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Sequim School District Human Resources 

Frequently Asked Questions 

 

Employment 
How do I find out what jobs are available? Any position for which we are currently recruiting can be found on our job board here. For more 

information, visit our employment page here. 

How do I apply for a job? Applying for a job with Sequim School District is easy and done entirely online! For information on 
how to apply, visit our employment page here. 
 
Additionally, we recommend you visit the FAQ page of our applicant system to learn more. 

I have applied for a job, but I haven’t been called to 

interview. 

Interviews are offered based upon the needs of the District and your qualifications. Human 
Resources or the hiring manager will contact you to schedule interviews. 
 
Another thing to check is that you clicked the “submit” button on your application. You may have 
completed your profile but until you click the “submit” button, we will not be able to move your 
application through the recruitment process. 

How do I become a substitute teacher? What are the 

requirements? 

To become a substitute teacher in the State of Washington, you must hold a valid teaching 
certificate. For details regarding your specific situation, we recommend visiting the Washington 
Office of the Superintendent of Public Instruction teacher certification page. 

General Questions 
When will I receive my first paycheck? Employees of Sequim School District are paid the last working day of the month. Substitute 

employees are paid the last working day of the month following the month in which they worked. 
In other words, substitutes who work in October will be paid for that work on the last working day 
of November. 

What is the process to resign/retire? Where do I get the 

forms? 

 

If you desire to separate from your employment with the District, we request that you complete a 
Separation Notice and return it to Human Resources. 
 

https://sequimjobs.hrmplus.net/
http://sequimschools.org/cms/One.aspx?portalId=1012755&pageId=1466013
http://sequimschools.org/cms/One.aspx?portalId=1012755&pageId=1466013
https://sequimjobs.hrmplus.net/FAQ.aspx
https://www.k12.wa.us/certification/teacher-certificate
http://sequimschools.org/UserFiles/Servers/Server_1012671/File/Forms/Separation%20Notice%20eForm.pdf
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I need to change my name, how do I do that? 

 

In order to change your name, you will need to complete the Employee Change Notice with your 
new information. Please note, in order to change your name, the HR Department will need to see 
your Social Security Card and Driver’s License reflecting your new name. 
 

I need to change my address, how do I do that? 

 

To change your address, please complete the Employee Change Notice with your new information. 
 

Certification 
I am a teacher from out of state. How can I become a 

teacher in the state of Washington? 

For the most up-to-date information, we will direct you to the Washington Office of the 
Superintendent of Public Instruction. 

How do I renew my teaching certificate? Since renewal requirements and structures often change from year to year, it is best to visit the 
FAQ page of the Washington Office of the Superintendent of Public Instruction. 

How much does it cost to renew my certificate? In order to provide you with the most accurate information, we would like to direct you to the 
Washington Office of the Superintendent of Public Instruction FAQ page which addresses this 
question. 

Is there a limit to the number of times I can renew my 

residency certificate? 

An educator may renew their Residency certificate every five years without limit.  This is a recent 
change. Up until late in 2017 teachers were required to move from the Residency to the 
Professional via either National Boards or the WA Pro-TEACH Portfolio…and could only hold their 
Residency for 7 years plus another two only in certain cases.  Each 5-year renewal of a Residency 
certificate requires 100 professional development hours (clock hours or credits).  The first 5-year 
renewal also requires an Issues of Child Abuse course.  Any teacher with Elem Ed, Special Ed, Early 
Childhood, CTE, or STEM subject (math, science, technology) endorsements must have 15 of the 
100 hours designated as STEM hours. 

How many clock hours do I need to renew my certificate? 100 clock hours are required to renew your certificate. 

Do I need 15 hours of STEM clock hours?   Yes. As of 9/1/19, 15 clock hours or one annual PGP with an emphasis on STEM integration is 
required. The STEM hours must meet at least two of the STEM components in order to qualify. 
Below is a slide from the ESD that outlines this info. 

Not all my registered clock hours are showing up in 

PDEnroller. Why not? 

Clock hours will only appear through pdEnroller if they have been submitted to the ESD.  This 
process can go a couple different ways: 
If clock hours were through an OSPI approved provider, then a signed clock hour form must be 
submitted to the ESD with a $3.00 filing fee.  This can be done either by mailing the form and 
payment into OESD 114, or by dropping it off at the ESD office.  They cannot file these on your 

http://sequimschools.org/UserFiles/Servers/Server_1012671/File/Forms/Name%20or%20Address%20Change%20eForm.pdf
http://sequimschools.org/UserFiles/Servers/Server_1012671/File/Forms/Name%20or%20Address%20Change%20eForm.pdf
https://www.k12.wa.us/certification/teacher-certificate/out-state-applicants-teachers
https://www.k12.wa.us/certification/teacher-certificate/out-state-applicants-teachers
https://www.k12.wa.us/certification/teacher-certificate/washington-state-certification-frequently-asked-questions
https://www.k12.wa.us/certification/teacher-certificate/washington-state-certification-frequently-asked-questions
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transcript until payment is received.  In this case, you are NOT paying the ESD for the clock hours, 
since you most likely had a fee through the sponsoring agent.  You are only paying a processing fee. 
 
If the clock hours were sponsored by OESD 114 then there is a $3.00 per clock hour fee that must 
be paid, as well as a survey that must be completed prior to the clock hours appearing on the 
transcript.  These clock hours are not validated until the survey and payment is complete. 
If you have done all of the previous, then there is a possibility your signature wasn’t on a sign in 
sheet, that it was missed (human error), or that they had a difficult time reading your penmanship.  
They can go back and view most of the sign in sheets for clock hours that were sponsored by OESD 
114.  They would just need some of the following information: the title, event number, clock hour 
id, and/or dates. 
 

Why does the district provided professional development 

days require payment from me to receive the clock 

hours? 

Earned clock hours must be on an official clock hour transcript so that the ESD knows these were 
earned and verified.  Clock hour proposals have to be approved by the OESD so that they can verify 
that they fall within certain guidelines. 

Since clock hours do not carry over, is there any 

advantage to paying/registering for any clock hours over 

100? Do more clock hours move me up the salary 

schedule? 

Yes clock hours will count towards movement on the salary schedule. 10 clock hours is equal to 1 
credit. 

Can I receive clock hours for any college course or only 

ones related to what I am currently teaching? 

The most relevant WAC that speaks to this is 392-121-262 and can be read HERE.  
 
The most ambiguous section in this code reads, “...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.” We’d like to further clarify what “potential future assignment” 
means in this circumstance. If you are planning to add an endorsement to your certificate that 
aligns with the courses you are taking, we would expect to see an application on file with OSPI 
indicating such. Additionally, we, as a district, would need to be planning on hiring more FTE, or 
anticipating vacancies in that endorsement area.  
 
Regardless of your units counting toward clock hours, they would absolutely count toward salary 
placement, so the credits earned are not wasted in that regard. 

How many clock hours are equal to one credit? Ten (10) clock hours equal one (1) credit. 

https://apps.leg.wa.gov/wac/default.aspx?cite=392-121-262

