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[bookmark: _Toc4309]District Search Features 
There are several district search options to look up educators in ELAR. First, you may search for educators by clicking the District tab on the top navigation and then clicking on Person Search under the Search section. You may search by the educator’s MEPID, last four of their SSN, their Date of Birth, or by their License Number.  
 
 

In addition to the general person search, you may conduct a bulk search for Educator Information for multiple educators at once to get a list of the licensure statuses and active applications for all educators searched. Click on the Educator Information, where there will be a search field to enter Educator MEPIDs. You may enter multiple MEPIDs at once separated by commas, and then you may click on the Search button. The results will display below the search field.  
 

[bookmark: _Toc4310]Starting, Submitting, and Expediting a District Waiver Application 
Once you are logged into your account, you will need to search for the educator for whom would like to start a district waiver application. You may search for educators by clicking the District tab on the top navigation and then clicking on Person Search under the Search section. You may search by the educator’s MEPID, last four of their SSN, their Date of Birth, or by their License Number.  
 
 	 

Once you find the educator, click on their name, and then you will be taken to their profile. Once you are in their profile, you will then need to click on the Applications link in the left-hand navigation menu. Note: to start a district waiver for an educator, the educator must have already submitted a licensure application for the specific type of license you are requesting the waiver for.  
After you have clicked on the Applications link, you will then need to start a new application by clicking on the +New button at the top of the Applications page.  
 
 

Once you have clicked on the +New button, you will then have a dropdown menu to choose the license that you would like to request a waiver for and the district. The only credential(s) that will appear in the dropdown menu is the one(s) for which the educator has already applied. Select the credential an district in the dropdown menus, and then click the Next button. 
 
 	 
Clicking the next button will immediately create the District Waiver application, and you will be taken to the overview screen of the application. Within the overview screen, you will see any licenses the educator holds, and all applications open for the educator. To complete the Waiver application, you will need to click on the specific Elements of the application either on the left-side navigation under Elements, or in the middle section of the screen under the Requirements section of the application.  
 
 

To add attachment(s) to an element, click on the Choose File button under the Attachments section of the element. After you have uploaded a document, you may then click the +Add button, which will attach the document to the element. You may add multiple documents to a single element, and you may add attachments to elements even after you have confirmed the element, but not after the application has already been submitted and is Ready for Review. 
Some elements may also require a PIN signature. Make sure you check the confirmation box for elements before clicking Save & Continue. You must insert the PIN for the user (click on the Forgot your PIN link next to the Sign button to see the user’s PIN), and then click Sign before you will be able to confirm the element. Once the element is confirmed, you may click Save & Continue and move to the next element (if applicable).  
 

Each element will have a green check next to it if that element is confirmed (or signed and confirmed). Once all elements are ready for submission, you may go to the Application Summary. You will automatically go to the summary after clicking Save & Continue on the last element of the application, or by clicking the Summary link in the left-hand navigation of the application.   
In the application Summary, click the button that says, Mark as Ready for Submittal.    
 

Once you have marked the District Waiver application as ready for submittal, you will be taken to the submission page. Click the box next to the District Waiver application, and then click on Proceed to Submit. This will submit the application for review. 
 
 

 	 

As a District Admin user, after an application is submitted, you may also flag the application to be expedited. Go back to the submitted application, and then click on the Overview link for the application. When you are in the overview of the Submitted application, you may click on the button Expedite Application. Clicking this will flag the application to be expedited.  
 

Note: The expedited flag will remain regardless of changes in status to the application, such as Pending, or if the application is resubmitted if more information is needed. The only way to unexpedite the application is to click the button again.  
[bookmark: _Toc4311]Creating and Submitting an Educator Review 
An educator review is a direct way within ELAR for districts to report and document allegations of educator misconduct to the Office of Professional Practices Investigations. Educator reviews may be created manually by a District Administrator. When an educator review is created, the educator is essentially considered “under review.”   
A new review may be manually created for an educator by going to the educator’s profile, clicking on Reviews, and then clicking on the +New button.  
 
 

Reviews have several sections, including the educator’s Demographic Information, Reviewee 
Information, comments, supporting documents, and Investigation Information, if needed. As a District Administrator, the Reviewee Information has the most fields to complete regarding the reasoning behind the review. Select the appropriate options from the dropdown menu. 
 

If you would like to save your work on the review but are not ready to submit it, simply click the Save button at the bottom of the review page, which will save your progress at any time. Once you are ready to submit the review, you must sign using your PIN, then click on Save & Submit. The option to save and submit will only be available after the review is PIN/signed. Keep in mind that before submitting a review to OPPI within ELAR, the Commissioner's Office must first be notified of the allegations against the educator. 
Once a review is manually created and then saved and submitted, OPPI Legal staff will assess the review. 
Note: if the review was created in error, then you may also click on the Delete button at the bottom of the review page before the review is submitted.  
 




image5.png




image6.jpg
SEARCH
Person Search
Educator Information

Application Search \

ADMIN

Imports

Educator Information Search

Educator MEPIDS:

55726060, 51631885

rch





image7.png




image8.jpeg
SEARCH
Person Search
Educator Information

Application Search \

ADMIN

Imports

Educator Information Search

Educator MEPIDS:

55726060, 51631885

rch





image9.png




image10.jpg
Applications

Test Account

APPLICATION STATUS CREATED DATE SUBMITTED DATE
) Academic Teacher Ready for Review 1/23/2024 1/23/2024
Profile Academic: Teacher, Biology, 9-12, Provisional
Provisional

LICENSES

Licenses

GENERAL




image11.png




image12.jpeg
Applications

Test Account

APPLICATION STATUS CREATED DATE SUBMITTED DATE
) Academic Teacher Ready for Review 1/23/2024 1/23/2024
Profile Academic: Teacher, Biology, 9-12, Provisional
Provisional

LICENSES

Licenses

GENERAL




image13.png




image14.jpg
Applications

Please select a request type below to begin the process of an application. The system will ask a few clarifying questions where applicable to help guide to the right application.

Select a credential to request a waiver for on behalf of this person

Academic: Teacher, Chemistry, 8-12. Initial < —— >

Select the district this waiver will apply to

Abington <f— v
- O





image15.png




image16.jpeg
Applications

Please select a request type below to begin the process of an application. The system will ask a few clarifying questions where applicable to help guide to the right application.

Select a credential to request a waiver for on behalf of this person

Academic: Teacher, Chemistry, 8-12. Initial < —— >

Select the district this waiver will apply to

Abington <f— v
- O





image16.png




image17.jpg
@ Application Summary

[ This application will allow a district to request a waiver on behalf of an educator. Please confirm the elements in the application.
You may view each element by clicking on the element links underneath the Requirements section in the application overview or in

District Waiver the left-hand navigation of the application.
e

o ffc o Gt s (OB e i iy 30 <t e 15 o e oo et s3kahion, e OL s 14 g 103 i skt s 1t st

B L R ——
2 il
View Requirements  #= Requirements
EmEnT SUBMISSION STATUS SUBMITTED BY REVIEW STATUS

Overview Degiee o Applcant

ional Materal o DistictUser
ELEMENTS /’ T o District User
Degree O

Promotional Material O+ dictes a requied element

Summary.

ot




image18.png




image19.jpeg
@ Application Summary

[ This application will allow a district to request a waiver on behalf of an educator. Please confirm the elements in the application.
You may view each element by clicking on the element links underneath the Requirements section in the application overview or in

District Waiver the left-hand navigation of the application.
e

o ffc o Gt s (OB e i iy 30 <t e 15 o e oo et s3kahion, e OL s 14 g 103 i skt s 1t st

B L R ——
2 il
View Requirements  #= Requirements
EmEnT SUBMISSION STATUS SUBMITTED BY REVIEW STATUS

Overview Degiee o Applcant

ional Materal o DistictUser
ELEMENTS /’ T o District User
Degree O

Promotional Material O+ dictes a requied element

Summary.

ot




image20.png




image21.jpg
Account Test (58775303)

Distict Waiver

]

Overview

ELEMENTS

Summary

APPLICANT

View User Profile

Districts applyingfor 3 hardship waiver may do 50 beginning on Apr
enure. In geneal however, DESE expects th following to sty tht s good-fath efortwas made:

5t o esch year (hough the actus! priod ofthe waiver i July 1 - June 30th). Detailed drections for applying for 3 waiver an be found a

- Extemal o posting viewsble t the public for s et 2 ek (bagiing Sfter Sy 1o 1o mare than E-manthsfrom waier request date.Fo i 2021/22 choolyesr,our Offce il a2 Sccept n ntemal posting which s posted for st eset
1 week somete withinthe sx monthspreceding your waier request A nteral posting wil oy b appicable when the educaor was employed i the districtin 2020-21 and determined that experience with the itict remote and hybrid
learing implementtion in 2020-21 s  necesary quaificaion fr  speific poiton dring the 2021-22 schoolyear . Examples of el postings: copy of amail wich ncudes the posig, sent t all staff members of »dtrict and/or  posting

only sccesile o the districts ntranet.

+ Ut of al censed individuals who applied
+ Reszonsatonsle thoss indiduslswre not hved.ratonale must adres wht knowledge. <l o abiity th icensed candicate s lacking
+ Explanaton o why unicensed ndividual s qualfed forthe role

. Parsons employed under harcenip waers st emenstrate tha they are making continucus pogress award e

ing th raquirements for censure i th fikd i whichthey are employed n arder for an adftonsl

iver o be granted sfercne

yea.
Attachments

nawe oescreTION e CREATED 8Y  CREATED ON CONFIDENTIALLEVEL

DESE Logo rsb saureang Jobposing Woiver Document oy 222000 o

2 0212212024 0404 P01

ot Admirotr @ —

£L48 20 Dt
sington

Element Confirmation

confim that 2 good fith effrtwas made tofil th posiion for whichthe waiver has been requeste.

L T ——— Technical Support




image22.png




image23.jpeg
Account Test (58775303)

Distict Waiver

]

Overview

ELEMENTS

Summary

APPLICANT

View User Profile

Districts applyingfor 3 hardship waiver may do 50 beginning on Apr
enure. In geneal however, DESE expects th following to sty tht s good-fath efortwas made:

5t o esch year (hough the actus! priod ofthe waiver i July 1 - June 30th). Detailed drections for applying for 3 waiver an be found a

- Extemal o posting viewsble t the public for s et 2 ek (bagiing Sfter Sy 1o 1o mare than E-manthsfrom waier request date.Fo i 2021/22 choolyesr,our Offce il a2 Sccept n ntemal posting which s posted for st eset
1 week somete withinthe sx monthspreceding your waier request A nteral posting wil oy b appicable when the educaor was employed i the districtin 2020-21 and determined that experience with the itict remote and hybrid
learing implementtion in 2020-21 s  necesary quaificaion fr  speific poiton dring the 2021-22 schoolyear . Examples of el postings: copy of amail wich ncudes the posig, sent t all staff members of »dtrict and/or  posting

only sccesile o the districts ntranet.

+ Ut of al censed individuals who applied
+ Reszonsatonsle thoss indiduslswre not hved.ratonale must adres wht knowledge. <l o abiity th icensed candicate s lacking
+ Explanaton o why unicensed ndividual s qualfed forthe role

. Parsons employed under harcenip waers st emenstrate tha they are making continucus pogress award e

ing th raquirements for censure i th fikd i whichthey are employed n arder for an adftonsl

iver o be granted sfercne

yea.
Attachments

nawe oescreTION e CREATED 8Y  CREATED ON CONFIDENTIALLEVEL

DESE Logo rsb saureang Jobposing Woiver Document oy 222000 o

2 0212212024 0404 P01

ot Admirotr @ —

£L48 20 Dt
sington

Element Confirmation

confim that 2 good fith effrtwas made tofil th posiion for whichthe waiver has been requeste.

L T ——— Technical Support




image24.png




image25.jpg
° Application Summary

Account Test (SBT75303) This application wil alow a isrict 0 requesta waiver on behlf of an educator

£=Requirements
Disrict Waiver

ELEMENT SUBMISSION STATUS SUBMITTED BY REVIEW STATUS
e Good Fsth Effort E) Oistric User

*indicates  rquired slement

Overview

ELEMENTS

Good Faith Effort

APPLICANT

View User Profile




image26.png




image27.jpeg
° Application Summary

Account Test (SBT75303) This application wil alow a isrict 0 requesta waiver on behlf of an educator

£=Requirements
Disrict Waiver

ELEMENT SUBMISSION STATUS SUBMITTED BY REVIEW STATUS
e Good Fsth Effort E) Oistric User

*indicates  rquired slement

Overview

ELEMENTS

Good Faith Effort

APPLICANT

View User Profile




image28.png




image29.jpg
Miss ally Teacher
-

Profile

LICENSES
Applications.
Licenses

GENERAL
POP Audits

EDUCATION

Ehiation HistoRy

Applications Ready For Submittal

Selectthe applicationts) you'd ke to continue the submission process foror clck tart another application

® You have alimited view of thisindvidual' crt and can only submit appiiations tht belong to your disrict.

APPLICATION LICENSE status. CREATED DATE

Distict Waiver - Waiver Request Academic Teacher, Eary Childhood, Prek-2, Iniial Ready For Submission osyov2024

— /

This s the calculation of all fees associated o the selected appications above.
DESCRIPTION AMOUNT

Involce Subtotal 000




image30.png




image31.jpeg
Miss ally Teacher
-

Profile

LICENSES
Applications.
Licenses

GENERAL
POP Audits

EDUCATION

Ehiation HistoRy

Applications Ready For Submittal

Selectthe applicationts) you'd ke to continue the submission process foror clck tart another application

® You have alimited view of thisindvidual' crt and can only submit appiiations tht belong to your disrict.

APPLICATION LICENSE status. CREATED DATE

Distict Waiver - Waiver Request Academic Teacher, Eary Childhood, Prek-2, Iniial Ready For Submission osyov2024

— /

This s the calculation of all fees associated o the selected appications above.
DESCRIPTION AMOUNT

Involce Subtotal 000




image32.png




image33.jpg
Miss Sally Teacher
-

=

Academic: Teacher, Early
Chidhood, prek-2, il

View Requirements

| s
ELEMENTS
Promotional Material O

« This appiication was submitted on 05/01/2024
« This invoice was paid in full on 05/01/2024 01:20 PM

This application will allow a district to request a waiver on behalf of an educator. Please confirm the elements in the application. You
may view each element by clicking on the element links underneath the Requirements section in the application overview or in the
left-hand navigation of the application.

T Oficof ducto s (OEL) i comit o prcidng iy 3 corte svices o 4 sakeholr 1 h s f 8 ot s, OEL s the ht 0 5mend e skt o S ht Sestors sy
R —

O Licenses

P [ eee: EE -




image34.png




image35.jpeg
Miss Sally Teacher
-

=

Academic: Teacher, Early
Chidhood, prek-2, il

View Requirements

| s
ELEMENTS
Promotional Material O

« This appiication was submitted on 05/01/2024
« This invoice was paid in full on 05/01/2024 01:20 PM

This application will allow a district to request a waiver on behalf of an educator. Please confirm the elements in the application. You
may view each element by clicking on the element links underneath the Requirements section in the application overview or in the
left-hand navigation of the application.

T Oficof ducto s (OEL) i comit o prcidng iy 3 corte svices o 4 sakeholr 1 h s f 8 ot s, OEL s the ht 0 5mend e skt o S ht Sestors sy
R —

O Licenses

P [ eee: EE -




image36.png




image37.jpg
Reviews
Q S

Test Account
© Search
Frofile Complaint Status Review No. (cg. 12345678)
All Statuses
LICENSES
Applications
4 Clear
Licenses
GENERAL
Experience
PDP Audits Show| 10 | records
EDUCATION NAME 1 REVIEW NO. MEPID STATUS PHASE I
Education History No data available in table

Out of State License
Showing 0 to 0 of 0 entries

LEGAL

| Reviews 4=




image38.png




image39.jpeg
Reviews
Q S

Test Account
© Search
Frofile Complaint Status Review No. (cg. 12345678)
All Statuses
LICENSES
Applications
4 Clear
Licenses
GENERAL
Experience
PDP Audits Show| 10 | records
EDUCATION NAME 1 REVIEW NO. MEPID STATUS PHASE I
Education History No data available in table

Out of State License
Showing 0 to 0 of 0 entries

LEGAL

| Reviews 4=




image40.png




image41.jpg
Add Review

le=tCEISS03) DEMOGRAPHIC INFORMATION
MEPID 58775303 License Number
Name Account Test Phone Numbers
Email (Primary) atest363
Email (Secondary) testtest@massgow

REVIEWEE INFORMATION

District School Role
Abington Abington Middle School Deputy/Associate/Vice-/Assistant Principal
Incident Date Local Discipline
04/01/2024 @ Dismissal/Termination
Y Rl "
Narrative/Summary Local Discipline Description
cense

B I U s &

B I U s | &

Text here Text here





image42.png




image43.jpeg
Add Review

le=tCEISS03) DEMOGRAPHIC INFORMATION
MEPID 58775303 License Number
Name Account Test Phone Numbers
Email (Primary) atest363
Email (Secondary) testtest@massgow

REVIEWEE INFORMATION

District School Role
Abington Abington Middle School Deputy/Associate/Vice-/Assistant Principal
Incident Date Local Discipline
04/01/2024 @ Dismissal/Termination
Y Rl "
Narrative/Summary Local Discipline Description
cense

B I U s &

B I U s | &

Text here Text here





image44.png




image45.jpg
INVESTIGATION INFORMATION

Status

Select an Investigation Status

Closed Notes

Description
B /I U 58 | & = | A, B /I U § & A
Signature:
By clicking on the Sign & Submit button,ljam verifying that the Commissioner's Office has been notified of the allegations against this educator per code and is now being referred to OPPI for their ssessment.
2 02/21/2024 07:58 PM GMT
simmy Smith

€ Cancel, Back to List /





image46.png




image47.jpeg
INVESTIGATION INFORMATION

Status

Select an Investigation Status

Closed Notes

Description
B /I U 58 | & = | A, B /I U § & A
Signature:
By clicking on the Sign & Submit button,ljam verifying that the Commissioner's Office has been notified of the allegations against this educator per code and is now being referred to OPPI for their ssessment.
2 02/21/2024 07:58 PM GMT
simmy Smith

€ Cancel, Back to List /





image1.png




image2.jpg
SEARCH Person Search

' Person Search

Educator Information wero — - e Number

Application Search mm/dd/yyyy o

Show 10 records Filter

EDUCATOR 1 o8 EMAILL

No data available in table

Showing 0 t0 0 of 0 entries. p




image3.png




image4.jpeg
SEARCH Person Search

' Person Search

Educator Information wero — - e Number

Application Search mm/dd/yyyy o

Show 10 records Filter

EDUCATOR 1 o8 EMAILL

No data available in table

Showing 0 t0 0 of 0 entries. p




image48.png
MASSACHUSETTS
Department of Elementary
and Secondary Education




image49.png
ELAR

Educator Licensure and Renewal




