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INTRODUCTION
Congratulations on choosing teaching as a profession.

This handbook has been prepared to provide you with general information about teacher
and clinician certification in Manitoba.

Please read the contents of this handbook carefully and retain it for future reference.
Additional information is available on our website www.edu.gov.mb.ca/certification.

It is a professional responsibility of teachers and clinicians to stay current in their
knowledge of requirements for certification and classification.



http://www.edu.gov.mb.ca/certification

A. PROFESSIONAL CERTIFICATION

Permanent Certification of Teachers

Manitoba Education, Citizenship and Youth issues a Permanent Professional Certificate
to recommended graduates of Manitoba Bachelor of Education programs. Graduates
must submit all required documentation. The certificate is permanent. There is no
expiry date. A Permanent Professional Certificate entitles the bearer to teach any
subject, at any grade level (K — 12 inclusive) in Manitoba.

Faculty of Education graduates who hold a Student Visa are not granted a Manitoba
teaching certificate. These graduates receive a letter verifying that they have
successfully completed the teacher-training program. Should they return to Manitoba
and provide verification of an Employment Visa, Landed Immigrant Status or Canadian
Citizenship, a Manitoba teaching certificate may be issued.

Manitoba teaching certificates issued to Canadian certified are issued based on Chapter
7 of the Agreement on Internal Trade.

Provisional Certification of Teachers:
A Manitoba Provisional Certificate may be issued to:

a) Candidates who are certified teachers from another Canadian province/territory
but who have restrictions on their teaching certificate from the other province.

b) Qualified candidates whose background check is of concern, (this includes
Manitoba Bachelor of Education graduates),

c) Non-Canadian teachers with a valid Employment Visa. This Provisional
Certificate is valid for the term of the Employment Visa.

d) Candidates who are certified teachers from outside of Canada and who have 120

credit hours of course work and a minimum of 30 credit hours of professional
course work.

The Provisional Professional Certificate allows the bearer to teach any subject, at any
grade level (K-12 inclusive) in Manitoba for a specific time. This certificate is valid for not
more than three years from the date of issue. The term allows the candidate to complete
any course work required for the teacher to be eligible for a Permanent Professional
Certificate.

The Minister at his/her discretion may renew a Provisional certificate for an additional
period (maximum three years) where circumstances warrant. The recommendation of
the superintendent of the School Division/District in which the teaching experience was
gained; or the recommendation of an Official designated by the Department may be
requested when applying for extensions or renewals. The form is available at
www.edu.gov.mb.ca/k12/profcert/handbook.htmi#forms.

Note: If a non-Canadian teacher, holding an Employment Visa, wishes to apply for
provisional certificate extension/renewal, the Employment Visa must be extended
first.
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Vocational Industrial Certification of Teachers (Provisional and Permanent
Vocational teachers may complete the requirements for certification through attendance
in the Vocational/Industrial Teacher Education Program at Red River College, or by
completing the same course work on a part-time basis at Red River College.

Effective June 2001, graduates from the Red River College program will receive a
Permanent Special Certificate in Vocational Industrial Education. This certificate allows
the bearer to teach only their subject specialty.

A school division/district must receive authorization from the Professional
Certification Unit prior to a vocational teacher undertaking any assignment to
teach outside their specialty area.

School Clinician Certification (Provisional and Permanent

School Clinician Certificates in Psychology, Reading, Speech and Hearing, Social Work,
Occupational Therapy, or Physiotherapy are issued to clinicians trained in one of these
specialty areas and meeting the minimum requirements established by Manitoba
Education, Citizenship and Youth. Those persons interested in working as a School
Clinician should contact the Professional Certification Unit for certification requirements
prior to enrolling in a preparatory program at a university.

A provisional certificate is issued initially. To qualify for a permanent certificate, a school
clinician must complete an approved internship by:

a) Completing two years (360 days) of supervised clinical experience in a
Manitoba school or an acceptable school-related activity while holding a
Provisional School Clinician’s Certificate. The supervising clinician must hold a
Permanent School Clinician’s certificate in the same field.

b)  Enrolling in and completing an approved internship course

¢) Receiving a recommendation (Recommendation Form) that the certificate be
made permanent from

i) the supervision clinician and
ii)the school superintendent

B. PROFESSIONAL SCHOOL PERSONNEL (PSP) NUMBER

Each teacher is assigned a PSP number, shown as five numerical digits on the
teacher/clinician certificate.

Use the PSP number in all written or verbal communications with the Professional
Certification Unit.
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C. CRIMINAL RECORDS CHECK /
VULNERALBLE SECTOR SCREENING CHECK

A Criminal Records Check and Vulnerable Sector Screening check is a necessary
requirement for certification. The Professional Certification Unit keeps information
obtained from these checks confidential.

Employers may be requesting Criminal Records Checks as part of their own employment
application processes and policies. Professional Certification does not release Criminal
Records Check information.

D. SALARY CLASSIFICATION

Salary classification is established by Manitoba Regulation 515/88 (Schedule C, Section
38 (found on page 27) and is based upon the academic and professional status of the
individual teacher. Manitoba employers may use salary classification to establish the
annual salary for a teacher per local collective agreements. See Appendix B for further
clarification regarding salary classification.

Questions regarding classification should be directed to the Professional Certification
Unit and questions pertaining to salary should be directed to the employer.

Note: The onus is on each individual teacher to verify with his/her employer that
the employer is using the correct classification for payroll purposes.

E. RECLASSIFICATION

A salary reclassification may result when a certified teacher completes an acceptable
program or post-baccalaureate program of studies from an accredited institution
recognized by Manitoba Education, Citizenship and Youth. Written confirmation should
be obtained from the Professional Certification Unit prior to enrolling in any program if
reclassification is a goal of the additional education.

Verification of the completion of additional programs of study, and payment of the
applicable fee must be submitted before a reclassification will be processed. The
verification must be in the form of an official transcript showing that an accredited
university has conferred a degree, certificate or diploma. Reclassification Form (Refer to
Appendix A for fee schedule.

When the work completed is the first year of a two-year (60 credit hours) Masters
program, a letter from the university must accompany the official university transcript
verifying that the full first-year of such a program has been completed. The
Professional Certification Unit cannot assume that the requirements for the first
year of a two-year Masters program have been fulfilled based solely on the
number of credit hours completed.


http://web2.gov.mb.ca/laws/regs/pdf/e010-515.88.pdf
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When all the required documentation and the applicable fee have been submitted to the
Professional Certification Unit, the Unit will confirm the appropriate salary classification
and notify the employer.

The date of the reclassification will be the date the Professional Certification Unit
receives the required documentation. The effective date of change in salary, however,
comes under the jurisdiction of the employer in accordance with the collective
agreement.

Note: The onus is on the individual teacher to ensure that the employer has made
the necessary changes to personnel and payroll records based on
reclassification. (Manitoba Regulation 515/88, Part I, Section 6) on page
12.

F. TEACHING EXPERIENCE

Credit for teaching experience is granted as of June 30 of each year upon receipt of
official verification from the employing authority.

Consult with the Professional Certification Unit before accepting a position with any
private school in Manitoba to determine the status of the private school. Credit is not
granted for teaching experience gained in any non-funded independent school.

Experience Within Manitoba
Credit is granted for experience completed by a certified teacher:

(a) Within the Manitoba Public School System
(b) Outside the Manitoba Public School System, in child or youth institutions,
First Nations’ schools, funded independent schools or in an adult learning
centre recognized by the jurisdiction provided that:
i. A teaching or clinician’s certificate or equivalent was required for
employment and
. The teacher or clinician was supervised by a recognized educational
authority and
iii. The employing institution was supported by public funds and
iv. The programs of study were equivalent to those taught in the
Manitoba public school system
(©) Substitute teaching in public, funded independent schools or First Nations’
schools
(d) For parental leave (see_item 6 Experience Accumulated on Parental Leave)

Teachers seconded to Manitoba Education, Citizenship and Youth, to the Manitoba
Teachers’ Society, etc. are eligible to have this experience credited. Each school
division/district is responsible for reporting experience gained by their seconded
teachers.

Teachers on entitled sick leave per local collective agreement are granted credit for
teaching experience equivalency during that time. This does not include days on
long-term disability.


http://web2.gov.mb.ca/laws/regs/pdf/e010-515.88.pdf

3.

4.

5.

Teachers on sabbatical leave, leave of absence, educational leave or long-term
disability are not eligible for credit or teaching experience during that time.

Teaching experience gained while teaching under a Limited Teaching Permit is not
recognized except where a person holds a Limited Teaching Permit allowing the
person to teach outside his or her area of entitlement.

Experience Outside of Manitoba (Within Canada)

Credit for teaching experience completed outside the Province of Manitoba may be
granted when the employing authority meets all requirements as outlined in item 1. (b).
Official verification of the experience is to be submitted to the Professional Certification
Unit from the employing authority on form "Verification of Teaching Experience”

Credit for teaching experience in a Canadian private school may be granted provided the
following conditions apply:
e The person held a valid teaching/clinician certificate or equivalent issued by the
jurisdiction where the experience was gained and
e The jurisdiction recognized the programs of study and standings awarded to the
students of the private school.

Official verification of experience must come from the employing authority and show the
commencement and termination dates of employment, and the total number of days of
experience completed within each school year of employment. An acceptable day of
experience is not less than 5.5 hours including recesses but not including the midday
intermission in accordance with Manitoba Reqgulation 101/95.

Experience Outside of Manitoba (Outside Canada)

In accepting employment in another country, have the form “Verification of Teaching
Experience” completed by the foreign employing authority. This form is to be returned to
the Professional Certification Unit. Additional information respecting courses, curriculum
taught, school funding (if independent), and the supervising education authority will be
required before consideration of experience credit will be given by the Professional
Certification Unit. (See Experience Within Manitoba item (b)).

A statement verifying all teaching experience may be obtained from Professional
Certification for a fee as set out in Reqgulation 149/91 of the Education Administration

Act. (Appendix A)

Experience in Canadian Universities and Community Colleges
Credit is granted for experience completed in any faculty in a university of post-

secondary institution registered with the Association of Universities and Colleges of
Canada or the Association of Canadian Community Colleges, provided the teacher held,
or was eligible to hold, a Manitoba teaching certificate at the time of employment.
Experience is granted on the basis of contact hours in the classroom.

Experience as a Substitute
Credit for substitute teaching days is calculated and granted as of June 30 of each year

upon receipt of official verification from the employing authority. Experience is calculated


http://www.edu.gov.mb.ca/k12/profcert/pdf_docs/expoutfrm.pdf
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using the following formula: 180 days = 1 year of experience. 1 year = a minimum of
180 days — if more than 180 days are worked in a school year, there are no additional
days granted. Only one year credit is granted for a one-year period. A day is not less
than 5.5 hours including recesses but not including the midday intermission in
accordance with Manitoba Regulation 101/95.

School Division/District offices have been requested to complete the Substitute Teacher
Report, but it is the responsibility of the individual teacher to keep a record of days of
substitute teaching and to ensure that the correct number of days have been reported to
Professional Certification by employers.

Experience accumulated on Parental Leave
Experience may be granted to a maximum of 85 days for full-time teachers. Part-time

experience will be pro-rated. Teachers/Clinicians must have completed 12 consecutive
months with an employer and be employed under a contract with their employing
authority at the start of the parental leave. Where a teacher elects to take the complete
year off, credit will be granted to a maximum of 85 days for parental leave. It is the
responsibility of the employer to verify that a teacher was absent for parental leave
purposes.

Experience accumulated on a “Grad Limited Teaching Permit”
Employment experience accumulated while teaching on a Grad Limited Teaching

Permit, is eligible experience for salary purposes provided all certification requirements
have been met. Fall graduates (October/November graduation) are eligible for the
entire school year. February graduates (January/February graduation are eligible for
the days taught after January 1 and Spring graduates (May/June graduation) are
eligible for the days taught starting April 1. Practicum days are not eligible.

School Clinician Experience Accumulated Outside the Public School System
Credit may be granted for clinician experience accumulated outside the public school

system when the employment meets all the criteria listed in the “Verification of Clinician
Experience” form. Clinician experience is not eligible for credit if the experience is
gained while working in a private practice or for an employer who is not a qualified
clinical authority.

G. NAME AND ADDRESS CHANGES / REPLACEMENT CERTIFICATES

Teaching certificates are often re-issued for the following reasons:

(a) The teacher changes his/her name

(b) The teacher loses his/her certificate
Please ensure that you promptly notify the Professional Certification Unit of any change
to your name or address or if you require a replacement certificate.

In the case of a name change, complete the form “Professional Certification Name
Change”, return all certificates issued by the Professional Certification Unit that require
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the name change and send photocopies of applicable documents verifying the name
change such as marriage certificate, divorce decree, Vital Statistics Certificate of Name
Change. All teaching certificates will be re-issued in your new name. Professional
certificates not returned for a name change are subject to a replacement fee of $25.00
per certificate.

Requests for a replacement certificate(s) are subject to a duplicate/replacement fee as
set out in Manitoba Regulation 149/91. Please indicate your full name, date of birth,
PSP number or the certificate number (for identification purposes) and include the
required fee stated in Appendix A.

Replacement fee is waived for stolen certificates by completing the form Application for
Replacement Certificate(s) - Lost as a Result of a Criminal Act.

Ensure that in all communications (either verbal or written) with the Professional
Certification Unit, the name shown on the teaching certificate is the one being
used. This same name must also be used with school divisions/districts.

H. ADDITIONAL CERTIFICATES OF QUALIFICATION

Certificates are available in the following areas:
1. Special Education Teacher Certificate:
Thirty (30) credit hours of special education course work at the “500” level plus
two (2) years recognized teaching experience is required to complete the Special
Education certificates requirements. The Special Education guideline outlines
the course work and is available on the internet at
http://www.edu.gov.mb.ca/k12/profcert/certificates.html#SpecEdTeach or contact
the Professional Certification Unit.

2. Special Education Co-ordinator Certificate:
To be eligible for the Special Education Co-ordinator Certificate, a teacher must:

(a) Hold the Special Education Teacher Certificate
(b) Have completed five years of experience in two or more of the following
areas:
- Regular classroom teaching;
- Resource or special class teaching
- Approved clinical or special agency work at a professional level
such as: psychology, reading, social work, speech and hearing
or school counselling
- Consultative or supervisory experience, such as school
administrator or department head.

3. Administrator Certificate
There are two levels of administrator certificates
a) Level 1 — School Administrator (120 contact hours)
b) Level 2 — Principal (180 contact hours)


http://web2.gov.mb.ca/laws/regs/pdf/e010-149.91.pdf
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A combination of recognized professional development and approved “500” level
course work in educational administration are required for these certificates. The
School Administrator’'s guideline is available on the Internet at
http://www.edu.gov.mb.ca/k12/profcert/certificates.html#administrator or contact
the Professional Certification Unit.

l. OFFICIAL STATEMENT OF STANDING

Manitoba certified teachers applying for certification outside of the province, may be
required to obtain an official Statement of Professional Standing from Manitoba
Education, Citizenship and Youth by other jurisdictions. A majority of the jurisdictions
will also request that this statement be sent directly to their teacher certification offices
from Manitoba Education, Citizenship and Youth. The Professional Certification Unit
provides this service for an established fee as set out in Manitoba Requlation 149/91
under The Education Administration Act (Appendix A).

To request a Statement of Standing, provide the following to the Professional

Certification Unit:

(2) Fill in the electronic form “Statement of Standing Request Form” or submit a
written request including the following:

a) Your full name and PSP number

b) Your current mailing address and a phone number where you may be
reached.

c) The jurisdiction including the mailing address to which the official

statement is to be sent
2) The required fee (Appendix A)

An official Statement of Standing will be prepared and sent directly to the jurisdiction
noted in your request. A copy of the official statement and a receipt for the fee will be
sent to you.

The Statement of Qualifications letter is issued after the completion of the certification
process. It may be presented to a Manitoba employing authority for employment
purposes. This statement will not be re-issued. A formal statement of standing or
verification of class and experience can be ordered if necessary. The applicable fees

will apply (Appendix A).

J. FEES FOR SERVICES PROVIDED

Fees are charged for some of the services provided by the Professional Certification
Unit. Fees are listed in Manitoba Reqgulation 149/91 and are subject to change. See
Appendix A for the current fees.
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K. TEACHER EXCHANGE

Applications for teacher exchange can be requested from the Professional Certification

Unit at 1-800-667-2378 (within Manitoba) or on our web site:
http://www.edu.gov.mb.ca/k12/profcert/teachexchg.html

Manitoba teacher exchange opportunities are available with Australia, the United

Kingdom, the United Stats, the Federal Republic of Germany (teachers must be fluent in

German) and other Canadian provinces. Applicants must meet the following criteria to

apply:

a) Must have a minimum of five years of teaching experience in Manitoba and
must hold a valid Permanent Professional Teaching Certificate.

b) Must have permanent employment with a Manitoba School Division/District
and the applicant’s School Principal and School Division/District must support
the application for exchange.

c) Applicant should be genuinely interested in exchanging assignments and
housing and must be flexible enough to adapt to new conditions and
environments.

Teachers should only apply if they have sincere intentions about accepting a suitable
exchange. An application-processing fee is required when making an application for

exchange. (Appendix A)

L. SUSPENSION & REVIEW OF CERTIFICATES

The Minister of Education, Citizenship and Youth has the authority to revoke, suspend or
cancel any certificate issued under his/her authority. The Minister may direct the
Certificate Review Committee to investigate and report on any case in which a teacher’s
certificate is to be reviewed. A review is initiated for cause, which the Minister deems
sufficient.

M. PROVINCIAL EVALUATIONS COMMITTEE

The purpose of the committee is to hear appeals of decisions made by the Program
Director of Professional Certification Unit and by the Director or Education Administration
Services on matters pertaining to salary classification, verified teaching experience,
transfer of credits, and/or evaluations of degree, diploma or certificate programs.

N. CHANGES IN REQUIREMENTS / POLICIES

It is the responsibility of every teacher to keep abreast of certification requirements.
Amendments to the Regulations are published in the Manitoba Gazette. These
amendments and any other policy changes affecting certification are communicated to
the Manitoba Teachers’ Society and may be published in The Manitoba Teacher. Such
changes may also be published on the K-Grade 12 website at
http://www.edu.gov.mb.ca/k12 .
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CONCLUSION

Information provided to the Professional Certification Unit is treated as confidential.
Specific information will be released only upon receipt of written permission from the
teacher/clinician or by personal appearance. The inquirer must provide reasonable
identification with the request. Information will not be released over the telephone.
Photocopies of information contained within a teacher file may be released to the
teacher for a minimal fee. Official transcripts are retained in the file and will not be
returned to the applicant teacher except in the case of foreign documents, which may
not be available from the source.

This handbook and the website are offered to you as a source of assistance. Contact

the Professional Certification Unit’s office about any matter pertinent to your certification
as a teacher.
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Appendix A

FEES CHARGED FOR SERVICES PROVIDED

Effective October 2001 (Fees subject to change without notice)

Duplicate teaching certificate ... $25.00
Official Statement of Professional Standing.............ccccccvv $30.00
RECIASSIfICALION ...cceiiiiiiee e e $30.00

Registration of qualifications for Administrator’s Certificates

(LEVEIS 1 & 2) ettt e e et e e e e e e $60.00
Registration of qualifications for Clinician Certificate ............cccoooeevvivninnnnn. $60.00
Registration of qualifications for Special Education Certificate ................. $60.00
Verification of a teacher’s classification and experience...............cccvvveee. $25.00
Teacher Exchange AppPliCatioN...........coouiiiiiiiiiiiiiie e $50.00

A cheque or money order payable to the Minister of Finance will be accepted for
payment or you may use your credit card by filling in the Credit Card Service Request

Form.

A service charge of $20.00 will be imposed if a cheque is returned with

“insufficient funds”.

12
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Appendix B

Manitoba %

CLASSIFICATION EVALUATION

Note:

Class 4

Class 5

Class 6

Class 7

1.

a)

b)

a)

b)
c)

d)

a)

b)
c)

a)

All course work must be in a conferred degree or a recognized vocational teacher
education program.

30 credit hours are considered one year and 60 credit hours are considered two
years of course work.

All required years of study beyond secondary school are recognized in the first
degree

All required years of study are recognized in the Bachelor of Education degree
Additional undergraduate degrees: one step only, regardless of the number of
years in the additional undergraduate degrees.

CEGEP from Quebec. Second year of CEGEP is given one step on the salary scale.
Foreign applicants must have completed 12 years of schooling from age 6 to be
considered as having Grade 12 equivalency. For each year of deficit, one year is
subtracted from the first degree.

Secondary education plus four years of study in a degree program, including at least one
year of professional study. An undergraduate Bachelor's degree or equivalent is
required.

Three year academic degree (B.A., B.Sc., B.F.A.,) plus one year of teacher training.

Secondary education plus five years of study in a degree program, including at least one
year of professional study. An undergraduate Bachelor's degree or equivalent is
required.

Four year academic degree (B.A.(Honours), B.Sc. (Honours), B.H.Ec, B. Hum.Ec., B.F.A.
(Honours), B.Comm.) plus one year teacher education

Three year academic degree plus a second academic degree plus one year of teacher
education

Three-year academic degree plus two-year B.Ed. after-degree.

Secondary education plus six years of study in a degree or post-baccalaureate program,
including at least one year of professional study. An undergraduate Bachelor’'s degree or
equivalent is required.

Four-year academic degree + a two-year B.Ed. after-degree

Three-year academic degree + two-year B.Ed. + one year in a two-year masters
program.

Secondary education plus seven years of study in a degree or post-baccalaureate
program, including at least one year of professional study. A Masters degree or
equivalent is required.

A person holding a professional teaching certificate and a doctoral degree is placed in
this class.

Three-year academic degree + two-year B.Ed. + two-year M.Ed.

Three-year academic degree + two-year B.Ed. + one-year M.Ed. + course work in PhD

program.
Doc#223918v2
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