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Introduction

This guide provides instructions and information for approved clock hour providers who use the E-Certification
(eCert) application to upload clock hour records for educators to claim. By following the steps outlined in this
guide, providers can ensure that clock hour records are accurately reported and claimed by the appropriate
educators.

OSPI encourages educators and providers to work directly with each other to resolve any issues related to
uploaded clock hours, minimizing the need to involve OSPI support staff. This application provides a robust
toolset for both educators and providers to facilitate communication and resolve most issues independently.

Clock Hour Record Statuses

Uploaded clock hour records can have the following statuses:

¢ Initial Upload
e Claimed by an Educator
e Unclaimed/Removed from Educator Record
e Locked for Editing (currently unused)
e Revised by Provider
e Previously Claimed/Replaced by Provider
e Unclaimed/Replaced by Provider
e Declined by Educator
Lifecycle of a Typical Clock Hour Record

Record Status Description

When a record is first uploaded, it is placed in "Initial Upload" status. The
Initial Upload system attempts to match the record to an educator based on the
criteria outlined in the "Matching Criteria" section of this guide.

If the record is successfully matched, it will appear in the educator's
Claim Reported Clock Hours wizard. If the educator claims the record, it
moves to "Claimed by an Educator” status. The information from the
record is then copied to the educator's permanent clock hour data.

Claimed by an Educator

If an educator deletes a claimed clock hour record from their profile, the
Unclaimed/Removed from corresponding uploaded record will revert to "Unclaimed/Removed from
Educator Record Educator Record" status.

If a provider edits an unclaimed record using the Edit Uploaded Clock
Hour wizard, the record's status changes to "Revised by Provider." It will

Revised by Provider then be presented to the matched educator for claiming.
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Record Status Description

When a provider uploads a new record with the same Record and
Provider ID as an existing claimed record, the existing record is replaced
and marked with this status. Then, the corresponding claimed educator
clock hour record is permanently removed from the educator’s file, and
the newly uploaded record will be available to them for claiming.

Previously Claimed/Replaced
by Provider

This status is not currently in use but may be implemented in future

Locked for Editing development

When a provider uploads a new record with the same Record ID and

Unclaimed/Replaced by Provider ID as an existing unclaimed record, the existing record is
Provider replaced and its status changes to "Unclaimed/Replaced by Provider." In

this status, only the most recent version of the record can be claimed.

If an educator declines a record in the Claim Reported Clock Hours
wizard, the record's status changes to "Declined by Educator." The
record can be edited by the provider, but it will not be shown to the
educator again unless it's revised.

Declined by Educator

Clock Hour Record Matching Criteria

The system matches uploaded clock hour records to educators based on any one of the following criteria:
e EDS Person ID/Educator ID matched
¢ Washington Certificate Number matched
e Email address matched
e EDS Username matched
e Birthdate and SSN last 4 matched
e Birthdate, first name, and last name matched
Important Notes:

e Most providers will not be supplying EDS Person ID or Washington Certificate Number. Therefore,
successful matching relies heavily on the accuracy of the information in the educator's eCert profile.
Educators should ensure their profile is up-to-date, particularly their first and last name, email address,
birthdate, and SSN last 4. Mismatches between the information provided by the provider and the
educator's profile can prevent records from being matched.

e ltis possible for more than one educator to see the same uploaded record for claiming. This can occur
if multiple educators (i.e. husband and wife) share the same email address or other identifying
information. Once one educator claims a record, it will no longer be available for others to claim. To
resolve these types of issues, refer to the Troubleshooting section of this guide.

E-Certification Clock Hour Provider User Guide (Rev. 10/2025) 4|Page



Uploading Clock Hour Records

Clock Hour File Upload Format

This document serves as a reference for the required file format when submitting clock hour records. Please
ensure that all data conforms to the specified format and data types. The file must adhere to the following

additional requirements:

e The file must be in a .csv (comma-separated values) format.

e The file size must not exceed 2 megabytes.

e Fields containing a comma must be encapsulated in quotes.

¢ Filenames cannot be duplicates of previous uploads.

e The first row must contain column headers exactly matching those specified in the layout.

File Format Layout

Column Name Data Type Description
. The unique numeric value assigned to your organization by
Aoyl VBB, OSPI ; this will be different for each provider.
This is the numeric value unique ID assigned for each record
and the ID must never be repeated across file uploads unless
RecordID varchar(50) it is being used in subsequent uploading to replace an earlier
record with the same RecordID
(allowed value range of -2,147,483,648 to 2,147,483,647).
. . h
EDSPersoniD Tiisger Numeric value PersonID for the educator assigned by the
EDS system
. The educator's WA Certificate number assigned by OSPI.
CertificateNumber char(7) .
Do not use cert. numbers that start with Z or T.
ClassCompletionDate Date - Date Class was completed
P MM/DD/YYYY P
ClassTitle varchar(255) | Title of the Class
Default value use General Study (5). Numeric value
EducationType|D |nteger representing OSPI's Types of StUdy
*See EducationTypelD Code table below.
TotalClassHours Decimal Tota! number of hours fo'r the class, 2 decimal places, only
half increments allowed. i.e., *.50
STEMHours Decimal Tota! number of hours fo‘r the class, 2 decimal places, only
half increments allowed. i.e., *.50
. . Total number of hours for the class, 2 decimal places, only
EquityHours Decimal

half increments allowed. i.e., *.50
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Column Name Data Type Description
Lo Decimal Tota! number of hours fo‘r the class, 2 decimal places, only
half increments allowed. i.e., *.50
SuicidePreventionFlag char(1) YorN
IssuesOfAbuseFlag char(1) N - At this time, providers cannot report this data
DateRecorded Date - Date class was recorded in provider's system
MM/DD/YYYY P y
FirstName varchar(25) Educator's Reported First Name
MiddleName varchar(25) Educator's Reported middle name
LastName varchar(35) Educator's Reported last name
DOB Date - Educator's Reported date of birth
MM/DD/YYYY P
SSNLast4 char(4) Educator's Reported Last 4 of SSN
Email varchar(250) Educator's Reported email address
2 — Clock hours
ProfessionalDevelopmentID Integer 7 — Para Fundamental Course of Study
11 — Government-to-Government

*WAC 181-85-030 (9): For the purpose of official records documenting the number of in-service credit hours,

the in-service provider or the superintendent of public instruction shall round continuing education credit
hours down to the nearest half hour of credits completed: .50 or .00.

Education Type ID Table

EducationTypelD EducationTypeCode

5 General Study (Other)

6 Traffic Safety Education (TSE)

9 CTE Philosophy

11 ESA Peer Review Course

13 Professional Growth Plan (PGP)

14 English Language Learner (ELL) Content
15 Special Education Content

18 Advanced Paraeducator

E-Certification Clock Hour Provider User Guide (Rev. 10/2025)

6|Page




Clock Hour Upload Instructions

1. Navigate to the EDS Login page.

e System Sign In

Username Username

Password Password

Forgot your username or password?

2. Select "View my applications” and click on E-Certification. Please note that clock hour providers may
not have all the applications listed below.

Office of Superi

of Public instruction ‘

Home My Applications Profile

> Application List My Applications

> Application Roles

> Education - - -
Directory My Application List

> EDS Directory

> Security Manager
List

You have access to the applications listed below. Click on the application you want to access.

If you need access to more applications, please contact your District Security Manager.

E-Certification

Education Data System Administration
NBPTS Scholarship
pdEnroller

3. On the home page, navigate to the “Upload Clock Hours” option under the Tools tab. The Clock Hour
Data Upload Screen (Figure 1) will appear.

™M Reports | @ Help -

NBPTS Educators
Disciplinary Actions (NASDTEC)
Fingerprint Search

Upload Clock Hours
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Figure 1-Clock Hour Data Upload Screen

- CLOCK HOUR DATA UPLOAD

e Help

Approved Provider: | Aperdeen School District
Provider ID: 253
Begin Date: 10/01/2007
End Date: 09/30/2030

Select file to upload:

No file chosen

On the Clock Hour Data Upload Screen (Figure 1), the "Approved Provider" field displays the logged-

in provider or allows administrators to choose a provider from the dropdown.

The “Provider ID" is the unique numeric value assigned to your organization by OSPI; this will be

different for each provider.

The "Begin Date" and "End Date" fields represent the provider's approval date range. Any records with a

"Class Completion Date" outside this range will be rejected.

Click the "Choose File" button and select the CSV file containing the clock hour records.

Approved Provider:

Begin Date: 10/01/2007
End Date: 09/30/2030

Select file to upload:

Upload

Choose File eCertClockHourSampleFile.csv

8. Click the “Upload” button and a success or error message will be displayed.

Approved Provider:

Begin Date: 10/01/2007
End Date: 09/30/2030

Select file to upload:

Choose File No file chosen

Upload and processing completed. 3 records accepted.
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9. |If there are errors, download the Error Log File (Figure 2) for details by clicking on the symbol that
looks like a paper with an X over the top of it.

2 records were successfully accepted, but there were 1 lines with errors in this file. Please view the efgor log for details.

Upload and processing completed. 2 records accepted.

Approved Provider:  Aberdeen School District
Begin Date: 10/01/2007
End Date: 09/30/2030

Select file to upload:

Choose File No file chosen

view | Detete | Ervors Upload File ID File Name Source
[Ee w@ E?:‘, 18 eCertClockHourSampleErrorFile.csv eCert
[ (%] 16 eCertClockHourSampleFile.csv eCert
[Ee w@ E—';" 15 ClockHourUploadDemo.csv eCert
Figure 2-Error Log File

" ErrorLog_VancouverOctoberFile.csv - Notepad - O X

File Edit Format View Help

Er‘ror‘ processing row 653: CertificateNumber cannot exceed 7 characters. ~

Error processing row 654: CertificateNumber cannot exceed 7 characters.

Error processing row 655: CertificateNumber cannot exceed 7 characters.

Error processing row 656: CertificateNumber cannot exceed 7 characters.

Error processing row 657: CertificateNumber cannot exceed 7 characters.

Error processing row 658: CertificateNumber cannot exceed 7 characters.

Error processing row 659: CertificateNumber cannot exceed 7 characters.

Error processing row 66@: CertificateNumber cannot exceed 7 characters.

Error processing row 661: CertificateNumber cannot exceed 7 characters.

Error processing row 662: CertificateNumber cannot exceed 7 characters.

Error processing row 663: CertificateNumber cannot exceed 7 characters.

Error processing row 664: CertificateNumber cannot exceed 7 characters.

Error processing row 665: CertificateNumber cannot exceed 7 characters.

Error processing row 1871: CertificateNumber cannot exceed 7 characters.

Error processing row 1872: CertificateNumber cannot exceed 7 characters.

Error processing row 1873: CertificateNumber cannot exceed 7 characters.

Error processing row 1874: CertificateNumber cannot exceed 7 characters.

Error processing row 1875: CertificateNumber cannot exceed 7 characters.

Error processing row 1876: CertificateNumber cannot exceed 7 characters.

Error processing row 1877: CertificateNumber cannot exceed 7 characters.

Error processing row 1878: CertificateNumber cannot exceed 7 characters.

Error processing row 1879: CertificateNumber cannot exceed 7 characters.

Error processing row 1888: CertificateNumber cannot exceed 7 characters.

Error processing row 1881: CertificateNumber cannot exceed 7 characters.

Error processing row 1882: CertificateNumber cannot exceed 7 characters.

Error processing row 1979: CertificateNumber cannot exceed 7 characters.

Error processing row 1980: CertificateNumber cannot exceed 7 characters.

Frror nrocessing row 1981: CertificateNumbher cannot excesd 7 characters. S

Ln1, Col1 100%  Unix (LF) UTF-8

File Upload Log

The File Upload Log Grid (Figure 3) displays a history of a provider's uploaded files. It includes information
such as filename, number of records, errors, and claimed records.

Figure 3-File Upload Log Grid

Showi Search... ‘ ‘
E v] S
entries
N N P Upload File ID File Name Source Records Accepted Errors  Claimed Declined Date Uploaded
[EeY .@ E% 18 eCertClockHourSampleErrorFile.csv eCert 3 2 1 0 0 3/12/2025 3:36 PM u
[E6Y u@ 16 eCertClockHourSampleFile.csv eCert 3 3 0 0 0 3/12/2025 3:27 PM =
[Ee .@ @, 15 ClockHourUploadDemo.csv eCert 17 16 1 0 0 3/12/202511:10 AM u
Previous ‘ 1 ‘ Next
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Click the "View" icon represented by a paper with a magnifying glass next to a file to see the individual clock
hour records contained in that file. In the Uploaded Clock Hour Records Grid (Figure 4), click the green
arrow next to a row to expand it and view the full details of that record.

Use the icons in the grid to:
e View: See details of the accepted records in a file
e Delete: Delete a file and its records if no records have been claimed
e Lock/Unlock: Prevent or allow educators to claim records in a file

Locking a file immediately disables all new claiming activity for its records. Educators will no longer see or be
able to claim any unclaimed records from that file. Unlocking the file restores its unclaimed records to a
claimable state and makes them visible again to educators. Locking does not affect records already claimed—
those remain permanently in each educator’s record. Files can be locked or unlocked at any time.

A common use for this locking feature is when issues are reported after an upload; locking the file pauses
claiming, hides the file's records from educators, and allows providers to investigate without impacting
previously claimed records.

Figure 4-Uploaded Clock Hour Records Grid

Back to Clock Hour Upload

UPLOADED CLOCK HOUR RECORDS

Show 10 v entries Search,

D>

s Uploaded ID Record ID Completion Date Hours Last Name First Name Status

7414 212982 09/12/2024 1 Initial upload

7415 216718 09/20/2024 295 Initial upload

00

Previous 1 7138 139 740 741 142

The search box above the File Upload Log Grid (Figure 3) and Uploaded Clock Hour Records Grid (Figure
4) allows providers to filter the list of records. Currently, the search is limited to filename and date uploaded.
Enhanced search functionality will be available in the future.

Editing Clock Hour Records

Providers can edit unclaimed clock hour records using the Edit Uploaded Clock Hour Wizard (Figure 5). To
access the wizard:

1. Go to the File Upload Log Grid (Figure 3)
2. Click the "View" icon next to the file containing the record that needs editing

3. Click the green arrow next to a record to view the details
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Clock Hour Upload
Show 10 v entries Search...
(=] Fe Uploaded ID Record ID Completion Date Hours Last Name First Name Status
8 | 7 mu 212982 09/12/2024 1 Initial upload
Uploaded Cleck Hours ID: 7414 EDSPersonlD: Dog:
Provider ID: 1050 WA Cert if: Last 4:
File Upload Log I0: 4 Name (Last, First Middle): Created By
Record I0: 212982 Email:
Claim Status: 0 STEM Hours: Updated By:
Claiming EducatoriD Equity Hours:
Class Title: mClass DIBELS PO for K, 1, and 2 Leadership Hours:
Teachers and Instructional Suicide Prevention: No
conches Issues of Abuse: No
Fducation Type: General Study [Other)
Clock Hour Code: Clock Hours

4. Click the "Edit" icon next to the record to launch the Edit Uploaded Clock Hour Wizard (Figure 5)
Figure 5-Edit Upload Clock Hour Wizard

Update the desired data and dick Save.

Educator Identification Fields Class Information
105 PersoniD/Educator 1D: o Class Completion Date:  09/12/2024 | i © *
Class Title: *
Certificate Number: ° TR mClass DIBELS PD for K, 1, and 2
Teachers and Instructional
First Nama: * coaches i
Total Class Hours: 100  *
Midde Name:
STEM Hours:
Lasz Name: *
Equity Howurs:
Date of sirth: B
SSN Last 4: Leadership Hours:
email: suicide pravension: L)

Helpful Information

Tha educator identification process uses the information from the uploaded dock hours record to identify a potential educator who can claim the record, Matching is
based on any one of the following properties:

= EDSPersoniD/EducatonD matthed

= Washington Certficate Number matched

= Email address matched

= Birthdate and 55N last & matched

« Birthdate, first name, and last name matched
= EDSUSArName matched

Mot all fekds need to match for 3 record to be daimable. & match can occur based on any one field or 3 combination of fields, such as EDSFersoniD or email address. itis
pessibhe for a record to match more than one educator. For example, if multiple educators share the same emai address, all matching educators will see the record for
claiming. Once a record is caimed by one educator, it cannot be claimed again by another educator.

Record Status Information
Ondy Unclaimed or Dedlined records may be updated. Once you update a record in this wizard, the status will automatically change 1o Revised.

& Revised record will become claimable by the appropriste educater If the system detects » match. Please varify the accurscy of the updated information to ensure
proper matching.
Cancel Save

5. Update the information in the wizard and click “Save”
Important Notes:

e Only unclaimed records can be edited. Once a record is claimed, it cannot be edited unless the educator
deletes it from their clock hours, or it is deleted via the upload replacement process.

e Editing a record, especially the educator identification fields, may change which educator the record is
matched to. Please verify the accuracy of the updated information to ensure proper matching.
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Claiming Clock Hours-Educator

How to Claim Clock Hours

When an educator logs into eCert, they will see a notification on their Educator Action Center (Figure 6)
home page if there are reported clock hours available for them to claim. Please note that not everyone has an

EDS account, and they must create one first before claiming hours.

same clock hour claim process as pdEnroller.

Please Note: This process is for E-Certification and is not associated with the

Educators will be notified via email with the following message when clock hour records are uploaded in their
eCert account and have not been claimed.

UNCLAIMED HOURS EMAIL NOTIFICATION

Dear Educator,

Clock hours have been reported on your behalf by one or more approved providers. These hours are now available for you to
review and claim in the E-Certification system.

To claim your clock hours:

i AN N o=

Once accepted, your clock hours will be added to your permanent professional development record.

Log into your account at: http.//eds.ospik12.wa.us

Select E-Certification

Navigate to your Educator Action Center
Click on Claim Reported Clock Hours
Review and accept your reported hours

Please note: These clock hours are not associated with pdEnroller. You are receiving this notice as part of OSPI's eCertification

system.

If you have any questions or need further assistance, please contact the OSPI Certification Department:
cert@k12.wa.us
360-725-6400

Figure 6-Educator Action Center

- EDUCATOR ACTION CENTER

Respond to your
Deficiency

Your recent application has a deficiency that requires
your attention. Click ‘Get Started’ to respond.

Apply for a Washington
Credential Here

u qualify to apply for
Click on this link to.

Pre-Application Checklist

yeu complete all the required steps before

starting your application.

Apply for a Paraeducator
Certificate Here

Claim Reported Clock
Hours

Provider(s) have reported clock hours that may

Renew your Washington
Certificate
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http://eds.ospi.k12.wa.us/

Select the "Get Started" button to launch the Claim Reported Clock Hours Wizard (Figure 7).

Claim Reported Clock
Hours

Provider(s) have reported clock hours that may
belong to you. Click 'Get Started' to review and claim
them for automatic addition to your permanent

record.

Get Started

Figure 7-Claim Reported Clock Hours Wizard

completed.

until action is taken.

= Clock hours that you claim as yours will be added to your permanent eCert record and used for evaluation purposes.
« Clock hours that you decline as not yours will be flagged for review by the appropriate provider(s) and won't be shown to you again.
« If you're unsure about a reported class, select Hold for Now and contact the provider for clarification. These records will not be updated or removed from the list

The OSPI eCert system has identified clock hours reported by provider(s) that may belong to you. While efforts are made to accurately match reported hours to the
correct educator, some or all of these records may not be yours. Please carefully review the reported clock hour records below and claim only the classes you have

Click the information icon o next to a provider's name to view their contact information and additional technical data that may help the provider address any
issues with the record. This data includes the provider's contact details and unique identifiers that can assist in troubleshooting discrepancies.

Important: Knowingly claiming clock hours that are not yours is considered fraud. OSPI periodically conducts audits of professional development clock hours. Your
selections in this form are submitted under penalty of perjury under the laws of the State of Washington and must be truthful and accurate.

Provider Completion  Class Title Total
Date Hours
S e o NN © vancouver school District 08/19/2024  District Directed: Special Education Summit 2
Now
Hold for i 08/26/2024  District-Directed Community of Practice: PLC 4
O claim O Decline O ovanmuver School District
Now
O clai o - o Hold for ownmuver School District 08/23/2024  Equity: Sexual Education for Students with Disablities: 1.5
S . Now Adapted FLASH Curriculum — Limited to Invitees
Hold for Vancouver School District 08/22/2024  Equity: TRI-Professional Learning: Social-Emotional 15
O claim O pecline O o uver .
Now Learning
O cleim O Deciine O MM Pr @ vancouver school District 08/20/2024  Improving Literacy for SPED Students in Specialized 1
. Deline Now Programs- IAC/DS/TS (1 of 5 sessions)
Cancel  Save
| »>
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In this wizard, educators can review the uploaded clock hour records and choose one of the following actions
for each record:

e Claim: Add the clock hours to their permanent E-Cert record.

¢ Decline: Reject the clock hours. Declined records will not be shown

to the educator again unless they are revised by the provider. The educator must make
¢ Hold for Now: Defer the decision. The educator can return to the a choice for each record
wizard later to claim or decline the record. to save successfully.

The Claim Reported Clock Hours Wizard (Figure 7) also provides the following information:

¢ Information Icon: Selecting this icon next to a record displays the Provider Information (Figure 8)
with the provider's contact information and technical details to help troubleshoot discrepancies. This
includes the Provider's Contact Details, the Provider Record ID, Uploaded Clock Hours ID, and the ID
method used for matching (i.e., why the educator is seeing that particular record).

Figure 8: Provider Information

Provider Information X

This is the contact information for the provider:

Email: test@test.com

Phone: 360-555-5555

This is technical information that may help aid the provider in resolving any
problems:

Upload File ID: 4

Provider Record ID: 207610

Uploaded Clock Hours ID: 5

1D Method: Washington Certificate Number matched

Understanding Claimed Educator Records

When educators are viewing the details of a claimed clock hour record in their eCert profile, they can find
helpful information related to the uploaded record, including:

e Provider Record ID: This corresponds to the Record ID in the provider's uploaded file

e ID Method: This indicates how the record was matched to the educator (e.g., email address, birthdate
and SSN last 4)

This information can be useful for troubleshooting and communicating between educators and providers.

A . Institution/Provider Class/District Credit Type  Type of Study Check Total Hours  Completed Date
@ rd €¥ Vancouver School District Surviving the Teenage Eye Roll: A Masterclass Clock Hours  General Study (Other) O g00 04/20/2024
STEM Hours: Begin Date: 04/20/2024 Created By
Equity Hours: 4.00 Comments: Imported via Claim Wizard
Upload Clock Hours ID: 1 Updated By:
Suicide Prevention: 1
Issues of Abuse: EDSPersonID/EducatorlD Imported:
matched
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Troubleshooting

Problem: Incorrect data in an uploaded record.

Solution:

1.
2.

If the record is unclaimed, use the Edit Uploaded Clock Hour wizard to correct the information.
If the record has been claimed, contact the educator to ask them to delete the record from their clock
hours. Once the record is deleted, you can either edit the existing record or upload a corrected version.

Problem: A record is not appearing for the educator to claim.

Solution:

1.

Verify that the record was “accepted” and contains the correct identifying information (e.g., EDS Person
ID, Certificate Number). Refer to the Matching Criteria section of this guide for details on how records
are matched to educators.

Check if the file is locked. If it is locked, unlock it to allow claiming.

Confirm the record was accepted by reviewing it in the File Upload Details section.

Problem: An educator claimed records that they now realize are not theirs.

Solution:

1.

Instruct the educator to delete the incorrect records from their clock hours. This action will make the
records available for the correct educator to claim.

Problem: An educator sees a record in their claim wizard for a class they already manually entered.

Solution:

1.
2.

The educator can decline the record in the Claim Reported Clock Hours Wizard.
If they already claimed the record, they can delete either the manually entered record or the newly
claimed one from their clock hours.

Problem: An educator believes a clock hour record is inaccurate.

Solution:

1.

vk wnn

The educator should select “Hold for Now" in the Claim Reported Clock Hours Wizard.

The educator should contact the provider using the contact information provided in the wizard.

The provider should locate the record using the identifying information provided by the educator.
The provider can correct the record using the Edit Uploaded Clock Hour Wizard.

The provider should inform the educator to revisit the Claim Reported Clock Hours Wizard to review
and claim the updated record.
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Problem: An educator is confused because they see a claimable clock hour record that they previously already
claimed.

Solution:

1. This will happen when a clock hour record has been uploaded that replaces a previously uploaded
record that was claimed. Explain to the educator that the original record had data that needed to be
updated, so a new record with corrected data was uploaded. This action caused the original record in
their file to be removed.

Problem: An educator is confused because they received a claim code from a clock hour provider to claim
hours in their account.

Solution: Explain to the educator that the claim process for E-Certification is not the same claim process as
pdEnroller. E-Certification and PdEnroller are two different systems, and E-Certification does not use claim
codes to award clock hours to educators. The educator should log into their pdEnroller account to claim hours
using a claim code.
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Records Management

Provider Recordkeeping

Clock Hour Providers must keep the following for seven years:

¢ Documentation that the clock hour committee approved a course’s date, number of hours, objectives,
relation to clock hour standards, and instructors and their qualifications before the course was offered

e Summary of course evaluations and minutes showing that the committee reviewed these evaluations
e Participant registration list and sign-in sheets
e Clock hour upload files

Upon request, providers must provide clock hour documentation to participants for seven years following the
course.

Retention Policies for Uploaded E-Certification Clock Hour Records

Once a clock hour provider uploads a clock hour record file, the files uploaded will be retained in eCert
according to their record status below.

Record Status Retention Policy

Initial Upload 10 years from the course completion date
Claimed by an Educator 2 years from the course completion date
Unclaimed/Removed from Educator Record 2 years from the course completion date
Revised by Provider 10 years from the course completion date
Previously Claimed/Replaced by Provider 2 years from the course completion date
Unclaimed/Replaced by Provider 90 Days from the course completion date
Declined by Educator 2 years from the course completion date

Educator Recordkeeping

Educators must retain their own records of continuing education hours for any audit conducted by OSPI.
Intentional misrepresentation subjects the holder to revocation of their certificate. Educators retain records to
address possible disputes and for verification for a current or prospective employer.

Documents to retain include:
e Clock hour forms
e College and university transcripts
e Official correspondence from clock hour providers verifying completion of clock hours

e Professional Growth Plan (PGP) documents including plans, required signatures, and evidence collected
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Legal Notice

Except where otherwise noted, this work by the Washington Office of Superintendent of
Public Instruction is licensed under a Creative Commons Attribution License. All logos
and trademarks are property of their respective owners. Sections used under fair use
doctrine (17 U.S.C. § 107) are marked.

Alternate material licenses with different levels of user permission are clearly indicated next to the specific content
(n the materials.

This resource may contain links to websites operated by third parties. These links are provided for your
convenience only and do not constitute or imply any endorsement or monitoring by OSPI.

If this work is adapted, note the substantive changes and re-title, removing any Washington Office of
Superintendent of Public Instruction logos. Provide the following attribution:

OSPI provides equal access to all programs and services without discrimination based on sex, race, creed, religion,
color, national origin, age, honorably discharged veteran or military status, sexual orientation including gender
expression or identity, the presence of any sensory, mental, or physical disability, or the use of a trained dog guide
or service animal by a person with a disability. Questions and complaints of alleged discrimination should be
directed to the Equity and Civil Rights Director at 360-725-6162 or P.O. Box 47200 Olympia, WA 98504-7200.
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All students prepared for post-secondary pathways,
careers, and civic engagement.
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