
Interested in Becoming an Elma School District Substitute Teacher? 
 

1. Must be 19 years old and older 

2. Submit Resume to Elma School District Office HR: Tonja Gransden at tgransden@eagles.edu or (360) 482.2822 

ext. 5113 

3. Indicate grade levels or buildings you are interested in substitute teaching in your resume objective. 

(Elementary, Middle School, High School, E. Grays Harbor High) 

4. Become an OSPI certificated substitute teacher ~ the process can take up to 6 weeks! 

5. Responsibilities include: 

a. Facilitating teacher lessons and engaging students in their learning 

b. Maintain a safe classroom  

c. Follow building protocols and policy 

6. Rate of Pay: $165 per day/$82.50 half day 

7. Hours: 8:15 AM - 3:00 PM 

 

Who’s Who Contacts: 

 Elementary Middle School High School EGHHS 

Principal: Mark Keating 
mkeating@eagles.edu 

Sunshine Perry 
sperry@eagles.edu 

Bill Oppliger 
boppliger@eagles.edu 

Julie Crawford 
jcrawford@eagles.edu 

Secretary: Becky Sackrider 
bsackrider@eagles.edu 

Cathy Ferrier 
cferrier@eagles.edu 

Aubria Niemi 
aniemi@eagles.edu 

Lovena Clark 
lclark@eagles.edu 
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Steps to Substitute Teaching Certification 
 

1. Fingerprinting (This needs to be done ASAP and is the longest part of the process) 

 

Select the option that works best for you: 

ESD 113 in Tumwater 

OR 

Elma PD in Elma 

Register with the ESD for a time slot. 
https://www.esd113.org/district-
support/hr/fingerprinting/ 
*Appointments are often 2-6 weeks out 
*Address: 6005 Tyee Dr. SW, Tumwater next 
to Costco 
*No walk-ins allowed. 
*Must have state-issued ID 
*Cost: $84.00 
*Must pay with Debit/Credit only 
*ESD will submit to OSPI 

Call and make appointment with Dusty or Angela at 
360.482.3131 
Office hours: Mon-Fri; 8AM-Noon/1 PM-4PM 
*Appointments can be same day or within the week 
*Address: 124 N 3rd St., Elma 
*Bring folder or large envelop to protect card 
*Must have state-issued ID 
*Cost: $10.00 
*Must have exact Cash or Check Only 
*You MUST submit to OSPI for an additional $45.25 with a 
check or money order 
NEXT STEP: 
Mail or take fingerprint card to OSPI  

Mail To: 
OSPI 
Attn: Fiscal Office 
PO Box 47200 
Olympia, WA 98504 
Cost: $45.25 (check) 

Deliver to OSPI 
7AM to 4 PM at: 
600 Washington St. SE, 
Olympia 
Call: 360.725.6000 
Cost: $45.25 (check) 

 

2. Create EDS Account & Request Emergency Substitute Teacher for Elma  
(This is the electronic system for OSPI certifications) 

You are registering to become an “Emergency Substitute Teacher” 
You will need a credit card to pay $49 at the end of this process. The process may take 24 hours. 

Steps Tips 
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. Once account is created, there are 3 tabs: 
Home, My Application, Profile 
 
5. Click Profile and Add Role 
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Steps Tips 

6. Provide Role Information: 
*E-Certification 
*Educator 
*Capital Region: ESD 113 

 

7. The E-Certification option can take up to 30 
minutes to appear under My Applications 

 

 
 

8. Go to Home and select: 
View my applications 
E-Certification 
 
9. You will need to contact Elma School District 
HR, Tonja Gransden at 360.482.2822, ext. 5113. 
Request “Apply for Your District Request”. 
Provide her with only last four digits for SS# and 
Last Name. 
 

 
 

10. The Elma School District will submit a 
request for an Emergency Substitute. This may 
take 5 minutes or 24 hours. 
11. Return to your EDS account HOME button. In 
RED will be “Apply for Your District Request 
Here” 
12. Click the “Apply for Your District Request 
Here” bar  

13. Under ACTION click BEGIN – it will take you 
through a series for questions (19 steps) 
 

*You may not have a Washington State Certification # on file yet 
*You can choice to input, or not, your Education Experience and 
Other Employment Experience 

14. Click “Click Here to Make Payment” 
*You will be redirected to another site to pay $49 via credit 
card. 

 

  



3. Complete Covid-19 Vaccination Verification 

 

Select the option that best relates: 

Vaccinated: Not Vaccinated: 

Submit Verification to: 
ESD 113 Vaccine Verification 
 
If you prefer a private 
meeting to verify your 
vaccination records, please 
schedule an appointment 
with the vaccine waiver 
process.  

Vaccine Wavier Requests  
If you need to schedule a Vaccine Exemption, we will have a 
one on one meeting with the Superintendent. For the 
meeting you will need to provide a Medical Exemption or a 
Religious Exemption Form.  Please have the vaccine 
exception request filled out prior to the meeting.  Forms can 
be found here. 
 
Please schedule a meeting with Elma School District 
Superintendent by contacting: 
Tonja Gransden at tgransden@eagles.edu or 360.482.2822 

 

4. Wait for Finalization (After completing steps 1, 2, and 3 we are waiting as much as 6 weeks for all approvals) 

 OSPI will assess fingerprinting with WSP 

 Elma School District will confirm to accept or deny applicant 

 Once Certificate is issued it is valid for 2 school years 

 The Emergency Substitute Certificate may be reissued upon request by an employing school district, 

approved private school, or educational service district.  

 To reissue without repeating all these steps, the school district and applicant must do this before expiration 

~ June 30th of the second school year. 

 This process only allows you to substitute teach for Elma School District. You have to request “Apply for 

Your District Request” by contacting the HR person at each district and pay $49.00 for each school. 

 

 

5.  All Approved  
 Elma School District HR, Tonja Gransden will contact you and set up an appointment to enroll you into payroll. 

 You will be responsible to complete the following training and be paid for your time: 

o Safe Schools 
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