
ACA (Annual Career Authorization) Basics 

Q: What is an Annual Career Authorization (ACA)? 

A: An ACA is a state-issued authorization that allows an individual without a teaching 

certificate to teach in a state-approved CTE program or grades 6-12 non-CTE career 

pathway program if they meet specific recent and relevant experience requirements. 

Q: How many times can an ACA be renewed? Is it total or per district? 

A: The school district may apply no more than 9 times for renewal. (Mich. Admin. Code 

R.390.1165)

Q: What is MDE’s long-term expectation for ACA holders? 

A: To obtain a Standard Teaching Certificate through an approved CTE educator preparation 

program, the teacher must enroll in an educator preparation program to take coursework 

while the teacher is working under an ACA. The ACA is not a permanent credential. The 

employing district, not the individual teacher, applies for the ACA and is issued the 

credential through the Michigan Online Educator Certification System (MOECS). The ACA is 

not portable.  If a teacher changes districts, the new employing district must apply for a 

new ACA on their behalf. In contrast, a Standard Teaching Certificate is issued directly to 

the teacher, belongs to the teacher, and is portable from district to district. 

The school district may apply no more than 9 times for renewal of an ACA. (Mich. Admin. 

Code R.390.1165). 

Maintaining recent and relevant industry experience is strongly recommended, even if 

those hours are not strictly required for ACA renewal. Maintaining industry hours is 

important because: 

• Educator preparation programs may have institutional requirements and may

require industry hours when recommending candidates for a Standard Teaching

Certificate.

https://www.michigan.gov/mde/-/media/Project/Websites/mde/CTE/app-guidelines/CTE_Recent_and_Relevant_Experience_657064_7.pdf?rev=bffa5f443ca140b0897d29069fe1b19e&hash=4C4C0CDF36AB2C75DC1277F8F36D6B3A


 

• If a teacher changes districts, the hours can help ensure a smooth ACA 

reapplication process. 

• Without sufficient industry experience, teachers may have fewer options for 

educator preparation programs and could face delays in certification. 

Maintaining documented, up-to-date industry experience keeps future career pathways 

open, supports certification eligibility, and reduces barriers if a teacher moves between 

districts. 

 

Experience Hour Requirements 

Q: What counts toward the 4,000-hour requirement? 

A: The 4,000 hours may be earned entirely from business or industry work directly related 

to the CTE program area, or from a combination of approved experience categories.  See 

CTE Recent and Relevant Experience Requirements. 

Q: Does a teacher still need 1,000 hours of industry experience if they have been 

teaching under an ACA? 

A: The 4,000 hours may be met entirely with teaching under an ACA in a state-approved 

CTE program.  However, maintaining recent and relevant industry experience is strongly 

recommended by MDE, even though those hours are not strictly required for ACA renewal. 

Maintaining industry hours is important because: 

• Educator preparation programs may have institutional requirements and may 

require industry hours when recommending candidates for a Standard Teaching 

Certificate. 

• If a teacher changes districts, the hours can help ensure a smooth ACA 

reapplication process. 

https://www.michigan.gov/mde/-/media/Project/Websites/mde/CTE/app-guidelines/CTE_Recent_and_Relevant_Experience_657064_7.pdf


 

• Without sufficient industry experience, teachers may have fewer options for 

educator preparation programs and could face delays in certification. 

Maintaining documented, up-to-date industry experience keeps future career pathways 

open, supports certification eligibility, and reduces barriers if a teacher moves between 

districts. 

Q: Can teaching experience from another district count toward the 4,000 hours? 

A: Yes, hours accumulated while teaching under an ACA while employed at any Michigan 

district in a state-approved CTE program may be used to renew an ACA if all five conditions 

below are met annually under an annual career authorization or renewal: 

1. The teacher has accumulated at least 4,000 hours from one or more of the following 

(Mich. Admin. Code R.390.1161): 

o Teaching experience in a state-approved CTE program under an ACA. 

o Industry experience directly related to the CTE program area. 

o Hours may come entirely from teaching, entirely from industry, or a 

combination of both. 

2. The teacher has received CTE program-specific professional development. 

(Strengthening Career and Technical Education for the 21st Century Act, 2018) 

3. The teacher will continue with an assigned mentor teacher. (Mich. Admin. Code 

R.390.1165(2)(d)) 

4. The teacher and the teacher’s supervisor must collaboratively develop and 

implement an individualized development plan (IDP). (Mich. Admin. Code 

R.390.1165(2)(e)) 

5. The teacher must maintain any required industry licenses or credentials that are 

necessary for the CTE program area they teach. (Mich. Admin. Code R.390.1167) 

Note: Teaching experience contributing to the 4,000-hour requirement must be in a state-

approved CTE program. Hours earned while teaching under an ACA in a career pathways 

course cannot be applied toward ACA renewal.  



 

Q: Can service as a paraprofessional count toward the 4,000 hours of recent and 

relevant experience? 

A: Up to 1,500 hours earned while serving as a paraprofessional under an ACA may be 

applied toward an ACA renewal. 

Q: If the teacher meets the recent and relevant industry requirement before hire, do 

they still have to document hours annually? 

A: Yes. Districts must verify recent and relevant hours (including teaching under an ACA in 

a state-approved CTE program) and complete the required form each year to ensure 

compliance (Mich. Admin. Code R.390.1165). 

 

Documentation & Verification 

Q: Is there a state template for documenting work experience hours? 

A: Yes. The MDE Work Experience Documentation Form is required for consistency.  A 

memo was issued regarding this information on June 26, 2025:  Recent-and-Relevant-

Experience.pdf 

Q: Can districts use their own work experience verification form? 

A: No, work experience must be documented using the MDE Work Experience 

Documentation Form. (Mich. Admin. Code R.390.1165) 

Q: What if W-2s or tax returns do not state hours worked? 

A: Alternative documentation, such as employer letters specifying hours, should be used.  

Refer to the MDE Work Experience Documentation Form for additional information. 

https://www.michigan.gov/mde/-/media/Project/Websites/mde/CTE/app-guidelines/MDE-Work-Experience-Documentation-Form.xlsx?rev=739303b4460f445da12e8a9179897ffa&hash=2F339B376BE450D97AF07562E881A885
https://www.michigan.gov/mde/-/media/Project/Websites/mde/Memos/2025/06/Recent-and-Relevant-Experience.pdf?rev=b2f0cc719ddd49fea59255d8d68eafef
https://www.michigan.gov/mde/-/media/Project/Websites/mde/Memos/2025/06/Recent-and-Relevant-Experience.pdf?rev=b2f0cc719ddd49fea59255d8d68eafef
https://www.michigan.gov/mde/-/media/Project/Websites/mde/CTE/app-guidelines/MDE-Work-Experience-Documentation-Form.xlsx?rev=739303b4460f445da12e8a9179897ffa&hash=2F339B376BE450D97AF07562E881A885
https://www.michigan.gov/mde/-/media/Project/Websites/mde/CTE/app-guidelines/MDE-Work-Experience-Documentation-Form.xlsx?rev=739303b4460f445da12e8a9179897ffa&hash=2F339B376BE450D97AF07562E881A885


 

Q: What specific documentation is acceptable for each category? 

A: Documentation must clearly verify the type of work performed, the time frame, and the 

total hours worked. Acceptable examples include: 

• Business/Industry Experience: W-2 forms, tax returns, payroll records, 

job/position descriptions, or signed employer verification letters on company 

letterhead. For self-employment, letters from vendors or customers may be 

submitted. 

• CTE Teacher Certification Program Completion (equivalent to 2,000 hours): 

Official transcript verifying completion of all academic requirements. 

• Student Teaching (equivalent to 1,000 hours): Official transcript and 

documentation from the educator preparation program verifying placement in the 

specific CTE area. 

• Occupational Assessment (equivalent to 2,000 hours): Assessment results 

retained by the candidate, the recommending postsecondary institution, and the 

district applying for the ACA. 

• Business/Industry Training Program (may use up to 2,000 hours): Certificates of 

completion, program descriptions, or training schedules verifying participation. 

• Postsecondary Instructor (may use up to 2,000 hours): Contract or appointment 

letter, course descriptions, and institutional verification of teaching load. 

• Paraprofessional Experience (may use up to 1,500 hours): Employer verification 

letter stating program area, dates, and total hours worked. 

Q: Can self-employment be counted, and if so, what documentation is required? 

A: Yes, self-employment can count toward the 4,000 hours if it is directly related to the CTE 

program area. Documentation must substantiate both the type of work performed and the 

hours worked. Acceptable evidence includes but is not limited to: 

• Business licenses or permits 

• Invoices and payment records 



 

• Statements from clients or suppliers verifying work completed 

• Tax documents (Schedule C, 1099s) 

• Work samples, portfolios, or project records (when applicable) 

Multiple pieces of evidence may be required to substantiate the type of work performed 

and the hours worked. 

Q: Are letters from supervisors enough, or do I also need payroll/tax records? 

A: Supervisor or employer letters can be used, but they should include specific details: job 

title, description of duties, dates of employment, and total hours worked. However, it is 

recommended to include at least one additional form of verification (e.g., payroll records, 

W-2s, tax returns) to strengthen documentation and ensure acceptance. This is 

particularly important for self-employment, seasonal work, volunteer work, or when an 

employer no longer exists. 

Q: Can pre-employment verification of employment (VOE) forms be used as evidence 

to confirm hours? 

A: Yes, as long as the VOE forms include sufficient detail to confirm hours worked. 

Q: How can an administrator gain access to MOECS to check how many Annual Career 

Authorizations (ACAs) a teacher has held? 

A: Administrators who require access to MOECS should complete the Michigan Online 

Education Certification System (MOECS) Access Form for ISD/ESA, Nonpublic School, 

PSA, or LEA Users. 

 

  

https://www.michigan.gov/mde/-/media/Project/Websites/mde/educator_services/cert/moecs/moecs_access_school_district_schools_security_agreement.pdf?rev=94263042da854081996c830c3a98799e&hash=05AE9EA06CF1F25D4DE7BF6A9AD141E7
https://www.michigan.gov/mde/-/media/Project/Websites/mde/educator_services/cert/moecs/moecs_access_school_district_schools_security_agreement.pdf?rev=94263042da854081996c830c3a98799e&hash=05AE9EA06CF1F25D4DE7BF6A9AD141E7
https://www.michigan.gov/mde/-/media/Project/Websites/mde/educator_services/cert/moecs/moecs_access_school_district_schools_security_agreement.pdf?rev=94263042da854081996c830c3a98799e&hash=05AE9EA06CF1F25D4DE7BF6A9AD141E7


 

Licenses & Certifications 

Q: What happens if an industry license is required for a specific program area? 

A: If a state or federal license is required by the industry, the teacher must: 

• Hold a current state or federal license or certification in that field, or 

• Have held it within the past two years in good standing. 

This applies to both ACA and certified teachers.  Licenses expired more than two years will 

not meet the initial requirement. All required licenses must be maintained for the duration 

of the teaching assignment. (Mich. Admin. Code R.390.1167) 

Q: Do certain industry licenses count toward the recent and relevant hours 

requirement? 

A: Yes. Industry-recognized licenses and certifications, such as an AWS Welding 

Certification or a Builder’s License, may count toward the required recent and relevant 

hours if they are directly related to the CTE program area. Districts may include both the 

hours required to initially obtain the license and the hours required to maintain it, provided 

the work is recent and relevant to the assignment. 

Industry-recognized licenses and certifications serve multiple purposes, including: 

• Instructional requirement: Required by state or federal law to teach within a 

particular industry (e.g., Cosmetology Instructor License). 

• Credentialing requirement: Required to offer students an industry-recognized 

credential (e.g., CNA Instructor License). 

• Industry practice requirement: Required to engage in or validate work within a 

specific industry (e.g., Builder’s License). 

• Recognition of industry training: Evidence of training completion recognized by 

the field (e.g., AWS Welding Certification). 



 

Q: Is there a list of approved industry licenses? 

A: MDE-OCTE provides guidance on acceptable licenses; contact the appropriate MDE-

OCTE Education Consultant. 

Q: If someone has a valid industry license but has been out of the industry for 9 years, 

does it still count? 

A: Experience must meet the recent and relevant experience requirements. 

 

Specific Situations 

Q: Do paraprofessionals need an ACA? 

A: No. If a district wants a paraprofessional to be used for INTERMITTENT daily substitute 

assignments when a teacher is temporarily unavailable, MDE recommends using the Daily 

Substitute Permit, provided the paraprofessional meets the requirements. Using the Daily 

Substitute Permit  for intermittent subbing allows the district to preserve ACA renewals, 

which may be needed if the paraprofessional later transitions into the teacher role.   

If the paraprofessional does not meet the Daily Substitute Permit requirements, the district 

may either: 

• Apply for an ACA for the paraprofessional, or 

• Partner the paraprofessional with a daily substitute to ensure the continuation of 

instruction. 

Q: What experience is needed for a Licensed EMT teaching both Fire 1 & 2 and EMT? 

A: The requirements depend on the CIP code. Public safety or first responder experience 

may qualify an individual to teach in public safety programs that offer EMT credentials, but 

that experience does not meet the requirements for Health Science programs. To teach 

Fire 1 & 2, the instructor must also hold the appropriate license issued by the Department 

of Licensing and Regulatory Affairs (LARA), Bureau of Fire Services (BFS). For information 

https://www.michigan.gov/mde/-/media/Project/Websites/mde/CTE/cte_cluster/Career_Cluster_and_CIP_Codes_by_Consultant.pdf
https://www.michigan.gov/mde/-/media/Project/Websites/mde/CTE/cte_cluster/Career_Cluster_and_CIP_Codes_by_Consultant.pdf
https://www.michigan.gov/mde/-/media/Project/Websites/mde/CTE/app-guidelines/CTE_Recent_and_Relevant_Experience_657064_7.pdf?rev=bffa5f443ca140b0897d29069fe1b19e&hash=4C4C0CDF36AB2C75DC1277F8F36D6B3A
https://www.michigan.gov/mde/services/ed-serv/ed-cert/permits-placement/assignment-availability
https://www.michigan.gov/mde/services/ed-serv/ed-cert/permits-placement/permits
https://www.michigan.gov/mde/services/ed-serv/ed-cert/permits-placement/permits


 

on firefighting training, visit www.michigan.gov/bfs.  Paramedic and EMS schools must 

have programs approved by the Michigan Department of Health and Human Services 

(MDHHS). For further information, visit www.michigan.gov/ems.   

Q: Can a school counselor act as a mentor for a teacher with an ACA? 

A: The assigned mentor must hold a valid Michigan teaching certificate, and it is strongly 

preferred that the mentor be a certified teacher with a CTE endorsement in the same or a 

closely related program area. 

Q: Can a district who is applying for an ACA use prior teaching experience from a 

different district? 

A: Yes, hours accumulated while teaching under an ACA in a state-approved CTE program 

may be used to renew an ACA if all five conditions below are met annually under an annual 

career authorization or renewal: 

1. The teacher has accumulated at least 4,000 hours from one or more of the following 

(Mich. Admin. Code R.390.1161): 

o Teaching experience in a state-approved CTE program under an ACA. 

o Industry experience directly related to the CTE program area. 

o Hours may come entirely from teaching, entirely from industry, or a 

combination of both. 

2. The teacher has received CTE program-specific professional development. 

(Strengthening Career and Technical Education for the 21st Century Act, 2018) 

3. The teacher will continue with an assigned mentor teacher. (Mich. Admin. Code 

R.390.1165(2)(d)) 

4. The teacher and the teacher’s supervisor must collaboratively develop and 

implement an individualized development plan (IDP). (Mich. Admin. Code 

R.390.1165(2)(e)) 

5. The teacher must maintain any required industry licenses or credentials that are 

necessary for the CTE program area they teach. (Mich. Admin. Code R.390.1167) 

http://www.michigan.gov/bfs
http://www.michigan.gov/ems


 

Note: Teaching experience contributing to the 4,000-hour requirement must be in a state-

approved CTE program. Hours earned while teaching under an ACA in a career pathways 

course cannot be applied toward ACA renewal.  

Q: In Education, General (13.0000) programs, can classroom teaching experience 

count as industry experience? 

A: Yes.  Classroom teaching experience may be counted as industry experience for this 

program.  However, individuals must also meet one of the following: 

• Hold a valid Michigan teaching certificate, or 

• Hold a master’s degree in early childhood education or a related field, or 

• Receive approval from OCTE. 

See page 18: SECONDARY CAREER AND TECHNICAL EDUCATION (CTE) PROGRAM 

CLASSIFICATION OF INSTRUCTIONAL PROGRAM (CIP) CODES. 

Q: If a postsecondary instructor is teaching at a postsecondary training facility, would 

they still need an ACA? 

A: No.  "Postsecondary" refers to any education, training, or instruction that takes place 

after high school (secondary school).  It can include: 

• Colleges and universities: offering associate’s, bachelor’s, or higher degrees 

• Community colleges: often providing two-year degrees or certificates 

• Technical or trade schools: focused on specific career skills (e.g., welding, 

cosmetology, HVAC) 

• Apprenticeship and training centers: including union or industry-sponsored 

programs 

• Adult education programs: when they provide advanced training beyond high school 

level 

https://www.michigan.gov/mde/-/media/Project/Websites/mde/CTE/cte_cluster/CIP_Program_Endorsements_for_CTE_Instruction_v5_730456_7.pdf?rev=c8c7bd9950c549ef829c0abb1d8bf202&hash=4406DE0B04F2297ECFC658292A46B9E5
https://www.michigan.gov/mde/-/media/Project/Websites/mde/CTE/cte_cluster/CIP_Program_Endorsements_for_CTE_Instruction_v5_730456_7.pdf?rev=c8c7bd9950c549ef829c0abb1d8bf202&hash=4406DE0B04F2297ECFC658292A46B9E5
https://www.michigan.gov/leo/bureaus-agencies/wd/pss


 

When students attend class at a postsecondary facility through a contracted program, the 

instructor does not need an ACA (Mich. Att’y Gen. Op. No. 10329 [2010]).  When a 

postsecondary instructor is at the secondary facility, then an ACA is needed. 

 

Professional Development 

Q: Can Career and Technical Skills Organization (CTSO) participation count as 

professional development? 

A: If the CTSO activity is specifically structured as professional learning, such as advisor 

training sessions, instructional workshops, or content-area skill updates, then it may 

count toward professional development requirements. 

However, if the teacher is simply attending a meeting or chaperoning a competition in the 

role of an advisor, without engaging in structured learning that meets the above criteria, it 

does not qualify as professional development. 

Q: What is recommended for professional development? 

A: Professional development is ongoing, structured learning designed to improve an 

educator’s knowledge, skills, and effectiveness in their specific content area or grade level. 

Professional development can take many forms, including workshops, conferences, 

university coursework, structured online learning, mentoring programs, or collaborative 

learning communities, provided they meet the above criteria.  Activities that are primarily 

supervisory, procedural, or administrative in nature (e.g., staff meetings, basic procedural 

trainings) generally do not qualify unless their primary focus is on improving teaching and 

learning.  MDE recommends that CTE teachers attend their annual teacher organization 

conference, the Michigan Career Education Conference, or other state and national 

opportunities related to CTE instructional needs.  Industry externships may also be 

beneficial.   

 

https://michigancareerconference.org/


 

Mentorship & IDP 

Q: Does the ACA holder need a mentor and an Individualized Development Plan (IDP) 

every year? 

A: Yes. Both are required annually: 

• An assigned mentor teacher, and 

• A collaboratively developed IDP between the ACA holder and supervisor. 

Q: What should an Individualized Development Plan (IDP) include for an ACA holder? 

A: The IDP must be collaboratively developed each year between the ACA holder and their 

supervisor, and it should be tailored to support growth toward becoming a fully certified 

teacher. At a minimum, the IDP should: 

• Outline a clear pathway to earning a Standard Teaching Certificate through an MDE-

approved CTE educator preparation program, including anticipated timelines, 

coursework, and required assessments. 

• Address professional growth goals aligned with the teacher’s CTE program area and 

district priorities. 

• Include required training and professional development, such as CTE-specific PD, 

district or ISD-led sessions, and opportunities like attending the District Provided 

Professional Development (DPPD). 

• Document supports and resources the district will provide, such as instructional 

coaching, observation feedback cycles, or release time for PD. 

• Identify progress benchmarks that will be reviewed throughout the year to monitor 

advancement toward certification and skill development. 

• Be a living document that is updated as goals are met, new requirements arise, or 

additional opportunities become available. 

 

https://www.michigan.gov/mde/services/ed-serv/educator-retention-supports/mentoring-and-induction-supports


 

Q: Does MDE have a format for the IDP? 

A: No. The format for the IDP should be determined through district policy. 

Teachers From Out of State 

Q: What steps does an out-of-state certified educator need to take to apply for 

certification in Michigan through reciprocity? 

A: The steps for the educator are as follows: 

• Create a MOECS account. Here are the  Initial MOECS Instructions 

• Select the “Apply” button on the homepage of MOECS 

• Pay the fee and submit all required documentation 

• After applying, they will be provided with a Cover Letter (See “Print Cover Letter” in 

MOECS) that will include a checklist of items that need to be submitted. 

 

 

 

https://www.michigan.gov/-/media/Project/Websites/mde/educator_services/cert/moecs/moecs_access_school_district_schools_security_agreement.pdf?rev=eaf500425ddc4291b09d064702201979
https://mdoe.state.mi.us/MOECS/login.aspx
https://mdoe.state.mi.us/MOECS/login.aspx
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