APPLYING FOR AN EMERGENCY PERMIT IN TIMS

Go to the Pennsylvania Department of Education website: hitp://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”.
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APPLYING FOR AN EMERGENCY PERMIT IN TIMS

Click on “TIMS Log In,” as this will take you to the Pennsylvania Department of Education TIMS site.

Pennsylvania Department of Education = Educators = Certification = Teacher Information management System (TIMS)

Teacher Information Management
System (TIMS)

Welcome to TIMS, the online certification system. The system is a one-stop shop for educators to submit a certification

application and update your contact information, among other services. Watch this brief YouTube video to learn how to

complete yvour certification in TIMS. &'

Help with TIMS - Applicants should review before using the system.

USE INTERNET EXPLORER OR FIREFOX TO ACCESS TIMS
Chrome and Safari users experience severe issues including payment problems using these programs.

TIMS Log In \

CURRENT PROCESSING TIME is approximately 6 weeks once the application is in "awaiting evaluation" status.
Search for an Educator




APPLYING FOR AN EMERGENCY PERMIT IN TIMS

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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Welcome to the application login screen to access your personalized account.

If you are a citizen and have an existing account, enter your Username and Password. If you are a Commonwealth employee,
please insert the appropriate domain name in front of your username (example: cwopalusername).

Username:
Password:

Log In

If you are a citizen and do not have an account, please click on the Register link to register for a new account.

Register | Forgot Password | Profile | Help




APPLYING FOR AN EMERGENCY PERMIT IN TIMS

Once you have logged in, your dashboard should look similar to this picture below. Click on Emergency Permit
Application.
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APPLYING FOR AN EMERGENCY PERMIT IN TIMS

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:
e If you are applying for a day-to-day emergency permit, there is no further action required upon completion of the
application.
e If you are applying for a long-term substitute emergency permit, you will need to contact Rachel Beers,
rbeersl@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)

Congratulations!

Your emergency permit request has been submitted to the selected LEA(s) successfully,

An application will be created once the LEA approves your request, You will be notified via email if any further documentation is required.

Please note:
e All substitutes, day to day, and full-fime, must hold a cerfification 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.

e 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 af no cost fo the employee.

e 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.



