
                         Clock Hour FAQs 
This information is prepared by the Selah School District to assist certificated employees with questions 
regarding Washington State Clock Hours.  Since rules do change over time you should consider this as 
general guidance. If you have a specific question, please contact Human Resources or OSPI Certification 
for assistance. 

1. Can clock hours be used for recertification as well as placement on the Salary Schedule?  
Clock hours may be used for both recertification and placement on the SEA Salary Schedule. 
Original clock hour forms should be sent to Human Resources in the District Office and a copy 
kept in your personal file for your records. When you apply to renew your certificate a copy of 
the clock hour documents is not required, but you are held accountable and can be audited.  So 
be sure to keep your records in a safe place. (Clock hours cannot be used for certification or 
salary schedule placement until they are completed and paid for, at which time they become 
“Official Clock Hours”. 
 

2. Are there a minimum number of clock hours required for receiving credit? 
Per WAC 181-85-030; “in no case shall an applicant receive credit for an in-service program that 
was less than a total of three continuing education credit hours.” All clock hours must be a 
minimum of 3 hours in order to receive credit. 
 

3. Other than the three (3) hour minimum, are there any other rules about Clock Hours before 
they can be used for certification or salary schedule placement?  
YES! All clock hours must be offered and documented by a Washington State approved clock 
hour provider and must be submitted on the OSPI Clock Hour form or an approved alternate. A 
list of valid clock hour providers is available on the OSPI web site at this link: 
http://www.k12.wa.us/certification/clockhours.aspx. 
 

4. What are “clock hour criteria” requirements?  
(a) It is consistent with a school-based plan for mastery of student learning goals as referenced in RCW 28A.655.110, 
the annual school performance report, for the school in which the individual is assigned; 
(b) It pertains to the individual's current assignment or expected assignment for the following school year; 
(c) It is necessary for obtaining endorsement as prescribed by the Washington professional educator standards board; 
(d) It is specifically required for obtaining advanced levels of certification; 
(e) It is included in a college or university degree program that pertains to the individual's current assignment or 
potential future assignment as a certificated instructional staff; or 
(f) It addresses research-based assessment and instructional strategies for students with dyslexia, dysgraphia, and 
language disabilities when addressing learning goal one under RCW 28A.150.210, as applicable and appropriate for 
individual certificated instructional staff; 
(g) Beginning in the 2011-12 school year, it pertains to the revised teacher evaluation system under RCW 
28A.405.100, including the professional development training provided in RCW 28A.405.106. 
 Previously you were required to submit an approval form in advance of taking courses. Now you 
can submit your credit documentation and the district will review the information to determine if 
it meets the criteria. Generally there is no difficulty doing that, however, if you are taking a 
course that you are not sure about, you can still submit a Course Approval Form in advance of 



taking the course to be sure it will be credited upon completion. This is true for all credit types.  
 

5. When can clock hours be turned in to the District for moving up on the SEA Salary Schedule? 
Clock hours can be turned in at any time, but must be received no later than September 15thof 
each year to be used for placement on the SEA Salary Schedule for that year. Clock hours 
received after that date will be held in the district office and credited to your record for the 
following school year. The earlier you can get clock hours into the office once school is out is 
appreciated! To ensure the best processing, be sure to submit your clock hour documentation 
immediately after completing your courses and check ove r the summer to make sure you have 
submitted clock hours completed during the previous year. When contracts are issued in the 
spring each SEA staff member also receives a printed document of their credit record.  
 

6. What is the difference between clock hours, quarter credits and semester credits? 
Quarter and Semester Credits are known as “Academic” credits, while clock hours and CEUs for 
certain ESA staff are known as “In-service Hours. “ Each credit type has different values. The 
quarter credit is the standard by which other credits get their value. One semester credit is worth 
1.5 quarter credits whereas it takes 10 clock hours or CEU units to equal one quarter credit. 
For example: In order to earn 15 quarter credits to get from BA 0 + 0 to BA 0 +15 on the salary 
schedule, you will need to take 150 clock hours OR 15 quarter credits OR 10 semester credits, or 
any combination to equal 15 quarter credits.  
 

7. What are CEUs?  
Continuing Education Units (or CEUs) are courses completed by staff required to hold an ESA 
certificate, where the course is also utilized to renew a license required for the position held by 
the employee.  For example, a Certified ESA School Nurse may take a 20 CEU unit course as part 
of the requirement to renew the Washington State RN License.  These credits can also be used 
for salary schedule placements.  CEUs are not available to all ESA positions.  You can check with 
Human Resources for more details.  
 

8. How does the new online system for Electronic Certification work? 
Continuing Certificate Holders can create an account at https://eds.ospi.k12.wa.us/pda/ using 
an email address. Once an account is established, clock hours can be added to your record as you 
complete them, eliminating the need to try and remember what classes you’ve taken during the 
last 5 years. Once all the information is complete, including the 150 clock hours, the request can 
be submitted.  
 

9. Who keeps track of my clock hours? 
Since you are the only one who knows all of the classes you’ve taken throughout the year, you 
are responsible for collecting and maintaining all of the clock hour forms in your personal files.  
Many clock hour providers do not have a transcript system, so make sure and get the 
appropriate forms before leaving the class. In Human Resources we also maintain your credit 
records (both for academic and in-service courses).  This documentation is used to verify your 
salary schedule placement.  You may request a Credit Record Report at any time by contacting 
Human Resources.  
 

10. Do clock hours expire? 
Clock hours can be used at any time for salary placement. Please check with OSPI regarding their 
use for recertification. 

https://eds.ospi.k12.wa.us/pda/

