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• The WGU Education Placement Center is 
the only authorized entity that can send 
official WGU education records. 

• Often, when a school district requests 
placement files, they will only accept 
placement files that are sent directly by 
the university.
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• A placement file is a portfolio of a 
graduate’s credentials that is sent out to 
school districts to help WGU graduates 
get a job.

• Some school districts may require a 
university placement file as part of the 
hiring and application process. 
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• Introduction letter from the WGU Placement File 

Center
• Cover Letter 
• Resume 
• Philosophy of Teaching Statement
• Course list
• Letters of Reference/Recommendation
• Final Evaluation 
• OPTIONAL: Praxis test results  
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• Go to http://wgu.credentialfiles.com/

and fill out the Registration Form
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• The registration cost pays for the 
electronic mailings to the school districts.

• $20.00 for Students
10 mailings

• $25.00 for Graduates
5 mailings
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• Resume (make sure to include your 
TaskStream web site address)

• Cover Letter
• Philosophy of Teaching Statement
• Course list
• Praxis test results (optional)
• Letters of reference or recommendation 

(three is the recommended amount)
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Go to: 
1. WGU’s home page – www.wgu.edu
2. Click on the Teachers College tab under 

Degrees & Programs
3. Select Licensure Program or Graduate 

Program
4. Find your specific program
5. Under the program overview, go to the 

domain of studies section, copy and paste 
the courses listed into a word document

6. Save the document and upload the document 
to your placement file account
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• Your classroom observation evaluations 
will be sent to the WGU Education 
Placement Center by your Clinical 
Supervisor and Host Teacher. 

• WGU will upload your final evaluation.
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Please download the FERPA agreement located in the 
WGU Student Education Placement account. This form 
authorizes us to release information contained in 
your placement file.
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Please sign the FERPA agreement form
and send it to the WGU Education 
Placement Center by mail or fax.

WGU Education Placement Center 
4001 South 700 East

Salt Lake City, UT 84107

Fax: 801-274-3305
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• Your university transcript is not sent with 

your placement file.

• If a school district requests your 
transcript, please visit the National 
Student Clearinghouse web site
www.studentclearinghouse.org to request 
an official transcript.
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Questions about Placement Files, contact:
WGU Career Services 
Phone: 801-274-5280 x 2085

1-866-895-9660 x 2085
E-mail: careers@wgu.edu

For assistance with resumes or interviewing 
strategies, contact Marcella Ryan, Alumni 
Mentor;Teachers College, at mryan1@wgu.edu.


