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I. Introduction / Glossary of Terms 
The purpose of this guideline book is to provide local educational agencies (LEAs) a 
single resource that includes all current information about Declaration of Need for 
Fully Qualified Educators (DON) requests and instructions on how to submit such 

requests via the Commission’s DON Portal.  

 

Declaration of Need for Fully Qualified Educators (DON) 

The Declaration of Need for Fully Qualified Educators (DON) is an annual form 
submitted to the Commission from employing agencies, county offices of education, 
school districts, charter schools, and non-public schools. The DON contains the 
estimated number of educators employed on emergency permits and limited 
assignment permits for the school year. It serves as a prerequisite to the issuance of 
any such permits. The DON is established by Title 5 California Code of Regulations 
§80026.  

 

CL-500 Form 

The Commission’s CL-500 form was created to allow employing agencies to meet the 
DON submission requirements. With the launch of the DON Portal, the CL-500 form 
will be replaced by the new DON online submission system.  

 

Emergency Permits 

Emergency teaching and services permits allow qualified individuals who have 
completed some or most of their credential requirements to be employed while 
completing the remaining requirements for their prospective credentials. These are 
designed to 1) fill a vacancy when no suitable, fully-qualified educator can be 
recruited, and 2) provide a pathway for prospective educators to enter the workforce 
(Education Code, §44300).  

 

Local Educational Agency (LEA) 

An LEA is a local entity involved in education including but not limited to school 
districts, county offices of education, direct-funded charter schools, and special 
education local plan area (SELPA). 

https://govt.westlaw.com/calregs/Document/I768641F34C6911EC93A8000D3A7C4BC3?viewType=FullText&listSource=Search&originationContext=Search+Result&transitionType=SearchItem&contextData=(sc.Search)&navigationPath=Search%2fv1%2fresults%2fnavigation%2fi0ad7140b00000183475a90c9e3572387%3fppcid%3d129bc57223a64ad4a541a1b6374f784d%26Nav%3dREGULATION_PUBLICVIEW%26fragmentIdentifier%3dI768641F34C6911EC93A8000D3A7C4BC3%26startIndex%3d1%26transitionType%3dSearchItem%26contextData%3d%2528sc.Default%2529%26originationContext%3dSearch%2520Result&list=REGULATION_PUBLICVIEW&rank=1&t_T1=5&t_T2=80026&t_S1=CA+ADC+s
https://govt.westlaw.com/calregs/Document/I768641F34C6911EC93A8000D3A7C4BC3?viewType=FullText&listSource=Search&originationContext=Search+Result&transitionType=SearchItem&contextData=(sc.Search)&navigationPath=Search%2fv1%2fresults%2fnavigation%2fi0ad7140b00000183475a90c9e3572387%3fppcid%3d129bc57223a64ad4a541a1b6374f784d%26Nav%3dREGULATION_PUBLICVIEW%26fragmentIdentifier%3dI768641F34C6911EC93A8000D3A7C4BC3%26startIndex%3d1%26transitionType%3dSearchItem%26contextData%3d%2528sc.Default%2529%26originationContext%3dSearch%2520Result&list=REGULATION_PUBLICVIEW&rank=1&t_T1=5&t_T2=80026&t_S1=CA+ADC+s
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II. When to Submit a DON 
 

A. Original DON Submissions 
 

The Declaration of Need (DON) is an annual document required by an employing local 
educational agency (LEA) as a prerequisite to the issuance of any emergency permit 
and/or limited assignment permit for that agency.  

The DON is established by Title 5 California Code of Regulations §80026. Regulations 
require employing agencies to provide an estimate of how many general education 
limited assignment permits, including the specific single subject(s) anticipated for 
those permits, are anticipated for the school year. In addition to general limited 
assignment teaching permits, emergency permits that require a DON are as follows:  

 Emergency CLAD/English Learner Authorization  
 Emergency Bilingual Authorization  
 Emergency Resource Specialist  
 Emergency Teacher Librarian Services  
 Emergency Transitional Kindergarten (ETK) 

These documents allow qualified individuals to be legally authorized to serve in their 
teaching assignment while they are working towards completing the credential 
requirements for the appropriate teaching credential for the educator’s assignment. 

 Provisional Internship Permits, Short-Term Staff Permits, and Waiver 
applications do not require a DON.  

A DON shall be valid for no more than twelve months and will expire on June 30th 
following its submission to the Commission. Although there is no deadline to submit 
the DON annually, applications submitted for emergency and limited assignment 
permits cannot be granted until the complete DON with supporting documentation is 
on file and entered in the Commission's computer system.  

 

 

 

 

 

https://govt.westlaw.com/calregs/Document/I768641F34C6911EC93A8000D3A7C4BC3?viewType=FullText&listSource=Search&originationContext=Search+Result&transitionType=SearchItem&contextData=(sc.Search)&navigationPath=Search%2fv1%2fresults%2fnavigation%2fi0ad7140b00000183475a90c9e3572387%3fppcid%3d129bc57223a64ad4a541a1b6374f784d%26Nav%3dREGULATION_PUBLICVIEW%26fragmentIdentifier%3dI768641F34C6911EC93A8000D3A7C4BC3%26startIndex%3d1%26transitionType%3dSearchItem%26contextData%3d%2528sc.Default%2529%26originationContext%3dSearch%2520Result&list=REGULATION_PUBLICVIEW&rank=1&t_T1=5&t_T2=80026&t_S1=CA+ADC+s
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B. Revised DON Submissions 
 

The DON shall be revised when the number of emergency permits and limited 
assignment permits needed exceeds the original estimate by ten percent. In that 
case, a new DON, along with the required supporting documentation, needs to be 
submitted to the Commission by the governing board or superintendent/administrator 
of the employing agency.  

 A new board action or public notice will be required if there are revisions. 
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III. How to Submit a DON 
 

The preferred method to submit a Declaration of Need for Fully Qualified Educators is 
electronically, via the Commission’s DON Portal located in the Organization Portal  
within the Educator Credentialing System (ECS). Organizations that do not have access 
to the Organization Portal yet may request access via the contact us form.  

A complete DON submittal should consist of the following:  

 Complete and signed DON (completed via the DON Portal) 
 All required supporting documentation (see IV. Submission Tips and Examples) 

 

A. User Access Requests 
 

Organizations may submit DONs through the Organization Portal in ECS. If not set 
up previously, a designated employee from each organization will be required to 
obtain initial authorization from the Commission to submit requests via the 
Organization Portal in the Commission’s Educator Credentialing System (ECS). 
Once authorization is approved, the granted employee can provide and maintain 
access for other delegated employees within the organization with the ability to 
submit DONs on behalf of the organization. 

 

Requesting User Administrative Access 

1. Log into the Organization Portal via the Educator Credentialing System (ECS) 
with your email address that is associated with your organization. 

 

https://ecsorganizations.ctc.ca.gov/Account/Login?ReturnUrl=%2F
https://educatortools.ctc.ca.gov/ContactUs?_gl=1*d8pq1n*_ga*MjQxMDEzMjY2LjE3MDk5Mjg5NjY.*_ga_8L1GC3E1C3*MTczOTk4NjE3My43NzguMS4xNzM5OTg5NTQ5LjAuMC4w
https://ecsorganizations.ctc.ca.gov/Account/Login?ReturnUrl=%2F
https://ecsorganizations.ctc.ca.gov/Account/Login?ReturnUrl=%2F
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2. Once you are logged in, your organization will populate. Select your 

organization and request access by clicking on the  button. Once 
your access request has been submitted, a Commission staff member will 
review it. You will be notified via email once your access has been approved or 
denied.  
 

Requesting User Access to Submit DONs  

There are two options that a grantee with user administrative access can provide 
access to delegated staff for DON submission.  

 

Option 1: The grantee can add the staff member’s user access through their 
Organization’s Security Account.  

 

1. In the Organization Portal, click on the organization you are managing user 
access for. From the organization’s account, select the Security Accounts 
tab.  

 
 

2. Select Add Account and enter the email address for the delegated staff 
member, as well as the specific permission group, which will include two 
options:  

• Declaration of Need Submitters (this group can submit DONs) 
• Declaration of Need Viewers (this group can view DONs) 
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Option 2: The delegated staff member can log into the ECS Organization Portal 
and request access to their Organization. 

 

1. The staff member must log into the Organization Portal via the Educator 
Credentialing System (ECS) with their email address that is associated with 
the organization. 
 

2. On the Home dashboard, they may then request access to their 
organization.  

 
 

3. Once access is requested, the administrator will receive an email 
notification where they can review and grant DON user access requests on 
the Security Accounts tab for their organization.    
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B. Original DON Submissions 
 

1. Log into the Organization Portal via the Educator Credentialing System (ECS) 
with your email address that is associated with your organization.   

 
 

2. In the left side navigation menu, select My Organizations. Next, select the 
organization for which you will be submitting the DON.  

 

https://ecsorganizations.ctc.ca.gov/Account/Login?ReturnUrl=%2F
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3. Select the Declaration of Needs tab. If a DON has been submitted for the 
current school year, it will display here. 

 
 

If the organization is missing a valid DON on file, the following error message 
will display: 

 

4. To submit a new DON, select the Create Declaration of Need button.
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5. Follow the prompts to complete the form. Select the year and the signatory 
organization contact. Click Next. 

 

 

6. List the number of anticipated emergency and limited assignment permits by 
clicking the Add Permit button in the appropriate section(s). 
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7. Be sure to specify the authorizations in the Authorizations for Single Subject 
Limited Assignment Permits section, if you have anticipated needs for this type 
of permit. Hit Next. 

 

 

8. Complete the remaining information, as applicable.  

 If you have received any reject letters (electronically or via postal 
mail) due to a missing DON on file for your organization, be sure to list the 
reference numbers in the appropriate box at the bottom of this page, so 
that the assigned analyst(s) can be notified once the DON has been approved. 
Reference numbers are listed on top of the reject letter, beneath the 
document type (RE: Reference Number).  
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9. Upload the required supporting documentation (as outlined under IV. 
Submission Tips and Examples) and hit Save. The Commission can accept 
documents in pdf, doc, and docx format. 

 

 

10. Once your document has been saved, the system will save a draft of your DON 
submission. You will then have the option to either further edit or submit the 
DON for approval by the signatory. By clicking the button highlighted in yellow, 
the DON (including all attachments) will be emailed to the selected signatory 
for review. No further edits can be made to the DON after it is sent to the 
signatory. The status will still appear as Draft during this stage. 

 

 

11. Once the signatory receives the email, they must review the DON and approve 
its submission to the Commission by clicking the blue Submit for CTC Staff 
Review button on the bottom of the email.   
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12. Once the DON has been successfully submitted to the Commission, the 
following confirmation will appear (only visible to the signatory). 

 

In the Organization Portal, the status of the DON will then also update from 
Draft to Submitted – Pending Approval. 

 

 

13. After the DON has been reviewed by Commission staff and it is determined that 
the DON can be accepted as is, the status in ECS will be changed from 
Submitted to Approved. 

 
 

If it is determined that additional information and/or documentation is needed 
before the DON can be approved, the status will be changed from Submitted to 
Awaiting More Information. 

 

 

14. If the DON status has been updated to Awaiting More Information, the 
signatory will receive an email notification. The submitter will have to log into 
the Organization Portal and click on the DON to review the reason for the 
reject. These details will be displayed in a red comments box at the top of the 
page. 
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The authorized submitter then has the option to make changes or upload 
additional supporting documents by clicking on the Edit button. Once all 
required modifications have been made, click on Submit for Signatory 
Approval, so that the revised DON can be emailed to and reviewed by the 
signatory. Follow Steps 11-13 until the DON has been approved by the 
Commission.  

 

 Please monitor the status of your DON in ECS after it has been submitted to the 
Commission. Only the signatory will receive an email notification if the DON is 
returned for additional information.  
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C. Revised DON Submissions 

 
1. Follow Steps 1-3 under III.A. Original DON Submissions to log into the 

Organization Portal in ECS, select the organization you would like to submit a 
revised DON for, and click on the Declaration of Needs tab. Your previously 
submitted/approved DONs will display here.  
 

2. Instead of hitting the Create Declaration of Need button, select the DON that 
is currently in place for the current school year. 

 
 

3. The DON that was previously submitted to/approved by the Commission will 
display. To submit a revised DON for the same school year, hit the purple 
Revise button in the top right corner. 

 
 

 

 

 

https://ecsorganizations.ctc.ca.gov/Account/Login?ReturnUrl=%2F
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4. Continue with Steps 5-14 under III.A. Original DON Submissions to submit your 
revised DON. Please note that a new board action or public notice showing the 
revised DON item will be required if there are revisions. 
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IV. Submission Tips and Examples 
 

Charter Schools with Multiple Sites 

Charter Schools with multiple sites have two options when submitting the DON: 

 Submit the same DON for all sites, along with the board agenda. If the same 
DON is submitted, the board agenda must show that the DON was acted upon 
for all sites. A list of these sites by name should be provided on the board 
action. A list of the sites that the DON covers may also be included in an 
attached Appendix. 
 

 Submit a separate DON for each site, along with the board agenda for each 
site.  
 

Number of Anticipated Needs 

 Base your anticipated needs on the previous year’s actual needs and 
projections of enrollment.  

 Estimated number of emergency or limited assignment permits must be at least 
1 or more.  
 

Rejected Applications 

If you have received any reject letters (electronically or via postal mail) due to a 
missing DON on file for your organization, be sure to list the reference numbers in the 
appropriate box when completing your DON. Reference numbers are listed on top of 
the reject letter, beneath the document type (RE: Reference Number). Once your 
DON has been processed, the analyst(s) assigned to these applications will be notified 
by the DON Team.  

 

Requests for Additional Information 

If additional information is required in order to process the DON following its 
submission to the Commission, an email outlining what must be submitted will be sent 
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to the local educational agency. A new board action is not required unless specified by 
the Commission.  

Signatures  

The Commission can accept wet-ink signatures or electronic signatures on supporting 
documents. Please see the list below for companies with approved digital signature 
solutions and review the examples below (CIA 23-01):  

 Adobe 
 Docusign 
 Dropbox 
 PandaDoc 
 SignNow 

 

 

https://www.ctc.ca.gov/docs/default-source/credentials/alerts/2023_alerts/cia-23-01.pdf?sfvrsn=757d21b1_5
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Supporting Documentation for Public School Districts and Charter Schools  

 Provide a copy of your board agenda from your regularly-scheduled, public 
meeting of the board, showing that the DON item was adopted/approved and 
was not part of the consent agenda. Board agenda excerpts which do not 
clearly show which item the DON was acted upon are not acceptable. To avoid 
rejections, please always provide the full board agenda (all pages).  
 

 Per Title 5 California Code of Regulations §80026, “A Declaration of Need for 
Fully Qualified Educators by a school district shall be adopted by the governing 
board in a regularly-scheduled, public meeting of the board. The entire 
Declaration of Need for Fully Qualified Educators shall be included in the board 
agenda, and shall not be adopted by the board as part of a consent calendar.” 

 

https://govt.westlaw.com/calregs/Document/I768641F34C6911EC93A8000D3A7C4BC3?viewType=FullText&listSource=Search&originationContext=Search+Result&transitionType=SearchItem&contextData=(sc.Search)&navigationPath=Search%2fv1%2fresults%2fnavigation%2fi0ad7140b00000183475a90c9e3572387%3fppcid%3d129bc57223a64ad4a541a1b6374f784d%26Nav%3dREGULATION_PUBLICVIEW%26fragmentIdentifier%3dI768641F34C6911EC93A8000D3A7C4BC3%26startIndex%3d1%26transitionType%3dSearchItem%26contextData%3d%2528sc.Default%2529%26originationContext%3dSearch%2520Result&list=REGULATION_PUBLICVIEW&rank=1&t_T1=5&t_T2=80026&t_S1=CA+ADC+s
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Supporting Documentation for County Offices of Education, State Agencies, Non-

Public Schools, and Non-Public Agencies 

 Provide a copy of your public announcement signed by the superintendent or 
administrator.  
 

 Per Title 5 California Code of Regulations §80026, “(2) A superintendent of a 
county office or the administrator of a state school or nonpublic, nonsectarian 
school or agency shall publicly announce his or her intent to adopt a 
Declaration of Need for Fully Qualified Educators at least 72 hours prior to 
adopting the Statement. The adopted Statement shall be signed by the 
superintendent or administrator.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://govt.westlaw.com/calregs/Document/I768641F34C6911EC93A8000D3A7C4BC3?viewType=FullText&listSource=Search&originationContext=Search+Result&transitionType=SearchItem&contextData=(sc.Search)&navigationPath=Search%2fv1%2fresults%2fnavigation%2fi0ad7140b00000183475a90c9e3572387%3fppcid%3d129bc57223a64ad4a541a1b6374f784d%26Nav%3dREGULATION_PUBLICVIEW%26fragmentIdentifier%3dI768641F34C6911EC93A8000D3A7C4BC3%26startIndex%3d1%26transitionType%3dSearchItem%26contextData%3d%2528sc.Default%2529%26originationContext%3dSearch%2520Result&list=REGULATION_PUBLICVIEW&rank=1&t_T1=5&t_T2=80026&t_S1=CA+ADC+s
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V. References and Contact Information 
 

 DON questions may be submitted via the contact us form on our website. 
Please be sure to select the “Declaration of Need (DON)” category from the 
drop-down menu as shown below:  

 
 

 Organization Portal (ECS): 
https://ecsorganizations.ctc.ca.gov/Account/Login?ReturnUrl=%2F 
 

 Form CL-500 (exclusively for use by LEAs awaiting access to the DON Portal):  
https://docs.ctc.ca.gov/Document/Download/30126  
 

 For more information, please also review: 
o Credential Information Alert 23-04:  

https://docs.ctc.ca.gov/Document/Download/30960 
o Credential Information Alert 23-01: 

https://docs.ctc.ca.gov/Document/Download/30958  
o Credential Information Alert 21-03: 

https://docs.ctc.ca.gov/Document/Download/30943 
o Title 5 California Code of Regulations §80026  

 

https://educatortools.ctc.ca.gov/ContactUs?_gl=1*d8pq1n*_ga*MjQxMDEzMjY2LjE3MDk5Mjg5NjY.*_ga_8L1GC3E1C3*MTczOTk4NjE3My43NzguMS4xNzM5OTg5NTQ5LjAuMC4w
https://www.ctc.ca.gov/
https://ecsorganizations.ctc.ca.gov/Account/Login?ReturnUrl=%2F
https://docs.ctc.ca.gov/Document/Download/30126
https://docs.ctc.ca.gov/Document/Download/30960
https://docs.ctc.ca.gov/Document/Download/30958
https://docs.ctc.ca.gov/Document/Download/30943
https://govt.westlaw.com/calregs/Document/I768641F34C6911EC93A8000D3A7C4BC3?viewType=FullText&listSource=Search&originationContext=Search+Result&transitionType=SearchItem&contextData=(sc.Search)&navigationPath=Search%2fv1%2fresults%2fnavigation%2fi0ad7140b00000183475a90c9e3572387%3fppcid%3d129bc57223a64ad4a541a1b6374f784d%26Nav%3dREGULATION_PUBLICVIEW%26fragmentIdentifier%3dI768641F34C6911EC93A8000D3A7C4BC3%26startIndex%3d1%26transitionType%3dSearchItem%26contextData%3d%2528sc.Default%2529%26originationContext%3dSearch%2520Result&list=REGULATION_PUBLICVIEW&rank=1&t_T1=5&t_T2=80026&t_S1=CA+ADC+s
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