


An Overview of the Credential Process

w w w . n u . e d u
1 (800) NAT-UNIVFOR MORE INFORMATION

Step Three:

Before beginning any part of field experience, candidates must meet the following 

requirements:

•	 Verification	of	Basic	Skills	Assessment
•	 Verification	of	pre-requisite	credential
•	 Verification	of	a	negative	tuberculin	(TB)	examination	taken	within	the	last	four	years
•	 Verification	of	meeting	the	requirement	of	EXC	625	or	equivalent	course	of	study
•	 Completion	of	3	courses	within	the	administrative	services	program	with	a	3.0	GPA;	

“D” and “F” grades are not accepted
•	 Zero	account	balance
•	 Acknowledgement of Terms and Agreements form on file
•	 Request for Field Experience Placement form on file

In order to be eligible to begin your field experience (EDA 620B), you must meet all 

of the above requirements and turn in all documentation to your Credential Advisor 

60 days prior to the date you want to begin the field experience.  

Step Two:

In order to begin your field experience, a Credential Advisor/ Placement Specialist will 

ensure that all requirements for eligibility have been met. The Request for Field Experience 

Placement form will be submitted to a University Supervisor. You will have three months 

to a year to complete your field experience. 

When you finish all coursework and complete your field experience, you must contact a 

Credential Advisor about taking the Administrative Comprehensive Exam. This is a two- part 

exam. You will need to obtain a passing score on both the written examination and the 

oral examination.

Alternative Administrative Credential Routes

•	 The	University	Internship	route	provides	an	opportunity	for	candidates	who	have	

 been offered employment to complete their internship, while employed in an appropriate  

 position as an administrator.  This experience is a partnership between you, National   

 University, and the employer meant to support you in an environment similar to the one 

 you’ll be fully credentialed for at the end of your program.  For more information please  

 contact your local Credential Advisor.  

•	 Achieve	a	passing	score	on	the	School	Leaders	Licensure	Assessment	(SLLA)	examination

Determining 
Eligibility

Field Experience
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The following requirements are to be met before applying for your Preliminary Administrative 

Services Credential. Please take steps to complete these requirements throughout your 

program to ensure they are turned in to your Credential Advisor before you wish to exit 

the program.

•	 Verification	of	passing	the	Administrative Comprehensive Exam: written and oral segments
•	 Verification	of	three	years	experience	as	a	credentialed	person	in	schools	(experience	

must match documents held)
•	 Appropriate	pre-requisite	document:	at	the	time	of	application,	the	credential	should	

have at least one year left before expiring 
•	 Verification	of	Employment	form	(CL-777), if a job as an administrator has been secured* 
•	 3.0	GPA	with	no	“D”	or	“F”	grades
•	 Zero	account	balance

To exit the program you will meet with your Credential Advisor who will verify that you 

satisfied all of the requirements for your Preliminary Administrative Services credential by 

completing the credential exit checklist and collecting the Application for Credential 

form (CA-1).  

*The CTC will issue Certificates of Eligibility to California-trained individuals who meet all 

the requirements for the Preliminary Administrative Services credential but who cannot provide 

verification of employment in an administrative position. The Certificate will not have an 

expiration date. The Certificate verifies that the individual meets all the academic requirements to 

hold the Preliminary Administrative Services credential but should not be used for employment 

purposes as it is not a credential. The Certificate does allow the individual to actively seek

employment in an administrative position. Once employment is secured, the Certificate of 

Eligibility will be converted to the Preliminary Administrative Services credential effective the 

date of employment. The application to convert the Certificate of Eligibility to the Preliminary 

Administrative Services credential can be filed directly with the Commission by the applicant 

and employing agency. It does not need to be filed through National University.

The paperwork you complete with your Credential Advisor will be sent to the National 

University Credential Processing Department which will review and, if applicable, submit 

your recommendation to the state. The CTC will send you a notice asking that you go 

online and pay the processing fee. Once the CTC has your payment, you will be notified 

in approximately 10 days about the granting of your Preliminary Credential. The University 

will receive notification of your status directly from the CTC. Please note this time frame 

varies depending on the time of year and the number of applications received. 

In order to hold a Preliminary Administrative Services credential, you must maintain a valid 

prerequisite credential during the time in which you satisfy the requirements to clear the 

Administrative credential.  

Step Four:
Exiting

Congratulations!
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