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Overview

The Office of Certification created this user guide to provide detailed instructions for
candidates to apply for an Initial Short-Term Substitute Permit after an offer of
employment in a West Virginia county public school system through the WVEAP online
system.

Certification Registration

To apply, you must have already completed the Certification Portal registration
process. For instructions on how to register, please see the Certification Registration
User Guide.

Applicant Dashboard

The Applicant Dashboard consists of two sections: Applications (pending and history)
and Credentials (current WVDE files).

Applications

Active Appicabons
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Creating an Application

On the Dashboard, select Create New Application.
Under Choose Action, select Apply for Licensure.
Under License Type, select Substitute.
Under Choose Credential Type, select Short-Term Substitute Permit (Form 2S).
Select your United States Citizenship Status.
» Note: If you are not a U.S. Citizen, you must provide work authorization
documentation in the "Supporting Documents" section.
6. Click Start Application.

I N

Start Applicatior

Application Sections

Applicant Information

Once you have started your application you can click edit to edit any personal
information that is incorrect or request a name change.

Applicant Information m
First Name Alyssa ‘Primary Phone 3)4-558- 7010
Last Name Test Secondary Phone
Middle Initial Email Fyesagiies] 1akarsh cor
Previous Last Name Street Address 1900 Kanawha Bh £
Gender F Street Address 2
us Citizen “City harleston
Certification 1D T1A 148600308 State West Virginia
US Veteran No 2ip Code
Country Inited St
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Legal Disclosures and Background Information

Candidates must answer Yes or No to all legal disclosure questions.

Ires

™ b0 BRIy [ Liston mitting your appiization. I you answer TYas", plase compiala the recuined Tedds and upload sUppoting Soou man
Question 1

Have you ever had adverss action taken against any spplication, certificate. or bosnss in any stats? Adverse action indudes but is not limited
to the following: ketter of waming, reprimand, denial. suspension. revocation, voluntary surrender or cancellation.

Question 2

Have you ever resigned, entered into & ssttlement agresment, left employment &5 3 result of slleged misconduct, or otherwiss left
employment while alegations of misconduct were pending?

Question 4

Iz any action now pending against you for alleged misconduct in any school district, court, or before any educator licensing agency?

Question 5 e o

Have you ever baen arrested. charged with, comvicted of or are currently uncer indictment for a fehomy?

Question 6

Have you ever been arrested, charged with ar convicted of 3 misdemeanar? (For the purpose of this application, minor raffic violations
should not be reparted ) Charges or convictions for driving while intoxcated {DAWI) or driving under the influence of aloohol or other drugs
DUl must be reportad.

« Reporting Requirements: You must report all background information even if it
was previously mailed to the WVDE.
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« Submitting a "Yes" Answer: You must provide the Occurrence Date, Title, a brief
Narrative, and upload Supporting Files.

o Clicking the Select files button allows the candidate to upload documentation
which will be submitted to the WVDE along with the rest of the application.

e Once all the information has been entered and files are uploaded, click the
add disclosures button to add the legal disclosure.

o Once added, the candidate will see the view disclosures details button
allowing the candidate to view and edit the legal disclosure prior to submitting
for approval.

Frowouety Daclosed B Statue

 Editing: You may view and edit disclosures prior to submission, but they
cannot be changed once submitted for approval.
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County Information

Choose the Employing County Public School District, Multi-County Career and
Technical Education Center, WV Schools of Diversion and Transition, WV Schools for
Deaf/Blind, or the Diocese of Wheeling/Charleston.

Supporting Documents

Add any required files (e.g., Name Change, Substitute Training Certificate). Do not
upload official academic transcripts. Official transcripts must be sent by the college
or university.

Review and Submit

1. Click Review to verify all data in your application.

Review

Review Application
Paaze take 50ma Mo to review your 30ghcaton defoce submiting.
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2. Once you have reviewed your application and resolved any errors, click Submit.

| swear or affiem under e penalty of false swearing that all information provided in or with this application is tue, cormeet and complete 10 the best of my
knowtedpe. [ understand that any faise statements, misrepresentations, or omissions of fact in or with this application are grounas foc denlal, suspension, of
revocation of the licsnss|s| that | am seshing or currently hold

WVDE Cernfication Services cannot process an inoomplete applicamon. Your applicaton is conssdered compiete when ALL required documentaton & recerved. The

Office of Cersification cannot be responsibie for delays that resuft from incompiete subemissions or paperwork that is not received. | underszand that all funds
associated with an apphcation are nonwefuncable wh oF NGE an app 1 i ap or dended and a cartificate Is issund

Payment

Payments for electronic applications can be made online through the certification
portal. Once your electronic application is approved in the system, you will receive an
email notification for payment. For detailed instructions on how to make a payment,
please see the EAPP Payment User Guide.

Please note: You can only make a payment once the application status is Pending
Payment.

Processing

Your application will be routed to the Office of Certification for processing, and the
status will state Pending Application. Once the application has been received by our
office, the status will change to WVDE Pending. If anything is needed, you will be
notified via the email address that was entered on your application.
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