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SCHOOL FINANCE AND T HE S275 REPORT 
 

DISCLAIMER: THIS IS NOT INTENDED TO BE A FULL COURSE ON SCHOOL FINANCE. WE ENCOURAGE YOU 

TO ATTEND A SCHOOL FINANCE WORKSHOP TO INCREASE YOUR LEVEL OF UNDERSTANDING. WE ARE NOT 

SPONSORED BY OSPI OR THE STATE AUDITORS OFFICE. 
 
WASHINGTON STATE CONSTITUTION: 

 

Article IX, Section 1. 
"It is the paramount duty of the state to make ample provision for the education of children 
residing within its borders..." 
Article IX, Section 2. 

"The Legislature shall provide a general and uniform system of public schools..." 

Article Ill, Section 22. 
"The superintendent of public instruction shall have supervision over all matters pertaining 
to the public schools." 

 

The Courts: 
 

Doran Decisions (Thurston County) 

 In response to a lawsuit initiated in 1976 by Seattle School District, State 
Superior Court Judge Doran directed the state Legislature to define and fully 
fund a program of basic education for all students in Washington. 

McCleary vs. Washington 
 In response to a lawsuit initiated in 2007 by Network for Excellence in 

Washington Schools filed for the McCleary family, Superior Court Judge John 
Erlick ruled in favor of the plaintiffs that the state wasn’t meeting its 
paramount duty to adequately fund basic education. In 2012 the Supreme 
Court ruled that Washington was not adequately funding basic education. 

 In the 2017 legislative session, the Legislatures enacted EHB 2242 to increase 
and revised state allocations to more fully fund basic education. 

 
Legislature 

    Establishes regulations for funding or what we call "apportionment." 
 
School Funding 

    State apportionment is a major source but many other sources exist. 
 

Role of OSPI: 

    To collect data from school districts 

    To provide instruction and guidance to districts in reporting 

    Analyze and monitor data 

    Report the data 

    Report specifically to the State Legislature 
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Funding Sources: 

    State General Apportionment: Basic Education, Vocational Education/CTE 
    State Specific Funds: LAP, Transportation, Special Education, Grants 
    Federal Funds: Title I, Title II, Bilingual, Migrant, Grants, Impact Aid, Vocational 
    Local Levy Funds 
    Local Bonds 
    Other grants or special funds 

 
The basic education apportionment formula have recently changed since the 
McCleary decision: 

 
The state has made a drastic change to the way that funding is allocated for certificated staff 
(CIS) salaries.  In the past, the allocation the state would pass through to the districts was 
based on a mix factor made up of degrees, credits and experience.  With the Engrossed 
House Bill 2242 (EHB 2242), this legislation increased and revised state allocations for:  

 K-12 basic education salaries,  
 professional development days, and  
 the prototypical school funding model. 

It also 
 created a new state property tax for common schools at a total rate of $2.70 per 

$1,000 of assessed value when combined with the existing state property tax,  
 revised local effort assistance up to $1,500 per student,  
 capped school district levies at the lesser of $2,500 per student or $1.50 per $1,000 of 

assessed property value, and  
 limited use of these levies for enrichment outside of the state's basic 

education program. 
 

What this means for the S275 reporting in future years is that we may not be reporting on any 
of the staff mix data.  OSPI has not determined at this time how they will change how districts 
will be reporting however, so for the 2018-19 school year, the S275 will still capture the mix 
factor data. 
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    Allocations for substitute teachers. 
 

    Enhanced funding for small schools. 
 

    Enhanced funding for vocational programs. 
 

    Separate rates for Running Start students. 

State Basic Education Funding 
 

 
 
 
 
 
 
 
 
 

Student FTE through Enrollment Reporting 
 
 
 
 
 

 

Generates Staffing Units and MSOC 
 
 
 

 

Basic Education Funding 
 
 
 
 
 

Staffing Units: 
 

   Administrator 

   Certificated 

   Classified 

Account Objects: 

2000,3000,4000 

Materials, Supplies, Operation 

Costs (MSOC): 
 

   Curriculum 
   Supplies 

Account objects: 

5000-9000

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Staffing Units are converted to salary and benefit dollars based on formulas.
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CERTIFICA TED STA FFIN G UNITS 

 
Staffing units are the number of certificated staff per 1000 students. Basic Education ratios 
are driven by enrollment reporting and grade group reporting on the S-275. The chart 
below from the Financial Resources and Governmental Relations section of OSPI indicates 
class size in Basic Ed with the new Prototypical staffing model.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

Prototypical Model Increases: current 2018-19 2019-20 2020-21 

         

Class Size - General 
Education         

Mandatory 
beginning 
2019-2020   

  Kindergarten   17.000 17.00 17.00 17.00 

  First   17.000 17.00 17.00 17.00 

  Second   17.000 17.00 17.00 17.00 

  Third   17.000 17.00 17.00 17.00 

              

Class Size - High Poverty             

  Kindergarten   17.00 17.00 17.00 17.00 

  First   17.00 17.00 17.00 17.00 

  Second   17.00 17.00 17.00 17.00 

  Third   17.00 17.00 17.00 17.00 

              

All calculations within this tool assume maximum K-3 class size funding.  K-3 class size 
compliance is not required in the 2017-18 or the 2018-19 school year.  While it is required 
in the remaining years of this tool, its impacts are not projected. 
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CLASSIFIED AND CERTIFICATED ADMINISTRATIVE STA FFING U NITS 

 
Classified and Certificated Administrative Units are determined differently. In previous 
reporting years these units were determined by the below calculation: 

 

 17.021 Classified Unit/1000 Students 
    Unit-1.0 FTE, 2080 Hours 

 
 4/1000 Administrator Unit/1000 Students 

 
With the new Prototypical Model does this work the same? Below is a table showing what 
“Other Staffing” in schools may look like. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

SAMPLE SALARY GRID 
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LEAP   OR  NOW  KNOWN   AS  SALARY  GRID 

 

What is LEAP? 
 

   Legislative Evaluation and Apportionment Program 
   Method for creating “equal” salary distributions across the state 
   Numeric system 

 Not a salary schedule. It is a state funding distribution model.  Many districts have 
locally bargained to use the LEAP schedule in the past as their salary schedule, but 
several districts have made modifications to the schedule this year due to bargaining. 
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LEAP SCHEDULE CONVERTED TO DOLLARS 
 

The State establishes the LEAP “Derived Base” for each year, which is the amount in the 
BA 0 cell. Then the Derived Base, for 2018-19 is $40,760, is multiplied times the factor for 
that cell to produce the salary amount for each cell.  As an example the factor for BA 45, 
Step 5 is 1.16008. Multiplying that factor times $40,760 equals $47,285. LEAP documents 
are available at http://leap.leg.wa.gov/leap/budget/leapdocs/k12docs.asp.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

1. This table represents an example salary grid. It does not indicate a commitment of 
state funds. Districts are not obligated to follow this or any other salary schedule.  

2. The first cell on the grid reflects the $40,760 minimum prescribed by HB 2242 inflated by the 
implicit price deflator that applies to 2018–19 of 1.9%. The sample grid carries forward the 
inflation adjustment for each cell, but the law only requires that years 0 and 5 reflect the 
inflation adjustment and applies the inflation adjustment to the maximum salary cap.  

3. Staff mix factors used to compute this schedule are based on LEAP schedule posted 
6/22/2017 that was applicable for the 2017‐18 school year, which can be found here: 

 

http://leap.leg.wa.gov/leap/budget/leapdocs/k12docs.asp
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http://leap.leg.wa.gov/leap/budget/leapdocs/2017L1.pdf. The schedule labeled "LEAP 
Document 1" is attached to this document.  

4. Steps do not reflect regionalization factors. In 2018–19, the minimum requirements for 
experience years 0 and 5 should be inflated by the regionalization factor for districts to 
which regionalization factors apply. Districts should use the regionalization factors posted on 
the LEAP schedule posted 3/6/2018 found here: 
http://leap.leg.wa.gov/leap/budget/leapdocs/coLEAPDocH3_0307.pdf.  

5. The new experience mix factor is not effective until the 2019–20 school year. The 

regionalization factor for districts that are eligible for this adjustment was increased by 4% 

beginning in 2019–20 (displayed in italicized text in the LEAP document referenced in note 4 

above). OSPI believes it was not the intent of the legislature to have the experience factor 

component of the regionalization factor impact the minimum requirements for years 0 and 5 

or the maximum. We will work with the legislature to clarify this language during the 2019 

legislative session. 

 

 

As used in this subsection, the column headings "BA+ (N)" refer to the number of credits 

earned since receiving the baccalaureate degree. For credits earned after the baccalaureate 

degree but before the master’s degree, any credits in excess of forty-five credits may be 

counted after the master’s degree. 
 
 

"Credits" means college quarter hour credits and equivalent in-service credits computed in 
accordance with 

RCW 28A.415 .020 and RCW 28A.415 .023. 
 
"Years of service" shall be calculated under the rules adopted by the Superintendent of Public 
Instruction. 

 
 

BA 135 column-Grandfathered:  Only employees who had met the BA 135 requirements as of 
January 1, 1992 are funded in this column.

http://leap.leg.wa.gov/leap/budget/leapdocs/coLEAPDocH3_0307.pdf
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CONVERTING STAFFING UNITS TO DO LLARS 

 
Staffing units are translated to dollars. The certificated formula uses the minimum 
statewide average salary and multiplies it by the Regionalization Factor (if your district 
has one), and then this is multiplied by the enrollment driven certificated staffing 
units. Example: 

 

With Regionalization: 
  
 

1. Minimum Statewide Average Salary  $65,216 

2. Regionalization Factor (0 to 24%)        24% 

3. Multiply 1 & 2 for CIS Average Salary  $80,868 

4. Certificated Staffing Units    265.512 

5. Multiply 3 & 4 for CIS Allocation     $21,471,424 

 

Without Regionalization: 

1. Minimum Statewide Average Salary  $65,216 

2. Regionalization Factor (0 to 24%)          0% 

3. Multiply 1 & 2 for CIS Average Salary  $65,216 

4. Certificated Staffing Units    265.512 

5. Multiply 3 & 4 for CIS Allocation     $17,315,631 

 

This information is true for the 2018 – 2019 school year, but will change in future years as 
the Regionalization Factor changes and the Experience Factor begins for some districts. 

 

 
 
 

 

 

WRITTE N GUIDANCE 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



14 

 

 

There are three forms of written guidance we must reference and follow as we report 
information to the state for the S-275 Personnel Reporting process. 

• Revised Code of Washington (RCW) – statutory laws enacted by the state 

legislature. 

    Title 28A RCW, Common School (K-12 public school) Provisions 

• Washington Administrative Code (WAC) - policies, rules, and 

regulations adopted by state agencies in carrying out state law. 

    Title 181 WAC, Rules and Regulations of the Professional Educator 

Standards Board 

•   Certification for school personnel, career and technical education 

(CTE) certification, continuing education requirement 

    Title 392 WAC, Rules and Regulations of the Superintendent of Public 

Instruction 

 WAC 392-121-200 through -299, General apportionment of state 

monies for certificated instructional staff 
 

• S-275 Personnel Reporting Instructions 

    Section II. B., State LEAP Placement Information 

 http://www.k12.wa.us/SAFS/data/reportformatter.asp# From this link click on 

Instructions, Personnel Reporting and then select the year. The instructions for 
each new year are typically available in late September. 

 

 
 
 

FISCAL ACCOUNTA BILIT Y 

 
    Must maintain K-12 ratio of 46/1000 (CIS-per-student). 

 

 For 2018-19: Must not pay district CIS base salary that is less than $40,760 

times regionalization or more than $91,710 times regionalization and increased by 

up to 10% for hard-to-staff (ESAs, teachers in math, science, STEM, etc.). 

    Must use state accounting and program structure. 

 

    Must file an accurate and timely S 275 report.

http://www.k12.wa.us/SAFS/data/reportformatter.asp
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S 275 REPORTING ACCO UNT CODES 
 
 
 

Account Code Structure 
 

In our districts we utilize a state established account code structure as shown below: 
         Program          Object    District 

                              XXXX – XX – XXXX – XXX – XXXX 
           Activity  Location 
 

1.  The first 2 digits represent the “program code” from the chart shown below. These 

are the only program codes that can be reported to the state. 

2.  The second 2 digits are local sub-program codes where the district can define those 

numbers. 

3.  The 5th and 6th digits are the “activity code” representing the type of work activity for 

the reported position. These come from the state list of activity codes as also shown 

in the chart below. 

4.  Digits 7-8-9-10 are the “object code”.   The first digit of the object code is set by the 

state, where 2 = certificated, 3 = classified (and 4-9 are the MSOC codes for 

benefits, supplies, materials, travel, etc.) 

5.  Digits 11-12-13 are the specific location code as established by the district. 

6.  The remaining digits are established by the district for sub responsibility codes. 
 

Examples: 
 

     Special Education Teacher – State Funded:    2100-27-2000-301-0003 

     Custodian – State Funded: 9700-63-3000-201-0041 

     Title I Teacher:   5100-27-2000-301-0003 

     Title I Teacher:   5104-27-2001-221-0033 

     Coach: 0100-28-3280-301-0080 
 

While we maintain the account code information, the S-275 process only utilizes part of the 

account code, along with other codes to create what is known as the ASSIGNMENT CODE. 

This code is frequently seen in S-275 reports.
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Assignment Code Structure 
 

ASSIGNMENT CODES 
 

XX – XX – XXX 
 

XX      =      Program Code 

XX   =       Activity Code 

XXX   =       Duty Code 

Examples: 

01-27-310 
 

Basic Education 

Instructional 

Elementary Teacher 

21-27-330 
 

Special Education 
 

Instructional 
 

Ungraded classroom teacher 
 

97-14-940 
 

Classified Personnel Specialist 

 
97-72-980 

 
Network Administrator 

 
97-28-963 

 
Coach 

 
01-27-320 for teacher and 01-21-400 for Department Chair 

 
80% Teacher, 20% Department Chair 
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State Program and Activity Codes (from the 275 Instructions Book) 
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Duty Codes (from the 275 Instructions Book) 
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20
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DUTY CODE SUFFIX (LA ST DIGIT) 
 

The actual duty code is three digits, with the first two being from the duty codes 
described above. The last digit is known as a suffix, either X Y or Z. 

 

X may be either suffix 0, 1, or 2. 
 

Y may be either suffix 0 or 3. 
 

Z relates only to duty code 61 and may be either suffix 0 or 1. 
 

Report, with suffix: 
 

0 – Certificated base contracts and all classified employment time-driven assignments except as noted 

below 
 

1 – Certificated supplemental contracts for additional responsibility and incentive but not 
additional time (not time-driven and in excess of $200). 

2 – Certificated supplemental contracts for extended, extra, or optional days and hours 

which are available to the employee (time-driven). 
 

3 – Classified assignments which are not time-driven. Do not update after Oct. 1 for non-certificated 

staff). 
 

Notes regarding new staffing categories in the prototypical school funding model 
(Substitute House Bill #2776 from the 2010 Legislative session): 

 

  Classified staff assigned to duty root 91 aide in activity 22 learning resources are 
categorized as non-instructional aides rather than teaching assistants. 

 Classified staff that report student enrollment and classroom attendance should be 
reported in activity 23 principal’s office (duty 94 office/clerical) rather than activity 25 
pupil management and safety (duty 91 aides). 

 

 
Pages 87 – 95 of the S-275 Personnel Reporting Handbook has additional guidance 
on duty codes. 
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  OTHER FINANCIAL RESOURCES 
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OTHER FINANCIAL RESOURCES  

 

 Your Business Services/Budget Administrator 

 WASBO Courses:        www.wasbo.org 

 WSPA Workshops:      www.wspa.net 

 Human Resources Leadership Program (HELP) 

 OSPI:     www.k12.wa.us 

o S-275 Reporting Instructions: 

 http://www/l12.wa.us/SAFS/default.asp# 

 Then select “Instructions” , “Personnel 

Reporting”, then appropriate school year 

o School Apportionment: 

 http://www.k12.wa.us 

 Then select Finance and Grants, Apportionment, Financial 

Services 

 State Auditor’s Office: www.sao.wa.gov 

 ESD Fiscal Offices: http://www.k12.wa.us/maps/ESDmap.aspx

http://www.wasbo.org/
http://www.wspa.net/
http://www.k12.wa.us/
http://www/l12.wa.us/SAFS/default.asp
http://www.k12.wa.us/
http://www.sao.wa.gov/
http://www.k12.wa.us/maps/ESDmap.aspx
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QUESTIONS 

ABOUT 

FINANCE
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26 

 

THE S-275 REPORTING PROCESS OVERVIEW 

 
Background of the S-275 

 

The S-275 reporting process is an electronic personnel reporting process that 

provides a current year record of certificated and classified employees of the school 

districts and educational service districts (ESDs) of the state of Washington. 
 

Developed during the 1970's, this report initially provided an annual staffing 

snapshot picture, or "census," of Washington State school districts. The snapshot 

concept has been retained for the most part, but actual salary and benefit 

information is now updated through the end of the school year, fitting a more 

dynamic reporting concept.  This dual nature has evolved to meet expanding needs 

and uses for certificated and classified staff data. 
 

All school district and ESD personnel employed as of October 1 of each school year 

are reported to the Office of Superintendent of Public Instruction (OSPI) on the S- 

275 report. 
 

 
 

HOW S-275 DATA IS USED 

 
The data collected by the S-275 reporting process are either mandated by state 

law, necessary for calculating state funding, or are needed for responding to 

requests by the federal government, the state Legislature, or other organizations. 

S-275 personnel data is used by OSPI to calculate staffing factors used for 

apportionment of state funding. 
 

- Prototypical Funding Comparison: The S275 information collected 

during the school year will be used to provide a school-level, web-based 
comparison between the prototypical funding model and the actual school 
level staffing provided by the district. 

- Data for the Legislature, national organizations, and the public: 

 S-275 data is provided to the Legislative Evaluation and Accountability 
Program (LEAP) Committee, a research arm of the Legislature. Each year the 
LEAP Committee provides information and analysis to the Legislature on 
request. The state Legislature uses this information in setting policy, 
including state funding for school employee costs. 

 Selected statewide data are provided to the National Center for Education 
Statistics (NCES), the National Education Association (NEA), and other 
national organizations for state comparison and analysis nationwide. 

    S-275 data are provided on request to other organizations and individuals. 
S-275 information is public information except for: 
- Social security numbers, which are exempt from disclosure per RCW 

42.56.250(3). 
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- A very limited number of records where personal information of 
crime victims is protected per Chapter 40.24 RCW. 

 

Monthly apportionment reports for each school district can be found 
through “Reports”, then “District Reports” link on the SAFS website at: 
http://www.k12.wa.us/safs/. 

 

September through December state apportionment payments to school districts 
are based on district’s budgeted data (enrollment and staffing units (used to 
be staff mix factor). Beginning in January, monthly apportionment payments 
are based on actual data (year-to-date average enrollment and staffing units 
(used to be staff mix factor). 

 

S-275 staff reporting, along with student enrollment reporting, determines the 

allocation of state funds (money going from the state to the school district). 

School employee compensation (money going from the employing 

school district to the teacher, etc.) is determined by local policy. 
 

Because of the use and impact of the S-275 data, care must be taken to 

be as accurate and complete as possible in following these instructions. 
 
ANNUAL  CHAN G ES 

 
One of the most important activities in beginning the S-275 reporting process is to review 

the list of annual changes which has always been shown in the beginning pages of the S-

275 Personnel Reporting Instructions.  There are basically no changes to the 2018 – 

2019 school year.  Even though the laws have changed that no longer require the need 

for mix factor data, for the 2018 – 2019 school year, OSPI is still requiring that we report 

on the mix facto data.  
 

 

 

 

 

 

 
 

 

 

 
 
 
 
 
 
 

 

http://www.k12.wa.us/safs/
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WHO TO REPORT: 
 

Persons who, as of October 1, are known to be employed (contracted or hired) 

to provide services any time during the current school year. 
 

Include the following individuals: 
 Certificated employees under contract for certificated employment. 
 Supplemental contracts. 
 Each district classified employee. 
 Substitute in a position previously filled by a teacher who terminated, is 

on unpaid leave, or is reported for the same position with duty code 610 
(certificated on leave). 

 “Unfilled positions” – S-275 personnel reporting is the reporting of 
personnel/persons, not positions. Report persons that are contracted or hired 
as of October 1 of the school year. 

 With duty code 310, 320, or 330, teachers with contracts on October 1 who 
both: worked, or are anticipated to work, in the same assignment for more 
than 20 school days. 

 With duty code 520, substitute teacher, teachers who have base contracts for 
substitute duties. (Review S-275 Reporting Instructions page 11, 1D) 

 

 

DO update contracts for Employees Certificated or Classified: 

 DO update supplemental contracts for reported employees 

 DO update negotiated pay or benefits changes for reported employees. 

 DO report persons who are known to be employed to coach as of October 1. 
 

 

Contracted Certificated Instructional Employees: WAC 392-121-206 Definition 

The following conditions make reporting necessary: 

 A certificated teacher or educational staff associate spends more than 0.25 

FTE with students for a given school district. 

 The district claims basic education funding for students served by the 
contractor’s staff pursuant to WAC 392-121-188. 

 The contractual agreement existed as of October 1 for services to be 
provided during the school year. 

 The contractor is not a college or university. 
 

If all four conditions are met, the school district must report the contractor’s 
certificated instructional staff that provide basic and special education services to 
students claimed by the district for state funding. 

 
Reporting of the contractor’s staff is optional if the teacher or educational staff 
associate spends 0.25 FTE or less with students for a given school district. 
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Determine a contractor employee’s time in a school district by using the following 
guidelines: 

 
(1) In the case of a teacher hired as part of a cohort, report the person’s FTE. An 
example of this situation is Insight School of Washington at Quillayute Valley 
School District. 

 
(2) In the case of a teacher of online courses, determine the teacher’s FTE by 
adding the total number of estimated weekly learning hours for courses on all 
students’ Written Student Learning Plans where the teacher is identified as 
responsible for the course, then dividing the total hours by 750. If the quotient is 
more than 0.25, the teacher must be reported on the district’s S-275 report. 

 
Note: Report contractor certificated instructional employees providing basic 
education and special education services using duty codes 630 and 640. These 
duty codes are included in the calculation of the district average staff mix factor 
and the K–12 staff ratio compliance.  However, they are not included in 
determining salary compliance. 

 

Added Notes: 
 

1. Staff responsible for S-275 reporting should check with other district staff to 
determine if your district provides alternative learning options for students 
through contracted services such as those established for online learning 
programs or contracted services (SLP, Nurse, OT, PT, etc.). You are 
responsible for determining if these staff must be included on the S-275 
report. 

 
2. These staff should be treated like all other certificated instructional staff in 

that you should ensure they are properly certified for their specific teaching 
assignments. 

 

Do not report teachers who: 

 Substitute in a position already reported through the S-275 reporting 
process with a duty code other than 610 (certificated on leave). 

 Have worked, or are anticipated to work, 20 or fewer school days in the 
same assignment. See example #5 

 
 
Do not report a person hired after October 1 and do not delete a person 
who leaves the district after October 1. 
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WHO TO REPORT? (EXAMPLES) 
 

 

1.  If a person employed on October 1 resigns the following day, report that 
person’s snapshot data just as if the person had remained with the district 
through the remainder of the school year. 

 
2.  A person’s contract period normally begins February 1, and on October 1 the 

person has a contract with the district.  Report this person on the S-275 
reporting process. 

 
3.  A teacher is on leave without pay for the first semester but has a contract to 

return to the school district full time for the second semester.  The district has 
contracted with a substitute teacher to fill the position during the first semester. 
Because the district has a contract with both of these persons on October 1, 
report each of these teachers on the S-275 report. 

 
4.  A teacher has a full-time contract with one math teaching assignment, and the 

remainder of the day assigned as a substitute teacher.  Report this individual 
as 1.0 FTE on the S-275 report.  Report both assignments, but use duty code 
520 for the “substitute” assignment. See Section II.D. Assignment Information, 
of S-275 Personnel Reporting Handbook. 

 
5.  A full-time teacher is on paid sick leave for the last week of September.  The 

teacher is expected back the third week of October, absent fewer than 20 
school days. Another individual is substituting in this position.  Report the first 
individual on the S-275 reporting process with 1.0 FTE. Do not report the 
substitute in this position through the S-275 reporting process. 

 
6.  A full-time teacher terminates employment on September 18. A replacement 

is hired and contracted on September 25.  Do not report the first individual 
who was employed fewer than 20 school days. Report the partial FTE and 
assignments of the second individual. 

 
7.  A teacher is contracted to work during the first semester, then will be away 

on maternity leave for the remainder of the school year.  In December, the 
district hires a replacement for this position for the second semester.  Report 
the partial FTE of the first employee. Do not report the second employee, 
who was hired after October 1. 

 

 

8.  A teacher provides online services through an outside contractor and works 
the equivalent of .38 FTE for the year, starting at the first day of school. Do 
report this person and do ensure they are certified and highly qualified for 
their core content assignments.
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LEAP Placement Information 
 

WHAT TO REPORT? 
 
 
 
 

Demographic Data 
 

   County-District Code 

   Certificate Number 

   Social Security Number 

   Last Name, First Name, MI 

   Birth Date, Sex, Ethnicity, Race 

   Assignments (FTE, %, Duty Codes) 

   National Board Certification Expiration Date 
 
 
 

   Certificated staff: Report Highest Degree, Credits and Experience 

 

October 1 – CBRTN Code 
 

C   Continuing Individual - An individual who was reported by the district in the 
previous year, unless the person is a certificated employee with less than 0.5 
certificated years of experience as of August 31. In that case report such a 
person as a beginning individual. 

 

 

B Beginning Individual - An individual with a certificated assignment who is 
reported with less than 0.5 certificated years of experience. 

 

R   Re-Entering Individual - An individual with a certificated assignment who 
was not reported in a certificated capacity anywhere during the previous 
school year, and has at least 0.5 certificated years of experience as of 
August 31. Report in this category an individual returning from leave. 

 
Do not report an individual as re-entering who was reported by the district 
during the previous school year and is again employed for the current 
school year. 

 

T Transferring to District - An individual with a certificated assignment who was 
employed in a certificated capacity in another Washington district (in a public 
or a private school), another state, or foreign country during the previous 
school year and has at least 0.5 certificated years of experience as of 
August 31, and was not reported by the current school year’s employing 
district last year. 

 

N  New Employee - An employee with only classified assignments that was not 
reported by the reporting district for the previous school year.



34 

 

Grade Group Assignment 
 

Report the grade group assignment for: 
 

    All basic education certificated instructional staff (BEACIS) with duty suffix 0. 
Basic education certificated instructional staff are those with base contract 
assignments in programs 01, 02, 03, 31, 34, 45, or 97 and in duty roots 31 
through 49, or 63 through 64, with suffix 0. 

 All special education certificated instructional staff with duty suffix 0. 
Special education certificated instructional staff are those with base contract 
assignments in programs 21 or 22 and in duty roots 31 through 49, or 63 
through 64, with suffix 0. 

 

For all other assignments, including all duty suffix 1, 2, and 3 assignments, this item 
may be left blank. 

 

To determine the grade group attributed to an assignment, use the actual grades of 
students served by the assignment. If students are ungraded, the grade assignment 
based on chronological age is to be used. Report the appropriate grade group code 
according to the following options: 

 
 

Blank 
 

May be left blank for an assignment that is not a certificated instructional assignment in basic 

education or special education. 
 

P 
 

Use for reporting of preschool assignments in special education programs 21 or 22. Do not 

use this code for assignments in basic education programs 01, 02, 03, 31, 34, 45, or 97. 
 

K 
 

An assignment with kindergarten students. 
 

1 
 

A teacher assignment with elementary Grade 1 students or with ungraded students aged 6. 
 

2 
 

A teacher assignment with elementary Grade 2 students or with ungraded students aged 7. 
 

3 
 

A teacher assignment with elementary Grade 3 students or with ungraded students aged 8. 
 

4 
 

A teacher assignment with elementary Grade 4 students or with ungraded students aged 9. 
 

5 
 

A teacher assignment with elementary Grade 5 students or with ungraded students aged 10. 
 

6 
 

A teacher assignment with elementary Grade 6 students or with ungraded students aged 11. 
 

E 
 

An assignment in duty roots 40 through 49, or 64, with elementary Grades 1 through 6 

students or with ungraded students aged 6 through 11. 
 

M 
 

An assignment with middle school Grades 7 or 8 students or with ungraded students aged 12 

or 13. 
 

H 
 

An assignment with high school Grades 9, 10, 11, or 12 students or with ungraded students 
aged 14 through 20. 



35 

 

Notes: 
 

1. Classroom teacher (duty code 310, 320, 330,  
340, 520, and 630) assignments require 
distinction between kindergarten (K) and 
each of the elementary Grades 1 through 6. 

 

2. ESAs and other certificated support staff 
(duty code 400 through 490, and 640) who 
cover several classrooms may be reported with 
K in kindergarten assignments and E in Grades 

1 through 6 assignments, if the district wishes. 
 

 
 
 

Position Details 
 

     Hours associated with base contract or base assignment 

•   Exclude time when employee is not performing duties (meals, travel) 

•   Exclude hours associated with supplemental contracts (TRI) 

•   FTE 

    Calculate Certificated FTE, i.e., 7.5 x 180 = 1350 Fulltime; 3.75 x 180 = 675 Actual;       
675/1350 = .50 FTE 

 Unless your district has approved waiver days, i.e., 178 days if 2 waiver days has 
been approved 

    Calculate Classified FTE on 2080 hours (8 x 260) 

Example: Position is 3 hrs. x 190 days (180 work days and 10 holidays) 

570/2080 = .274 
 
 
 

Insurance/Benefit Information 
 

 

 Report the district’s share of permissive insurance benefits paid to/for the 

employee during the current reporting year; includes items such as health, life, 

liability, accident, disability and salary protection. 

    Update this item for changes resulting from local negotiated agreements 

    Exclude the amount remitted to the Health Care Authority for retirees 

    Report all actual insurance benefits for each employee 

 Do not report district average annual insurance benefits or district average 
health benefit pool amounts 

 Do not change reported insurance benefits to reflect assignment changes made 
after Oct. 1   
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WHEN TO REPORT? 
 

The reporting schedule below is intended as a guide to help districts in planning 
submission of data to OSPI. Except for the initial submission date, the target dates 
are not mandatory reporting dates. Rather they represent significant dates when 
accurate and complete information must be available to OSPI for statistical reports, 
legislative requests, and school apportionment. October 1 remains the only snapshot 
date.  
 
Complete this three‐step process prior to each target date after November 1:  

 Step 1. Submit any updates or corrections to the October 1 data.  

 Step 2. Review all edit exceptions for errors (see Appendix B beginning on 
page 120 of S-275 Personnel Reporting Handbook). 

 Step 3. As necessary, resubmit corrections identified in step 2 
 

Each year the reporting timelines are established in the annual S-275 

Reporting Instructions. Since they are not yet available, the following chart is 

an example from the 2017-18 school year. 
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Corrections and Updates to S‐275 Data 
 
After initial submission of S‐275 data, there are two possible types of changes: 
corrections and updates. All data may be corrected; however, not all data may 
be updated.  
 
The term correction refers to a data change needed because of an error in a 
previous submission or because documentation was not previously 
available. Most data items depict a snapshot of district staff as of October 1 and 
are not to be changed during the year except for corrections to the snapshot. All 
snapshot report items begin the item title with October 1.  
 
The term update refers to a change in a data item that is not affixed part of 
the district’s October 1 snapshot. All such report items begin the item title with 
the word current:  
 

 Current ‐ Total Final Salary  
 Current ‐ Annual Insurance Benefits  
 Current ‐ Annual Mandatory Benefits  
 Current ‐ Assignment Salary  

 
Notes—Corrections and Updates: 
 

1. Do not update an employee’s base contract (suffix 0) assignments or 
full‐time equivalencies for changes made after October 1.  
 

2. Update certificated base contract hours per FTE day, certificated base 
contract FTE number of days, assignment salary, supplemental 
assignment salary and hours per year, and benefit changes due to 
negotiated contract agreements for the school year. 
 

3. Update duty code suffix 1 (supplemental) contract assignments for 
additional responsibility or incentive for $200 or more made after 
October 1 to reflect additional contracts for services provided during the 
school year.  
 

4. Update duty code suffix 2 (supplemental) contract assignments for 
additional time made available to any group of employees after 
October 1 to reflect negotiated changes for the school year. The term made 
available means that members of the group may, but are not required to, 
work up to a negotiated number of hours. Such circumstances are often 
associated with the process of negotiating time‐driven “TRI” (time, 
responsibility, or incentive) assignments. Update for all such contract 
assignments even if the contract is for less than $200.  
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5. For persons with snapshot certificated duty assignments, report all 

classified duty assignments for services provided during the school year. 
Example: Coaching 
 

6. If the person’s assignment has changed or the person has terminated 
employment or gone on leave, updates to the assignment salaries and 
benefits are determined by what the individual would have earned had that 
individual remained in the same position and assignment as reported on 
October 1. However, total final salary is determined by payroll, not the 
snapshot. See example 2Q on page 83 of the S-275 Personnel Reporting 
Handbook. This assignment will not require an update. 
 

7. Update total final salary and mandatory benefits to reflect all actual 
compensation for services provided during the school year. Include all forms 
of compensation recognized as income by the Internal Revenue Service (IRS).  
 

8. There is no provision in law for supplemental contracts for classified 
employees.  

 
Corrections to S-275 Data after Year-End Closeout- WAC 392-117-045 

 

Districts/ESDs shall submit corrections that become known after the final S-275 
is submitted if that data affects state apportionment in accordance with WAC 
392-117-045. 

 

Districts should provide a copy of all revisions to the state auditor and note this 
information on correspondence to OSPI which request corrections to S-275 data. 
OSPI will only correct data which the state auditor has been made aware of prior 
to, or during, audit of data. However, corrections do not require state auditor 
approval if submitted prior to, or during, audit of data. 

 

A district wishing to correct personnel data after the close of the reporting year 
should submit a letter to OSPI. Include the relevant pages of the final S-275 
report with the desired corrections clearly marked. The letter should indicate 
whether the corrections are submitted either: 
  Prior to the entrance conference by the state auditor, 
  During the audit of data by the state auditor (after entrance and 

before exit conference), or 
  As part of the audit resolution process, e.g., per the auditor’s instructions. 
  Also, if the corrections are submitted during audit of data, the letter should 

indicate that the state auditor shall be provided a copy of the revisions. 
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40 

 

 

 

 

QUESTIONS  

 

ABOUT 

 
WHO WHAT WHEN 
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SECTION 4 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This presentation is intended to provide an overview with some tips on reporting the 

certificated records data; but care should be taken to follow the regulations cited in 

the 275 Instructions, RCW and Law. 
 

Keep documentation to support your decisions!
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THE LAW ON DOCUMENTA TION 
 

 

WAC 392 -121-280 
 

 

School districts shall have documentation on file and available for review which 

substantiates each certificated instructional employee's placement on LEAP salary 

allocation documents. The minimum requirements are as follows: 

 
(1) Districts shall document the date of awarding or conferring of the highest degree including 

the date upon which the degree was awarded or conferred as recorded on the diploma or transcript 

from the registrar of the regionally accredited institution of higher education. 

 
(a) If the highest degree is a master's degree, the district shall also document the date of 

awarding or conferring of the first bachelor's degree. 

 
(b) If the degree was awarded by an institution which does not confer degrees after each term, and 

all degree requirements were completed at a time other than the date recorded on the diploma or 

transcript, a written statement from the registrar of the institution verifying a prior completion date shall 

be adequate documentation. 

 
(c) If the degree program was completed in a country other than the United States documentation 

must include a written statement of degree equivalency for the appropriate degree from a foreign 

credentials' evaluation agency approved by the office of superintendent of public instruction. 

 
(2) Districts shall document academic credits by having on file a transcript from the registrar of 

the regionally accredited institution of higher education granting the credits. For purposes of this 

subsection: 

 
(a) An academic credit is deemed "earned" at the end of the term for which it appears on 

the transcript: Provided, That a written statement from the registrar of the institution verifying a prior 

earned date may establish the date a credit was earned; 

 
(b) Washington state community college credits numbered one hundred and above are deemed 

transferable for purposes of WAC 392-121-255(4) subject to the limitations of that same subsection; 

 
(c) Credits are not deemed "earned" at an institution of higher education which 

transfers-in credits. Such credits must be documented using a transcript from the initial granting 

institution and are subject to all the limitations of WAC 392-121-255; 

 
(d) If the credits were completed in a country other than the United States, documentation must 

include a written statement of credit equivalency for the appropriate credits from a foreign 

credentials' evaluation agency approved by the office of superintendent of public instruction; and 

 
(e) For credits earned after September 1, 1995, districts shall document that the course content 

meets one or more of the criteria of WAC 392-121-262(1). At a minimum, such documentation must 

include a dated signature of the immediate principal, supervisor, or other authorized school district 

representative and must be available to the employee's future employers.
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(3) Districts shall document in-service credits; 
 

 

1. By having on file a document meeting standards established in WAC 181-85-107; and 
(Documents noted in WAC are: 1) In-service registration forms, 2) College/University grade 

sheets or transcripts, 3) Official correspondence from an approved in-service agency, 4) 
Documents related to Annual Professional Growth Plans including plan documents, required 

signatures and evidence collected.) 
 

 

(b) For credits earned after September 1, 1995, districts shall document that the course content 

meets one or more of the criteria of WAC 392-121-262(1). At a minimum, such documentation must 

include a dated signature of the immediate principal, supervisor, or other authorized school district 

representative and must be available to the employee's future employers. 

 
(4) Districts shall document non-degree credits. 

 

 

(a) For vocational/career and technical education educator training credits pursuant to WAC 392- 

121-259(3) districts shall have on file a document meeting standards established in WAC 181-85-107 

and evidence that the training was authorized pursuant to WAC 181-77-003 (2), (9), or (12). 

 
(b) For credits calculated from converted occupational experience pursuant to WAC 392-121-259(3) 

districts shall have on file documents which provide: 
 

 

(i) Evidence that the occupational experience meets the requirements of WAC 181-77- 

003(7); 
 

 

(ii) Evidence of the individual's actual number of hours of employment for each year including dates 

of employment; and 

 
(iii) The district calculation of converted credits pursuant to WAC 392-121-259(3). 

 

 

(c) For credits earned after September 1, 1995, districts shall document that the course content 

meets one or more of the criteria of WAC 392-121-262(1). At a minimum, such documentation must 

include a dated signature of the immediate principal, supervisor, or other authorized school district 

representative and must be available to the employee's future employers. 

 
(5) Districts shall document certificated years of experience as follows: 

 

 

(a) For certificated years of experience obtained and reported on Report S-275 prior to the 1994-95 

school year, districts shall have on file documents that provide evidence of employment including dates 

of employment. 

 
(b) For certificated years of experience reported on Report S-275 for the first time after the 1993-94 

school year districts shall have on file: 

 
(i) The total number of hours, or other unit of measure, per year for an employee working full-time 

with each employer; 

 
(ii) The number of hours, or other unit of measure (worked by the employee), per year and dates of 

employment with each employer, including paid leave and excluding unpaid leave: Provided, That 
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documentation of hours in excess of one full-time certificated year of experience in any twelve-month 

period is not required;  

 

(iii) The quotient of the hours, or other unit of measure, determined in (b)(ii) of this subsection 

divided by the hours, or other unit of measure, in (b)(i) of this subsection rounded to two decimal 

places for each year; 

 
(iv) The name and address of the employer; 

 

 

(v) For those counting out-of-district experience pursuant to WAC 392-121-264 (1)(a), evidence 

whether or not the position required professional education certification pursuant to WAC 392-121- 

264(1)(a)(ii); 
 

 

(vi) For those counting experience pursuant to WAC 392-121-264 (1)(b), a brief description of the 

previous employment which documents the school district's decision that the position was comparable 

to one requiring certification in the Washington school districts; 

 
(vii) For those counting management experience pursuant to WAC 392-121-264 (1)(e), evidence 

that the experience meets the requirements of WAC 181-77-003(6); 

 
(viii) For those counting experience (for educational staff associates) pursuant to WAC 392-121-264 

(1)(f), evidence that the previous employment meets the requirements in the applicable subsections of 

WAC 392-121-264 (1)(f). 

 
(6) Any documentation required by this section may be original or copies of the original: Provided, 

that each copy is subject to school district acceptance or rejection. 

 
(7) The falsification or deliberate misrepresentation, including omission of a material 

fact concerning degrees, credits, or experience by an education practitioner as defined in 

WAC 181-87-035 shall be deemed an act of unprofessional conduct pursuant to WAC 181- 

87-050. In such an event the provisions of Chapters 181-86 and 181-87 WAC shall apply. 
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AUTHENTICITY OF RECO RDS 

 
The law requires that districts maintain “valid” documents believed to be “authentic.” 

 

DEGREE AND ACADEMIC CREDIT RECORDS 

The best source for an authentic document that identifies degrees and/or 

academic credits is an official transcript from the registrar of the college. 

Electronic transcripts from the registrar of the institution, including those sent 

via eSCRIP-SAFE, are acceptable copies of documentation.  (WAC 181-85-107) 
 

A February 28, 2013, email message from the Office of the Attorney General 

provides the following clarification regarding transcripts. 
 

1.  WAC 392-121-280(2) requires that the district have a 

transcript on file. 

2.  The transcript must be from the registrar of the college or 

university (the transcript must indicate that it is 

from the registrar). 

3.  There is no requirement that: 

a.  Dictates the form of the transcript. 

b.  Requires the transcript to be sealed. 

c.  Requires the transcript to be signed. 
 

You can accept official transcripts that are sent to your from another 

Washington school district.  PLEASE NOTE:  It is still your 

responsibility to review the documentation, i.e. transcripts, clock 

hour forms and experience for accuracy. 
 

FOREIGN INSTITUTIONS 

WAC 392-121-280 (d) requires that if the credits were completed in a country 

other than the United States, documentation must include a written statement of 

credit equivalency for the appropriate credits from a foreign credentials' 

evaluation agency approved by the office of superintendent of public 

instruction; Provided that documentation of credit equivalency is not required if 

that institution of higher education is already regionally accredited or accredited 

by the distance education and training council, pursuant to WAC 181-78A-

010(7).  The WAC does not indicate that the school district require the original 

evaluation document. Also note that the accredited institution of higher 

education does not have to be located within the U.S. 
 

 

As of September 11, 2008, OSPI will accept translation services from members of 

the National Association of Credential Evaluation Services (NACES). For 

information regarding NACES, membership criteria, and NACES’ guiding principles 
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of good practice for educational credential evaluation, please visit 

http://www.naces.org/. The more commonly used evaluation agencies used for 

foreign transcripts are listed below: 
 

 

e-Val Reports 

3213 W. Wheeler St. #287 

Seattle, WA 98199 

206-257-4249 

www.e-valreports.com 

 

Educational Credential Evaluators Inc. 

PO Box 514070 
Milwaukee, WI 53203-3470 
414-289-3400 
www.ece.org 

 

Foundational for International Services Inc. 

505 Fifth Ave South, Suite 101 

Edmonds, WA 98020 

425-248-2255 

www.fis-web.com 

 

International Consultants of Delaware, Inc. 

PO Box 8629 Philadelphia, PA 19101-8629 
(215) 243-5858 

www.icdeval.com 

 

International Education Research 

Foundation, Inc. 
PO Box 3665 
Culver City, CA 90231-3665 

(310) 258-9451 
www.ierf.org 

 

Josef Silny & Associates, Inc. 

International Education Consultants 
7101 SW 102 Avenue 

Miami, FL 33173 

(305) 273-1616 
www.jsilny.com 

 

World Education Services 

Bowling Green Station 

PO Box 5087 

New York, NY  10274-5087 

212) 966-6311 
www.wes.org 

 

 

CLOCK HOURS 
 Approved clock hour transcript providers as of September 2018: 

 

http://www.naces.org/
http://www.e-valreports.com/
http://www.ece.org/
http://www.ece.org/
http://www.fis-web.com/
http://www.fis-web.com/
http://www.icdeval.com/
http://www.ierf.org/
http://www.jsilny.com/
http://www.jsilny.com/
http://www.wes.org/
http://www.wes.org/
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    The OSPI in-service registration form approved by OSPI and issued by the clock hour 

provider. OSPI in-service registration forms include: 

 Form SPI 1125* (Not available online) 

 Form SPI 1126-1 ProTeach Online Assessment/ProCert Program Professional Growth  

Team Member 
 Form SPI 1128-1 Supervisor of Training - Note this form changed 11/2016 to allow up 

to 30 hours per year. 

 Form SPI 1128-2 National Board Assessment/Certification 

 Form SPI 1128-4 First Peoples' Language, culture, or oral tribal 

 Form SPI 1128-5 ProTeach Portfolio External Assessment 

 Form SPI 1128-6 Teacher Performance Assessment Scorer 

 Form SPI 1128-7 ProTeach Assessment Scorer 

 Form SPI 1128-8 Annual Professional Growth Plan (PGP) Verification & PGP Equivalency 

 Form SPI 1128-9 School Accreditation Site Team 

 Form SPI 4020S Suicide Prevention Training Verification 

 A payment voucher issued by North Central Educational Service District (ESD 171). 

 A WA State Clock Hour In-Service Certification Form from the Archdiocese of Seattle. 
 

To view an OSPI form go to this link: 

www.k12.wa.us/certification/ClockhoursDocumentation.aspx 
 

 

The forms listed above are the only acceptable forms of documentation for 

approved clock hours.  Even if an agency is on the approved clock hour provider list, the 

clock hours are not eligible unless there is acceptable documentation. A certificate of 

completion, letter, or certificate of achievement or professional development cannot be used 

to document approved clock hours unless the individual holds an ESA certificate and a 

state health professions license that requires continuing education. While all Public 

School Districts are approved clock hour providers, not all of them are approved 

transcript providers.  Check OSPI’s website for accurate list as it is changing frequently. 
 

For the latest list of acceptable documentation, see the following website: 

http://www.k12.wa.us/certification/ClockhoursDocumentation.aspx 

 

CONTINUING EDUCATION UNITS 

Form SPI 4098V is used to document license hours as clock hours for ESA certification 

purposes. The certificates of attendance or other forms validating attendance are 

attached to Form SPI4098V. It is permissible to attach multiple verification documents 

to one form. 
 

 
 

 
 

DO NOT REPORT INFORMATION THAT IS NOT AUTHENTICATED AND THE 

DOCUMENT IS NOT IN YOUR POSSESSION! 

 

 

http://www.k12.wa.us/certification/certapp/1126-1.pdf
http://www.k12.wa.us/certification/certapp/1128-1.pdf
http://www.k12.wa.us/certification/certapp/1128-2.pdf
http://www.k12.wa.us/certification/certapp/1128-4.pdf
http://www.k12.wa.us/certification/certapp/1128-5.pdf
http://www.k12.wa.us/certification/certapp/1128-8.pdf
http://www.k12.wa.us/certification/ClockhoursDocumentation.aspx
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QUESTIONS 

 
ABOUT  

 
DOCUMENTATION 
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HIG HEST DEGREE (WAC 392-121-25 0) 

 
B Persons holding a bachelor’s degree as the highest degree, that are not 

reported with degree type G or H. 
 

H Persons who obtain a bachelor’s degree while employed in the state of 
Washington as a non-degreed vocational/CTE instructor. (H means “hold 
harmless,” or that persons are not penalized for obtaining a bachelor’s 
degree.) 

 

G Persons holding a bachelor’s degree as the highest degree and whose total 
eligible credits reported on the S-275 report before January 1, 1992, were 135 
or more (RCW 28A.150.410). These persons are grandfathered at the 
BA+135 column. 

 

M  Persons holding a master’s degree or any other degree between the master’s 
and doctorate as the highest degree. An educational specialist degree is 
reported as degree type M. 

 

D   Persons holding a doctorate degree as the highest degree. 
 
V    Report an employee as non-degreed with degree type V only if: 

 

    The employee holds no bachelor’s or higher level degree; or 

 The employee holds a bachelor’s or higher level degree and a valid 

vocational/CTE certificate, but has not used the degree(s) to obtain any past or 

present education certificate or permit. The employee must not have used the 

degree to obtain a certificate (including conditional certificate, temporary 

permit, etc., anything that would constitute a “certificate” or education 

credential by the State of Washington.)  If the degree has been used for a 

State of Washington purpose, such as to obtain a Washington education 

credential/certificate, then the State of Washington must/shall recognize that 

degree, and the employee cannot be reported as non-degreed.  Report such 

employees with highest degree type B, H, G, M, or D. 

 Do not report employees as non-degreed with degree type V if they have ever 

used a degree to obtain the following endorsements on vocational/CTE initial, 

initial renewal, continuing, or continuing renewal certificates, which normally 

require a bachelor’s degree per WAC 181-77-031: Agriculture Education – 

V010000 Business Education – V070000 Marketing Education – V080000 

Business and Marketing Education – V078000 Family and Consumer Sciences 

Education – V200002 Technology Education – V210100. 

 The vocational/CTE conditional certificate is not issued based on a degree; 

employees with such certificates may be reported as non-degreed (degree type 

V), if all other requirements are met.
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BA 135 – Degree type “G” 
 
 
 

Email Exchange with Ross Bunda – OSPI 
 

Cutoff is 1/1/1992. OSPI has a list of persons still 

reported as high degree “G”. 
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Email Re Degree Type G – Continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
16/17 S275 Personnel Reporting Instructions page 30: 
“Do not report employees with degree type G 
(bachelor’s degrees grandfathered at BA+135) unless 
they are reported with at least 135 total eligible 
credits. Also, employees reported with degree type G 
must have been reported with at least 135 total 
eligible credits on the S-275 report, by a Washington 
school district or ESD, before January 1, 1992.” 
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QUESTIONS 

ABOUT 

DEGREES 
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ROUNDING – WAC 392-121-270(5) 

Rounding of computations of credits and experience should follow the general 

rule: a decimal ending with a 5 or higher is rounded up; a decimal ending with a 4 
or lower is rounded down. Documentation of computations of total credits and 
experience should show both the accumulated totals in the number of decimal 
places required by the applicable rule and the rounded total reported pursuant to 
the applicable rule. It is important to note: 

 

 

 When accumulating a person’s total credits over a number of years, a 
school district should sum the credits as they were computed for each year 
(one decimal place), not the rounded total used for placement on the LEAP 
salary allocation schedule (whole number). 

 

EXAMPLE OF ROUNDING CREDITS 
 

 
 

A Discussion on Rounding Credits 
 
Email exchange with Dale Sando, State Auditor and Ross Bunda, OSPI 

OK to round either way but you MUST BE CONSISTENT!! 
 

Email to Ross/Dale from Sherrie Evans: The district where we encountered the 

question is Puyallup.  We told them that we consider the method they are using of 

recording at 2 decimal places and rounding the total to be acceptable because it is the 

conservative approach but that they could switch to rounding each course if they choose to do 

so.  I think the WAC is just vague enough to be interpreted either way.  We agree that 

rounding each course would be the most logical for exactly the reason you provided, especially 

if the district does not use one of the credit tracking programs like the one your company 

designed. 
 

 
 
 

From: sherrie.evans@comcast.net [mailto:sherrie.evans@comcast.net] 

Sent: Wednesday, January 18, 2006 4:21 PM 

To: Dale Sando 

Subject: Re: FW: Inservice Credits rounding 
 

His response regarding rounding the total is always what I have basically followed. The reason 

is that you might get a transcript from Puget Sound ESD for the .75 hour and you record it as

mailto:evans@comcast.net
mailto:evans@comcast.net
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.75 or .8.  Then 3 months later you get one from ESD 113 for the .65 or .7 class. You are 

recording them separately.  Additionally these clock hours might have even occurred in 2 

separate reporting years. So to me the round first, total is much more accurate and consistent. 
 

It would be nice to see something from the auditor on this in our next 275 training sessions if 

you are comfortable putting something out to districts to guide them with. Thanks for 

following up on this. It is an important topic. 

-------------- Original message -------------- 

From: "Dale Sando" <sandod@sao.wa.gov> 
 

Sherrie, here is what I got from Ross. 
 

 
 

From: Ross Bunda [mailto:RBunda@ospi.wednet.edu] 

Sent: Thursday, January 12, 2006 4:37 PM 

To: Dale Sando 

Subject: RE: Inservice Credits rounding 
 
Hello, Dale 

You are correct that, for credits, the rules refer to rounding to the nearest tenth.  In your 

example, two in-service classes at 7.5 hours and 6.5 hours would total accurately to 14.0 

hours, or 1.4 credits.  A district would be correctly applying the rules to record 0.8 and 0.7 

credits, or a total of 1.5 credits.  However, from a legal perspective, I think the district could 

also defend recording 1.4 credits. 
 

If a school district wants to be consistent (at the trade-off of being accurate), I think the 

only way to consistently arrive at the same value is to round each recordable event 

separately, meaning the 0.8 and 0.7 credits separately for a total of 1.5 rather than 

to record the “more accurate” total of 1.4 (.75 and .65).  Or stated simply:  round, 

then total (instead of total, then round). 
 

I think the philosophy of the rounding guidance in Example 1I in the S-275 instructions; where 

the district records experience rounded to 2 decimal places (such as 6.45 years), the district 

reports experience rounded to 1 decimal place (such as 6.5 years), and the state/OSPI funds 

experience to the nearest whole number (7 years); values consistency more than 

accuracy.  This emphasis on consistency trumps the “more accurate” rounding to 6 years 

(where 6.45 years is closer to 6 years than to 7 years). 
 
Ross Bunda 

Supervisor, Personnel Reporting 

School Apportionment & Financial Services 

Office of Superintendent of Public Instruction 

(360) 725-6308 voice 

(360) 664-3683 fax 

mailto:rbunda@ospi.wednet.edu 

http://www.k12.wa.us/safs

mailto:sandod@sao.wa.gov
mailto:mailto:RBunda@ospi.wednet.edu
mailto:rbunda@ospi.wednet.edu
http://www.k12.wa.us/safs
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From: Dale Sando [mailto:sandod@sao.wa.gov] 

Sent: Wednesday, January 11, 2006 11:29 AM 

To: Ross Bunda 

Subject: RE: Inservice Credits rounding 
 

Both are important, but if a school district were asking for advice which method would you tell 

them.  We would like to assure we apply the rules consistently. 
 

 
 

From: Ross Bunda [mailto:RBunda@ospi.wednet.edu] 

Sent: Wednesday, January 11, 2006 11:17 AM 

To: Dale Sando; Sherrie Evans 

Cc: Kim Dion; Cheryl Thresher; Kennesy Cavanah 

Subject: RE: Inservice Credits rounding 

What is more important, accuracy or consistency? 

Ross Bunda 

Supervisor, Personnel Reporting 

School Apportionment & Financial Services 

Office of Superintendent of Public Instruction 

(360) 725-6308 voice 

(360) 664-3683 fax 

mailto:rbunda@ospi.wednet.edu 

http://www.k12.wa.us/safs 
 

 
 

From: Dale Sando [mailto:sandod@sao.wa.gov] 

Sent: Wednesday, January 11, 2006 11:09 AM 

To: Ross Bunda; Sherrie Evans 

Cc: Kim Dion; Cheryl Thresher; Kennesy Cavanah 

Subject: Inservice Credits rounding 
 

We have a question on rounding in-service credits.  If an instructor has taken several in-

service class that are 7.5 hours, 6.5 hours, etc. all with tenths of hours, should they be 

recorded at .75 credit and .65 credit, and the total rounded, or should each be recorded as 0.8 

credit, and 0.7 credit.  If you have several of these in a file it could eventually make a 

difference.  We recognize the WAC refers to rounding to the nearest tenth, but want to clarify 

if that is per class, or in total. 
 
IN SUMMARY:  You can round each individual course to one-tenth; or you can 

report each course to 2 decimals and round the total. You just must be consistent 

for all courses recorded for your district!

mailto:mailto:sandod@sao.wa.gov
mailto:mailto:RBunda@ospi.wednet.edu
mailto:rbunda@ospi.wednet.edu
http://www.k12.wa.us/safs
mailto:mailto:sandod@sao.wa.gov
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Course Criteria 
 
Effective September 1, 1995 the course content for all credits reported on the S-275 
must meet one or more of the criteria of WAC 392-121-262 (1). Over the years these 

criteria have changed. Currently the criteria are: 
 

(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; 
 

(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; or 

 

(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. 

 
NEWS ABOUT COURSE AP PROVAL FOR MS 

 
When the course criteria rules were first enacted, WSPA worked with OSPI on a form for 

processing the approvals within a district. Workshops were held across the state to teach 

district staff how to use the form and become familiar with the new review and documentation 

requirements. 
 

Initially, districts were advised that if they hired a certificated instructional staff employee from 

another Washington district and that district did not process a course approval form during the 

time the person was employed there, the credit could not be counted. Subsequently that was 

changed and districts are now allowed to evaluate that credit as if the person had been 

employed with their district when it was taken. If the employing district can determine that the 

credit meets one of the criteria, then that credit would be reportable (assuming it meets all 

other requirements).  This practice resulted in the use of what some districts are calling the 

“WAC stamp”.  It is a stamp placed on the transcript indicating that the District has evaluated 

this transcript and/or credit and that it meets one of the criteria in 392-121-262. The stamp 

must be dated and signed by the District official reviewing the information and making the 

decision pursuant to WAC 391-121-280, which requires that “such documentation must include 

a dated signature.” 
 

During a session on the S275 report at the 2006 WSPA fall conference, districts asked this 

question:  ‘Why can’t we use our WAC stamp for reviewing all courses, thereby replacing the 

requirement for the processing of the course approval forms?”
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This question was presented by Sherrie Evans, Retired and Charlene Edwards, Kent (the 

conference presenters) to Ross Bunda, OSPI and Dale Sando, State Auditor’s office in the 

following context: 
 

In reviewing WAC 391-121-262, there does not appear to be a requirement to have a 
specific course approval form. The requirement is that “at the time credits are recognized 
by the school district the content of the course must meet at least one of the following…” 
and then it names the criteria. 

 

Additionally the requirements of WAC 392-121-280 (3) (b) require that for credits earned 
after  September 1, 1995 districts shall document that the course content meets one or 
more of the criteria of WAC 392-121-262(1).  This WAC (392-121-280 (3) (b) further 
requires that at a minimum, such documentation must include a dated signature of the 
immediate principal, supervisor or other authorized school district representative and must 
be available to the employee’s future employers. 

 

Thus, it appears to be appropriate for districts to utilize a WAC stamp to review the 
content and appropriateness of all credits where: 

 

1. The stamp should identify WAC 391-121-262 and WAC 392-121-280(3)(b); 
2. The person reviewing the transcript, clock hour or other credit-related documentation 

must be authorized by the district to do so and must place their full signature on the 
documentation after completing their decision process; 

3. The date of the review action should be displayed on the documentation. 
 
Dale Sando, State Auditor’s Office replied: “Our Office is in agreement that use of the stamp is 
adequate verification for approval of credits as long as the individual(s) in the district is 
authorized to approve credits and provides their signature(s).” 

 

Ross Bunda, Office of the Superintendent of Public Instruction, replied: “[Any] documentation 

(stamp, form, etc.) which meets the criteria (WAC 392-121-262 & 392-121-280) would work.” 
 

It is clearly the decision of each local district to determine which method of documentation 

they would like to use to ensure that the credits they are reporting for 275 LEAP placement 

are in compliance with WAC 391-121-262 and WAC 392-121-280(3)(b), along with other 

reporting requirements. For years districts have required employees to initiate and complete a 

Course Approval Form, and route it to a supervisor and/or District official for approval. The 

approved document was then maintained in the HR/Personnel office until the corresponding 

transcript, clock hour or other credit documentation arrived, at which time the documentation 

was matched and reviewed for processing.  The Course Approval Forms have routinely then 

been filed with the credit documentation for audit purposes. 
 

It is now evident that districts have an additional option. In lieu of the Course Approval Form, 

Districts can establish a practice whereby the employees submit their transcript, clock hour or 

other credit documentation without having to submit the Course Approval Form in advance. 

The documentation must be reviewed as it always has been for its appropriateness. In lieu of 

attaching the Course Approval form the district may adopt a practice of indicating directly on 

the credit documentation the review and decision process for compliance with WAC 391-121-
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262 and 392-121-280(3)(b. This may be done by use of a WAC stamp or by developing a 

statement to write on the document itself. 
 

As always, one word of caution: If districts choose to utilize this new method, you may wish to 

consider the problem that may arise where the employee takes a class assuming credit will 

apply. For those instances districts may wish to maintain the Course Approval Form, notifying 

employees that they can use that document if they wish to obtain “pre-approval” of the course 

for placement purposes. 
 

Additionally, the law only requires that the district determine that the credit being reported 

does apply to one of the criteria, it does not require that you identify the specific criteria. 

However, because this can sometimes be questioned, a “best practice” approach may be to 

utilize this additional optional step: 
 

The District reviewer would clearly indicate the specific criteria that is applicable for each 
course. For example, if the transcript contains twelve (12) different classes, the district could 
either indicate one particular criteria applies to all 12 classes; or if appropriate indicate the 
applicable criteria number for each of the 12 classes. The criteria designation must be clear. 
Again this detail is not required under the law but based it is viewed as a best practice 
approach. 

 

Model Language for the WAC Stamp Course Approval Documentation 
 

*Be sure to identify which of the 7 criteria apply to the courses being recorded.  In 
WESPaC, there is a field when entering credits that will ask for which criteria the 
course falls under.
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Example 1 
 
The signature below documents that a determination has been 
Made that the courses listed on this transcript and/or clock hour 
documentation meet the requirements of WAC 392-121-262(1). 
Criteria: 

 

Authorized District Representative                   Date 
 

 
 

Example 2 
 
The (school district name) certifies that it has reviewed this 
documentation and finds that courses listed herein meet 
the criteria as established under WAC 92-121-262(1). 
Criteria: 

 

Authorized District Representative                   Date 
 
 
 

 
Example 3 

 
School District Name 
Date:   
The signature below documents that a determination has 
been made that the course(s) recorded herein meet the 
requirements of WAC 392-121-262(1). 1-2-3-4-5-6-7 
x   
Authorized District Representative
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Course Criteria Notes 
 

 Be sure that you carefully watch the 
dates on transcripts and clock hours. 
Mark the course criteria selection for all courses 
completed September 1, 1995 and thereafter. 

 

 

 If you hire someone who has worked in another 

district, you must accept the criteria that district 
has approved. 

 

 

 If the course was not “evaluated” by the prior 

district, you may review it and approve or deny 
the course. 

 

 

 When you hire a new person, you are required 
to evaluate all credits and clock hours 
completed 9/1/95 and thereafter and determine 
if they meet one of the criteria or not. Do not 
post to the record without completing this task. 

 

 

 We recommend that you use a “WAC Stamp” in 
lieu of the forms.
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QUESTIONS 

ABOUT 

ROUNDING OR CRITERA 
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CREDIT TYPES 
 
 
 

 

There are three (3) types of credits. Each will be 

discussed in the subsequent sections. 
 

 
 
 
 
 
 
 
 
 

 

Type 
 

Comment 

 

Academic 
 

Quarter, Semester, Unit 

 

In-Service 
 

Clock Hours, Certain CEU units, and Non-Transfer Credits 

 

Non-Degree 
 

Non-Degree Credits (CTE and Special) 



63 
 

ACADEMIC CREDITS- WAC 392-121-255 
 

 
 
 

WAC 392-121-255 Definition—Academic credits. As used in this 

chapter, “academic credits” means credits determined as follows: 
 

(1) Credits are earned after the awarding or conferring of the employee’s first 

bachelor’s degree; 
 

(2) Credits are earned on or before October 1 of the year for which allocations are 

being calculated pursuant to this chapter; 
 

(3) Credits are earned from a regionally accredited institution of higher 

education: Provided, That credits, determined eligible pursuant to subsections (1), 

(2), (4) and (6) of this section, earned from any other accredited community college, 

college, or university and reported on Report S-275 on or before December 31, 1992, 

shall continue to be reported; 
 

(4) Credits are transferable or applicable to a bachelor’s or more advanced 

degree program: Provided, That for educational courses which are the same or 

identical no more credits for that educational course than are transferable or 

applicable to a bachelor’s or more advanced degree program at that institution shall be 

counted; 

Non-Transfer 

Credit Rule 
 

 

(5) Credits earned after September 1, 1995, must satisfy the additional 

requirements of WAC 392-121-262; 

Course Criteria WAC – 7 criteria 
 
 

(6) Credits are not counted as in-service credits pursuant to WAC 392-121-257 or 

non-degree credits pursuant to WAC 392-121-259; 

 

(7) The number of credits equals the number of quarter hours, units or semester 

hours each converted to quarter hours earned pursuant to this section; and 
 

 

1.0 Semester = 1.5 Quarter 
 

 

(8) Accumulate credits rounded to one decimal place.
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ADDITIONAL DOCUMENTATION NOTES FOR ACADEMIC 

CREDITS: 
 

School districts shall have documentation on file and available for review 

which substantiates each certificated instructional employee's placement on 

LEAP salary allocation documents. The minimum requirements are as 

follows: 
 

 Districts shall document the date of awarding or conferring of the highest 

degree including the date upon which the degree was awarded or conferred as 

recorded on the diploma or transcript from the registrar of the accredited 

institution of higher education. 

o If the highest degree is a master's degree, the district shall also document 

the date of awarding or conferring of the first bachelor's degree. 

o If the degree was awarded by an institution which does not confer 

degrees after each term, and all degree requirements were completed at 

a time other than the date recorded on the diploma or transcript, a written 

statement from the registrar of the institution verifying a prior completion 

date shall be adequate documentation. 
 

 

 If the degree program was completed in a country other than the United 

States, documentation must include documentation in English of degree 

equivalency for the appropriate degree as allowed by WAC  181-79A-260: 

Provided, That documentation of degree equivalency is not required if that 

institution of higher education is already regionally accredited or accredited by 

the distance education and training council, pursuant to WAC  181-78A-010(7). 
 

 

 Districts shall document academic credits by having on file a transcript from the 

registrar of the accredited institution of higher education granting the credits. 
 

 

 An academic credit is deemed "earned" at the end of the term for which it 
appears on the transcript: Provided, That a written statement from the registrar 
of the institution verifying a prior earned date may establish the date a credit 
was earned; 

 
 
 
 
 
 
 

http://apps.leg.wa.gov/wac/default.aspx?cite=181-79A-260
http://apps.leg.wa.gov/wac/default.aspx?cite=181-78A-010
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 Washington state community college credits numbered one 
hundred and above are deemed transferable for purposes of WAC 
392-121-255(4) subject to the limitations of that same subsection; 

NOTE: You CAN count below 100 credits during the period of time 
from September 1, 1987 when the “in-service” law became effective 
and March 7, 1997. The law requiring courses to be 100 level or 
above became effective March 8, 1997. 

 

   You cannot record credits from another institution that are listed on that 

institution’s transcript. 
 

   Use a template to remember course end dates: 
 

 

Quarter Date   Semester Date 

Fall 12/31  Fall 1/31 of the next year 

Winter 3/31    

Spring 6/30  Spring 5/31 

Summer 8/31  Summer 8/31 
 

ADDITIONAL NOTES FOR ACADEMIC CREDITS 
 

1. Academic credits must be earned from a “regionally accredited institution of higher 
education” which means a community college, college, or university which is a 
candidate for accreditation or is accredited by one of the following regional accrediting 
bodies (WAC 181-78A-010[6]). National accrediting associations include those 
recognized by the Washington Student Achievement Council and the Secretary of the U. 
S. Department of Education and included in the list of accrediting agencies at 
http://www.k12.wa.us/certification/colleges/default.aspx.  

 
Washington Student Achievement Council and U.S. Department of Education Recognized  
Accrediting Associations for Purposes of the Degree-Granting Institutions Act Current  
associations recognized for participation in state student aid programs are marked with  
an * (As of August 3, 2016) 
REGIONAL ACCREDITING ASSOCIATIONS 
Accrediting Commission for Community and Junior Colleges Western Association of Schools and Colleges  
* Higher Learning Commission  
* Middle States Commission on Higher Education  
* New England Association of Schools and Colleges Commission on Institutions of Higher Education  
* Northwest Commission on Colleges and Universities  
* Southern Association of Colleges and Schools Commission on Colleges  
* WASC Senior College & University  
NATIONAL FAITH-BASED ACCREDITING ASSOCIATIONS 
Association for Biblical Higher Education Commission on Accreditation  
Association of Advanced Rabbinical and Talmudic Schools Accreditation Commission  
Commission on Accrediting of the Association of Theological Schools  
Transnational Association of Christian Colleges and Schools Accreditation Commission  
 
 
 

 

 

 

http://apps.leg.wa.gov/wac/default.aspx?cite=392-121-255
http://www.k12.wa.us/certification/colleges/default.aspx
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NATIONAL CAREER RELATED ACCREDITING ASSOCIATIONS 
* Accrediting Bureau of Health Education Schools  
* Accrediting Commission of Career Schools and Colleges  
* Accrediting Council for Continuing Education and Training  
* Accrediting Council for Independent Colleges and Schools  
Council on Occupational Education  
Distance Education Accrediting Commission  
* National Accrediting Commission of Career Arts and Sciences, Inc.  
PROGRAMMATIC ACCREDITING ASSOCIATIONS 
Accreditation Commission for Acupuncture and Oriental Medicine  
Accreditation Commission for Education in Nursing  
Accreditation Commission for Midwifery Education  
Accreditation Council for Education in Nutrition and Dietetics Academy of Nutrition and Dietetics  
Accreditation Council for Pharmacy Education 

2.  The following are not regional accrediting bodies: 

a.  Commission on Accrediting of the Association of Theological Schools (ATS). b.  

Transnational Association of Christian Colleges and Schools (TRACS). 

3.  As of May 2010, schools may count degrees earned from institutions of higher 

education that are accredited, or are candidates for accreditation, by the distance 

education and training council (DETC), pursuant to WAC 181-78A-010(7). 

4.  Degrees must be earned from an institution of higher education that is regionally 

accredited or is accredited by the distance education and training council (or is a 

candidate for accreditation). 

5.  For state funding and salary placement purposes, this requirement applies to degrees 

earned in Canada (unless the institution is regionally accredited or DETC accredited). 

This requirement is different from that for certification purposes, which does not require 

evaluation of transcripts from Canada. 

6.  Check course numbers. Generally 100-400 are Freshman-Senior, 500-800 can be 

graduate (MA/PhD) but odd numbers such as 2011, 305X may not be transferable to an 

academic degree program and thus could only be considered as a non-transferable credit. 

7.  Where the course is identical no more credits for that course can count than are 
transferable or applicable to a BA or more advanced degree program at THAT 
institution.  Check with the institution or watch for designation on transcript. 

8.  Example:  SPU indicates an “I” if it is repeatable – to the right of the grade and credit 
amount. 

9.  If not repeatable then may use the “non-transfer credit rule” if completed 9/1/87 

and thereafter to count as an in-service credit. 
10. Links for checking accreditation: 

Regionally Accredited Institutions     http://chea.org/search/default.asp 

Online Accredited Institutions          www.deac.org 

 

 

 

 

 

 

http://chea.org/search/default.asp
http://www.deac.org/
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Example –  Accredited: American InterContinental University 
 

 
 

NOTE. This institution is accredited by the Higher Learning Commission which 

is now an approved agency. 
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Not Accredited: Canyon College 
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Not Accredited: Center Graduate College 
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Academic Credits Example: Western Washington University. Accredited. Quarter Hour System. 

OK! Documents BA Degree awarded 6/14/13, courses through Spring 2013. Record BA but no credits 

after BA on this transcript.
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ALWAYS – Check the back of the transcript for information! Keep copies of the backs of 

transcripts for future references with your highlights and notes.
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Academic Credits Example: Western Washington University – Masters’ Degree Awarded. 

Make sure you see “awarded, confirmed or conferred” not just “admitted or enrolled.” Also note, 

Master’s is awarded 5/20/15. Last quarter is Winter 2015. Credits in Winter 2015 should be recorded 

on or before the MA date but not after.
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HOMEWORK TIME – Count the number of credits up to 

the MA degree on this transcript! 
 
 

 
Academic Credits Example: University of Washington. Bachelors’ and Master’s Degree. 

Accredited. Quarter Hours.
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HOMEWORK TIME – Count the number of credits up to 

the MA degree on this transcript!
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Be sure to read the back of the transcript. 
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Academic Credits Example: Credits on UW Transcript not counted in Total Credits Earned 

on Transcript. Since they do not apply to the degree, you have to use a different criteria but otherwise 

they can be counted. 
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Academic Credits Example: University of Puget Sound is Units. 1.0 Unit = 5 Quarter Hours; or  

1.0 Unit = 6.0 Quarter Hours depending on date earned.
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Academic Credits Example: Pacific Lutheran University operates on semesters! 
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Back of Pacific Lutheran University Transcript: 
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Academic Credits Example: Quarter or Semester?  Be sure to read the back. 
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Academic Credits Example: Bates Technical College 
 

Documentation of Phone Conversation with Steve Ashpole, Registrar at Bates 

Technical College 
 
Date: 08/26/04 

Re:  Reading transcripts 

Phone #:  (253) 680-7014 

Explanation of transcript: 
 

a.  Courses that have letter grades are quarter credit courses listed in quarter credits on the 

transcripts.  Be sure to check the back of the transcript. 

b.  Courses that have number grades are clock hour courses listed in units on the 

transcripts. 

c.  Clock hour units are converted at 1 unit = 16.5 clock hours. 
 
Bates Transcript where Letter Grade = Quarter Hour Credits 
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Bates Transcript where Number Grade = Clock Hour Credits 
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Back of Bates Technical College Transcript: 
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Academic Credits Example: American College of Education. Watch for Quarter or Semester 
courses! 
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Back of American College of Education: 
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Academic Credits Example: Grade Report is NOT an official transcript. Do NOT record 

credits from a grade report. 
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Academic Credits Example: College Changes Name. Albertson College is the College of Idaho. 
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Academic Credits Example: Evaluation of International Transcript. Note: If items are not 

clear to you, feel free to call or email them for clarification. They are quite helpful. In this example the 

dates for Year 1, Year 2 and Year 3 were not clear enough for us to determine if they were before or 

after earned degrees. See email on the next page. 
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93 
 

Academic Credits Example: Ok to report degree from religious institution if it is accredited 

but if credits are completed 9/1/95 and after, you must determine if they meet one of the seven (7) 

course criteria and typically many do not. 
 

Email exchange between South Kitsap and Ross Bunda, OSPI 

Monday, August 20, 2001 9:40 AM 

Sent to:   Ross Bunda                 From:     Jenni Ballew, HR, South Kitsap 

Question: I have an individual with a Master’s Degree in Theology and a Master’s Degree in Divinity. I 

understand the Master’s Degree will count but my question concerns the credits. All of these credits 

were completed from 1969 to 1993, all before the 9/1/95 criteria were adopted. Under the previous 

criteria and according to the S 275 instructions, I cannot find any reason why these credits would not 

count. All are from a regionally accredited institution located within the US. All are applicable to a 

degree program. I have read through the entire credit section of the S-275 instructions and cannot find 

any other criteria that apply in this situation. 
 

My question for you is am I correct in my understanding that these credits will count? Thank you so 

much for your assistance. 
 

Response from Ross Bunda 

Monday, August 20th, 2001 10:06 AM 

YES. 
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Additional email verifying religious courses after 9/1/95 must meet criteria. 
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Watch for specific dates on transcripts and when the Course Criteria rule begins 
(9/1/1995): 
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Report the date of the first BA degree. Be sure to report credits after the first BA to the 2nd BA. At 

times, the two degrees have the same date. Just report the one date. Note of caution: If both BA 

degrees are conferred on the same date, no credits can be counted for the second BA degree. 
 
 
 

 
 
 
 

Academic Credits Example: Two BA Degrees 
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The old “FIFTH” year Credits 
 

 

 

 

Similar to what teachers do now with the residency and professional certificates, teachers 
completed a “fifth” year program after their BA degree. Colleges frequently counted credits 
that were prior to the date of the BA degree toward the “fifth year” program.  Teachers 
have questioned why we cannot report these credits.  The answer is that they were 
completed prior to the date of the first BA degree and we can only report credits after that 
first BA date.  The following letters are correspondence with OSPI about the fifth year 
issue. Fifth year or otherwise, no credits earned prior to the BA can be counted – 
period! 
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Sample Fifth Year Plan
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QUESTIONS 
 
 
 
 
 
 

ABOUT ACADEMIC 

CREDITS 
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IN SERVICE CREDITS- WAC 392-121-257 
 

 

CLOCK HOURS 
 
Rules applicable to clock hour credits include: 

 

1.  Credits must be a minimum of three (3) hours. 
2.  Credits are earned after August 31, 1987; and after the awarding or conferring 

of the employee's first bachelor's degree. 
3.  Credits are earned on or before October 1 of the year for which allocations are 

being calculated pursuant to this chapter. 
4.  Use the last date of the course as the “earned” date for the course; UNLESS 

specifically stated otherwise on the form. For example, ESD 105 for a period of 
time noted on their transcript that the earned date was the date the person paid 
for the course as they did not consider a course earned until payment was 

received. 
5.  There is no repeat restriction on clock hours. 
6.  Credits are earned where the provider is an OSPI approved clock hour 

provider FOR THAT YEAR!! On Form 1025 it is the “Provider” not OSPI just 
because it is on an OSPI form. 
http://www.k12.wa.us/certification/clockhours.aspx 

7. Clock hours MUST BE documented on the correct form.  Any deviation 
must be approved by OSPI, but be careful to indicate you are inquiring 
regarding S275 reporting and not for the purpose of certification 
renewal as they are two different rules. 

8.  Ten clock hours equals one quarter hour credit. 

9.  Each forty hours of participation in an approved internship with a business, 
industry, or government agency pursuant to chapter 181-83 WAC equals one in- 
service credit. No more than two in-service credits may be earned as a result of 
an internship during any calendar-year period. Each individual is limited to a 
maximum of fifteen in-service credits earned from internships. 

10. Credits below 100 level on a transcript from a regionally accredited academic 
institution may be reported in-service credits if they were completed between 
9/1/1987 and 3/8/1997. 

11. Continuing education units (CEUs), continuing education, and in-service earned 
under rules of other states are not reportable. However, certain continuing 
education courses recorded on academic transcripts may be reportable as a non- 
transfer credit. (Ex: SPU) 

12. Accumulate credits rounded to one decimal place.

http://www.k12.wa.us/certification/clockhours.aspx
http://www.k12.wa.us/certification/clockhours.aspx
http://apps.leg.wa.gov/wac/default.aspx?cite=181-83
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Clock Hour Example: Not an acceptable clock hour documentation form 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This Certificate of Completion could be used for your ESA staff that hold 
Washington State Department of Health licenses as noted on OSPI’s website, 
http://www.k12.wa.us/certification/LicenseHours.aspx.  If this type of 
document was used for ESA staff, it would need to include the following: 

1. Name of provider 
2. Name of person attending 
3. Name of course 
4. Date of course 
5. Number of hours earned 

 
Additionally, an ESA Clock Hour Verification Form should be completed and 
turned in with the document: 
http://www.k12.wa.us/certification/Certapp/4098V.pdf.  

http://www.k12.wa.us/certification/LicenseHours.aspx
http://www.k12.wa.us/certification/Certapp/4098V.pdf
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Clock Hour Example: Credits Online/ESD 114. Credits online Academic 
Record not acceptable documentation, but the ESD 114 Clock Hour form is 
okay.  
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Clock Hour Example: Bellevue School District.  Districts issuing transcripts 

must be approved to do so and are on OSPI’s website if approved; 

http://www.k12.wa.us/certification/ClockhoursDocumentation.aspx.)  Some 

transcripts may also indicate the approved course criteria item for listed courses.

http://www.k12.wa.us/certification/ClockhoursDocumentation.aspx
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Clock Hour Example: Seattle Pacific University. Colleges issuing transcripts must 

be approved to do so and are also listed on OSPI’s website if approved; 

http://www.k12.wa.us/certification/ClockhoursDocumentation.aspx.)  If it shows as 

CEU, it is a clock hour IF they are an approved Washington State clock hour provider.

http://www.k12.wa.us/certification/ClockhoursDocumentation.aspx
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Clock Hour Example: WEA. NOTE: the signature of the provider is not 

provided. Invalid documentation. Cannot report!
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Clock Hours:  WAC 181-85-033 
 

 
CO NT IN UI NG E D UC A T IO N C R EDI T H O UR — DE FI NIT IO N —P RO FE S S ION A L 

GR OW T H T EA M CO NS UL T A T I ON A N D C OL L A BO RA T I ON —S C HO O L 

A L (1) Notwithstanding any provisions of this chapter to the contrary, for consultation and 
collaboration as a member of an approved professional growth team, as defined by 
WAC 181-78A-010 and 181-79A-030, members of a professional growth team, excluding the 
candidate, shall receive the equivalent of three (3) continuing education credit hours. 
The team member may not receive more than the equivalent of six (6) continuing education 
credit hours, as defined by this section, during a calendar year period. 

 

(2) A person holding a valid educational certificate pursuant to RCW 28A.410.010 shall 

receive the equivalent of ten (10) continuing education credit hours for serving on a 

school accreditation site visit team. The person may not receive more than the equivalent 

of twenty 20) continuing education credit hours during a calendar year period. 
 

(3)(a) Notwithstanding any provisions of this chapter to the contrary, individuals 

officially designated as a supervisor by a college/university, school district, 

educational service district, an approved private school, a state agency providing 

educational services to students or the superintendent of public instruction, a 

person holding a valid educational certificate pursuant to RCW 28A.410.010 shall 

receive the equivalent of thirty (30) continuing education credit hours for service as 

a supervisor. The person may not receive more than the equivalent of thirty (30) continuing 

education credit hours during a calendar year period. (b) The term "supervisor" shall mean 

individuals officially designated as a supervisor by a college/university, school district, 

educational service district, an approved private school, a state agency providing educational 

services to students, or the office of superintendent of public instruction for supervising the 

training of teacher interns, administrative interns, educational staff associate interns, and 

paraprofessionals. 
 

(4) A person holding a valid educational certificate pursuant to RCW 28A.410.010 shall 

receive the equivalent of forty-five (45) continuing education credit hours for 

completion of an assessment process as part of the National Board for Professional 

Teaching Standards certificate application. Upon achieving National Board certification, 

the individual shall receive the equivalent of an additional forty-five (45) continuing 

education credit hours for a total of ninety (90) continuing education credit hours per 

National Board certificate. 
 

(5) Notwithstanding any provisions of this chapter to the contrary, teachers who 

achieve the professional certification through the external assessment per WAC
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181-79A-206 will receive the equivalent of one hundred fifty (150) continuing 

education credit hours. 
 

(6) Notwithstanding any provision of this chapter to the contrary, individuals who receive 

in-service training or continuing education according to RCW 28A.415.020(6) in 

first peoples' language, culture and oral tribal traditions provided by a sovereign tribal 

government participating in the Washington state first peoples' language, culture and oral 

tribal traditions teacher certification program authorized under RCW 28A.410.045 shall be 

considered approved in-service training or approved continuing education under this section. 
 

(7) Notwithstanding any provision of this chapter to the contrary, individuals who serve as 

scorers for the Washington teacher performance assessment shall receive the 

equivalent of ten (10) continuing education credit hours for each four assessments 

scored, provided that an individual may not receive more than the equivalent of twenty (20) 

continuing education credit hours during a calendar year period. Additionally, individuals 

who receive initial training as scorers for the Washington teacher performance assessment 

shall receive the equivalent of ten (10) continuing education credit hours. 
 

(8) Notwithstanding any provision of this chapter to the contrary, individuals who serve as 

scorers for the Washington ProTeach Portfolio assessment shall receive the 

equivalent of ten (10) continuing education credit hours for completing one full 

scoring session during a calendar year, provided that an individual may not receive more 

than the equivalent of twenty (20) continuing education credit hours during a calendar year 

period. Individuals who receive initial training as scorers for the Washington ProTeach Portfolio 

assessment shall receive the equivalent of ten (10) additional continuing education credit 

hours.
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Clock Hour Example: Supervisor Form. Be sure to record the correct provider. Also, 
the number of hours available per year have gone from 20 to 30. 
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Email with David Brenna regarding how many clock hours can be earned. 
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Clock Hour Example: National Board Form. Use the Correct Form!
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If the National Board applicant does not apply  for these clock hours within seven 
years of earning the certificate, they no longer can apply for these clock hours.
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Ok to Repeat Clock Hours 
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WIAA is a valid clock hour provider 
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WIAA Hours can be combined if course # is same 
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ESD Clock Hour Transcripts are OK! 
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OSPI’s Form SPI 1126 – watch for changes on the form. 
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Technical Colleges are Approved Clock Hour Providers 
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Clock Hour Example: NOT a Valid Provider. This course was incorrectly posted in a 

review we did. The provider was not valid. 
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Clock Hours Not Allowed Prior to BA Degree 
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INSTRUCTOR AND CLOCK HOURS 
 
 

An instructor of a clock hour course can get clock hour credit 
for teaching the course – but only once. 
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QUESTIONS 

 
ABOUT 

 
             CLOCK HOURS 
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CONTINUING EDUCATION HOURS – CEU’s (IN-SERVICE) 
 

WAC 181-85-077: Educational staff associates may use credits or clock hours that satisfy 
continuing education requirements for state professional licensure toward fulfilling professional 
educator standards board continuing education certification requirements. 

 

Rules applicable to continuing education credits include: 
 

1.  Credits must be a minimum of three (3) hours. 
2.  Credits are earned after August 31, 1987; and after the awarding or conferring of the 

employee's first bachelor's degree. 
3.  Credits are earned on or before October 1 of the year for which allocations are being 

calculated pursuant to this chapter. 
4.  Use the last date of the course as the “earned” date for the course; UNLESS specifically 

stated otherwise on the form. 
5.  There is no repeat restriction on continuing education units. 

6.  Ten continuing education hours equals one quarter hour credit. 
7.  Accumulate credits rounded to one decimal place. 

 

Allows certain educational staff associates to use continuing education units (CEUs), credits, or 

clock hours that satisfy the continuing education requirements for their state professional health 

license, for Washington and any other state, as in-service credits. 
 

To be eligible, an educational staff associate must hold the following Washington State 

Department of Health license: 
 

    Licensed advanced registered nurse practitioner (ARNP) (WAC 246-840-360), 
    Licensed occupational therapist (WAC 246-847-065), 
    Licensed marriage and family therapist (counselor) (WAC 246-809-600), 

    Licensed mental health counselor (WAC 246-809-600), 
    Licensed physical therapist (WAC 246-915-085), 
    Licensed psychologist (WAC 246-924-230), 
    Licensed registered nurse (RN) (WAC 246-840-203, -204, & -205), effective 

January 1, 2011, 

    Licensed social worker (WAC 246-809-600), or 
    Licensed speech-language pathologist or audiologist (WAC 246-828-510). 

 
Educational staff associates with other than the above Washington licenses do not require 
continuing education to maintain their professional health license and may not use 
continuing education units (CEUs), credits, or clock hours accordingly. See website: 

 

http://www.k12.wa.us/certification/LicenseHours.aspx. 
 
 
 
 
 
 

http://www.k12.wa.us/certification/LicenseHours.aspx
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CEU Example: Bureau of Education & Research for an SLP
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CEU FORM. Can be attached to a single course or a group of courses. Form 4098V is 

required! OSPI: http://www.k12.wa.us/certification/Certapp/4098V.pdf

http://www.k12.wa.us/certification/Certapp/4098V.pdf
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QUESTIONS 
 
 
 
 
 
 

ABOUT 

CEU’s? 
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NON TRANSFER CREDITS (IN-SERVICE) 
 

As mentioned previously, one of the criteria for an academic credit is that the credit is 
transferable or applicable to a bachelor’s or more advanced degree program. 

 

It is this rule that causes us to determine that credits are “non-transfer credits” or 
NTC. Each college/university transcript lists courses by a course number. Typically on 
the back of the transcript there will be a description of the course numbers and the 
applicability of those course numbers to a “bachelors’ or more advanced degree”. 

 

In most cases, courses that are number 100, 200, 300, and 400 are all undergraduate 
and applicable to a Bachelor’s degree; and courses numbered 500, 600 are applicable 
to an advanced Master’s degree; and 700 or sometimes 800 are applicable to a 
Doctorate degree. You must read what is on the back of the transcript. 

 

However, we also often see courses number 808X, or 909, or 9902. This is the 

biggest flag that it is not likely the course will meet the requirements of being 

transferable or applicable to a bachelor’s or more advanced degree program. When 

reading the back of the transcript you will often see language that these courses 

“provided for the purpose of teacher education” or “provided for the purpose of 

professional development.”  You may also see language that the course MAY be 

applicable to a degree if approved by the registrar or some other source. MAY does 

not mean shall per the auditor. So that would be a non-transfer course. 
 

When you see a course, PE 2011 Walking for Fitness, which should be a red flag. 

Likewise, Educ 901X would be a red flag.  READ THE TRANSCRIPT. 
 

The key with these courses is that it has been determined you can report them as an 

in-service credit. HOWEVER, in-service credits did not come into being until September 

1, 1987. So you must make sure the course is on that date or after.  The course must 

also meet the WAC criteria for course
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“May be” is not “shall” – Emails with Ross Bunda & Dale Sando 
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Calculating and Reporting Non-Transfer Credits 

When you have determined a course is NTC rather than academic you will be reporting 

it as an “in-service” credit just like clock hours so you have to convert it to clock hours. 

For example 
 

1.  SPU, course 5011 for 2.0 Credits. This is a quarter credit school. So take 
2.0 x 10 and report 20 hours. 

 
2.  Chapman University, 2041G for 3.0 credits. This is a semester school. 

So first take 3.0 x 1.5 to equal 4.5 quarter hours then multiply that by 10 to 
report to report 45 hours. 

 

 
Colleges that typically have these non-transfer 

credits include but are not limited to: 
 

 

     Antioch-Seattle 
     Azusa Pacific 
     California Poly Technical 

     California State University, Monterey Bay 
     Chapman University 
     Fresno Pacific 

     Lewis and Clark (650-698) 
     Loyola Marymount 
     Marymount 
     Oregon State University (EXSS 800#) 

     Portland State University  (800 level) 
     Santa Clara University 
     Seattle Pacific University (5000 Credits 9/1/92 and thereafter) 

     Seattle University  (900 level Credits) 
     University of Fresno 
     University of LaVerne 

     University of the Pacific 
     University of Puget Sound – Clinical Affiliations 

     University of Santa Clara 
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NTC Example:  Seattle Pacific University beginning 9/1/1992 
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Sample of Non-Transfer Credits from Seattle Pacific University 
 
Notice how the Course Numbers are in the 5000 series. The number being in the 5000 

series should be a red flag. The back of this transcript and the letter on the previous page 

indicate courses in the 5000 series are not transferrable to a degree program as of 

September 1, 1992. If they otherwise meet the criteria and are after the BA, they can be 

recorded as an In-Service Credit. 
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Note: It is not uncommon to see 5000 series courses on a transcript where some are prior 

to 9/1/92 and some are after. In that case you will record some courses as quarter hours 

and others as in-service hours.
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Back of the SPU Transcript 
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NTC Example:  Chapman University. Notice how the Course Number is Ed/B 9929. 

The number being in the 9000 series should be a red flag. The back of this transcript 

indicates courses in the 9000 series are not transferrable to a degree program. 
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NTC Example:  University of the Pacific. 
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NTC Example:  University of the Pacific. 
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NTC Example:  University of the Pacific. 
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NTC Example:  California Poly Technical 
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NTC Example:  Antioch 
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NTC Example:  Chapman 
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NTC Example:  Back of Chapman 
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NTC Example:  Prior to 9/1/1987 – not allowable 
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NTC Example:  Fresno Pacific 
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NTC Example:  Lewis & Clark 
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NTC Example:  Oregon State 
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NTC Example:  Seattle University 900 Level Courses 
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NTC Example:  Portland State 
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NTC Example:  Santa Clara 
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NTC Example:  Below 100 
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QUESTIONS 
 
 
 
 
 
 

ABOUT 
 
 
 
 
 
 

NON-TRANSFER CREDITS 
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NON DEGREE CREDITS 
 

Rules applicable to non-degree credits 
 

 

1.  Zero credits shall be recognized for persons holding a valid certificate other 
than a certificate included in 2 or 3 below. 

2.  Thirty credits shall be recognized for persons holding a valid continuing or 
standard school nurse certificate. 

3.  Persons holding valid vocational/career and technical education certificates 

shall accumulate recognized credits as follows: 
a.  One credit for each one hundred clock hours of occupational experience 

subject to the following conditions and limitations: 
i.  Clock hours of occupational experience used in determining non- 

degree credits must be earned after meeting the minimum 
vocational/career    and    technical    education    certification 
requirements of three years (six thousand hours), regardless of 
when the initial certificate is issued and regardless of type of 
vocational/career and technical education certificate held. 

ii.  Non-degree credits based on occupational experience shall be 

limited to a maximum of twenty credits per calendar year. 
b.  One credit for each ten clock hours of vocational/career and technical 

education educator training meeting the requirements of WAC 181-77- 
003 (2), (9), or (12).  Clock hours of vocational/career and technical 
education educator training used in determining non-degree credits 
must be earned after meeting the minimum vocational/career and 
technical education certification requirements as established in WAC 

181-77-041 (1)(b) and (c), regardless of when the initial certificate is 
issued and regardless of type of vocational/career and technical 
education certificate held. 

4.  Credits  earned  after  September  1,  1995,  must  satisfy  the  additional 
requirements of WAC 392-121-262. 

5.  Accumulate credits rounded to one decimal place. 

6.  For the following degree types, there are non-degree credit limitations: 

    S type, report only eligible non-degree credits determined by WAC 392- 

121-259(1) and (2). Staff with highest degree type S may have either 

30 non-degree credits or zero non-degree credits only. 

    V type, report only eligible non-degree credits determined by WAC 
    392-121-259(3). 
    H type, eligible non-degree credits are determined by WAC 392-121- 

259(3) and are limited by WAC 392-121-261(1)(b). 
 

Additional information and examples for non-degree credits will be discussed in the 
Vocational/CTE section.
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CALCULUATE EDUCATIONAL PLACEMENT 

EXCESS CREDITS RULE 
 

Once an advanced degree is earned (MA, Educational Specialist, PhD), a calculation 

must be made to determine the “credits in excess” of the BA degree.  Where the 

number of credits past the BA exceed 45, those credits will count as being earned 

after the MA degree, even though they were taken before. 
 

BA Degree                6/15/99 

MA Degree               8/31/08 
 

Add up Credits from BA to MA: 52.5 

Subtract 45 -  45.0 

Result: 7.5 

Placement:   MA + 7.5, MA 0 Column 
 

 
 

BA Degree                6/15/99 

MA Degree               8/31/08 
 

Add up Credits from BA to MA: 97.0 

Subtract 45 - 45.0 

Result: 52.0 

Placement:   MA + 52.0, MA 45 Column 
 

 
 

BA Degree                6/15/99 

MA Degree               8/31/08 
 

Add up Credits from BA to MA: 146.0 

Subtract 45 - 45.0 

Result: 101.0 

Placement:   MA + 101.0, MA 90 Column 
 

 
 

BA Degree                6/15/99 

MA Degree               8/31/08 

Add up Credits from BA to MA:                                          42.0 

Subtract 45                                                                 -    45.0 

Result:                                                                        -     3.0 

Placement:   MA + 0, MA 0 Column (A negative = 0)
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MORE HOMEWORK TIME. Count the degrees and credits on these documents. 
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FILE REVIEW – Credits 
 

Employee: 
 

 

Degree 
 

Institution 
 

Date 

   

   

 

Credits After BA Degree 
 

 

Academic Institution 
 

Credits 
   

Clock Hour Provider 
 

Credits 

      

      

 

Credits After BA Degree and up to MA Degree - Summary 
 

 
Total Academic Credits Since BA Degree: 

 

 
Total In-Service Credits Since BA Degree: 

 

 
TOTAL CREDITS SINCE BA DEGREE: 

 

  
 

If MA Degree, Subtract 45 
 

 
Excess Credits to MA 

 

 

Credits after MA Degree 
 

 

Academic Institution 
 

Credits 
   

Clock Hour Provider 
 

Credits 

      

      

 

Credits After MA Degree – Summary 
 

 

Total Academic Credits after MA Degree 
  

 

Total In-Service Credits after MA Degree 
 

 

TOTAL ACTUAL CREDITS AFTER MA DEGREE 
 

 

Add Excess if Applicable. TOTAL CREDITS AFTER HIGH DEGREE: 
 

  
High Degree 

 
Credits After High Degree 

 
Placement 

 
Started 

   

 
Changes +/- 

   

 
Ended 

   

 

Reviewed by                                                                                             Date  
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CREDITS REVIEW GUIDELINES 
 

Academic Transcripts 
 

     Confirm employee name on transcript. 
 

     Verify the transcript document is official. 
 

     Verify the institution is accredited (e.g. Center Graduate College is NOT) 
 

     Check for Degree Confirmation.  Highlight the degree type and degree date. 
 
 Highlight each course after initial BA degree. If more than one BA, count from first BA. Place a 

check mark on the course number and a check mark next to the grade; checking to ensure 
courses are over 100 and the grade shows a completed grade. 

 
 When checking the course number check to ensure the course meets the academic course 

requirements (e.g. is transferrable to a BA or higher degree). 
 
 If the course number is below 100 it can only be reported if it was completed between 9/1/87 

and 3/7/95 and then must be reported as an in-service credit not an academic credit. 
 

     Check to ensure the course has not been repeated unless OK by the Institution (e.g. look for an 
“I” on SPU transcripts) 

 
 Determine the type of Credit: QTR, SEM, Unit, NTC (Non-Transfer to Academic Degree). Can only 

record NTC if 9/1/87 and thereafter. All NTCs are recorded as In-Service credits not academic 
credits. 

 

     If Bates Technical the credits can be both Academic Hours or Clock Hours (16.5:1) 
 

     Foreign County: If Foreign Country, make sure there is a translation service document. 
 

     Show work on transcript, including conversions 
 
 

Master’s Degree 
 
     Check for Degree Confirmation Date and Highlight. Date and Credits for the quarter or semester. 

Record as before the actual MA issued date. 
 

     Calculate Excess Credits (BA + total – 45 = Excess; negative result = 0) 
 
 

Clock Hours 

 
 Highlight provider name. Check to ensure for the specific school year the provider is on the 

approved OSPI list. Note: Just because it is an OSPI form, doesn’t mean that OSPI is the provider. 
Check the “sponsoring provider” name. WIAA is OK 

 
 Highlight the course title, number of hours actually earned, course end date and highlight or 

check that the provider has signed and the employee has confirmed the earned hours. Show 
conversion work on the clock hour form (e.g. = .60 Qtr Date/Initials). 

 

     It is OK to repeat clock hours, no restrictions 
 
 

Course Approvals 
 
     Verify Course Approvals exist for all courses 9/1/95 and after. 
    Use of the WAC stamp or other district approval for missing approvals.
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QUESTIONS 
 
 
 
 
 
 

ABOUT 

CREDITS 
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      SECTION 5 
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WAC 392-121-264. DEFINITION – CERTIFICATED YEARS OF EXPERIENCE 

 

 

.E 
 
Regardless of the experience factors used by a school district for the purposes of its salary schedule(s), as used in this 

chapter, the term "certificated years of experience" means the number of years of accumulated full-time and 

part-time professional education employment prior to the current reporting school year in the state of 

Washington, out-of-state, and a foreign country. School districts shall report all certificated years of experience 

including those beyond the experience limit of the school district's salary schedule. 
 

(1) Professional education employment shall be limited to the following: 
 

(a) Employment in public or private preschools or elementary and secondary schools in 

positions which require certification where: 
 

(i) Schools include the Centrum education program, the Pacific Science Center education program, educational 

centers authorized under chapter 28A.205 RCW, and Seattle Children's Hospital education program; 
 

(ii) Certification means the concurrent public professional education licensing requirements established in 

the state, province, country, or other governmental unit in which employment occurred and which, for the state 

of Washington, refers to the certificates authorized by WAC 181-79A-140 and temporary permits authorized by 

WAC 181-79A-128; 
 

(b) Employment in public or private vocational-technical schools, technical colleges, community/junior 

colleges, colleges, and universities in positions comparable to those which require certification in 

Washington school districts; 
 

(c) Employment in a governmental educational agency with regional administrative responsibilities for 

preschool, elementary, and/or secondary education including but not limited to an educational service district, 

office of superintendent of public instruction, or United States department of education in any professional 

position including but not limited to C.P.A., architect, business manager, or physician; 
 

(d) Experience in the following areas: 
 

(i) Military, Peace Corps, or Vista service which interrupted professional education employment 

included in (a), (b), or (c) of this subsection; and 
 

(ii) Sabbatical leave. 
 

(e) For non-degreed vocational/career and technical education instructors, up to a maximum of six years of 

management experience as defined in WAC 181-77-003(6) acquired after the instructor meets 

the minimum vocational/career and technical education certification requirements of three years (six 

thousand hours) established in WAC 181-77-041 (1)(a)(i), regardless of when the initial certificate is issued 

and regardless of type of vocational/career and technical education certificate held. If a degree is obtained while 

employed in the state of Washington as a non-degreed vocational/career and technical education instructor, the 

eligible years of management experience pursuant to this subsection reported on Report S-275 prior to the awarding 

of the degree shall continue to be reported but shall not increase. 
 

(f) Beginning in the 2007-08 school year, for occupational therapists, physical therapists, nurses, speech- 

language pathologists, audiologists, counselors, psychologists, and social workers regulated under Title 

18 RCW, years of experience may include employment as occupational therapists, physical therapists, nurses, 

speech-language pathologists, audiologists, counselors, psychologists, and social workers, that does not otherwise 

meet the requirements of (a) through (e) of this subsection, subject to the following conditions and limitations:(i) 

Experience included under this subsection shall be limited to a maximum of two years. 
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(ii) The calculation of years of experience shall be that one year of experience in a school or other non-school position 

counts as one year of experience for the purposes of this subsection, per subsection (2)(a) of this section. 
 

(iii) Employment as occupational therapists shall be limited to the following: 
 

(A) In positions requiring licensure as an occupational therapist under Title 18 RCW, or comparable out-of- state 

employment; and 
 

(B) While holding a valid occupational therapist license, or other comparable occupational therapist credential. 
 

(iv) Employment as physical therapists shall be limited to the following: 
 

(A) In positions requiring licensure as a physical therapist under Title 18 RCW, or comparable out-of-state 

employment; and 
 

(B) While holding a valid physical therapist license, or other comparable physical therapist credential. (v) 

Employment as nurses shall be limited to the following: 

(A) In positions requiring licensure as a registered nurse under Title 18 RCW, or comparable out-of-state 

employment; and 
 

(B) While holding a valid registered nurse license, or other comparable registered nurse credential. (vi) 

Employment as speech-language pathologists or audiologists shall be limited to the following: 

(A) In positions requiring the same or similar duties and responsibilities as are performed by speech-language 

pathologists or audiologists regulated under Title 18 RCW; and 
 

(B) After completion of the minimum requirements for conditional certification as a school speech-language pathologist 

or audiologist established in WAC 181-79A-231(1)(c)(iv). 
 

(vii) Employment as counselors shall be limited to the following: 
 

(A) In positions requiring the same or similar duties and responsibilities as are performed by counselors regulated 

under Title 18 RCW; and 
 

(B) After completion of the minimum requirements for emergency certification as a school counselor established 

in WAC 181-79A-231(3). 
 

(viii) Employment as psychologists shall be limited to the following: 
 

(A) In positions requiring the same or similar duties and responsibilities as are performed by psychologists regulated 

under Title 18 RCW; and 
 

(B) After completion of the minimum requirements for emergency certification as a school psychologist established 

in WAC 181-79A-231(3). 
 

(ix) Employment as social workers shall be limited to the following: 
 

(A) In positions requiring the same or similar duties and responsibilities as are performed by social workers regulated 

under Title 18 RCW; and(B) After completion of the minimum requirements for emergency certification as a school 

social worker established in WAC 181-79A-231(3). 
 

(x) Certificated years of experience as occupational therapists, physical therapists, nurses, speech-language 

pathologists, audiologists, counselors, psychologists, and social workers, determined pursuant to this 
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subsection and reported on Report S-275, by teachers and other certificated staff who are no longer 

employed as occupational therapists, physical therapists, nurses, speech-language pathologists, audiologists, 

counselors, psychologists, and social workers, shall continue to be reported but shall not increase. 
 

(2) Years of full-time and part-time professional education employment prior to the current reporting school 

year are accumulated as follows: 
 

(a) For each professional education employment which is not employment as a casual substitute pursuant to subsection 

(1)(a) of this section; 
 

(i) Determine the total number of hours, or other unit of measure, per year for an employee working full-time with 

each employer; 
 

(ii) Determine the number of hours, or other unit of measure, per year with each employer, including paid leave and 

excluding unpaid leave; 
 

(iii) Calculate the quotient of the hours, or other unit of measure, determined in (a)(ii) of this subsection divided by 

the hours, or other unit of measure, in (a)(i) of this subsection rounded to two decimal places for each year. 
 

(b) For professional education employment as a casual substitute pursuant to subsection (1)(a) of this section: 

(i) Determine the total number of full-time equivalent substitute days per year; 

(ii) Calculate the quotient of full-time equivalent days determined in (b)(i) of this subsection divided by 180 rounded 

to two decimal places for each year. 
 

(c) No more than 1.0 year may be accumulated in any traditional nine-month academic year or any twelve-month period. 

(i) Accumulate, for each year, professional education employment calculated in (a)(iii) and (b)(ii) of this subsection. 

(ii) Determine the smaller of the result in (c)(i) of this subsection or 1.00 for each year. 

(d) Determine certificated years of experience as the accumulation of all years of professional education employment 

calculated in (c)(ii) of this subsection and report such years rounded to one decimal place.
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Helpful table to review experience types. 
 

 

Types 
 

 

Professional 
 
Public or Private School 

 

School districts/systems and APPROVED State Private Schools 
 

*Get WA Private School list from OSPI annually; 

http://www.k12.wa.us/privateed/PrivateSchools/default.aspx 
 

*Schools include Centrum, Pacific Science Center Education Program and Educational 

Centers authorized under 28A.205 RCW 
 

*POSITION requires certification (concurrent public professional education licensing 

requirements established in that state, province, country or government unit). 
 

*Includes Emergency Certification or other Temporary Permits in Washington 

 

Professional, Public or Private 

Voc-Tech School, Tech 

College, Community/Jr 

College, Colleges, Universities 

 

In POSITION comparable to those which require certification in Washington school 

districts. 

 

Professional 
 
Governmental Educational 

Agency 

 

With Regional Administrative Responsibilities for preschool, elementary and/or 

secondary education 
 

Includes but not limited to, ESDs, OSPI, US Dept. of Education in any professional 

position including but not limited to CPA, architect, business manager or physician. 

 

Military, Peace Corps or Vista 

Service 

 

Which INTERRUPTED Professional Educational Employment 

 

Sabbatical Leave 
 

Including Sabbatical Leave to serve as Union President 

 

Non-Degreed Vocational 
 

Up to six (6) Years Management Experience 
 

*After min. 6000 hours occupational experience regardless of when initial certificate 

issues 
 

*Must be management experience and documented 

 

ESA Experience 
 

New as of 07-08: Up to two (2) years if rules are met. 
 

See the ESA Summary Table in the S275 Instructions. 

 
 
 
 

http://www.k12.wa.us/privateed/PrivateSchools/default.aspx
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REVIEWING EXPERIENCE RECORDS 

 

1.  Review the application for employment to determine the individual’s employment record. 
 

2.  Make a list of the previous employers. Review this information with the employee. 
 

3.  Work with the employee to have a Verification of Employment form sent to each prior employer 
where experience credit may be granted. Never grant credit without a completed experience 
verification form on file. 

 

 

4.  You may wish to create different forms for Regular, Private Schools, College/University, 
Vocational and ESA verifications. 

 
5.  When you are verifying experience from a former Washington State School District, you may also 

ask that district if they are willing to send the employee’s official transcripts to you. This is 
permissible according to the Attorney General. You will want that district to send you the 
originals with a cover letter indicating that the transcripts were the official ones on file in their 
district. Additionally, you will need to ask the prior school district to transmit to you any course 
approval forms they have processed for that employee where the courses were taken 9/1/95 and 
thereafter while they were employed with that district. It is a requirement under the law that the 
prior Washington State school district sent those Course Approval forms to you. 

 
6.  Consider revising your verification form to include the contract status and position name while 

employed, particularly for Washington school districts. This will help when you are determining 
what type of contract you will issue to the new hire and will also help when you are reviewing 
the expiration date of the residency certificate and highly qualified status. 

 

 

7.  Only when you have received a verification of experience should you proceed with calculating 
the experience record. 

 
8.  The next step is to perform the calculation and it is a simple fraction, where the numerator is 

the actual number worked and the denominator is what constitutes a full FTE.  Here are several 
examples: 

 

Example 1:       Numerator: 7.5 hrs x 182 days = 1,365 hours = 1.00 FTE 

Denominator: 7.5 hrs x 182 days = 1365 hours   

 

Example 2:       Numerator: 7.5 hrs x   92 days =  690 hours = 0.51 FTE 

Denominator: 7.5 hrs x 182 days = 1365 hours   

 

Example 3:       Numerator:      4.25 hrs x 91 days = 386.75 hours        = 0.28 FTE 

Denominator:               7.5 hrs x 182 days = 1365 hours 
 

When verifying for a college/university you have to ascertain what constitutes “full time” or 

the denominator.  For example, the verification form might indicate that the employee taught 

a 5 credits class each quarter for 3 quarters that year.  You will have to ask the college “what 

do you consider to be full time?”  That answer might be that full time would be a person who 

teaches 10 credits for 4 quarters. In that case your denominator becomes 40 (10 credits x 4
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quarters) and your numerator is what the person worked (5 x 3 = 15). In this case the 

example is then calculated as: 
 

Example 4:       Numerator: 5 credits x 3 quarters = 15  = 0.38 FTE 

Denominator: 10 credits x 4 quarters = 40  

 

9.  In the case of a Substitute, 180 days is ALWAYS the denominator. This is pursuant to the 275 
rules. Please be very careful when recording substitute experience as several states no longer 
require substitutes to have a teaching certificate and that experience would not be reportable 
(Montana, Idaho, Georgia, California, New York are some examples). For those employees that 
work less than 1.0 FTE for you in a year, you might want to check your payroll records for 
substitute or summer school/extended school year experience and post that for them. 

 

 

10. Military experience that did not interrupt the employee’s educational employment cannot be 
counted. 

 
11. You must be careful with private schools.  In order to credit this experience the POSITION must 

require a certificate, whether the employee held one or not. So this information must be shown 
on your verification form. You must also be certain the employer met the definition for “private 
school” 

 
12. Be careful with experience for ESA staff (psychologists, nurses, OT, PT).  Generally speaking 

experience working in a clinic or some educational agency will not count. That experience only 
counts if 1) the agency actually is approved in that state to award diplomas and/or otherwise 
operate like a regular school or 2) the person was teaching (e.g. a Nurse who as an instructor of 
Nurses). The 275 guidelines provide some excellent examples of this rule. You should seek 
assistance if you are not familiar with these rules. Of course, you can now count up to two (2) 
years actual ESA experience but mistakes are made where ESA like experience is counted as 
regular certificated experience. 

 
13. For vocational teachers that either do not have a degree or the degree is incidental and you are 

reporting them as “V” – you may grant up to six (6) years of experience, BUT – this experience 
must be related to the assignment and it must be a management or management-related 
position. Be sure to review the 275 rules for this carefully before granting such experience. 
Vocational staff can also have experience converted to non-degree occupational credits. Again 
these rules are specifically detailed in the 275 instructions. You should seek assistance if you are 
not familiar with these rules. 

14. Be sure to show your mathematical calculations directly on the verification form so an auditor 
can track your work. 

 
15. If you have questions about information provided by a former employer you may contact that 

employer by telephone or email to obtain clarification to your information and note that on your 
form. However, according to a recent audit in a district, you must then also obtain a corrected 
verification form from that prior Review the Verification Form to ensure that the position 
required a teaching certificate if required for that type of experience (the form should be 
marked YES). If this area is blank, contact that prior employer to ascertain this information.  If 
the prior employer was not a school district, then you must determine if the position 
the person was employed in was equivalent to a position that requires a certificate



177 
 

in our public schools. 
 
16. Mark up the verification form document. Highlight each record. If not broken out by year, then 

break it out. For example if it is verified as 1999-00 to 2003-04, hand write out each year. Many 
mistakes are made by not doing this task. 

 
17.  Check the data very carefully and then prepare your calculations. 

 
18. Be careful not to exceed 1.0 in any given year. This is another reason it is important to make a 

record that reflects each individual year of employment, especially when verifications are from 
multiple employers for the same years. 

 
19.  Be sure to post Leave without Pay. 

 
20.  Post additional experience for less than 1.0 FTE staff (in allowed position). 
 
Item B.7 Notes from S275 instructional book: 

1. Eligible professional education experience must meet the requirements of WAC 392-121-264. 
In general, for professional education experience eligibility rules regarding: 

 Employment in P–12 schools, refer to subparagraph (1)(a). 

 Employment in higher education, refer to subparagraph (1)(b). 
 Employment in government education, refer to subparagraph (1)(c). 
 Employment interruptions, refer to subparagraph (1)(d). 
 Employment in industry, refer to subparagraph (1)(e). 
 Employment as educational staff associates in nonschool positions, refer to subparagraph 

(1)(f). 
2. For persons with highest degree type S, B, G, M, or D, experience eligibility is limited to the 

requirements of WAC 392-121-264(1)(a), (1)(b), (1)(c), and (1)(d). 
3. Occupational experience eligibility is limited to persons reported with highest degree types V 

in accordance with WAC 392-121-264(1)(e). 
4. For persons with highest degree type H, experience eligibility is limited to the requirements of 

WAC 392-121-264(1)(a), (1)(b), (1)(c), and (1)(e). Individuals reported with degree type H 
retain any certificated experience recognized from industry experience when they were 
reported with degree type V, but may not accrue any additional certificated experience 
converted from industry experience. 

5. Employment may be in Washington, out of state, or in a foreign country. 
6. Employment excludes time on unpaid leave. 
7. Report all years of experience, including those beyond the experience limit of the district’s 

salary schedule. 
8. No more than one year of experience may be accumulated in any traditional nine-month 

school year or any 12-month period. For example, if a certificated instructional employee 
works a 1.0 FTE assignment and also works as a substitute teacher for another district during 
the same 12-month year, that employee may not accumulate more than one year of 
experience for that 12-month period. 

9. Any hours for an employee which exceed 1.0 FTE for that employee are not reported and do 
not have to be documented. 

10. In-district full-time hours per year equal the number of hours in a full-time day times the 
number of full-time days per school year (e.g., 7.5 x 180 = 1,350). 
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11. If an employee is in a position that is part-time or the employee took unpaid leave during the 
year, determine the years of experience accumulated for that year as the quotient of the 
number of hours actually worked to the number of hours in the full-time year. 

12. Out-of-district full-time hours per year are determined by the former employer except for 
experience counted under WAC 392-121-264(1)(e) in which full-time hours per year equal 
2,000. Hours in excess of 2,000 per year may not be carried forward to the next year. 

13. Substitute days are accumulated as part-time professional education employment, subject to 
the one year of experience in a 12-month period limitation explained in note 8 on page 47. 
Calculate years of experience for substitute days by dividing the accumulated number of full-
time substitute days by 180. 

14. Partial substitute days are accumulated as part-time professional education employment, 
subject to the one year of experience in a 12-month period limitation explained in note 8 on 
page 47. The number of hours in a full day is determined by the employing district. To 
calculate years of experience for partial substitute days: 
Step 1.  Determine the accumulated number of full-time substitute days by dividing the 

hours of the day worked by the number of hours in a full day. 
Step 2.  Divide the accumulated number of full-time substitute days by 180. 

15. Rounding: Accumulate full- and part-time employment rounded to two decimal places and 
report such years to one decimal place. (See the discussion of rounding on page 15.) 

16. Learning centers: Sylvan Learning Center and Huntington Learning Center are not approved 
private schools pursuant to chapter 28A.195 RCW and chapter 180-90 WAC, nor are they 
certified education centers pursuant to chapter 28A.205 RCW and chapter 392-185 WAC. 
Employment in these centers does not meet the criteria in WAC 392-121-264(1)(a). 

17. Private schools: To determine whether a school is a state-approved private school pursuant to 
chapter 28A.195 RCW and chapter 180-90 WAC, contact OSPI Office of Private Education at 
360-725-6433. A current list of approved private schools is available on the OSPI website at 
the following location: http://www.k12.wa.us/PrivateEd/18.  

18. Education centers deal with credit retrieval for high school dropouts pursuant to chapter -
28A.205 RCW and chapter 392-185 WAC. 

19. Employment documentation obtained under previous rule WAC 392-121-280 is grandfathered. 
Experience reported through the S-275 reporting process for the 1993–94 or previous school 
years may continue to be documented pursuant to WAC 392-121-280(5)(a). 

20. If documentation of employment cannot be supported by normal “third party” evidence 
meeting the criteria in WAC 392-121-280(5)(b), such as in situations of self-employment or 
employment with an employer that has gone out of business, documentation of employment 
should be supported by other evidence, such as: 

 tax returns 

 business license 
 bonding insurance 
 social security records 

The following documents are usually considered to be insufficient evidence of employment: 

 resumes 
 job applications 
 sworn affidavits

http://www.k12.wa.us/PrivateEd/18
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EXPERIENCE VERIFICAT ON FORMS 
 
 
 
 
 
 
 
 

Samples of a variety of experience verification forms are provided in this 

section. We highly recommend that you develop form specific to the 

type of employment being verified. It will help tremendously in obtaining 

the required information for each employment type. 
 
 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



180 
 

 
 

9401 Sharon Drive 

Everett, WA 98204 
(425) 356-1322 / FAX (425) 356-1329 

 

REQUEST FOR VERIFICATION OF PROFESSIONAL EMPLOYMENT 

To:   
 

School District Name: 

Street Address: 

City / State / Zip: 

 

From:  
 

Mukilteo School District 

9401 Sharon Drive 

Everett, WA 98204 

  

The following individual is employed by the Mukilteo School District and has reported previous professional 

employment with your district.  Please complete the information requested on the reverse side of this form.  Thank 

you for your assistance in establishing an accurate service record for this employee. 

 

Personal Data (to be completed by employee) 

 

Name:  

Other Name(s):  

SSN:  

Position:  

School:  

Approximate Dates:  
 

I authorize the release of all information requested on the Verification of Professional Employment to  

Mukilteo School District No. 6. 

 

 

 

Employee Signature: Date: 



181 
 

 



182 
 

 
 
 
 
 

SAMPLE VERIFICATION – COLLEGE/UNIVERSITY 
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Signature of Supervisor or Designee Title Date Phone Number 

Agency Name Street Address City State              Zip 

 

SAMPLE VERIFICATION – PRIVATE SCHOOL 

 
 
Instructions 

 
1.      List position(s) chronologically by year. Use one line for each calendar year or change in status. 

 
Call xxx-xxx-xxx for help. 

 
2.      Circle Yes or No indicating whether an occupational license was required for the position. 

  
3.      List start/end service dates.  Dates must be annual between September 1st and August 31st. 

  
4/5.  List the number of days and the number of hours that constituted a full year (100%) for an employee in this position that year, 

  
6/7/8.  List the exact number of days (rounded to ¼ day) and hours this employee was actually paid for services in the listed position. 

 

1 
 

2 

 

3 
 

4                        5 
 

6                         7                           8 
 

 
POSITION 

Grade/Level 

Subject 

 
Certificate 

Required 

Yes/No* 

 
Dates of Service 

between 9/1 and 8/31 

MM/DD/YYYY 

 
Number of                     Number of 

Paid Days in                  Paid Hours in 

Full-time Year                Full-time Day 

In Your District              In Your District 

 
Number of                 Number of Contract    Total Hours 

PAID PAID Days                 Hours Per Day           (Col 6 x  

Col 7) 

 
Do Not Use 

District Verification of 

FTE awarded. 

 

EX: 1. Teacher, MS 

Science 

EX: 2. Counselor 

 

Yes or No 

 
Yes or No 

 

9/13/86-6/12/87 

 
10/1/95-12/31/95 

 

180                         7 

 
180                         8 

 

173                         7.0                  (173x7=) 1211.00 
 

42                         8.0                  (42x78=) 336.00 

 

      

      

      

        

Is your school/organization a state approved or otherwise approved private school?           Yes          No If yes, please 
describe that approval: 

 
 

 

*Certificate required. To answer yes, the position the person was employed in must have required a state teaching 

certificate and the person must have held valid certification during those periods of employment. I certify that all information 
listed above is complete and correct according to the official records on file. 
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SAMPLE VERIFICATION – District/Educational Agency  
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VERIFICATON OF EMPLOYMENT EXPERIENCE FOR                   (Name) 
 

 
FOR AUDIOLOGISTS IN NONSCHOOL POSITIONS: 

 
To be completed by administrative official in charge of records 

Dates of Service: Please use separate line for each year or change in status. 

 
Please use a fiscal calendar of September through August for each year reported. 

 

Clearly identify leave of absence periods 

RCW 18.35.010 Definition - "Audiology" means the application of principles, methods, and procedures related to hearing and the disorders of two related language hearing and 
 

speech disorders, whether of organic or nonorganic origin, peripheral or central, that impede the normal process of human communication including, but not limited to, 

disorders of auditory sensitivity, acuity, function, processing, or vestibular function, the application of aural habilitation, rehabilitation, and appropriate devices including fitting 
and dispensing of hearing instruments, and cerumen management to treat such disorders. 

  
 

 
Dates of   Service 

FROM   TO 

Mo/Day/Yr   Mo/Day/Yr 

 

 
 
 
 

Position Title 

 
 
# of Work Days 
per year in Full- 
Time Position in 

your 

Facility 

 
 

# of Work 
Hours per Day 
in Full-Time 

Position in your 

Facility 

 
 
 

Actual # of Days 
Paid to this 
Employee* 

per year listed 

 
 
 

Actual # of 
Hours per day 

Paid to this 

Employee** 

Did the position 
meet the criteria 

of the state 
definition of 
Audiology 
above? 

Yes   or No 

  

 

Ex 1: 9/3/96 
 

8/31/1997 Audiologist 260 8 260 8 
 

Yes 
Ex 2: 
11/1/01 

 
6/15/2002 

 

Audiologist 
 

195 
 

7.5 
 

260 
 

8 
 

Yes 

        

        

        

* Actual number of Days Employed to include all paid personal/sick leave taken as work days during the year.  

** Actual number of Hours Per Day to indicate the number of hours in the employee's normal work day. 

I certify that all information listed above is complete and correct according to the official records on file. 

 
Agency Name 

  
Address and City, State, Zip 

Signature of 

Supervisor or 
Designee 

 

 
Title 

 

 
Date 

 

 
Phone Number 

Agency 

Name 

  
Street Address 

 
City, State, Zip 

 

 

SAMPLE VERIFICATION – ESA EXPERIENCE 
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Sample Cover Letter for ESA 
 

To Whom It May Concern: 
 

 
 
 

The Washington State Legislature has passed legislation allowing staff who serve in certificated support 

positions (known in Washington as “Educational Staff Associates”) to be awarded previous non-school district 

certificated experience towards salary placement. 
 

However, they are very specific about the information required to document this experience. We must verify 

the actual hours paid to the employee, and the hours that an employee would be paid if they had worked full 

time. This verification must be completed for each year individually. 
 

Attached is a form requesting verification of employment for the person listed below, who has 

indicated prior employment with your organization. 
 

 

Name of Prior Employee 
 

 

Position Held and Estimated 

Dates of Employment 

 

 

Social Security Number 
 

 

We appreciate your time and effort in completing this verification as it is important to the salary 

placement of this new hire. Please return the completed form to: 
 

Anytown School District 

1122 Main St 

Main, WA 98011 
 
If you have any questions, please contact Human Resources at 111-111-1111. 

Sincerely,
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EXPERIENCE VERIFICAT ON E SA 
 

 

The following table may be used as a guide to determine whether previous nonschool, or more 
accurately, non-certificated employment by ESAs is equivalent to certificated school employment 
pursuant to WAC 392-121-264(1)(f). 

 Row (4) identifies the “least restrictive certificate” (minimum certification requirement) to work as 
a school ESA in the various ESA categories. 

 Row (7) identifies the “least restrictive criteria-1” (minimum nonschool employment requirement) 
for the first three ESA categories, which require the applicable health credential in Washington 
state. Nonschool employment must have been in positions requiring licensure as occupational 
therapist, physical therapist, or registered nurse. 

 Row (8) identifies the “least restrictive criteria-2” (minimum nonschool employment requirement) 
for the other ESA categories, which do not require the applicable health credential in Washington 
state (health credentialing is voluntary, rather than mandatory). Nonschool employment must 
have been after meeting the minimum education requirements for the applicable “least restrictive 
certificate” for speech language pathologist or audiologist, counselor, psychologist, or social 
worker. 

 

ESA Table. Print this table and attach it to any verification of ESA experience. 

Highlight/check the items to ensure the employee has met the minimum requirements 

for this experience. 
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Alternately, you can create a document for each ESA type to attach to the experience 

form. 
 

ESA Verification Document 
 

 
 
 

Employee Name:     
 

Employed in Position: OCCUPATIONAL THERAPIST 
 

Date:    
 

Name of District Representative:    
 

  

Item 
 

Requirement Level 
 

Employee Information 
 

1 
 

ESA Duty Title 
 

Occupational Therapist 
 

 

2 
 

Duty Root 
 

43 
 

 

3 
 

OSPI/PESB Education 

Requirement 

 

ESA Certificate 
 

 

4 
 

Type of OSPI/PESB 
Certificate (“Least 

Restrictive” 

 

Initial ESA 
 

 

5 
 

Authority for 

OSPI/PESB Certificate 

 

WAC 181-79-A-223(2) 
 

 

6 
 

Department of Health- 

Authority 

 

RCW 18.59 
 

 

7 
 

Health Credential 
 

License Required 
 

 

8 
 

Education Required 

for Type of OSPI/PESB 
Certificate (“Least 
Restrictive” Criteria-2) 

 

Bachelors (or higher) in 

Occupational Therapy 
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Experience Example: ESA Experience – Backing into Hours using Wage Data. You 

may utilize business licenses, tax information, social security earnings and other 

documents to supplement a verification of employment to determine the actual 

hours worked.
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Experience Example: ESA Experience – Backing into Hours using Wage Data 
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EXPERIENCE VERIFICAT ON – PRIVATE SCHOOLS 
 

 

You must be careful with private schools. In order to credit this experience 

the POSITION must require a certificate, whether the employee held one or not 

and it must be an approved private school. This information must be shown on 

your verification form.  You can obtain the list of Washington approved private 

schools on the OSPI web site at: 

 

http://www.k12.wa.us/PrivateEd/PrivateSchools/ApprovedPrivateSchools.aspx 
 
 

NOTE: Just because a school is NOT listed on the approved state list it does not mean it is 

not a private school. For sure, those that are on the list are approved and ok to report. It 

requires research to determine if the “private school” is truly operating as a school or 

perhaps as more of a tutorial private business. A key is determining if it walks and talks 

like a school. For example, can students attending that program transfer back into a public 

school with like credit? In the end it is the district’s decision but subject to audit. For that 

reason it is critical that you document the rationale for your decision.  This is also true 

when looking at private school experience from out-of-state. Do remember that many 

private schools do not require certification for the position. The fact the employee may 

have held certification during their employment is one factor; but the position they were 

employed in must have required it as well. It is helpful at times to obtain a job description 

or posting bulletin from the private school employer to assist with your determination. 
 

 
 
 

Sylvan Learning Center as an example is NOT an Approved Private School 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.k12.wa.us/PrivateEd/PrivateSchools/ApprovedPrivateSchools.aspx
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Sylvan Verification Form. Even though they indicate “certificate was required” – 

still not an approved private school and you cannot count. 
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EXPERIENCE VERIFICAT ON – COLLE GE/UNIVERSITY 
 

 

Experience from colleges can be credited when the 

position is equivalent. 
 

    An instructor or professor would be equivalent. 
    A dean would be equivalent – to an administrator. 
    An office assistant would not be equivalent. 
    Administrative Assistant?  Would need a job description to tell. 

 

Issue is most commonly trying to determine the denominator 

(what is full time) and the numerator (what did they actually work). 
 

    Some colleges will say “if they instruct 10 quarter hours per quarter that is full time.” 
But you still need to ask – is that for 3 quarters or 4 quarters. 

    Often times you will need to personally talk to them and get an email or document. 
 It can be helpful if you complete a sample verification form based on your 

conversation and send it to them; review over the phone/email and then have 
them correct it, 
complete it and return it to 

you. 
 

When verifying for a college you MUST to ascertain what constitutes “full time” or 
the 

denominator. 
 

Example: The verification form might indicate that the employee taught a 5 credits class 

each quarter for 3 quarters that year.  You will have to ask the college “what do you 

consider to be full time?”  That answer might be that full time would be a person who 

teaches 10 credits for 

4 quarters. In that case your denominator becomes 40 (10 credits x 4 quarters) and 

your numerator is what the person worked (5 x 3 = 15). In this case the example is then 

calculated as: 
 

Numerator:           5 credits x 3 quarters = 15 
 

Denominator:       10 credits x 4 quarters = 40 
 

Calculation:  15/40 = .38 FTE 
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Email with Ross Bunda regarding position comparability. 
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College Experience Example: Inadequate Info 
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Verification Example: Walla Walla College – OK! 
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Experience Example:  College/University (today would require written 

communication from college on details) 
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Experience Example: College/University. Does not adequately explain what 

constitutes full time in order to determine what portion of full time the employee 

worked. 
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EXPERIENCE VERIFICAT ION  - MILITARY, VISTA, PEA CE CORPS 

 
Military, Peace Corp or VISTA experience that MUST interrupt the employee’s 

educational employment to be counted.
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Record of Peace Corp Experience 
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EXPERIENCE VERIFICAT ON – SABBATICAL LE AVE 

 
Experience – Counting Sabbatical Leave 

 
Sabbatical Leave should be reported as that only when the employee has been approved for a 

sabbatical leave, whether that was during employment with your district or verified by another 

employer. Typically when persons are on sabbatical leave, they are paid only a portion of their salary. 

The email below is an exchange regarding the accurate reporting of sabbatical leave time.  Note: 

Persons serving on leave for union service, where the union reimburses the district salary 

funds, should be approved on a sabbatical leave for that purpose and reported accordingly. 
 

From: Cheryl Thresher [mailto:threshec@sao.wa.gov] 

Sent: Wednesday, July 16, 2014 11:17 AM 

To: Fang Lauren E. 

Subject: RE: Sabbatical Leave 
 
Hi Lauren, I agree with Ross. I would expect the earned leave to tie to the salary 

paid for that year at .5. 
 

Cheryl Thresher 

Audit Manager, SAO Team SP, (360) 725-5608 
 
From: Fang Lauren E. [mailto:FangLE@mukilteo.wednet.edu] 

Sent: Wednesday, July 16, 2014 10:48 AM 

To: Cheryl Thresher 

Subject: FW: Sabbatical Leave 
 
Hi Cheryl, Do you have anything to add to Ross’ email below? I want to make sure that I process our sabbatical 

leaves correctly. 
 

Lauren Fang, Certificated Personnel Coordinator, Mukilteo School District, (425) 356-1322 
 
From: Ross Bunda [mailto:Ross.Bunda@k12.wa.us] 

Sent: Tuesday, July 15, 2014 1:29 PM 

To: Fang Lauren E. 

Subject: RE: Sabbatical Leave 
 
See below. 

 

Ross Bunda, Supervisor, Personnel Reporting, School Apportionment & Financial Services 
 
Office of Superintendent of Public Instruction, (360) 725-6308 voice, (360) 664-3683 fax 

 
From: Fang Lauren E. [mailto:FangLE@mukilteo.wednet.edu] 

Sent: Tuesday, July 15, 2014 11:45 AM 

To: Ross Bunda 

Subject: Sabbatical Leave

mailto:mailto:threshec@sao.wa.gov
mailto:mailto:FangLE@mukilteo.wednet.edu
mailto:Bunda@k12.wa.us
mailto:mailto:FangLE@mukilteo.wednet.edu
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Good Morning Ross, Our collective bargaining agreement allows teachers to take sabbatical leave and receive 

50% of their salary for one year. We have a 1.0 FTE teacher on sabbatical this year.   She was reported on the 

S-275 with duty code 610 Cert On Leave and 0.5 FTE.  Is this correct? Probably (I am not aware of any definitive 

guidance on this). 
 

How much experience will she earn for this year? WAC 391-121-264 states that sabbatical leaves do count 

towards certificated years of experience but it does not indicate how to calculate that experience. Will she earn 

0.5 FTE since she is being compensated for 0.5 FTE?  If she is being paid at 50% of salary, it would make sense 

that she earn 0.5 year experience; however, I am not aware of any definitive guidance on this, other than WAC 

392-121-264(1)(d)(i) does allow for certificated years of experience during sabbatical leave.  So I’m sure this 

would count; just not sure how much it would count, but 0.5 year would be reasonable. (If she were paid at 

100% of salary, then 1.0 year would be reasonable.) 
 

Lauren Fang, Certificated Personnel Coordinator. Mukilteo School District, (425) 356-1322
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EXPERIENCE VERIFICAT ON – SUBSTITUTE E XPERIENC E 
 
 
 
 

In the case of a Substitute, 180 days is ALWAYS the denominator. This is pursuant to 

the 275 rules. 
 

Certification Required! Be very careful when recording substitute experience as several states 

no longer require substitutes to have a teaching certificate and that experience would not be 

reportable (California, Georgia, Montana, and New York are some examples).
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Substitute Verification – No Certificate Required 
Yes. This experience counts if certification was required and held 
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EXPERIENCE VERIFICAT ION – STUDENT INTERN 

 

. 
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EXPERIENCE VERIFICAT ON – MISCE LLANEOUS 

 
Experience Allowed but Incorrect – Should Not be Reported – no certification 

required. Note: For records reported on the S275 prior to January 1, 1992 the 

“older” versions of the employment verification forms suffice for documentation. 

But if the employee is employed in your district 1/1/92 and after you are required 

to use the new forms and meet all requirements of those forms. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



208 
 

Experience Example – 2nd page not signed 
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Experience Example – Verification form not clear – emailed to verify as 

documentation. 
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Experience Leave of Absence Example 
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214 
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SAMPLE – EXPERIENCE RECORDED BY YEAR 
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BY YEAR DETAIL – SHOWS WHEN OVER 1.0 FTE FOR A YEAR AND DEDUCT! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



217 
 

DEDUCT LWOP!! 
 

Deduct LWOP annually AND post additional certificated experience (substitute, 

summer school or ESY) for staff that are less than 1.0 FTE for that year. 
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Recorded LWOP Record 
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ADD OTHER EXPERIENCE FOR LESS THAN 

1.0 FTE STAFF 
 
 
 
 

When a certificated employee works less than 1.0 FTE in any given year, you can credit 

them with additional certificated employment experience. This must be work that is 

equivalent to a certificated employee’s regular base contract so TRI or supplemental 

contracts for “TRI like” work are not valid. 
 

 
 
 

You can count summer school, substitute work, extra days performed in that capacity 

(counselor, librarian, etc.), and you can count extended school year program work (e.g. 

SLP, OT, PT, School Psychologist). 
 

 
 
 

Use a regular verification form and complete it for your district for the work. Attach your 

documentation (e.g. time records from payroll). Then compute and add it to the record. 
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EXPERIENCE VERIFICAT ON – ACCRE DITATION NOT RE QUIRED 

 
Experience – Accreditation not a requirement! 

From: Ross Bunda 

Sent: Wednesday, July 23, 2014 3:51 PM 

To: Bradburn Laura D. 

Cc: Fang Lauren E. 

Subject: RE: Experience and School Accreditation 

No; perhaps a well-intentioned person who thought that was the requirement, rather than 

looking for the proper requirement. 

Ross Bunda, Supervisor, Personnel Reporting  School Apportionment & Financial Services 

Office of Superintendent of Public Instruction (360) 725-6308 voice  (360) 664-3683 fax 

mailto:Ross.Bunda@k12.wa.us  http://www.k12.wa.us/safs 
 

From: Bradburn Laura D. [mailto:BradburnLD@mukilteo.wednet.edu] 

Sent: Wednesday, July 23, 2014 3:44 PM 

To: Ross Bunda 

Cc: Fang Lauren E. 

Subject: RE: Experience and School Accreditation 
 

Thank you Ross for this information. That is odd that so many districts ask this question. Do you have any 
idea where this may have stemmed from? 

 

Laura Bradburn, Personnel Technician, Mukilteo School District 
 

From: Ross Bunda [mailto:Ross.Bunda@k12.wa.us] 

Sent: Wednesday, July 23, 2014 3:27 PM 

To: Bradburn Laura D. 

Cc: Fang Lauren E. 

Subject: RE: Experience and School Accreditation 
 

I am not aware of any WAC or RCW requirement that a school must be accredited for 
experience/employment to count. There is nothing in the Sample Documentation Form for 

verification of experience on page 91 of the 2013-14 S-275 personnel reporting instructions 
that requires that a school must be accredited for experience/employment to count. 

 

Ross Bunda, Supervisor, Personnel Reporting  School Apportionment & Financial Services 
Office of Superintendent of Public Instruction (360) 725-6308 voice  (360) 664-3683 fax 

mailto:Ross.Bunda@k12.wa.us  http://www.k12.wa.us/safs 
 

From: Bradburn Laura D. [mailto:BradburnLD@mukilteo.wednet.edu] 

Sent: Wednesday, July 23, 2014 3:19 PM 

To: Ross Bunda 

Cc: Fang Lauren E. 

Subject: Experience and School Accreditation 
 

Hi Ross, When I look at experience forms that districts send out to other districts to capture an employee’s 

experience, there is almost always the question on the form that asks “Is the school 

accredited.” I am trying to find the WAC or RCW that says that in order to count the experience, the 

school must be accredited. Can you point me in the direction of the WAC or RCW? 
 

Laura Bradburn, Personnel Technician, Mukilteo School District

mailto:Ross.Bunda@k12.wa.us
http://www.k12.wa.us/safs
mailto:mailto:BradburnLD@mukilteo.wednet.edu
mailto:Bunda@k12.wa.us
mailto:Ross.Bunda@k12.wa.us
http://www.k12.wa.us/safs
mailto:mailto:BradburnLD@mukilteo.wednet.edu
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WHO IS THE EMPLOYER? 
 
 
 

 

In this case the Dalles School District contracted with a different agency so 

the experience cannot be credited as regular professional experience. With 

the new ESA rules it is possible to credit up to two (2) years but the 

verification would need to come from Mid-Columbia Medical Center since 

they were the actual employer.
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OLD RULES – NO PERSONAL SERVICE 

CONTRACTS! 
 

Be careful not to grant experience for personal service contracts 

unless you are granting it under the ESA rules which is limited to a 

total of two (2) years.
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QUESTIONS 
 
 
 
 
 
 

ABOUT 

EXPERIENCE 
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REPORTING STAFF WITH HIGH DEGREE OF “S” 
 
 

For certificated employees without college degrees, (or for certificated employees with a 
bachelor’s or higher level degree but are reported as “nondegreed” pursuant to WAC 392- 
121-250(2)(b)), report as degree type V or S. 

 

Report as S if: Persons are in special circumstances holding: 
 

    A valid continuing or standard school nurse certificate. 

    A valid limited certificate authorized per WAC 181-79A-140(3) or (6). 

 Employed in a position defined as certificated such as superintendent, deputy 

superintendent, or assistant superintendent. 
 

Pursuant to WAC 291-121-259 – Non Degree Credits (2): Thirty (30) credits 

shall be recognized for persons holding a valid continuing or standard school 

nurse certificate.
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REPORTING STAFF WITH HIGH DEGREE OF “V” 
 
 

For certificated employees without college degrees, (or for certificated employees with a 
bachelor’s or higher level degree but are reported as “nondegreed” pursuant to WAC 392- 
121-250(2)(b)), report as degree type V or S. 

 
Report as V if: Vocational/CTE instructors holding valid vocational/CTE certificates as 
provided for in chapter 181-77 WAC. 

 

As used in this chapter, the term "highest degree level" means: 
 

(1) The highest degree earned by the employee from an accredited institution of higher 

education, pursuant to WAC 392-121-249; or 
 

(2) "Non-degreed" for a certificated instructional employee who: 
 

(a) Holds no bachelor's or higher level degree; or 

(b) Holds a bachelor's or higher level degree and a valid vocational/career and 

technical education certificate, but: 
 

(i) The bachelor's or higher level degree was not a requirement of any past or 

present education certificate or permit, including the vocational/career and 

technical education certificate, pursuant to chapter 181-77 or 181-79A WAC; and 
 

(ii) Whose highest placement pursuant to WAC 392-121-270 is as a non-degreed 

certificated instructional employee. 
 

 
 
 

Step One: Report with a Degree or No-Degree? 
 

    If the person has No Degree then the high degree will be “V” for “Vocational/CTE 

instructors holding valid vocational/CTE certificates are provided for in 181-77 WAC. 

 If a person has a degree, you must verify with OSPI whether or not the degree was used 

as a requirement to issue the certificate. 

 Do NOT report employees as non-degrees if they have ever used a degree to obtain the 

following endorsements on a vocational/CTE initial, initial renewal, continuing or 

continuing renewal certificate, which normally requires a BA degree per WAC 181-77-031: 

o Agriculture Education – V010000 

o Business Education – V070000 

o Marketing Education – V080000 

o Business and Marketing Education – V 078000 

o Family and Consumer Sciences Education – V200002 

o Technology Education – V210100 

 The vocational/CTE CONDITIONAL certificate is NOT issued based on a degree. Employees 

with such certificates are reported as high degree V is all other requirements are met.
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*These rules were effective 8/31/2007.  If the person had a degree the questions was whether or 

not the degree was related to the teaching assignment. That is no longer the case. 
 

Up to six (6) years management experience (WAC 181-77-003) can be reported, after the 

instructor meets the minimum requirements (6000 hours), regardless of when the initial certificate 

is issued and regardless of the type of CTE certificate held.   WAC 392-121-264 
 

WAC 181-77-003 “Management experience" shall mean work as a supervisor, foreman 

or manager in the occupational area in which the person will instruct.
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Vocational Records Process  
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Reporting Experience and Credits for “V” Degree Staff 
 
We have found the most efficient way to begin calculations for a new V degree staff person; 

and/or to check information for an existing staff person is to document ALL previous paid and 

volunteer experience that is related to the occupational subject area(s) the person will be 

teaching. To do this you can start by creating a list from the application materials; but it is highly 

recommended that you meet with the employee as well to ensure the accuracy of the information. 
 
The next step is to verify all volunteer or paid employment identified as relative to the teaching 

assignment.  This can be difficulty especially when the experience is from years past and/or it is 

from self-employment.  Either way, experience cannot be reported unless it is properly 

documented. 
 

Experience documentation for V degree staff is important because: 
 

1.  The equivalent of three (3) years or 6000 hours must first be documented before 

any other experience can be credited. 

2.  Once the 6000 hours threshold is met, experience can be used to grant 

management experience which can be used to report experience for V degree staff. 

No other experience can be counted. It is especially important to verify the position held 

and whether or not it meets the management definition. 

3.  Additionally, once the 6000 hours threshold is met, the experience can also be used 

to convert to occupational credits at the rate of 1 credit for every 100 hours of 

occupational experience. This places the individual in the educational column depending 

on total non-degree credits, e.g. BA 15, BA 45. Once an individual accumulates 135 non- 

degree credits the placement for LEAP purposes is automatically MA 0 even though they 

do not hold a MA degree. They cannot go beyond the MA 0 column unless they eventually 

obtain a Master’s degree. 
 

Example 1:  You possess documentation that meets the 6000 hours threshold; and additionally 

documentation that verifies the individual has 9.25 years management experience in the 

occupational area to be taught. Management experience is limited to 6 years. The 9.25 years will 

convert to 20 non-degree occupational experience credits per year or a total of 185 credits. This 

person will be reported with a high degree of V with 185 non-degree credits, with a placement of 

MA 0 Step 6. 
 

Example 2:  You are unable to obtain documentation of the 6000 threshold hours. This person 

will be reported as a high degree of V with 0 non-degree credits and 0 experience. The person 

have a LEAP placement of BA 0, 0. 
 

Example 3: You possess documentation that meets the threshold 6000 hours; and additional 

documentation of 4.5 years of occupational experience that is NOT management experience. This 

person will be reported with a high degree of V, with 0 years of experience and 90 non-degree 

credits; with a placement of BA 90, Step 0. 
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Vocational Example – Initial Worksheet based on experience in resume: 
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Vocational Worksheet Example 1: 
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Vocational Worksheet Example 2: 
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Vocational Worksheet Example 3: 
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Vocational Worksheet Example 4:  
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Vocational Worksheet Example 5: 
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Documentation of Experience Issues 
 

When verifications of employment for vocational experience are being processed, be sure 

to document: 
 

1.  By Calendar Year (January 1 to December 31), the actual hours of work paid. 

This becomes the “numerator.”  The denominator for the vocational year is 2000 

hours. If a person worked 2080 hours or any hours in excess of 2000 there is no 

added credit. 2000 hours = 1.0 FTE for that calendar year. 

2.  The name of the position, whether it meets the management criteria or 

not, and obtain a job description if possible to further document the 

management experience determination. 

3.  If “normal” documentation cannot be obtained, such as situations with self- 

employment or the prior employer has gone out of business, experience can be 

documented utilizing other evidence. However, resumes, job applications and 

sworn affidavits are NOT valid documents. Documentation that is valid includes: s: 

a.  Tax returns 

b.  Business license 

c.  Bonding insurance 

d.  Social security records 

4.  If at all possible, try to obtain some form of verification of employment from the 

prior employer stating the position, management experience, full or part time, and 

the start and end date. With that you can use other tools to “back into” the 

experience. 
 

Note: These same rules apply when verifying ESA experience 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



237 
 

Vocational Example – Backing into Experience  
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Bureau of Labor Statistics Wage Data for 1999. Always document web site: 

http://www.bls.gov/bls/blswage.htm 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

BLS Wage Information for Occupation of "Correspondence Clerks" 
 

XX Employee was employed as a word processor and did desk top publishing. 
 

 
 

1999         11.48   Mean Hourly Wage

http://www.bls.gov/bls/blswage.htm
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Next Step: Used Cost of Living Index to back wages down from 1999 to 1989 and 1990. 

Social Security Administration - Cost of Living Index 

http://www.ssa.gov/oact/cola/colaseries.html

http://www.ssa.gov/oact/cola/colaseries.html
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Compute to 

1989-90 
Reduce by 

Cola 
 
Reduce by Cola 

1999 $      11.48  

1998 $      11.33 1.3% 

1997 $      11.09 2.1% 

1996 $      10.77 2.9% 

1995 $      10.49 2.6% 

1994 $      10.20 2.8% 

1993 $        9.93 2.6% 

1992 $        9.63 3.0% 

1991 $        9.28 3.7% 

1990 $       8.78 5.4% 

1989 $       8.36 4.7% 
   

1989 Social Security Wages 
 

Volt Service 
 

$              1,819.00 

Marketing Plus  $            10,863.29 

Steeler Inc.  $              2,057.07 
 Total 1989: $            14,739.36 

1989 

Determined 

Hrly Rate 

  

 
 

$                    8.36 

Determined 

Hours Worked 
 
1989 

 
1762.18 

1990 Social Security Wages 

Volt Service  $             2235.50 
 Total 1990: $             2235.50 

1990 

Determined 

Hrly Rate 

  

 
 

$                      8.78 

Determined 

Hours Worked 
 
1990 

 
254.71 
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REPORTING ADDE D NON -DEGREE CREDITS FOR “V” STAFF 

 
WAC 392-121-259 – Non Degree Credits 

 

(3) Persons holding valid vocational/career and technical education certificates as 

provided for in chapter 181-77 WAC shall accumulate recognized credits as follows (all of 

which are reported as Non-Degree Credits) 
 

(b) One credit for each ten clock hours of vocational/career and technical education 

educator training meeting the requirements of WAC 181-77-003 (2), (9) or (12).  

Clock hours of vocational/career and technical educator used in determining non-

degree credits MUST BE EARNED AFTER MEETING THE MINIMUM CERTIFICATION 

REQUIREMENTS, regardless of when the initial certificate is issued 
 

Therefore, vocational instructors can continue to accumulate non-degree credits during 

their employment subject to the WAC as noted above. (2), (9) AND (12) are listed below 

for your reference. 
 

(2) "Career and technical education educator training" shall mean those career and technical 

education programs, courses, seminars and workshops offered for the purpose of career and 

technical education certification in compliance with chapter 181-85 WAC 
 

(9) "Professional education" shall mean those programs, courses, seminars and workshops that 

are designed to improve teaching ability. 
 

(12) "Technical education/upgrading" shall mean those career and technical education programs, 

courses, seminars and workshops which are designed to improve the skills and/or knowledge in 

the discipline in which the application is being made. 
 

If you are uncertain if courses meet these requirements, you may contact OSPI Career 

and Technical Education at 360-725-6245. 
 

Do note that all non-degree credits that are not converted occupational 

experience must all satisfy one of the seven (7) course criteria. So be sure to 

WAC stamp your documentation!
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WHAT HAPPENS WHEN A “V” DEGREE GETS A DE GREE? 

 
The high degree is changed and reported as “H” for Hold Harmless! 

 

For high degree ‘H” persons, report only eligible non-degree credits 

determined by WAC 392-121-259 (3) 
 

3) Persons holding valid vocational/career and technical education certificates as provided for in chapter 

181-77 WAC shall accumulate recognized credits as follows: 
 

(a) One credit for each one hundred clock hours of occupational experience as defined in WAC 181-77- 

003(7), subject to the following conditions and limitations: 
 

(i) Clock hours of occupational experience used in determining non-degree credits must be earned after 

meeting the minimum vocational/career and technical education certification requirements of three years 

(six thousand hours) as established in WAC 181-77-041 (1)(a)(i), regardless of when the initial certificate is 

issued and regardless of type of vocational/career and technical education certificate held. 
 

(ii) Non-degree credits based on occupational experience shall be limited to a maximum of twenty 

credits per calendar year. 
 

(iii) Non-degree credits based on occupational experience shall exclude experience determined pursuant 

to WAC 392-121-264 (1)(a) through (d). 
 

(b) One credit for each ten clock hours of vocational/career and technical education educator training 

meeting the requirements of WAC 181-77-003 (2), (9), or (12). Clock hours of vocational/career and 

technical education educator training used in determining non-degree credits must be earned after meeting 

the minimum vocational/career and technical education certification requirements as established in WAC 

181-77-041 (1)(b) and (c), regardless of when the initial certificate is issued and regardless of type of 

vocational/career and technical education certificate held. 
 

Basically the person is held harmless and their experience and previous credits 

are still reported.   Here are some examples: 
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Obtaining a Master’s Degree 
 
 
 

Once an individual obtains a Master’s Degree they are always reported with high degree of 

M. Their previously reported management experience counts, but they start over with 

credits just as if they were not reported as V degree. 
 

Example 
 

 Person reported in the previous year with 5 years management experience, 2 years 

teaching experience and 140 non-degree credits, with placement of MA 0 Step 7. 

    Person now obtains a MA degree. 

    Calculate credits to MA degree (example 52). 

    Subtract 45 with a net 7 excess credits. 

    Although the previous non-degree credits are reported, they are not used. 

    The placement will still be MA 0, Step 7. 

    However, the person can now record additional hours and continue on to MA 45 or 

MA 90.
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VOC EXPERIENCE V ERIF ICATION LETTER 

 
(District Letterhead) 

(Date) 

Name of Employer 

Address of Employer 

City, State, Zip 
 

Re:    Verification of Employment for (Name of Employee) 

Dear (Employer Name): 

The (Your District Name) has employed (Employee Full Name) as a teacher in our 

vocational education program. In order to grant the appropriate experience on our salary 

schedule, Washington State law requires that school districts verify this individual’s prior 

work experience in a very specific manner. 
 

Please complete the form attached to this letter and return it to our office. To assist with 

this verification we are providing the following information from this employee: 
 

 

Employee SSN 
 

 

Dates of Service 
 

 

Position(s) Held 
 

 

The employee has also provided a release for this information by the signature indicated 

below: 
 

I authorize you to release all information requested in the attached Verification of Employment to 

the school district listed above. 
 
 

 
Employee Signature                                                                   Date 

 
Should you have questions or need assistance processing this request please contact (Name, Phone 

Number, and Email of contact at your district). Thank you. 

Sincerely, 

(Name) 

(Title)
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Sample Vocational Experience Verification Form 
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QUESTIONS 
 
 
 
 
 
 

ABOUT 
 
 
 
 
 
 

V OR S STAFF REPORTING 
 
 
 
 
 
 
 
 



247 
 

Dean of Students Yes – would be comparable 

Graduate  Assistant Questionable. Must ensure that the position was equal to a 
classroom teacher, e.g. does lesson plans; provides direct 
instruction; responsible for grading. 

Administrative 

Assistant 
Questionable. This could be a title that reflect an administrative 
position equivalent to an assistant principal. On the other hand, 
it could be secretary position which would not be comparable. 
This is a good example of why a job description is useful. 

Custodian No – not comparable. 
 

HELPFUL REMINDERS! 
 

1.  Colleges/Technical Schools. Employment in public or private vocational- 
technical schools, technical colleges, community/junior colleges, colleges, and 
universities in positions comparable to those which require certification in 
Washington school districts. 

 

Helpful Questions: 
Question 1 

Was the employer a college/university or technical/vocational school? 
This information should be on the verification form. Use the internet to search if 
needed to verify. 

 
Question 2 
Was the position held comparable to a certificated position in 

Washington school districts? 
There is no certification requirement for college employment. The decision is based 
solely on the comparability of the position.  Obtaining a job description can be very 
helpful. Here are a few examples: 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

2.  Governmental Agency. Employment in a governmental educational agency with 

regional administrative responsibilities for preschool, elementary, and/or secondary 

education including but not limited to an educational service district, office of the 

superintendent of public instruction, or United States department of education in 

any professional position including but not limited to C.P.A., architect, business 

manager, or physician. 
 

Helpful Questions: 
Question 1 

Was the employer a governmental agency as defined above? Employment 
at US Department of Education, OSPI and the ESDs are examples of governmental 
agencies. 

 
Question 2 
Was the position held a “professional” position? There is no certification 
requirement. The determination is solely based on the definition of the position. 
See the definition of duty root 96, Professional (“Requires a high degree of 
knowledge and skills acquired through at least a baccalaureate degree or its
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equivalent.”) A job description can be helpful in making this decision.  Other than 
the examples cites above other professional positions that would qualify include 
nurse, OT, PT, administrator, psychologist, SLP. Here again the title of the position 
can be misleading. An administrative assistant may be something equal to an 
administrative position or it may be a secretarial position. 

 

3.  Service. Military, Peace Corps, or Vista service which interrupted professional 

education employment. 
 

Helpful Questions: 
Question 1 

Did the service interrupt the professional education employment of the 
employee? If it did not interrupt, it cannot be counted. As an example, if the 
person went directly into Peace Corps from college and did not teach first, that 
experience cannot be reported. On the other hand, if the person substitute taught 
in a position that required a teaching certificate and then went into the Peace 
Corps and came back into teaching, then the experience would count. 

 
Question 2 
Does it matter what position they were employed in? No, the verification 
form must just verify their service in the military, VISTA or Peace Corps. 

 

4.  Sabbatical Leave.  Sabbatical Leaves are fairly uncommon but when used 

typically grant a person a partial pay for the time they are on a leave of absence. 
 

Helpful Questions: 
Question 1 

Can the teacher’s union president’s leave time be reported as sabbatical 
leave? Yes. In fact, it should be reported this way where the district authorizes a 
leave of absence and the union reimburses the district for pay. Additionally when 
such leave is approved by the Board of Directors it should be stated as a 
sabbatical leave. Be sure to change your reporting duty code accordingly. 

 

 
5.  Non-Degree Vocational Experience. For non-degreed vocational/career and 

technical education instructors, up to a maximum of six years of management 

experience as defined in WAC 181-77-003 which states: "Management 

experience" shall mean work as a supervisor, foreman or manager in the 

occupational area in which the person will instruct. Additionally such 

experience must have been acquired after the instructor meets the minimum 

vocational/career and technical education certification requirements of three years 

(six thousand hours) established in WAC 181-77-041(1)(a)(i), regardless of when 

the initial certificate is issued and regardless of type of vocational/career and 

technical education certificate held. 
 

Helpful Questions: 
Question 1
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Do you have a valid verification of employment citing the name of the 
employer, dates to and from, position held, and job description, or an 
equivalent in other appropriate documents?  Never grant vocational 
experience without the appropriate documentation. This is one of the most 
difficult pieces of processing CTE staff. 

 
Question 2 

Did the experience occur after the person acquired 6000 work hours in 
the occupation to be taught?  You must also have documentation that verifies 
the initial 6000 hours. You cannot use the employees “self-testimony” or a 
resume. You can only report management experience after the documented 6000 
hours are met. 

 
Question 3 

Did the position meet the management definition requirement? You must 
have documentation that the position was either a supervisor, foreman or 
manager. There are no exceptions and this is a frequent error. 

 

6.  ESA Experience. Beginning in the 2007–08 school year, for ESA staff 

(occupational therapists, physical therapists, nurses, speech-language pathologists, 

audiologists, counselors, psychologists, and social workers), years of experience 

may include employment in those positions but is limited to two years. While some 

districts locally grant credit for more than 2 years, only a maximum of 2 years can 

be reported on the S-275. 
 

Helpful Questions: 
 

Question 1 
Who is the employer? Frequently the employee will indicate they provided 
services for a school district. You need to verify who provided their pay check. 
That is the employer. Typically we find that the school district was not the 
employer and it was some other agency (or self-employment). In this case you 

may report up to 2 years of ESA experience if it is properly documented. 
 

Question 2 
What if we are not able to obtain a verification form directly from the 
employer?  Similar to the rules for granting vocational experience, you may 
utilize social security statements, tax returns, business licenses, bonding insurance 
or worker compensation reports. 

 
Question 3 
Are there specific requirements? Yes. For some positions a license, degree or 
other educational credentials are requirement. The best tool is to utilize the ESA 
Summary Table found in the S-275 Reporting Instructions and shown below. We 
recommend that you print a copy of this table; add the employee name at the 
top; and note or add documentation to verify the requirements are met.
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SECTION 6 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



251 
 

 
 
 
 

 

 

Cause of error 
Number 
references 
in audit 
memos 

 

 
Percent 

Clerical error (math computation, data input….) 32 21% 

Misclassification of credits (generally 
excess/academic) 

 
29 

 
19% 

Credits not reported 26 17% 

Double counted credits 15 10% 

Lack of support for credits reported 7 5% 

Rounding errors or inconsistencies 7 5% 

Did not convert semester credits to quarter credits 4 3% 

Miscalculate years experience 3 2% 

System conversion date issue - credits not counted 3 2% 

Relied on incorrect yrs experience calculation prior 
district 

 
3 

 
2% 

Unknown 2 1% 

Reported in-service less than 3 hours in length 2 1% 

Lack of credit approvals 2 1% 

Did not report credits because already M + 90 2 1% 

Miscalculation substitute experience or did not report 2 1% 

Reported tribal instructors exp + credits to match pay 2 1% 

lacked employee contract 1 1% 

lack of support yrs experience 1 1% 

Did not deduct 45 credits at Masters 1 1% 

Files only reviewed when salary changes 1 1% 

Miscalculation excess credits 1 1% 

Did not convert in-service hours to credits 1 1% 

Counted in-service credits registered for but not taken 1 1% 

Reported credits prior to BA 1 1% 

Incorrect vocational instructor calculations 1 1% 

District requires original transcripts - not in file 1 1% 

Exceeded 1 FTE per year 1 1% 

Instructor contract FTE increased but S275 not 
updated 

 
1 

 
1% 

Reported out-of-state in-service credits 1 1% 

No support for highest degree earned 1 1% 

Total                                                                                   155 
 

 
 
 
 
 

FY13 Staff Mix Errors  
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Audit Errors 
 

Because staffing data is used to determine state funding, S-275 data reported to OSPI must be properly 

documented. Errors on the S-275 report should be corrected promptly. Documentation must be available 

for audit by the Washington State Auditor’s Office. Audit findings can result in the adjustment of school 

district allocations after the end of the school year. In recent years, audit reports noted the following S- 

275 reporting errors: 
 

  Improperly accepted a master’s degree from a non-accredited college. [Degrees must be 

earned from an institution of higher education that is regionally accredited or is accredited by the 
distance education and training council. Reference: WAC 392-121-250.] 

   Reported a grandfathered (G) bachelor’s degree when eligible credits totaled less than 135. 
[Example: Employee earned less than 135 total credits before January 1, 1992. References: RCW 
28A.150.410(3) and WAC 392-121-270(2).] 

 

  Misclassified degree type. [Example 1: Highest degree should have been reported as 

master’s degree instead of grandfathered bachelor’s degree. Example 2: District reported 
incorrect date for award of master’s degree; master’s degree was awarded before October 1 
snapshot date, but not reported.] 

  Did not have on file, for instructors with master’s degrees, transcripts documenting 

the award of the bachelor’s degree from the granting institution. [For certificated 
employees with a master’s degree, districts should have on file documentation of the employee’s 
first bachelor’s degree. This is required to calculate excess credits and properly determine the 
employee’s total eligible credits. Reference: WAC 392-121-280(1).] 

  Improperly reported a vocational/CTE instructor as “nondegreed: when the instructor 
had a bachelor’s degree and did not meet the criteria/definition of “nondegreed”. 
[Reference: WAC 392-121-250.] 

  Reported academic credits earned from a non-accredited institution. [Report only those 

academic credits earned from an institution of higher education that is regionally accredited or is 
accredited by the distance education and training council. Reference: WAC 392-121-255(3).] 

  Improperly counted academic credits that were below college level. [Report only academic 

credits that are transferable or applicable to a bachelor’s or more advanced degree program. 
Reference: WAC 392-121-255(4).] 

  Improperly reported credits that were earned prior to the award of a bachelor’s degree 
as academic credits. [Report only academic credits earned after the awarding or conferring of the 
employee’s first bachelor’s degree. Reference: WAC 392-121-255(1).] 

  Did not convert semester credits to quarter credits. [Example: 3.0 semester hour credits 
should be reported as 4.5 quarter hour credits. Reference: WAC 392-121-255(7).] 

  Counted transfer credits without a copy of the transcript from the college that awarded 
the credits. [Credits are to be documented by transcripts from the institution awarding the credits. 
Reference: WAC 392-121-280(2)(c).] 

   Counted same credits twice. 

   Did not convert clock hours to in-service credits. [Example 1: 7 clock hours should be 

reported as 0.7 in-service credits. Example 2: 15 continuing education credit hours should be 
reported as 1.5 in-service credits. Reference: WAC 392-121-257(7).] 

 

  Counted in-service credits which totaled less than 3.0 hours. [Count only in-service 
programs which total 3 or more hours. Reference: WAC 181-85-030(6).] 

   Improperly reported in-service credits earned in another state. [Count only Washington 
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Washington- approved in-service credits. Reference: WAC 392-121-257(3).] 

  File contained eligible credits that district didn’t report. [For state reporting purposes, count 

all eligible credits earned on or before October 1, even if you don’t receive the documentation until 
after October 1. References: WAC 392-121-255(2) and WAC 392-121-257(2) 

  Did not calculate credits in excess of 45 earned between the bachelor’s and master’s 

degrees to establish excess credits. [For certificated employees whose highest degree is a 
master’s degree, districts should report as excess credits those academic and in-service credits in 
excess of 45 earned after the awarding or conferring of the bachelor’s degree and prior to  the 
warding or conferring of the master’s degree. Districts should then report academic and in-service 
credits earned after the awarding or conferring of the master’s degree. Reference: WAC 392-121- 

261(2).] 

  Misclassified credit types, such as academic vs. excess. [Example 1: Credits that were 

reported as academic credits should have been reported as excess credits. Example 2: Credits 
earned after master’s degree reported as excess credits should have been reported as academic 
credits.] 

  Did not include eligible work experience towards nondegree credits. [For “nondegreed” 

vocational/CTE instructors, report occupational experience beyond three years (6,000 hours) as 
nondegree credits. Reference: WAC 392-121-259(3)(a).] 

  Did not include eligible clock hours of vocational/CTE educator training toward 

nondegreed credits. [For “nondegreed” vocational/CTE instructors, report as nondegree credits 
those clock hours which are earned after meeting the program requirements for initial certification. 
Reference: WAC 392-121-259(3)(b).] 

  Improperly included clock hours of vocational/CTE educator training toward nondegreed 

credits before the instructor met the program requirements for initial certification. [For 
“nondegreed” vocational/CTE instructors, report as nondegree credits those clock hours which are 
earned after meeting the program requirements for initial certification. Reference: WAC 392- 121- 
259(3)(b).] 

  Inappropriately allowed a degreed vocational/CTE instructor to convert occupational 
experience to credits and years of experience. [Nondegree credits and “management 
experience” apply only to nondegreed certificated instructional employees. Reference: WAC 

392-121-259 and 392-121-264(1)(e).] 

   Did not have approval forms for eligible credits earned after September 1, 1995. 
[Reference: WAC 392-121-262.] 

   Counted out-of-state substitute experience which didn’t require certification.  [Count K– 
12 employment only for those positions which require certification, as determined by the state or 
other governmental unit in which employment occurred. Reference: WAC 392-121-264(1)(a).] 

  Did not include experience credit for substitute hours. [Count all K–12 employment in 
positions which require certification. Reference: WAC 392-121-264(1)(a).] 

  Incorrectly converted substitute days from out-of-district to the number of equivalent 
days in the district, instead of using 180 days. [Reference: WAC 392-121-264(2)(b).] 

   Incorrectly counted experience which did not meet criteria. [Reference: WAC 392-121-264.] 

  General mathematical and clerical errors in recording credits and years of experience, 
including data entry and rounding. 

   Lacked supporting documentation for earned credits and years of experience. [Example 
1: No transcript. Example 2: Academic credits documented by a registration form instead of 
transcript. Reference: WAC 392-121-280.] 

   Did no update files as credits were earned, but only when approaching changes to LEAP 
placement.
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Things we have learned from our reviews and 

working with auditors! 
 

o    Start Early 
o    Be Organized 
o    Be Detailed 
o    Be Very, Very Knowledgeable 
o    Keep current with training/info 
o    Keep historical notebooks (S 275 instructions) 
o    Maintain documentation!!! 
o    Be conservative – ask first, then pay and/or report 
o    Seek help – the auditors are your friends – really!!! 
o    Keep notations on S275 edits 

 

 
 
 

BE CAREFUL WITH………. 
 

   Course Approval Codes 
 

   Conversion of Semester Hours 
 

   Master Degree Dates/Credits 
 

   “Inservice” Hours Rules 
o Clock Hours 
o Non-Transfer Credits 
o Approved providers 

 
   Vocational Placements 

o Non-Degree Credits 
o Documentation of experience 

 
   Experience Calculations 

o After 1/1/92 - Documentation 
o Calculate “Denominator” 
o All Substitutes – 180 days
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THE S-275 REPORTING AUDIT 

PROCESS 
 

  Occurs annually, usually commencing in the Fall 
 
 
 

 

  Examines in detail data reported on the S-275 for all 
staff 

 
 
 

 

  Historically, most errors occur with the reporting of 
certificated instructional staff data because of its 
complexity 

  Transcripts 
  Duplicate Courses 
  Courses not over 100 level 
  Accredited Institutions 
  Clock Hour Providers 
  Conversion of Credits to Quarter Hours 
  In Excess of Hours 
  In-between credits 

  Experience Records 
  ESA staff 
  Vocational Staff 
  BA 135 
  Transfer Data from Other Districts 
  Course Approval Forms 

 
 
 

 

  Documentation and Verification
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TIME SCHEDULES 
 

We recommend building an internal calendar to ensure you are completing 

activities in a timely manner. It helps to be organized! 
 

  Jan-Feb 
o Enrollment Projections 
o 2nd Semester Schedule Checks 
o Check Certification to Assignments 
o Out-of-Endorsements to Board 
o Updating S275 
o Double Check K-4 Allocation Report 
o State Auditors Arrive 

 
  Feb-March 

o Preliminary Staffing Projections 
o Staffing Analysis 
o Budget Changes 
o Meetings/Communications 

 
  March-April 

o Staffing Placements 
o Transfer Processes 
o Confirm Leave Returns 
o Recruitment Activities 
o Firming up Staffing 
o Updating S 275 
o Negotiations 

 
  April-May 

o Transfer Processes 
o Issue Certificated Contracts (Board authority) 
o Issue RIF or non-renewal notices if applicable 
o Recruitment and Hiring 
o Finalizing Staffing 
o Negotiations 

 
  May-June 

o Finalize Staffing and Budgets 
o Hiring Activities
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  June-August 
o Final Budget Adopted by Board 
o Freeze Budget Data and Create “Actual” Data for comparison 

purposes 

o Check Certification for Assignments 
o Post Experience – Get LWOP from Payroll – Get added 

Instructional Activity FTE from Payroll 
o Check of New Hire Documentation – Certification, I-9, etc prior to 

start dates 
 
  September 

o Initial Enrollment Counts 
o Estimates of K-4 Counts 
o Staffing Adjustments 
o Notices to Staff re: Credits/Experience 
o Final S 275 for prior year 

 
  October-November 

o Staffing Adjustments 
o Official Oct 1 counts for S275 (KEMS) 
o S 275 for current year 
o Check New Hire Documentation 
o Out-of-Endorsements to Board 

  December 
o Adjust S 275 for December reporting
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Helpful Contacts 
 

 
 
 
 
 
 

Ross Bunda, OSPI 
Ross.Bunda@k12.wa.us 

 
 
 

 

Cheryl Thresher, Auditor’s Office 
 

 

threshec@sao.wa.gov

mailto:Ross.Bunda@k12.wa.us
mailto:threshec@sao.wa.gov
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QUESTIONS 
 
 
 
 
 
 

ABOUT 

AUDITS 
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SECTION 7 
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1801 Report 
 

1. The 1801 report is available through your fiscal system. You should run 

this report every time you submit a 275 and maintain your final year- 

end report. 

2. You should review it thoroughly to ensure your compliance. 

3. You should also review it with business office staff. 

4. Annually the reports are available for all districts on line at OSPI: 
 

http://www.k12.wa.us/safs/reports1801.asp 

 

Edit Report 
 

 

You should run and review your edit reports with each submission and 

maintain your final year end report. 
 
 

These reports help identify issues. You cannot submit without errors 

but you can submit with warnings. However, you should document on 

your report the issue with your warnings. For example, you may have 

a “benefits too low” warning because a person went on LWOP after 

October 1. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

http://www.k12.wa.us/safs/reports1801.asp
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1801 Reports  - Available for every district. You MUST review this 

information for compliance and make 275 corrections as needed. 
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THIS IS THE MOST IMPORTANT PAGE WITH THE COMPLIANCE DATA. 
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Citizens Guide to School Finance 2015 
 

http://leg.wa.gov/Senate/Committees/WM/Documents/K-12%20Booklet_2015%202-10-15.pdf 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://leg.wa.gov/Senate/Committees/WM/Documents/K-12%20Booklet_2015%202-10-15.pdf
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QUESTIONS 
 
 
 
 
 
 

ABOUT REVIEWING 

YOUR DATA 
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SECTION 8 

  

 

 

 

SECAPPENDIXN 7 
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Engrossed House Bill 2242 

In an April 2018 letter to Superintendents and Business Managers, Chris Reykadl, he said, “This 

letter is intended to provide clarity around the effective dates and share information about our 

plans to move forward during the 2018 – 19 transition year. 

By way of background, in March 2018, the Legislature passed E2SSB 6362, which accelerated 
the implementation timeline for a new salary structure adopted in response to the McCleary 
litigation. Along with the increase in state funding, the legislature adopted new requirements 
related to the tracking of local revenue expenditures. Upon signing E2SSB 6362, Governor Inslee 
vetoed section 408, which directed the OSPI to adopt rules requiring the separate accounting of  
state and local  revenues to  expenditures by the 2018 – 19 school year. The effect of this veto 
is that current law remains unchanged; OSPI is required to adopt rules by the 2019 – 20 school 
year.” 
 
Background:  
Engrossed House Bill 2242 (EHB 2242) 
In the third special session of 2017, the Legislature enacted EHB 242. This legislation increased 
and revised state allocations for  

 K-12 basic education salaries,  

 professional development days, and  

 the prototypical school funding model. 
It also 

 created a new state property tax for common schools at a total rate of $2.70 per $1,000 of 
assessed value when combined with the existing state property tax,  

 revised local effort assistance up to $1,500 per student,  

 capped school district levies at the lesser of $2,500 per student or $1.50 per $1,000 of 
assessed property value, and  

 limited use of these levies for enrichment outside of the state's basic education 
program.  

 
Basic Education:  The Washington State Constitution provides, “It is the paramount duty of the 
state to make ample provision for the education of all children residing within its borders...” The 
Washington Supreme Court (court) has interpreted this to mean that the Legislature must define 
an instructional program of basic education for public schools and amply fund it from a regular and 
dependable source. 
.  
Since 2012, when the court found that the state had failed to meet its state constitutional 
paramount duty to amply fund a program of basic education and retained jurisdiction, the 
Legislature has annually reported to the court on legislative progress towards amply funding a 
program of basic education. The July 2017 report to the court included summary information on 
EHB 2242. In the November 2017 court order, the court declared it was satisfied that the 
new salary model established by EHB 2242 provides for full state funding of basic 
education salaries sufficient to recruit and retain competent teachers, administrators, and 
staff. However, only half of the state salary increase under the new model was provided for the 
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2018-19 school year, deferring full funding until the 2019-20 school year. The court determined 
that the phase-in of the state salary allocations did not comply with the court’s requirement 
to complete full implementation of the state's program of basic education by the 2018-19 
school year. For that reason, the court found that the state had failed to fully comply with 
the court’s order, and it continued to retain jurisdiction.  
 
School District Salaries:  In 2017, through the enactment of EHB 2242, the Legislature phased-in 
increased state salary allocations for certificated instructional staff (CIS), certificated 
administrative staff (CAS), and classified staff (CLS) with 50 percent of the state funded increase 
implemented in the 2018-19 school year and 100 percent in school year 2019-20. Additionally, the 
Legislature reformed how school district staff salaries are established and adjusted in the future. 
These changes take effect with the2018-19 school year. 
 
Before EHB 2242:   

 Through school year 2017-18 the state allocated funding for certificated instructional staff 
(CIS) salaries based on a grid which provides salary values that increase based on 
educational credit and years of experience.  

 Each district's CIS allocation is based on its staff mix, that is, the distribution on the state 
salary grid of the CIS hired by the district.  

 Funding to support salaries for the classified staff (CLS) and administrative staff (CAS) is 
specified in the budget bill as a salary rate per state-funded staff person.  

 State salary funding was for allocation purposes only, and school districts were not 
required to hire staff according to the prototypical school staffing formula, nor were 
they required to pay CIS salaries according to the state CIS salary grid.  

 
After EHB 2242 (this is what will change how districts will report to the state):    

 Beginning in school year 2018-19, the state will cease using the state salary schedule 
to allocate CIS salaries for school districts. 

 This eliminates use of a district's staff mix.  

 Instead, the state will allocate salary funding to school districts based on minimum 
statewide average salaries for each of the three school staffing categories.  

 Beginning in school year 2018-19, the minimum allocated salaries must be increased in 
equal increments to the following amounts for school year 2019-20, adjusted for inflation 
from the 2017-18 school. In school year 2018-19 salaries are phased in at 50 percent:ŸŸ 

 Certificated Staff (CIS) — an average salary of $65,216; 
 Administrative Staff (CAS) — an average salary of $6,805; and 
 Classified Staff (CLS) — an average salary of $46,784. 

 
Additional requirements are established for CIS salaries:  

 Districts may not pay CIS less than $40,000, or more than $90,000, and  

 salaries for CIS with five years' experience must be at least 10 percent more than the 
minimum salary.  

 restrictions apply to salaries for the basic education program, and exclude supplemental 
contracts.  

 Districts may exceed the caps for specified hard-to-staff positions.  
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 Each of the minimum and maximum salaries is adjusted by inflation and by a district's 
regionalization factor. 

 
Salary Regionalization:  Under EHB 2242, beginning with the 2018-19 school year, the state 
must further adjust its salary allocations to reflect regional differences in the cost of hiring staff.  
 
The regionalization factor for each school district is  

 based on differences in the median residential value of each school district and its nearby 
districts,  

 has adjustments of 6, 12, or 18 percent. An additional adjustment equal to 6 percent is 
identified in the budget bill and must be reduced on a specified schedule through the 2022-
23 school year. For districts with a total adjustment of 24 percent, the additional 6 percent 
adjustment is completely eliminated by the 2022-23 school year. The additional 6 percent 
adjustment is reduced by 3 percentage points by the 2022-23 school year for other school 
districts receiving the additional adjustment.  

 
Supplemental Contracts: School districts may provide additional salary to CIS beyond that 
provided by the state. The additional salary is provided using supplemental contracts and must be 
for additional time, responsibilities, and incentives, also known as TRI. In accordance with EHB 
2242, the rate the district pays under a supplemental contract may not exceed the hourly rate of 
the employee under the employee's basic education salary.  
 
Temporary Limits on Salary Increases: 
EHB 2242 imposed temporary salary limits for the 2018-19 school year only—if a school district's 
collective bargaining agreement was modified after July 6, 2017, and in effect for the 2018-19 
school year, then school districts are restricted from providing a percentage increase to total 
salary, including supplemental contracts, for CIS, CAS, and CLS above inflation as measured by 
the Consumer Price Index (CPI). The CPI is described as the current base compiled by the 
Bureau of Labor Statistics, U.S. Department of Labor, for the city of Seattle. These provisions 
expire August 31, 2019. 
 
Inflation Measures: According to EHB 2242, except for the temporary restrictions on salary 
increases for the 2018-19 school year only, state salary allocations must provide an inflationary 
adjustment based on the Implicit Price Deflator (IPD), rather than the CPI. The IPD is described as 
the inflationary measure compiled by the Bureau of Labor Statistics, U.S. Department of Labor for 
the State of Washington. The inflation adjustment provided for enrichment levies and local effort 
assistance (LEA), is based on the IPD. This IPD is described as compiled by the Bureau of 
Economic Analysis of the U.S. Department of Commerce. 
 
Local School District Levies and LEA: 
In 2017, the Legislature reformed the maximum amount school districts may collect through their 
local district levies (enrichment levies) through the enactment of EHB 2242. EHB 2242 also 
substantially modifies state funding for the LEA program, which provides support for school 
districts with high local tax rates due to low assessed values. These changes take effect in 
calendar year 2019. 
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Before EHB 2242:   
Through calendar year 2019, a school district's maximum enrichment levy amount is determined 
by the district's levy base and levy percentage, also referred to as a lid. Generally speaking, a 
district's annual levy base is the total of its state and federal funding for the prior school year, 
adjusted for inflation, and including additional amounts that were added to the levy base in 2010, 
sometimes referred to as ghost money. The levy lid is the maximum allowable percentage of the 
levy base that a school district may collect. The levy lid for most school districts is 28 percent, 
which means that each calendar year, districts may collect up to 28 percent of their levy base. 
Some districts are grandfathered at a higher levy percentage. The 28 percent lid extends through 
calendar year 2018. Through calendar year 2019, a school district is eligible for LEA funding if the 
school district has a higher than average levy rate and if the district has certified a local 
enrichment levy. Levies are equalized up to 14 percent of the levy base, half of the 28 percent 
levy lid that is applied to the majority of districts.  
 
After EHB 2242:   
Beginning with calendar year 2019, school districts may collect enrichment levies based on a 
new levy lid. A district's maximum enrichment levy is the lesser of $2,500 per pupil or a rate of 
$1.50 per $1,000 of assessed value. To qualify for LEA funding, a school district must have a 
maximum local levy that generates less than a state LEA threshold of $1,500 per pupil. LEA 
funding is provided on a per-pupil allocation basis so that the sum of enrichment levy funding and 
LEA funding for a qualifying district levying the maximum $1.50 tax rate is $1,500 per pupil. State 
LEA allocations are provided in proportion to the ratio of a school district's actual enrichment levy 
compared to its maximum levy. Both the per-pupil local levy lid and LEA threshold amount are 
adjusted annually for inflation beginning in calendar year 2020.  
 
Enrichment Levy Restrictions:  EHB 2242 changed maintenance and operation levies and 
transportation vehicle levies to enrichment levies. Beginning 2019-20 school year, school 
districts may use local enrichment levies solely for documented and demonstrated 
enrichment and not for basic education. Use of local levies for supplemental contracts 
must also meet this requirement. School districts must receive pre-ballot approval from the 
Office of the Superintendent of Public Instruction (OSPI) of an expenditure plan for enrichment 
levies, before submitting the levy to voters.  
 
http://fiscal.wa.gov/BudgetOLEAPDocs  
 
http://www.k12.wa.us/Workgroups/SalaryGrid.aspx  
 
 
 
 
 
 
 
 
 
 
 
 

http://fiscal.wa.gov/BudgetOLEAPDocs
http://www.k12.wa.us/Workgroups/SalaryGrid.aspx
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