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Log into LAB and click the External Credit Request tab.

An External Course is a professional development alternative that can be completed by a current 
Broward County Public Schools (BCPS) or a BCPS Board Approved Charter school employee while 
employed in their current school, when there are no other established activities or learning 
opportunities found in the Broward County Public School’s professional development options. 

be updated at any time at the discretion of the responsible BCPS department. 

EXTERNAL COURSE 

This guide will detail the process for submitting the following type of request:


BCPS Authorized External Course Credit Request - This request is used to add a completed course 
from an authorized and approved external professional development provider to the participant's 
inservice/training transcript. This request form may be submitted for only approved courses 
completed through:


»  Beacon Educator (beaconeducator.com)

»  The Shultz Center for Teaching and Learning

»  University of Florida's Flamingo Literacy Matrix


The courses listed on the request form have been vetted and approved by the appropriate Broward 
County Public Schools' (BCPS) department.  The list of accepted courses may be updated at any time 
at the discretion of the responsible BCPS department. Courses completed through other providers 
must be submitted through the appropriate External Course Credit Applications. 


It is highly recommended that instructional personnel always verify with the Certification 
Department what is acceptable for recertification. Instructional personnel may earn a maximum of 
sixty (60) inservice points for external professional development activities within his/her validity 
period (five years). 

BCPS AUTHORIZED PD PROVIDERS

EXTERNAL CREDIT REQUEST - LAB

http://beaconeducator.com


To complete an External Credit Request, scroll down to the My Requests channel. Click the New 
Requests dropdown button and select BCPS Authorized External Course Credit Request. 

MY REQUESTS CHANNEL

Note:  for more details click on the arrows next to Instructions and your school location.

1. Enter the submission date of the request

2. Enter your school/location name

COMPLETING THE FORM - Pre-Credit Request Approval



3.  From the dropdown, choose the External Provider. 


NOTE: If the provider is not listed this form cannot be used to request external credit.  Please go 
back and complete the appropriate external credit application form.

COMPLETING THE FORM - Continued

4.  Select a course from the Approved Courses List and enter the course name, as it shows on your 
Certificate of Completion, in the Course/Event Title box. 

NOTE: Only one course may be submitted on each request. 



5.  Refer to your documentation and enter the course start date, course end date and the number 
of inservice points you are requesting. 

COMPLETING THE FORM - Continued

6.  Click Attach File to upload your certificate of completion or transcript. Leave the box that reads, 
Course #, blank.



7.  Once all of the information is filled out and complete, click the Submit For Credit Approval 
button.

COMPLETING THE FORM - Continued

The approval process can take 6 to 10 weeks. If your request is approved, you will receive an email 
and the course will appear on your LAB Transcript.


If your course is denied, or there is a request for further information, you will also be informed via 
your LAB email address.


If you have any questions at all, please email lab@browardschools.com

8.  A Submit For Credit Approval window will appear. This can be used to communicate with the 
credit approver, add any information you may want to add that is not part of the request.  Click 
Submit when ready. 

9.  Once submitted, a submission confirmation is displayed.

mailto:lab@browardschools.com

