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PREPARING FOR GRADUATION
	PS II
	( B.Ed. Program Check

· Form available in SPS

· Advisor will check your B.Ed. graduation requirements

	PS II or PS III

After add/drop of final semester or after Convocation

At time of each job application


	( Preparation of Employment Application Package

· Select teachers/faculty for letters of reference to a maximum of 4. 

· Request transcripts from all post-secondary schools 

· Prepare résumé (suggested 2 or 3 pages maximum) and update as needed.

· Prepare a personalized cover letter for each application mail out.  A generic cover letter is not recommended.

· Include application with each package. Items to include in application package: cover letter, resume, transcripts, PS III final report, (PS II report if available), reference letters, any additional items as outlined by the employer. Keep the package professional and formal. 

	May Booklet:            April 1 (Spring/Summer Grads)
December Booklet:   Nov. 1   (Fall Grads)
Jobseekers Application

	( Jobseeker’s List Application (Optional)
· A free service provided by SPS for B.Ed. graduates.  Basic details of your Education will be published in a booklet which is mailed to all school boards in AB, and others as requested, so that superintendents/hiring staff can contact you directly regarding employment opportunities.  New application required for each submission. (max 2) 

	Spring:                     March 1

Summer:                 August 1

Fall:                         November 1
	( Application for Graduation

· Students do not automatically receive their degree(s).  Application for graduation must be done online through The Bridge. https://www.uleth.ca/bridge/twgkwbis.P_WWWLogin

	Two months prior to final semester completion
	( Apply for Teacher Certification (Fee Required)
· Forms available online (fee required): http://www.education.gov.ab.ca/k_12/teaching/Certification/
· Submitted by the student to AB Government

	Two months prior to final semester completion
	( Apply for Salary Evaluation (TQS) (Fee Required)
· Forms available on-line from TQS at: http://www.teachers.ab.ca/For%20Members/Salary%20Benefits%20and%20Pension/TeacherQualificationsService/Pages/Index.aspx
· Request final transcript from Registrar’s Office for submission to TQS (Indicate on Transcript Request Form: “Hold for Final Results” from appropriate semester.)  TQS also requires transcripts from all other post secondary institutions you have attended.    

	Final Semester
	( Job Search

· For teaching opportunities, check bulletin board located outside of SPS office (TH421), Education Job Search web site, Education Canada and School Board web sites and here: http://www.uleth.ca/education/programs-degrees/undergraduate-studies/teacher-employment
· Most school boards post employment opportunities on their web sites.  Please look here for individual web sites in Alberta: http://education.alberta.ca/apps/schoolsdir/


Please notify the SPS office at edu.sps@uleth.ca or (403) 329-2254 if you have secured a teaching position or if you will be employed in an area other than teaching. Thank-you. Contact the Registrars Office for all other requests/forms regarding graduation and convocation OCT2010_SPS
