
At least a 3.0 GPA for undergraduate work and a grade of C or better in all pre-professional required 
coursework. Official transcripts must be sent to SMU Graduate Admissions.  

Curriculum vitae outlining professional or work experience details 

Written response of approximately 300-400 words to a prompt provided by the Office of Graduate 
Admissions 

Two completed recommendation forms/letters from professional references (available through online 
Saint Martin’s University graduate application) and one additional reference’s contact information. Each 
recommender will have the opportunity to submit a letter on the applicant’s behalf in which they may 
further detail the applicant’s qualifications and capacity for graduate work and/or the teaching 
profession.

WEST-B score report or scores on the SAT/ACT that meet minimum requirements as set by the 
Washington Administrative Code (WAC). 

For SAT/SAT, official score reports must be sent to Graduate Admissions. 
To register for the WEST-B, please copy and paste this link - 
https://www.west.nesinc.com/TestView.aspx?f=HTML_FRAG/WA095_TestPage.html 
WEST-B score reports will be available on your WEST account a few weeks after taking the exam. You 
will be required to provide your score report to Graduate Admissions. 

WSP/FBI Fingerprint Background Check form. The form can be found in this application packet. 

Cleared fingerprints documented by a local Educational Service District (ESD). Fingerprints from other 
law enforcement agencies are not accepted. 

You can book an appointment at the following link: https://www.k12.wa.us/certification/about- 
fingerprint-records/office-locations
Applicants will be required to upload their ESD fingerprinting receipt or request clearance 
documentation from the College of Education staff. 
Applicants must clear OSPI's system under FBI and WSP screening. 

Pre-Residency Certificate Clearance through the Office of Superintendent of Public Instruction (OSPI) 
certification system. 

Please see the attached instructions on creating an OSPI account and applying for the Pre-Residency 
Clearance.
Pre-Residency Clearance applications must be submitted in order to be considered for program 
acceptance.  

Pre-Program Observation Requirement Documentation. The form can be found in this application 
packet. 

Pre-program advising appointment either in person, by phone, or by email with a graduate advisor or 
graduate program director 

Master in Teaching
College of Education and Counseling - WA Teacher Preparation Program
Applicants must submit ALL required materials to Graduate Admissions in order to be considered for program 
acceptance. In addition, students must meet all graduate admissions requirements for unconditional 
admission. For more information, please see the SMU Graduate Academic Catalog. 



College of Education & Counseling 

WSP/FBI Fingerprint Background Check 

 

 

Read carefully and sign. 
 

I am aware that: 

 

• I must get fingerprinted by an Educational Service District (ESD). 

 

• I must start the WSP/FBI fingerprint background check before acceptance into the College of Education 

and Counseling Psychology. 

 

• I must be recognized by the Office of Superintendent of Public Instruction (OSPI) to have been cleared 

by the Washington State Patrol (WSP) and Federal Bureau of Investigation (FBI) as part of my 

application process and must maintain clearance until the completion of my internship. 

 

• Results from the fingerprint process may take three to four months to be satisfactorily processed which 

may delay full acceptance into the College of Education and Counseling Psychology’s programs. 

 

• Blurred prints or other circumstances may delay the clearance process or necessitate that I return to the 

ESD office to have them redone. 

 

• The fingerprint background check is valid for two years from the WSP clearance date and must be 

renewed every two years. 

 

• I must obtain Pre-Residency Certificate clearance from OSPI for the State of Washington as part of my 

application process and must renew it before I can begin my student internship if it has expired or will 

expire prior to completing my internship. 

 

• Completion of Saint Martin’s University teacher education/school counselor/master’s program does not 

guarantee certification.  

 

• Any falsification or deliberate misrepresentation, including omission of a material fact, in completing 

the Pre-Residency Certificate clearance can be grounds for Saint Martin’s University non-

recommendation and/or OSPI denial of certification. 

 

 

First Name: Middle Name:  Last Name: 

Signature: Date: 

 

College of Education & Counseling Psychology, 5000 Abbey Way SE, Lacey, WA 98503 • education@stmartin.edu 



College of Education & Counseling  

Pre-Program Observation Requirement Documentation 

College of Education & Counseling, 5000 Abbey Way SE, Lacey, WA 98503 • education@stmartin.edu 

Applicant Instructions: This form must be submitted upon application to the College of Education and Counsel-
ing to document your experience working with children during the last 5 years.  This will satisfy the pre-program K-12 
observation requirements. 

You must document ALL of the following below: 1. 10 hours of experience with children ages 6 - 12 years. 
     2. 10 hours of experience with children ages 13 - 18 years 

       3. 10 hours of experience in a K-12 school setting  

1. 10 Hours of experience working with children 6-12 years old 

Your experience could take place within various groups/activities such as volunteering, tutoring, public or private school 

meetings, youth organizations, camps, sports, or through a course taken at an accredited college or university. 

2. 10 Hours of experience working with children 13-18 years old 

Your experience could take place within various groups/activities such as volunteering, tutoring, public or private school 

meetings, youth organizations, camps, sports, or through a course taken at an accredited college or university. 

3. 10 Hours of experience in a K-12 school setting 

Your experience MUST take place within a public or private school setting, including volunteering, tutoring, etc. 

Type of experience (what you did): 

 

Where/how you gained experience: 

 

Supervisor name (if any): 

Start date:    Total hours:    Total weeks: 

Type of experience (what you did): 

 

Where/how you gained experience: 

 

Supervisor name (if any): 

Start date:    Total hours:    Total weeks: 

Type of experience (what you did): 

 

Where/how you gained experience: 

 

Supervisor name (if any): 

Start date:    Total hours:    Total weeks: 

I verify under penalty of disqualification from the SMU Education Program that the above information provided is true and correct. 

Signature: Printed Name: Date:  
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The following will show you how to access the Pre-Residency Certificate Clearance application, which is required 
for all applicants to education certification programs in Washington State.  
 
A few things to keep in mind before starting your pre-residency certificate clearance application: 

• When you create your initial account, the full account will be created after a waiting period of 1 hour. Once 
the initial account is completed by submitting basic demographic information, applicants must wait one full 
business day before the Pre-Residency application itself appears as an option to fill out. The whole process 
will take 2 days to complete from start to finish. So please plan ahead. 
 

• You will need 3 character references, with physical addresses, phone numbers, and email addresses 
(optional). These are required fields and without them, you cannot complete your application. 
 

• Processing these applications can take a while, so please make sure you get all the way to the end and 
ensure you reach the final screen. No receipt of processing will be given to you at the end. As long as 
you’ve chosen Saint Martin’s University as your institution, your application can be found and processed 
when necessary. 
 

• You should have already completed your fingerprinting requirements through a local Educational Service 
District (ESD). If you haven’t been fingerprinted by a local ESD, your pre-residency application may not be 
completed. 

 
 

Let’s get started! 
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Step 1:  
Visit the OSPI website: 

www.k12.wa.us 
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Step 2:  
Click on E-Certification circled in red. 
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Step 3: 
Click the E-Certification Login button  

circled in red. 
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Step 4:  
 

Click the “Create an Account” tab  
circled in red. 
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Step 5: 

Fill out the required login information  
circled in red. 

 
 
 
 
 

Remember this username and password!  
You’ll use the same login information when you 

complete your academic program and are 
eligible to apply for your final teacher 

certification. 
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Step 6:  
Enter your personal information as 

required.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click “ok” when prompted, unless 
you’re having second thoughts…. 
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Step 7: 

Please agree to OSPI’s EDS terms. 
 
 
 
 
 
 
 
 
 
 

 
 
 

Step 8: 

Click “View my applications” 
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Step 9: 

At this point, your account will only show “E-
Certification” as an option after an hour has passed.  

 
 

Take a well-earned break. Eat a sandwich. Watch a 
show on Netflix. Then, after an hour has passed, log 

back into the account you just created and 
click “E-Certification”. 
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Step 10:  
Make sure your information is correct, then click “next” through the wizard. 
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Step 11: 
Now, kick off your shoes 

and take the day off! 
Creating accounts is 

hard work! OSPI will set 
up your account after 
one business day has 
passed, so kick back, 
relax, and come back 

tomorrow to complete 
the process. 

 
 

Step 12: After one day, logging in and clicking “view my applications” will bring you to this page. 

 

 
Now click “Apply for a Washington Credential Here” 
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Step 13:  
Please click “Apply for Credential” for Document Code 4050 – Pre-Residency Certification Clearance 

 
 

When you’ve finished your academic program and you’ve been recommended by our certification specialist for certification, 
you’ll come back to this page to complete your application for teacher certification, so don’t forget your OSPI login information!!! 
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Step 14: 
Go through all 18 pages of the application wizard. As the instructions note, this application is *free*. Screen captures of the 18 sections are 

shown below. 
 
 
 

 
 
 
 
 
 
 



Pre-Residency Certificate Clearance Instructions 

 

Revised 7.07.2021 MJ, MR  
14 

 

You can go back later to fill out this information by editing your 
educator profile.  

 
As the instructions note, if you click “no”, you’ll go to the page 
to edit this information, but you’ll have to come back and start 

the pre-residency application again. 
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If you hold a teaching certificate or other kind of educational certification from 
another state, please enter it here. (This is rare and highly unlikely. Most people 

leave this blank.) 
 
 
 
 
 
 
 
 

Please choose  
“SMC-Saint Martin’s University” and “TCH-Teacher” as shown below. 
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Please make sure these sections are correct. They’ve pulled this information from the initial account you created in steps 4 and 5. 
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They want you to agree that the following sections of the application are 

true and correct. Usually, this comes at the end of an application, but 
apparently OSPI likes to change things up. 
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Please be sure to put the 
date when you were 

fingerprinted at your local 
ESD. 
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If all your answers for sections 11, 12, and 13 are satisfactory, you skip directly to Section15 
(bypassing section 14 completely).  

 
Enter your three character references. These should be people who are **not your relatives.**  

 
References should know you in a professional capacity, have current contact information, and should 

know you are using them as a reference ahead of time. 
 
 
 
 

Agree, again, that you have entered truthful information on this application. 
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You’re almost done! 
 

Take one final moment to review your information.  
If it’s correct, click “Apply”.  

 
There is no need for credit card information because this application is 

100% free. 
 
 
 
 

Then click “Submit”! Don’t forget this final step! 
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Step 15:  

Congratulate yourself! If you’ve made it to this page, and you can see the pre-residency clearance under your Applications, you’ve completed 
your task! Well done! Now watch the rest of that season on Netflix, guilt-free. 
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