
           Frankford Township School District 

 

Becoming a Substitute: Educator Application Process 

Individuals seeking New Jersey Substitute Educator certification for the first time must Schedule an appointment to be 
Fingerprinted  in order to begin the process of the Criminal History Background Check.  The Office of Student Protection 
Unit (OSP) conducts criminal background checks of applicants for positions in New Jersey's public schools. Access the 
Office of Student Protection’s direct web address to begin the process. Click on Office of Student Protection.  
Fingerprinting:  
https://www.nj.gov/education/crimhist 
 
There are three different types of applications to select from to complete the Criminal History record check. Please read 
the descriptions below to determine which of the applications is correct for you. 
If: 
You have never worked for a school, a bus contractor, or a vendor, or 
You were fingerprinted by Office of Student Protection before March 2003, and are changing school districts, bus 
contractors or vendors, or 
You were originally fingerprinted as a College Student or as a Volunteer and paid a reduced fingerprinting fee, or 
You were previously disqualified by Office of Student Protection and have had your criminal record expunged… 
Then you are a New Applicant. 
If: 
You were fingerprinted and approved by Office of Student Protection after February 2003, and are changing school 
districts or vendors or 
You are a school bus driver renewing your "S" endorsement and were fingerprinted and approved after February 2003 … 
Then you are an Archive Applicant. 
If: 
You were fingerprinted and approved by Office of Student Protection after March 2003, and 
You were fingerprinted for a substitute or bus driver position, and You have been employed in a substitute position 
continuously by a school or vendor since the first year your criminal history approval was issued, and you can provide a 
Verification of Employment memo… 
Then you are a Transfer Applicant. 

 
Complete the requested applicant information to include the county, district, school or contractor code names and 
proceed to the Legal Certification. In order to continue with the ePayment process, read and accept the terms of the 
Applicant Authorization and Certification form by checking the box.  
 

 Please complete the required payment information. There is a $10.00 administrative fee for the department to 
process the request and issue an approval letter. There will also be an additional $1.00 convenience fee charged 
by the private vendor, NicUSA for processing the credit card information. Methods of payment are Visa, 
MasterCard, American Express or Discover credit cards. You must click the “Make Payment” button only one 
time to complete the transaction.  

 After completing the transaction, you will be presented with three required steps:  
1. View and/or print your New Administration Fee Payment Request confirmation page  
2. View and/or print your IdentoGO NJ Universal Fingerprint Form  
3. Click here to schedule your fingerprinting appointment with Idemia  
4. Select the first option “View and/or print your New Administration Fee Payment Request confirmation 

page” and print a copy of the receipt by clicking the print button in the upper right corner of the page. 

https://www.nj.gov/education/crimhist/new.shtml
https://www.nj.gov/education/crimhist/archive.shtml
https://www.nj.gov/education/crimhist/transfer.shtml


5. Next select the second option “View and/or print your IdentoGO NJ Universal Fingerprint Form.” You must 
print the IdentoGO NJ Fingerprint Form to use when making your fingerprint appointment and to present it 
to Idemia at the time of LiveScan fingerprinting. 

6.  Access the Idemia web page by selecting the third option “Click here to schedule your fingerprinting 
appointment with Idemia” or calling 1-877-503-5981 to schedule a fingerprinting appointment. Effective 
February 17, 2020, you must use the chart below to choose your Service Code to schedule the appointment. 
 

 REASON FOR FINGERPRINTING  
(Box 4 on the NJ Universal Fingerprint Form)  

SERVICE 
CODE  

PUBLIC SCHOOL EMPLOYMENT  2F1FB1  
NONPUBLIC SCHOOL EMPLOYMENT  2F19ZQ  
SCHOOL BUS DRIVER EMPLOYMENT  2F1GSH  
SCHOOL BOARD MEMBER/TRUSTEE  2F1GN4  
DOE VOLUNTEER  2F151N  
DOE VOLUNTEER NONPUBLIC  2F14XX  

 
7. In about two weeks after you get fingerprinted, you will be able to view and print your “Applicant Approval 

Employment History” by accessing the Office of Student Protection website. PRINT THE APPROVAL SHEET 
from The Office of Student Protection website. 

 
Create an account with NDEdCert and apply to become a substitute teacher: 
https://www.nj.gov/education/certification/apply/ 

 
Educators should follow the directions provided on each screen to complete the application. Once you submit the fee, 
upload your fingerprint clearance directly to your account. Your college must submit the required official transcript(s) 
via email to certapplication@doe.nj.gov . If application shows as pending for a prolonged period and all the documents 
have been submitted, you may contact the NJDOE directly at the above email address. 
 
If renewing your substitute certificate and you have been continuously employed with no break-in service, follow the 
directions on NJEdCert for application and uploading of Criminal History and Transcripts.  Request your employing district 
to provide you with Verification of Continuous Employment to include with the application. If there is no break in 
service, you must Archive your fingerprints from the Office of Student Protection. 

 
If applying for the substitute credential using 30 college credits, follow all of the directions as explained above.  In 
addition to the Criminal History Background Check and Transcripts, an Official Letter from the Registrar’s Office must be 
uploaded providing proof of current enrollment at an accredited college or university is necessary and must be provided 
each semester until 60 credits are reached. Age verification must also be uploaded for this option. You will receive and 
approval or denial directly from the NJDOE Sussex County Office. 

 
Upon completion of the online application, Applicants should record their individual Tracking Number generated during 
the application process.  Please provide your tracking number to Frankford Township School Elementary Office to the 
attention of Mrs. Victoria Armstrong along with any completed employment paperworBelow are the links to get you 
started for both the certification and the criminal history background check. 

 
NJDOE Educator Certification System - https://njedcert.force.com/manage/s/   Transcripts should be 
emailed directly to certapplication@doe.nj.gov as instructed during the application process. 

 

 
 
 
 
 
 
 

mailto:certapplication@doe.nj.gov
https://njedcert.force.com/manage/s/
mailto:certapplication@doe.nj.gov


Responsibilities of a Substitute 

 Teacher, Nurse and Paraprofessional substitutes must report to school no later than 8:15am and be to their 
assigned location by 8:20am.  The school day begins at 8:30am and ends at 2:52pm, at which time and depending 
on your assignment, you can depart.  Secretarial substitutes must report to school at 8:00am and may leave 
when the school buses depart in the afternoon. 

 Upon signing in at the respective office,  and if you are substituting for a teacher, you will be provided with a 
room key for the purpose of locking your classroom door from the inside in the case of an Emergency Lockdown.  
In an effort to enhance the security of the school, you will be required to sign out this key and be asked to hand 
in your car keys in exchange for a room key.  At the end of the school day, the key is to be returned to the office 
and your personal keys will be returned to you. 

 All substitutes are required to wear a SUBSTITUTE name tag so that you are easily identified as a substitute by 
both staff and students. 

 Your role as a substitute is extremely important. 

 Your main goal is to ensure the safety and welfare of the children while promoting educational opportunities for 
learning.  

 In order to fulfill your role, you should be actively involved with the children.  

 Substitutes are to follow the lesson plans of the teacher. 

 Substitute Teacher Folders are located on the teacher’s desk. This folder will include class lists or instructional 
groupings, daily schedule, plans for the day, extra work, and medical and physical aspects of children such as 
allergies or other inability to take gym, etc. 

 At no time is it acceptable to leave the children unattended. Children in Kindergarten through 4th grade must be 
escorted to all classes by the teacher/substitute. 

 Your attention must be focused on all the children at all times.  

 Substitute Teachers may leave the building during their assigned lunch period.  Please notify the main office any 
time you leave the school buildings.   

 It is expected that all discussion concerning the school, school personnel and children remain within the confines 
of the school itself.  A professional attitude towards use and dissemination of information is essential. 

 Seeking guidance in any unusual situation from appropriate school personnel. 

 Reporting, in summary form, progress and activities of the day for the benefit of the regular classroom 
teacher/nurse. 

 Maintaining high professional standards in contacts with students, other teachers/nurses, and parents or 
guardians. 

 

Items to look for in the Teacher’s Substitute Folder 
These procedures are designed to increase communication and create a more positive working environment for the 
substitute.  The assigned team leader will act as a contact person for the substitute filling the position of the absent team 
member.  That person will be responsible for reviewing the schedule and answering any questions that the substitute 
may have. 
 
Items Included In Substitute Folder: 

 Teacher Schedule 

 Lesson Plans (Please remember that subs do not have access to login to our network, Activboard, etc.) 

 3 Days of Emergency Sub Plans (In case an event occurs in which you do not have time or the ability to leave 
plans or instructions for a substitute. 

 Student Rosters (For attendance purposes) 

 Lunch Count Form 

 Lunch Menu 

 Map of School 

 Listing of Duty* (Please provide detailed written directions if needed.) 

 Emergency Protocol for Emergency Drills & Lockdown Drills 

 Listing of Phone Extensions 

 Substitute Handbook with School Guidelines and Other Information 



 
The payment schedule for all of our substitutes for the 2023/2024 school years is as follows: 

Teacher $121.00 per day  (1st 45 days) 
$131.00 per day  (46th Day and beyond) 

Paraprofessional $104.00 per day 

Secretary $120.00 per day 

Nurse $250.00 per day (RN)/$125.00 per Day (LPN) 

Nurse  
(after school activities) 

$30.00 per hour  

Custodian $18.00 per hour 

Sports Official (Referees) $70.00 per event 

Track Official (Starter) $80.00 per event 

Bus Driver $22.00 per hour 

Summer Seasonal Custodian Range: $14.13 per hour (starting) to $18.00 per hour (max) 

 
Items needed from Applicant 
 

1) A completed Frankford Township School Job Application 

((https://www.applitrack.com/frankfordschool/onlineapp/) 

2) Proof of NJDOE Teacher Criminal History Review (Copy of Approval Letter) 
[https://www.nj.gov/education/crimhist/].  NJDOE Office of Student 
Protection: New Applicant  

3) A copy of the Certificate(s) issued by the State of NJ Board of Education 
including your Substitute Credential and/or your CE, CEAS, Provisional or 
Standard Teaching Certificate 

  CE HOLDER: Verification of completion of 50 hour pre-professional experience 
(Form Attached) 

  CE HOLDER: Verification of enrollment in formal instruction at a state 
approved educator preparation program 

  If applying for the substitute credential using 30 college credits, an official 
letter from the Registrar’s Office providing proof of current enrollment at an 
accredited college or university is necessary and must be provided each 
semester until 60 credits are reached 

4) Official SEALED transcripts 

5) Proof of a Mantoux test done within the last 6 months  

6) Hepatitis B Vaccination Protection Acknowledgement Letter (Enclosed) 

7) Employee Health Record [In accordance with administrative code, newly hired 
employees must undergo a medical evaluation and a physical examination] 

8) “Pass the Trash” Legislation [Supplementing Chapter 6 of Title 18A of the New 
Jersey Statutes] Applicant Questionnaire and Release to Exchange Information 

 
The employment of any substitute is on an “at will” basis. This means that the employment relationship may be 
terminated at any time by either the employee, or the District for any reason not prohibited by law.  Employment of any 
individual as a substitute is solely at the discretion of the District. Placement of an individual on the substitute list does 
not assure employment. Once called as a substitute for a day or partial day, the individual has no expectation of 
continued employment. The individual has no right to notice of a hearing in connection with the District’s decision not to 
call or to no longer call the individual as a substitute. 
 

https://www.applitrack.com/frankfordschool/onlineapp/
https://www.nj.gov/education/crimhist/


SUMMARY 
 

EVERYTHING IS DONE ON NJEdCERT 
  
New Substitute Certificates: 

1. Get fingerprinted and print approval sheet off the NJ Office of Student Protections website 
2. Create an account and follow directions on NJEdCert for application and uploading of criminal history sheet 
3. Official transcripts emailed from college to certapplication@doe.nj.gov.  
4. Once all documents have been received on NJEdCert the NJDOE County Sussex County Office will be notified and 

they will approve/deny 
5. If application is still showing pending documents and the applicant has already had their college submit their 

transcripts they must reach out to certapplication@doe.nj.gov – THE NJDOE CANNOT DO ANYTHING UNTIL ALL 
DOCUMENTS HAVE BEEN UPLOADED.  THIS IS THE APPLICANTS RESPONSIBILITY. 

  
New Nurse Substitute Certificates: 

1. Get fingerprinted and print approval sheet off the NJ Office of Student Protections website 
2. Create an account and follow directions on NJEdCert for application and uploading of criminal history sheet and 

nursing license 
3. Once all documents have been received on NJEdCert the NJDOE County Sussex County Office will be notified and 

they will approve/deny 
  
Renewal of Substitute Certificates: 

1. Create an account and follow directions on NJEdCert for application and uploading of criminal history sheet 
2. Official transcripts emailed from college to certapplication@doe.nj.gov.   
3. A letter of continued employment if needed from the district that the applicant must upload if there has been no 

break in service.   
4. If there is a break in service they must archive their prints. 
5. Once all documents have been received on NJEdCert the NJDOE County Sussex County Office will be notified and 

they will approve/deny 
6. If application is still showing pending documents and the applicant has already had their college submit their 

transcripts they must reach out to certapplication@doe.nj.gov – THE NJDOE CANNOT DO ANYTHING UNTIL ALL 
DOCUMENTS HAVE BEEN UPLOADED.  THIS IS THE APPLICANTS RESPONSIBILITY. 
  

New Substitute Certificate with 30 credit option: 
1. Create an account and follow directions on NJEdCert for application and uploading of criminal history sheet 
2. Official transcripts emailed from college to certapplication@doe.nj.gov.  
3. A letter of enrollment must be submitted by the applicant from the college showing current enrollment.  

Unofficial copies of transcripts are not accepted. 
4. Age verification must also be uploaded for this option 
5. Once all documents have been received on NJEdCert the NJDOE County Sussex County Office will be notified and 

they will approve/deny 
6. If application is still showing pending documents and the applicant has already had their college submit their 

transcripts they must reach out to certapplication@doe.nj.gov – THE NJDOE CANNOT DO ANYTHING UNTIL ALL 
DOCUMENTS HAVE BEEN UPLOADED.  THIS IS THE APPLICANTS RESPONSIBILITY. 
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