CTE CLOCK HOUR APPROVAL GUIDELINES

Career and Technical Education – Washington, OSPI

PO Box 47200, Olympia, WA 98504-7200

P: (360) 725-6245 | F: (360) 586-9321


Please go through your district for clock hour approval. If that is not possible, please follow the guidelines below to properly request clock hours from OSPI.
30 Days Prior to the Inservice
A “prior approval notice” must be submitted to the appropriate OSPI program supervisor at least 30 days prior to the inservice. 
Please find the Clock Hour Approval Form at www.k12.wa.us/CareerTechEd/FormsStandards.aspx. 
The following information must be submitted in the Approval to Provide Inservice Education (Clock Hour Approval Form):
1. Requestor information: name, phone, address, email.

2. Sponsoring Provider Contact: CTE program supervisor contact at OSPI.
3. Name and qualifications of the instructor(s), including certification numbers or resume if instructor is not vocationally certified by the State of Washington.
4. Requesting approval for vocational clock hours: check “Yes” or “No” based on type of clock hour request.

5. Detailed qualifications of instructor: either “Attached” if resume, or “On file” if a certification number.
6. Name of Inservice Provider (who may verify attendance and sign clock hour forms). 

7. Title: Name under which the inservice is being advertised.
8. First Date of Inservice / Last Date of Inservice: date(s) the inservice will be offered.

9. Time(s): total time of inservice (exact times will be specified by the outline submitted with the prior approval form). Only one inservice can be conducted in the same location on the same day.

10. Location: name of facility where inservice is taking place, including street address, city and state. 

11. Number of Clock Hours: 1-hour credit for each hour of instruction (no credit is given for breaks, meal time and travel). Request must be for a minimum of three clock hours.

12. Complete outline or agenda attached (including time and location of the program, lunches, and scheduled breaks): check “Yes” or “No”. Agenda required.
13. Will participants have the option of college or university credit: check “Yes” or “No” and list college/university name if “Yes”.
14. Inservice Outcomes and/or Objectives: written outcomes must be included. Outcomes must be reflected in the inservice evaluation and must include at least one nontraditional training and employment outcome.

15. Evaluation Form: an evaluation form that will indicate competency attainment must be submitted at the same time as the Approval form, or the OSPI standard evaluation format will be required. Check which is being submitted.

Please contact the CTE mainline at (360) 725-6245 to confirm that your clock hour request was received.  

At the Inservice

All participants requesting clock hours must sign in for each day of the training or they will not be eligible to receive clock hours for their inservice.  Clock hour forms may not be distributed prior to the end of the inservice, and participants must complete an evaluation form prior to receiving credit.
After the Inservice

A list of the individuals attending the inservice must be sent to the appropriate program supervisor at OSPI along with the completed evaluation forms after the training takes place. The list should include:
1. Title of the inservice.
2. Date of the inservice.
3. First and last name of the participants (must be signed by each participant receiving clock hours).
Thank you for your completed Approval to Provide Inservice Education form.

