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Instructions for Requesting a Certificate Upgrade from the Georgia 

Professional Standards Commission (GaPSC) 

1. Complete the PSC’s Certification Update Application.  This application can be 

completed through your MyPSC account OR you can complete the application and 

submit it to the HR Department for submission by the HR director (see step 7 for more 

information).  If you do not have a MyPSC account, you need to go to 

https://mypsc.gapsc.org/ to set one up. 

2. For section 3 on the application, select "Upgrade my certificate level."   

3. If you are adding a new field, you will also need to select “Add a new renewable 

certificate field.  Beside “Certificate Fields Requested”, write the name of the new field. 

4. Sign and date the application. 

5. If you have not already done so, you will need to complete a Verification of Lawful 

Presence (VLP) form for submission to the PSC.  This form must be notarized.  You will 

also need to provide a copy of your unexpired driver’s license with this form. 

6. An official transcript must be received by the PSC.  You can have the official transcript 

sent directly to the PSC OR you can have it sent to the HR Department for submission by 

the HR director (see step 7 for more information).  The official transcript must show the 

date the advanced degree was awarded. 

7. If you choose to have the HR director submit the documents on your behalf, send 

the following documents to the HR director at the central office:   the completed 

Certification Update Application, the Verification of Lawful Presence (VLP) form (if 

applicable), and an official transcript.  The official transcript must be sent by the 

college/university you attended.  Send an email to the HR director that you have 

completed a program and will be sending documents for submission to the PSC.  Note: 

All required documents must be sent to the HR director for any submissions to be 

made on your behalf. 

8. The PSC will contact you if additional information is needed.  You will need to contact 

the PSC directly if you have questions concerning any correspondence sent from the 

PSC. 

Information concerning salary increases: 

With the exception of educators who receive a certificate upgrade in the field of Educational 

Leadership, educators who receive a certificate upgrade from the PSC will move to the new level 

on the State Salary Schedule which will probably lead to a salary increase.  Pursuant to O.C.G.A. 

20-2-212, some educators holding certain advanced leadership degrees will not be paid on that 

degree level unless they are employed in a leadership position.  The GaDOE has defined 

leadership positions.  

NOTES:  

 You do not need to pay the $20.00 fee since you are employed by a school district. 

 It is each educator’s responsibility to keep their certification up to date. 

 The PSC issues certificates and determines certificate levels based on the highest 

accepted degree held by educators.  The Worth County School District makes salary 

determinations based on the certificate level on each educator’s certificate and State 

Board and GaPSC rules. 

http://www.worthschools.net/userfiles/8/my%20files/certification_update_application.pdf?id=19367
https://mypsc.gapsc.org/

