
                               ​​CERTIFICATE OF CLEARANCE INSTRUCTIONS 
You need either a Certificate of Clearance OR a valid Emergency Teaching Permit to be admitted to 
SDSU’s Credential Program. ​Certificates of Clearance documents are valid for ​five years​​. 

Step 1 – Complete the LIVE SCAN form: 

Step 2 – Submission of Personal Information and Fee Payment via the CCTC 
Website (after completing the Live Scan Form): 

 
● Visit the California Commission on Teacher Credentialing (CCTC) online application 

information website: 
http://www.ctc.ca.gov/credentials/submi​t-online.html 

 
● Click the ​Submit Your Application Online ​​navigation button 

 
● This will lead to a webpage which requires you to set up your User ID and Password. 

Click on User ID and Password button highlighted in yellow. ​The next page will inquire 
you to provide your social security number and date of birth. 

 
● To view the application's instructions step by step, please click on the PDF below: 

http://www.ctc.ca.gov/credentials/online-services/pdf/web-app-tips.pdf 

 

When your clearance is issued, you will be ​notified via email ​and the ​CCTC website will note the 
issuance of Certificate of Clearance​. You may download a copy of the website information for 
your records. The normal processing time for the certificate of clearance is approximately 10 
business days.  
 
If your application must be reviewed by the Commission’s Division of Professional Practice, the 

process will take longer.  The online file will indicate that the application in ​pending additional 

evaluation​.  You can contact the CCTC Division of Professional Practice via email 

CTC-PFQquestion@ctc.ca.gov​ or telephone (916) 322-4974. 
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                        ​​30 DAYS SUBSTITUTE PERMIT 

The Emergency Teaching Permit allows a candidate to seek for employment as a 
substitute teacher in any public school district. The permit once issued is valid for one 
year and must be valid while you are enrolled in the credential program​.  
 

Application Requirements: 

● To qualify for the 30 Days Substitute permit, you must have a Bachelor’s degree 
from a regionally accredited college or university. Official transcripts showing the 
conferral of your degree is required. 

 

● The candidate must also meet Basic Skills requirements (CBEST).  A copy of the exam 
is acceptable. 

 
STEP 1: Complete the LIVE SCAN form: 

Step 2 – Submission of Personal Information and Fee Payment via the CCTC 
Website (after completing the Live Scan Form): 

The San Diego County Office of Education will verify your eligibility and process your 30 Days Substitute 
Permit via the CTC’s online recommendation system.  Please note in addition to the fingerprint fees above, 
a separate document fee of $100.00 is required for the CCTC online application. 

 
    When your emergency substitute permit is issued, you will be notified via email and your document will 
    be posted at the CTC website. You can print a copy of the document for your records. 
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