 

• Chart listing the educators who are subject to registration and/or 
CTLE, depending on the school in which they work:

http://www.highered.nysed.gov/tcert/pdf/registrationtable.pdf

Registered
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• Educators who are not practicing in an applicable school need to 
make/change their registration status to “Inactive”.
o They would change their status to “Registered” (active) upon returning to 

practice in an applicable school.

• “Practicing” means employed 90 days or more during a school year by 
a single applicable school in New York State. 
o A day of employment includes a day actually worked in whole or in part, or a 

day not actually worked but a day paid. 

o The City School District of the City of New York and any of its components are 
considered together a single applicable school in New York State.

Inactive Status
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• Educators who have an “Inactive” registration status during their 
registration period must complete at least 20 clock hours of CTLE for 
every year of the registration period that they have a “Registered” 
(active) status. 

• The number of CTLE clock hours that educators need to complete 
during their registration period may be less than 100 for several 
reasons, including if they have an “Inactive” registration status for 
some or all of the registration period. 

Calculating CTLE
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• In the following table, the educator who registered on 2/1/2017 would need to complete 
60 clock hours during his/her registration period, including the minimum number of 
clock hours required for their certificate title(s) in language acquisition addressing the 
needs of English language learners. 

Example of Total CTLE Clock Hours

Time Period Description of Experience CTLE 
Clock 
Hours

2/1/2017-1/31/2018 Educator only held a Permanent certificate 0

2/1/2018-1/31/2019 Educator worked in an applicable school for 90 or more days 
while holding a Professional certificate

20

2/1/2019-1/31/2020 Same as above 20

2/1/2020-1/31/2021 Educator did not work in an applicable school for 90 or more days 
(i.e., inactive)

0

2/1/2021-1/31/2022 Educator worked in an applicable school for 90 or more days 
while holding a Professional certificate

20
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• It is critical that educators keep their information in TEACH up-to-
date, especially their email address.

• The Office of Teaching Initiatives will send notices to educators 
several months prior to the expiration of their registration period 
reminding them to re-register. 

• During the re-registration process, educators will attest that they did 
or did not complete the required CTLE clock hours during their 
registration period. 

• Educators must maintain their own personal record of completed 
CTLE.

Re-Registration

20



• Educators who attest to not completing the CTLE requirement during 
their registration period may request a “Conditional Registration” 
status to remain eligible to practice in an applicable school.

• For conditional registration, they would agree to finish the 
uncompleted CTLE hours during the conditional registration period 
and agree to complete any additional CTLE during the conditional 
registration period that the Department may require. 

• The conditional registration cannot be renewed or extended absent 
good cause.

Conditional Registration Status
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Contact Information

Topic Email Addresses

CTLE questions from educators CTLE@nysed.gov

Registration questions from educators OTIregistration@nysed.gov

School, district, BOCES, and prospective or 
approved CTLE Sponsor questions about CTLE 
or registration

CTLEsponsor@nysed.gov
CTLE@nysed.gov
OTIregistration@nysed.gov
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