
• Log into the Portal. If you need to create an account, follow the directions on our website. 
• In your Dashboard, click “Register for Course” in the left-side panel.

• Click the “All categories” drop-down menu and choose “KDLA Certi�cations”.

• Choose the correct initial certi�cation to register for (scroll over the certi�cation titles below to see requirements)
 * Individual library boards may require a higher level of certi�cation. For more detailed information, please   
 visit the KDLA website. 

▪ Professional I

▪ Professional II

▪ Professional III

▪ Professional IV

▪ Paraprofessional I

▪ Paraprofessional II

▪ Paraprofessional III

▪ Temporary

• To register for a credential, click the “Register” button on the credential card. 

• Click “Proceed to Checkout” in the top right corner.

Initial Certification 
Process

This is for the Initial Application for Professional I. To qualify for this 

certi�cate you will need: Master’s degree in library science from 

an ALA accredited library school. Positions that qualify for this 

certi�cation are: Library Director serving a population of more 

than 15,000 OR sta� meeting the requirements 

This is for the Initial Application for Professional II. To qualify for this certi�cate 

you will need: Master’s degree in library science from a school that is not ALA 

accredited; OR Master’s degree with at least 15 graduate hours in library 

science. Positions that qualify for this certi�cation are: Library Director serving 

a population of more than 15,000 OR sta� meeting the requirements.

This is for the Initial Application for Professional III. To qualify for this certi�cate 

you will need: Bachelor’s degree with at least 21 graduate or undergraduate 

college credit hours in library science; OR Master’s degree with at least 15 

graduate or undergraduate college credit hours in library science. Positions 

that qualify for this certi�cation are: Library Director serving a population of 

less than 15,000 OR sta� meeting the requirements.

This is for the Initial Application for Professional IV. To qualify for this certi�cate 

you will need: Bachelor’s degree with at least 9 graduate or undergraduate 

hours in library science AND 6 graduate or undergraduate college credit hours 

in a job-related �eld of study **OR** Master’s degree with 6 graduate or 

undergraduate college credit hours in library science AND 3 graduate or 

undergraduate college credit hours in a job-related �eld of study. Positions 

that qualify for this certi�cation are: Library Director serving a population of 

less than 15,000 OR sta� meeting the requirements.

This is for the Initial Application for Paraprofessional I. To qualify for this certi�cate 

you will need: 360 total job-related educational contact hours, including 144 

hours in library science, 72 hours in Human Resources and/or Management; AND 

4,000 hours library work experience. Positions that qualify for this certi�cation are: 

Assistant Director, Branch Head, Department Head, Manager, Supervisor, Book-

mobile Librarian (if applicable).

This is for the Initial Application for Paraprofessional II. To qualify for this 

certi�cate you will need: 288 job-related educational contact hours; 

AND 4,000 hours library work experience. Positions that qualify for this 

certi�cation are: Any full-time position providing library services.

This is for the Initial Application for Paraprofessional III. To qualify for this 

certi�cate you will need: 144 job-related educational contact hours; 

AND 2,000 hours library work experience. Positions that qualify for this 

certi�cation are: Any full-time position providing library services.

This certi�cate provides a grace period to allow employees time to obtain the 

appropriate certi�cation. It is NOT renewable. Applicant does not meet 

requirements for any other certi�cate. GOOD FOR FIVE (5) YEARS ONLY. 

https://kdla.ky.gov/Library-Support/Library-Staff-Development/Pages/KDLA-Online-Learning-for-Public-Libraries.aspx
https://kdla.ky.gov/Library-Support/Library-Staff-Development/Pages/Certification.aspx


• You will now need to pay for the Certi�cation Application.
▪ All certi�cation applications require a $20 fee. 
▪ When paying through the Portal, an administration fee will be assessed. This fee is paid to 

Kentucky Interactive, our service provider. 
◦ Payment via ACH/Electronic Check has a �at $2.00 fee; payment via Credit Card has a 

2.95% fee, roughly $0.59 per every $20. 

▪ Click “Make Payment”

▪ Choose “ACH/Electronic Check” or “Credit Card”

▪ Enter card or check details along with any other information the form requires.
▪ Click  “Next”

▪ Ensure that all the information is correct.
▪ Click “Pay Now” (It may take a moment for the payment to process)

▪ You will then see a payment con�rmation page along with a con�rmation number.
◦ This will also be emailed to the address you provided.

▪ Click “Finish”

▪ Click “Go to Dashboard”

• Under Payment Method, choose “Pay via website”



▪ You will be directed back to your Dashboard.
▪ You will then see the Certi�cation Application you signed up for under the Credentials box.

◦ You may need to scroll down to see the credentials box.

• You will now upload the required �les to complete your Application for Initial Certi�cation.
▪ *You will have 30 days from registration to upload the correct files*

• You can download the required �les from our website. 
• Scroll over the certi�cation titles below to see requirements.

▪ Professional I

▪ Professional II

▪ Professional III

▪ Professional IV

▪ Paraprofessional I

▪ Paraprofessional II

▪ Paraprofessional III

▪ Temporary

▪ To upload the required �les:
◦ To the right of your credential, click the orange “Upload Missing Files” button.

▫ You may need to scroll to the right to see the button. 

• The External Files page will open.
• Click “Add new �le”

• A window will pop up to enter in all your information and upload your �le(s).

Enter a short description of 
the �le you are uploading.

Select the �le type. You must 
choose the exact �les required 
for your credential, as indicated 
above.

Drop the �le here or click the 
box to choose the �le from 
your computer. 

Initial Application

Diploma and/or Transcript(s)Initial Application

Diploma and/or Transcript(s)Initial Application

Diploma and/or Transcript(s)Initial Application

Diploma and/or Transcript(s)Initial Application

Proof of total Educational Contact Hours (Submit as one �le)Initial Application

Proof of total Educational Contact Hours (Submit as one �le)

Initial Application

Proof of total Educational Contact Hours (Submit as one �le)

Temporary Application

https://kdla.ky.gov/Library-Support/Library-Staff-Development/Pages/Certification.aspx


• Click “Submit”

• KDLA will review your �le submission.
▪ If approved, your credential will show as Completed in your Dashboard.

• If not approved, KDLA will email you to obtain additional information.
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