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Go to the Pennsylvania Department of Education website: http://www.education.pa.gov/. Click on the tab called 

“EDUCATORS,” then on “Certification”. Once you are in the “Certification” page, click on “TIMS Educator Online 

Certification System”. 

http://www.education.pa.gov/
http://www.education.pa.gov/
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Click on “TIMS Log In,” as this will take you to the Pennsylvania Department of Education TIMS site. 
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If you already have a TIMS account, sign in here. If you do not know your username and/or password, use the “Forgot 

Password” function. If you do not have a TIMS account, select “Register” and follow the prompts.  
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Once you have logged in, your dashboard should look similar to this picture below. Click on Emergency Permit 

Application. 
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Step 1 Demographic Details: Complete Demographic Details and then click next in the top right hand corner.  

Step 2 Certification Details: This section will list any certifications that you hold, you do not need to do anything on this 

page. Click next in the top right hand corner.  

Step 3 Affiliation Details: If you are not already affiliated with Pittsburgh Public Schools, type in “Pittsburgh SD” under 

Institution Name and then select “Click here to search.” The affiliation start date is today’s date and the end date can be 

left blank. Click save and then next in the top right hand corner.  

Step 4 LEA Selection: Check the box on the far right for Pittsburgh SD to send your application to Pittsburgh Public Schools.  

Step 5 Background Questions: Answer the background questions, then read and check off on the code of conduct & the 

affidavit, then click “Initial Permit Request”.  

You will get the message below:  

• If you are applying for a day-to-day emergency permit, there is no further action required upon completion of the 

application.  

• If you are applying for a long-term substitute emergency permit, you will need to contact Rachel Beers, 

rbeers1@pghboe.net or (412) 529-3923 to complete the payment information, as well as send your transcripts to 

PDE (either hard copy with a coversheet, or electronically)  

 

 

Please note:  

• All substitutes, day to day, and full-time, must hold a certification through the PA Department of Education (PDE). If 

an employee already holds permanent certification in the content area for which they are substitute teaching, the 

bullet points below do not apply.  

 

• Day to Day substitutes are required to hold a “Type 06 Emergency Permit: Day-to-Day Substitute All Instructional 

Areas PK-12”. This permit is at no cost to the employee.  

 

• Once a substitute hits his/her 40 days and becomes a “full-time substitute”, he/she must be certified under a “Type 

04 Emergency Permit: Long-Term Substitute” (if he/she does not already hold permanent certification in PA). This 

permit costs $100, and requires that transcripts are sent to PDE.  


