
TIMS REGISTRATION MUST BE COMPLETED
BEFORE
EMERGENCY 
PERMIT CAN BE PROCESSED


Teacher Information Management System (TIMS) Instructions 
Please print and follow these instructions when applying for Emergency Certification.

Logging into TIMS requires a Keystone Login Account. 
(NOTE: You probably already have a Keystone Account if you have applied for a Child Abuse Clearance).  
                You will need your username & password.  
[bookmark: _GoBack]
If you do not have an account please create one.
	The link is https://www.education.pa.gov/Educators/Certification/Application/Pages/default.aspx 

SAVE – Username & Password.  This will be needed each year you apply for emergency certification.

   You MUST have a Keystone Account before proceeding.

   
TIMS INSTRUCTIONS

  Once you have a Keystone account you may access TIMS from……
  http://www.education.pa.gov Pennsylvania Dept. of Education

  Under POPULAR ON EDUCATION.PA.GOV you will see Teacher Information Management System (TIMS)

After logging in you will be taken to your homepage (it will say Welcome to TIMS!)

Click on “Emergency Permit Application” (this will be in the middle on the right‐hand side in Black)

Step 1 ‐ Demographic Details (your personal information). Make changes as necessary. If no changes click “next” (top right)

Step 2 ‐ Certification Details (you will see prior year(s) emergency certifications. There is nothing to do on this page. Click “next” (top right)

Step 3 ‐ Affiliation Details - If your public school entity is listed under Step 3, continue to Step 4.   If your school entity is not listed, you must click “Add New Affiliation.”

Enter Schuylkill IU 29 or click on Click here to search (This will populate Schuylkill IU 29 information) Do not affiliate with 
any other school 
   Authorization Start Date (MM/DD/YYYY)
	       
	Add the current date       


   Authorization End Date (MM/DD/YYYY)
	       
	This should remain BLANK as long as you want to be affiliated with Schuylkill IU29   



Then click the box  I authorize this Institution to view my Information
Review the affiliation - click Continue

Step 4 – LEA Selection – You should see Schuylkill IU29 with our address aside of it. Next you should see and Affiliation Start Date (it doesn’t matter what date is there). The end date should be blank. Next will be a box. Click in it to populate the check mark.

Please note: You may see Schuylkill IU 29 listed 1, 2 and possibly even 3 times. It doesn’t matter which one you chose as long as there is no end date & there is a  in the box. Click “next” (top right)

Step 5 – Background Questions – Answer all questions appropriately. Below the questions is the Code of Conduct. Please make sure there is a  in both boxes. Under Affidavit make sure there is a  in this box.

Click “Initiate Permit 

Request” Congratulations!
Revised 5/2023

