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STEPS FOR PRE-SERVICE ISSUANCE

Admits teacher 
candidate and enters 
each applicant into the 
Traditional Program 
Management System 
(TPMS)

Admission
• Satisfy 

Program 
Admission 
Assessment

• 2.5 GPA or 
higher

Claim 
enrollment 
in MyPSC 

after 
notificatio
n from EPP

Pre-Service Requirements
• Signed Pre-Service 

application
• Signed GCIC Consent 

Form
• Completion of Ethics 

assessment – Program 
Entry (350) if admitted 
after 7/1/14

• Verification of Lawful 
Presence

• Program Admission 
Assessment

EPP submits 
complete

Application 
package to the 

GaPSC via 
ExpressLane

GaPSC

EPP

TEACHER CANDIDATE 



PURPOSE

 Required for anyone participating in Student Teaching 
After 07/01/2015

 Standardize criminal background check process across 
the state for Pre-Service teachers; eliminating those not 
eligible/suited for profession

 Assists Pre-Service educators in understanding the 
Georgia Educator Code of Ethics as well has hold them 
accountable under the code



VALIDITY 

 Valid for 5 years

 Invalidated upon: 

 Program Completion 

 Withdrawal, transfer, or removal from program – Will be 

invalidated 10 days after the candidate is withdrawn in TPMS



PRE-SERVICE

Not needed if candidate:

• Holds IN4 certification

• Holds a Permit

• Holds a Waiver

• Holds professional certification

• Is completing a service or leadership field program



PRE-SERVICE

• Candidate must complete Ethics Entry 350

• Pass or exempt PAA (if in a GA program)

• Claim their program in MyPSC

***Note*** 

Pre-Service will not appear as an ExpressLane option until the 

candidate has been entered in TPMS, claimed their program, and 

completed Ethics Entry



PRE-SERVICE

• Documents 
• Pre-service Application (only accessible on gapsc.org) 

• VLP documentation
• PAA exemption (if applicable)

• Incomplete applications or background check issues may delay 

issuance 

• Upon withdrawal Pre-Service is made obsolete and must be re-

requested if re-enrolled

• If Pre-Service does not appear as an option in ExpressLane despite 

the candidate meeting criteria, contact certhelp@gapsc.com 



 Data No Match error message 

 Email mail@gapsc.com with first name, last name, date of birth,and cert.ID. Don’t 
know cert. ID? https://mypsc.gapsc.org/CertIDLookup.aspx 

 If system cannot provide cert. ID, candidate should CALL PSC at 404-
232-2500

 https://mypsc.gapsc.org/CertIDLookup.aspx

REGISTERING FOR MYPSC 

mailto:mail@gapsc.com


CLAIMING PROGRAM 



If the system does not 
recognize candidate, they 
may email mail@gapsc.com
with:

 First, last name

 Date of birth

 Student ID number

 Certification ID number

 Program provider name 

HOW TO CLAIM PROGRAM? 

mailto:mail@gapsc.com


ELIGIBILITY TO TEST 



Candidates 
enrolled in 
out-of-state 
institutions

Candidates 
enrolled in a 
Georgia 
institution



REQUESTING ELIGIBILITY 

1. Request reason for testing 

2. Select test

3. Click add

4. Confirm by typing yes and 

clicking finish

If this message shows, the 
candidate cannot register 
on GACE yet.

Once eligibility is transferred 

for the ethics assessment, 

candidate will received an 

email within 24 hours with link.

Once you have 
gone through the 
steps to request 
eligibility, scroll to 
the bottom of your 
assessment page. 





Most updated version 
April 2015

Must be signed 
and dated within 
90 days of 
submission

Consent 
statement 
allows us to run 
GCIC 
background 
check on 
candidate 

Signature must be 
physical. No 
electronic signatures. 





Only 1 option must 
be checked

Do not date to future date 

No electronic signature 



COMPLETING THE NOTARIZED AFFIDAVIT 

Different citizenship statuses require different forms of identification, as follows.
PLEASE NOTE: you cannot qualify for multiple citizenship statuses at the same time.

1.If you are a U.S. citizen, you must initial/select (1) only on the Affidavit AND submit a copy (front and back) of any 
ONE of the following:

1. An unexpired driver’s license issued by a U.S. state, D.C., or certain U.S. territories
2. An unexpired United States passport or passport card
3. An unexpired United States military identification card
4. Any document listed here:

http://www.gapsc.com/certification/downloads/SecureVerifiableDocuments.pdf

2.If you are a legal permanent resident of the U.S., you must initial/select (2) only on the Affidavit AND submit a 
copy of:

1. An unexpired United States Permanent Resident Card (front and back)

3.If you are a qualified alien or non-immigrant under the Federal Immigration and Nationality Act, you must initial/select 
(3) only on the Affidavit, enter your alien number AND submit a copy (front and back) of ONE of the following:

1. An unexpired work authorization card
2. I-94 documentation reflecting the I-94 number and expiration date AND a valid foreign passport
3. A valid Certificate of Eligibility reflecting your SEVIS number AND a valid foreign passport

http://www.gapsc.com/certification/downloads/SecureVerifiableDocuments.pdf


ACCEPTABLE SECURE AND 

VERIFIABLE DOCUMENTS : 

https://www.gapsc.com/certification/downloads/SecureVerifiableDocuments.pdf

A Copy of the Secure and Verifiable 
Document Must be Submitted With the  
Verification of Lawful Presence Affidavit 

https://www.gapsc.com/certification/downloads/SecureVerifiableDocuments.pdf


SUGGESTED SUBMISSION DEADLINES 

Note

If a candidate has answered “yes” to a 

personal affirmation (ethics) question, 

submit as soon as possible

Field Experience Apply By:
Fall Semester Prior to 3/15/XX

Spring Semester Prior to 9/15/XX

Summer Semester Prior to 1/15/XX



TPMS 



EXPRESSLANE



Pre-Service option is offered in Expresslane ONLY 

if the candidate: 

 is in TPMS

has claimed their enrollment 

has taken the Ethics entry assessment

has admissions GPA listed (Min. 2.5) 

 is not currently certified, and has never held 

full certification



CHECKING STATUS OF PRE-SERVICE

CHECK CASE 
DESCRIPTION! 



CHECKING STATUS OF PRE-SERVICE

If case shows holding and no information on quick lookup, please contact us at certhelp@gapsc.com.



Melina.ljuljanovic@gapsc.com

Certification Project Manager 
404-232-2627 Paul.Phillips@gapsc.com

Investigator 
404-232-2634 

mailto:Melina.ljuljanovic@gapsc.com
mailto:Paul.Phillips@gapsc.com

