
ACTC Credit for Prior Learning 
Sample Application



ACTC Credit for Prior Learning 
Application Dashboard

The application dashboard provides an overview of all 
requirements for the ACTC Credit for Prior Learning 
application.

To begin the ACTC Credit for Prior Learning application, 
you will need to click on each requirement tab to enter 
your information for that section.

You will see symbols on your requirement tabs as you 
complete each task and again as ICF has reviewed them.

Below the requirement tabs, you will find a key for the 
meaning of each symbol.

You are not required to complete the tabs in any specific 
order, but you will need to complete all requirements in 
order to submit your application.



ICF Credential Tab

To be eligible for the ICF Advanced 
Certification in Team Coaching (ACTC), 
you must hold an active ACC, PCC or MCC 
Credential. 

If your Credential is active, this 
requirement will automatically be met.



Education Tab

When you click on the Education tab, you will see the 
“Enter Education Hours” button at the bottom of the 
screen.

Click this button to enter in your team coaching 
education information and upload your education 
documentation (see next page).

Please note, as you enter your education hours, the 
percentage of required hours reported will 
automatically update.



Education Tab

After clicking on the “Enter Education Hours” button, a window 
will appear for you to provide the details of your team coaching 
education, including the organization name, program name, 
total hours of team coaching education within the program, the 
program start date and if the program was ICF accredited.

You will upload a certificate or letter of completion from the 
education organization for each program.

For any program that was not ICF accredited, you will also 
upload a program syllabus or course outline and provide a 
brief reflection on how the program contributed to your 
understanding of the ICF Team Coaching Competencies or how 
to apply the ICF Core Competencies in team coaching contexts.



Education Tab

As you enter the education hours, the 
percentage bar on the main Education tab 
will automatically update.

And you will see a “thumbs up” on the 
Education tab once you have met the 
required hours.



Coaching Supervision Tab

When you click on the Coaching Supervision   tab, you will 
see the “Add Coaching Supervision” button.

Click this button to enter your Coaching Supervision 
information (see next page).

ACTC Credit for Prior Learning candidates must document 
at least 10 hours of Coaching Supervision. 

The Coaching Supervisor must meet one of the following 
criteria: 

• Hold an active Coaching Supervision certification, 
Credential or Accreditation by a coaching or 
Coaching Supervision professional body; OR

• Completed at least 60 hours of Coaching 
Supervision training and have at least 120 hours of 
Coaching Supervision experience; OR

• Be an eligible ICF Mentor Coach with 60 hours of 
Coaching Supervision training and at least 120 
hours of Coaching Supervision experience



Coaching Supervision Tab

After clicking on the “Add Coaching Supervision” button, a window will 
appear for you to provide the details of your Supervision, including the 
name and email of the Supervisor, date of first Supervision session, date of 
last Supervision session, and total number of Supervision hours.

Once the application is submitted, the Supervisor will receive an email to 
confirm or challenge the information you have provided.



Coaching Supervision Tab

As you enter the supervision hours, the 
percentage bar on the main Coaching 
Supervision tab will automatically update.

If you had more than one Supervisor, click 
the “Add Coaching Supervision” button to 
enter in the next Supervisor.

You will see a “thumbs up” on the 
Coaching Supervision tab once you have 
met the required hours. 



Team Coaching Engagements Tab

When you click on the Team Coaching Engagements 
tab, you will see a button to “Add Engagement”.

Click this button to enter in the details of your team 
coaching engagements. (see next page)

ACTC Credit for Prior Learning candidates are 
required to have completed 10 coaching 
engagements. 

Five (5) of the engagements must have been started 
in the five years prior to the application creation date. 

Three (3) of the engagements must be completed 
five years prior to the application creation date. The 
remaining two (2) engagements may have been 
done at any time.



Team Coaching Engagements Tab

Once you click the “Add Engagements” button, a window will appear for 
you to provide more details on the engagement.

You will need to provide the Team/Sponsor organization name (if there is 
a confidentiality agreement, you may enter a general name, e.g., Team 
A), the start date of the engagement, the end date of the Engagement, 
the total hours of the engagement, total hours spent specifically in team 
coaching, total number of team members, and the name and email of 
the co-coach (if the team exceeded 15 members).

Additionally, you will need to indicate which, if any, other team 
development modalities were included in the engagement. 

Lastly, you will need to provide a brief description of the structure of the 
engagement, identifying sessions or elements within the engagement 
that reflected team coaching.



Team Coaching Engagements Tab

A letter of verification from an authorized representative of a 
team, sponsor organization, or third-party coaching firm is 
required for 2 of the team coaching engagements.

After you enter a team coaching engagement, a link will 
display where you may upload a letter of verification for that 
engagement. 

Once the letter of verification has been uploaded for 2 of the 
Engagements, the remaining upload links will no longer 
display. 



Team Engagements Tab

Once you have entered 10 Engagements, and 
uploaded two (2) letters of verification, you will see the 
“thumbs up” symbol, indicating all requirements have 
been met.



Team Coaching Exam Tab

When you click on the Exam tab, you will be provided 
with a brief synopsis of the Team Coaching Certification 
Exam procedures.

If you need assistance to take the exam due to a 
documented disability or other condition that impairs 
your ability to take the exam, you may find information 
on how to request an accommodation and access the 
required paperwork.

Click on the “Enter Exam Information” button to enter 
in the information needed for taking the exam.

NOTE: You will be sent information on scheduling and 
taking the exam once your application has been 
reviewed in full and all is in order.



Team Coaching Exam Tab

Once you click on the “Enter Exam Information” button, you will 
then enter your Legal First Name and Legal Last Name.

The name you enter must EXACTLY MATCH your name as it 
appears on your government-issued identification, which you will 
present during the check-in process at your exam appointment.

If you need an exam accommodation, select the box here.



Team Coaching Exam Tab

Once you enter your legal first and last name, 
you will see a thumbs up on the Exam tab. 



Application Submission

Once your application has been completed, at 
the top of the application, the “Submit 
Application” button is now activated.

Click on the button to proceed to the Terms and 
Agreements section and submit payment.



Application Submission

To complete the submission process, you will 
need to agree to the terms and conditions by 
clicking the “I Agree” button at the bottom of the 
page.

And then click “Next” to proceed to the next 
page.



Application Submission

In addition, you will need to read and agree to the 
Code of Ethics and the Ethical Conduct Review 
Process.

Once you have marked your agreements, click 
“Next.”



Application Submission

As part of the submission process, consent will be 
requested to allow the data provided in your 
application to be used anonymously for ICF 
research and training purposes. 

Please respond by clicking either the “Yes, I grant 
permission” or “No I do not grant permission” 
button.

This is completely voluntary. Your response to 
this question will not affect the review or 
awarding of your ACTC.

Once you have made your selection, click “Next” 
to be taken to the payment pages.



Application Submission

The final step of your application submission 
process is to pay for your application.  

You will need to click “Checkout” to begin this 
process. 

If you have any problems submitting your payment, please contact us at support@coachingfederation.org.

mailto:support@coachingfederation.org


Support
• Support page:  https://coachingfederation.org/support
• FAQs on requirements, application submission, exam and more
• Support Form available if additional clarification is needed 

or you don’t find your answer.

https://coachingfederation.org/support
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