
 

Revised 04/09/2008 
 

Graduate Licensure Program Checklist 

Monthly MAT Information Meetings are held. For upcoming dates please visit: 

http://coe.memphis.edu/icl/graduate-advisor.htm or call 678-2377. 

If you have missed the deadline for MAT admissions to be degree seeking you must start the program as non-

degree seeking and then apply for degree seeking status by the deadline before you have completed more than 

12 hours.  To become a non-degree seeking graduate student please complete the following:  

_____ 1.) Complete Graduate Admissions requirements: 

a. Submit the Admissions Application found at: 

http://academics.memphis.edu/gradschool/forms1.html. 

 Do not enter any information in the degree seeking section of the application; fill in the non-

degree seeking section. 

b. Submit the Non-Degree Agreement form found at the previous web address. 

c. Submit official transcripts to Graduate Admissions in 101 Wilder Tower. 
 

_____ 2.) You will be notified by mail from Graduate Admissions once you have been admitted. 
 

_____ 3.) Call 678-8888 to activate your University email account when you are by a computer. The user name 
and password for your email is the same for SPECTRUM, the registration system.  

 
_____ 4.) Log on the SPECRUM and register for Level 1 courses from the Self Managed Advising Sheet after 

registration opens. 
 
_____ 5.) Non-degree seeking students must get cleared by Stormey Warren to receive financial aid. Please 

contact her at shutsell@memphis.edu after you register. Your FAFSA and all other paperwork must be 
on file in the Financial Aid office before this point. You can contact the Financial Aid office at 678-4825. 

 
_____ 6.) Apply to TEP by the deadline during your first semester of courses. Please refer to the TEP application 

for more information on the application process.  
a. http://coe.memphis.edu/pdf/Graduate-TEP-Application.pdf   
b. TEP deadlines: January 31st for Spring  / September 15th for Fall                                                                                  
c. You do not have to already be degree seeking to apply to TEP. It is important to get admitted to 

TEP during your first semester. 
 

If you plan to switch to degree seeking you must apply to do so before you have completed more 
than 12 hours. 

 
Masters of Arts in Teaching 

Departmental Deadlines for MAT Degree Seeking Applications: 
April 1 for Summer and Fall ς October 1 for Spring 

 
To apply for degree seeking status in the MAT program please complete the following by the departmental 
deadline listed above: 
 
_____1.) Take all sections of the Praxis I PPST. The test is offered Monday ςSaturday at the Testing Center, call 

678-1457 to schedule the test. Send test scores to Institution Codes: 1459 and 8190. 

http://coe.memphis.edu/icl/graduate-advisor.htm
http://academics.memphis.edu/gradschool/forms1.html
mailto:shutsell@memphis.edu
http://coe.memphis.edu/pdf/Graduate-TEP-Application.pdf


 

Revised 04/09/2008 
 

 
_____2.) Take the Praxis II Content Knowledge Exam required for your licensure area. Please refer to 

http://coe.memphis.edu/PRAXIS.htm to verify what exam you should take. This exam is only offered 7 
times a year. You must visit www.ets.org to view test dates and register for a test. Please send test 
scores to Institution Codes: 1459 and 8190. Include your social with the registration and scoring 
information.  

 

_____3.) Complete Graduate Admissions requirements: 
a. Submit the application found at: http://academics.memphis.edu/gradschool/forms1.html. 

Fill in the degree seeking section with the following information: 
Degree: Masters of Arts in Teaching 
Department: Instruction and Curriculum Leadership 
Major: Instruction and Curriculum Leadership 
Concentration: select either: Early Childhood, Elementary, Middle School, Secondary, or 
Special Education. 

b. Submit official transcripts from all institutions you have attended to Graduate Admissions in 101 
Wilder Tower.  

 

You may contact Graduate Admissions at 678-2911 to verify that they have received everything needed to 
continue processing your application. Once Graduate Admissions has received the above mentioned 
requirements they will process your application and send it electronically to the department for review. At 
that time the department will make sure you have met the departmental admissions requirements by the 
deadline.  

 
_____4.) Meet all ICL Departmental MAT admissions requirements: 

a. Submit the ICL Departmental MAT application, it can be found at the following website: 
http://coe.memphis.edu/icl/pdf/MAT-application.pdf  

b. Submit 2 letters of Recommendation on letterhead from any professional that is knowledgeable 
of your academic abilities or experience with children. 

c. Submit these requirements to 202 Ball Hall Memphis, TN 38152. 
d. Pass all sections of the Praxis I PPST and Praxis II Content Knowledge and have official scores on 

file at the University of Memphis.  
 

If you have met all of the requirements listed above by the departmental deadline your file will be 
reviewed and you will be notified by mail from Graduate Admissions of your admissions status. 
Admission to the MAT program is not the same as admission to the TEP program. 

 
_____5.) Once you have been admitted, call 678-8888 to activate your University email account when you are by 

a computer. The user name and password for your email is the same for SPECTRUM, the registration 

system.  

 

_____6.) Once registration opens you can log on to SPECRUM and register for Level 1 courses from the Self 

Managed Advising Sheet. 

 

_____7.) Apply to TEP by the deadline during your first semester of courses. Please refer to the TEP application 
for more information on the application process.    http://coe.memphis.edu/pdf/Graduate-TEP-
Application.pdf -TEP application    

a. TEP deadlines: January 31st for Spring  / September 15th for Fall                                                                                        
 

http://coe.memphis.edu/PRAXIS.htm
http://www.ets.org/
http://academics.memphis.edu/gradschool/forms1.html
http://coe.memphis.edu/icl/pdf/MAT-application.pdf
http://coe.memphis.edu/pdf/Graduate-TEP-Application.pdf
http://coe.memphis.edu/pdf/Graduate-TEP-Application.pdf
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_____8.) Apply to student teach by the deadline of your last semester of Level 1 and 2 coursework.  

a. All Level 1 and Level 2 courses must be completed before you will be approved to student teach. 

The deadlines are early so be informed. 

b. Information about student teaching can be found at: http://coe.memphis.edu/student-

teaching.htm.  

 

_____9.) Take all additional Praxis II Licensure Exams that are required for your licensure area. 

 

_____10.) Once you have completed all course requirements submit all of the required documents for graduation 

by the deadlines. You may go to the following site to view graduation requirements and deadlines: 

http://academics.memphis.edu/gradschool/graduation.html.  

 

_____11.) Contact Mary Lanier, the Licensing Coordinator to inquire about how to apply for your teaching license 

at mlanier@memphis.edu.  

Important Notes: 

 If you do not apply to TEP and get admitted you can not move on to level 2 courses. You will have to sit 
out until you have been admitted. 

 You must maintain a 3.0 GPA to remain in the TEP and MAT programs. 

 ¸ƻǳ ŀǊŜ ŀƭƭƻǿŜŘ ǘƻ ƎǊŀŘǳŀǘŜ ǿƛǘƘ ǘǿƻ /ΩǎΣ ȅƻǳ ŀǊŜ ƻƴƭȅ ŀƭƭowed to repeat two courses but you can only 
repeat a course one time. 

 If you are hired as a full time teacher while you are in the program you may waive your student teaching. 
You must teach for 2 years with a public school on an alternative license or for 3 years with a private 
school. Once you have completed your years of experience you will need to complete the ά9ȄǇŜǊƛŜƴŎŜ ƛƴ 
[ƛŜǳ ƻŦ {ǘǳŘŜƴǘ ¢ŜŀŎƘƛƴƎ !ǇǇƭƛŎŀǘƛƻƴέ. All Praxis II exams must be completed and passed at that point. 
You can learn more about this at: http://coe.memphis.edu/pdf/InLieuOfStudentTeaching.pdf or you may 
contact Mary Lanier at mlanier@memphis.edu.  

 To prepare for graduation please refer to the following website for required documents and deadlines: 
http://academics.memphis.edu/gradschool/graduation.html. If you miss these deadlines you will not be 
able to graduate. 

 The student is responsible for checking the various deadlines throughout his/her program of studies. 

 Students should contact the ICL Graduate Advisor if they have questions regarding professional and 

academic requirements. However, please keep in mind that this program is self-managed, all of the 

information you need is on the web, know what the requirements and deadlines are throughout your 

program of study. Kim Enfield, the ICL Graduate Advisor is located in 202 Ball Hall and can be reached at 

678-5915 or kamccnnl@memphis.edu should you need assistance. 

http://coe.memphis.edu/student-teaching.htm
http://coe.memphis.edu/student-teaching.htm
http://academics.memphis.edu/gradschool/graduation.html
mailto:mlanier@memphis.edu
http://coe.memphis.edu/pdf/InLieuOfStudentTeaching.pdf
mailto:mlanier@memphis.edu
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