PROCESS TO OBTAIN AN EMERGENCY SUBSTITUTE TEACHER CERTIFICATE &

A CONDITIONAL CERTIFICATE

Coordinated Steps are Required for Limited Certificate Applications:

1.

Applicant: Create an account on OSPI's EDS eCertification portal, then notify HR when
done. Instructions are provided on the step-by-step guide at the link below:

e How to Create your EDS/eCertification Account
¢ Noftify Cynthia Mcveigh once you completed the steps to create your account.

HR: HR submits the district request for your certificate, online via the EDS system, then nofi-
fies you when that’s done. (HR cannot submit the request until you have set up your pro-
file in the eCertification system.)

Applicant: Once HR notifies you, you will once again log into your eCertification account
and ‘claim’ the request and pay the fee ($63.00). Please notify HR when you are done
with this step.

Applicant Fingerprints: Applicant fingerprints must be clear and posted on the OSPI Dato-
base. The certificate request process can happen concurrently with fingerprinting pro-
cess. OSPI will not issue a certificate until fingerprints have cleared.

OSPI: Office of Professional Certification processes request and issues certificate. You

should receive an email from them when your certificate is issued.

During the school year, the process - including fingerprinting - may take approximately 2-3
weeks. However, over the summer and the beginning of the school year), results may take
longer.

Please don't hesitate to contact me if you have any questions,

Faith

HR Director
360-370-7904 | faithknight@sjisd.org
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http://sjisd.wednet.edu/
https://eds.ospi.k12.wa.us/
https://www.sjisd.wednet.edu/cms/lib/WA01001572/Centricity/Domain/324/Tip%20-%20How%20to%20Create%20your%20eCertification%20Account.pdf
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