
Upgrade Guidelines 
 

1. Certified submits a written request to upgrade. 
2. Once the request is received, staff will review applicant's portfolio for 

applicable requirements which includes education hours, work experience 
hours, supervision hours, official transcripts, exams, upgrade fee, etc. 

3. Applicant will be notified by mail of additional requirements. 
4. Upon submittal and approval of upgrade requirements, the applicant will 

receive certification. 


