
Here are the instructions for applying for each type of sub teacher 
certificate. Complete the Certificated Application (Available on the Trout Lake School District website or from 

the district office)   Include Unofficial College Transcripts   Submit All Materials To: Kristin 
Schmid, Administrative Secretary 

Emergency Sub 
For someone who has not completed a teaching program 

First the candidate will need to create an EDS eCert account with OSPI by following these steps: 

First-time user 

 

1. Go to Education Data System (EDS) Sign In 
2. Select the Create an Account tab. 

Username must be a valid email address. 
Password must be at least 8 characters long, and contain at least one uppercase letter, one lowercase 
letter, one number, and one symbol 

3. Complete the Required Login Information 
4. Complete the Data for Linking to a Certificate. If you were ever employed by a Washington school 

district, you have data to claim. 
5. Select Register. You will be prompted to Request Application Roles. This option can take up to 30 

minutes to appear. If your school participates in eVAL, you may request a role at this time OR select Not 
Now to continue to E-Certification 

6. Select Register 
7. From the EDS homepage, select: 

View my applications 
E-Certification (to access this option, please wait 24 hours) 

Once the candidate has successfully created an account, they should let your district know so that the district 
can put in the district request. Once the district request has been submitted, the candidate will need to log back 
in and claim the application: 

1. Log back into OSPI’s website: https://eds.ospi.k12.wa.us/. 
2. Select “view my applications” 
3. Select “eCertification” 
4. That should open a page that says “welcome educator.” 
5. From there, scroll down and select the link that says “apply for my district request here.” 
6. That should open up an application wizard that will walk you through the application process. 

Full Sub Certificate 
This is for a candidate who completed an out of state teaching program and has not been certified in Washington. 

Requirements 
 Completion of a bachelor's degree or higher. Must submit official transcripts showing degree 
 Completion of any state's approved teacher preparation program through an accredited institution, or an 

approved alternate route program, or three years of full-time, out of state teaching experience and hold 
a REGULAR out of state teaching certificate. Complete the form which applies and submit at the time 
of application. Form 4020E, 4020E-1, 4020F-1 

 Submission of fingerprints for a background check is required, if a valid certificate is not already on 
record 

 
The candidate should submit an application through the eCertification system and provide the above supplemental 
documents. https://eds.ospi.k12.wa.us/ 

 


