Jefferson Township Public Schools
Substitute Teacher Credential FAQs

1. What qualifications are required to apply for an Instructional Substitute Credential?

e Completion of 30 semester-hour credits at an accredited college or university.
e Criminal History Record Check: approval date must be within five months of the application date with “Substitute

Teacher” as the job position.

2. How do I apply for a NJ Substitute Teaching certificate?

Visit the NJEdCert and create an account. Follow the application instructions and reference the application checklists to
provide necessary documentation. Continue through the application, making the following selections:

Select a category below and then Continueto see a list of certification or credential titles. If you do not see the title you are looking for, select Previousto change the Category.

Important Note: If you are applying to become a Substitute teacher, you must select Credential.

*Select Category o

O Administrative

Instructional

Educational Services

Career and Technical Education
Credential

Military Science

Please select from the available Endorsement Titles within that Category.

* Select Endorsement Title

[ Select an Option v ]

Bilingual Language Paraprofessional

Career & Technical Education (CTE) Substitute

Chiropractic

Instructional Substitute

Mortuary Science (60-credit)
Mortuary Science (90-credit)
School Nurse Non-Instructional Substitute

School Safety Specialist

In which county will you be substituting?

* County Name

[ Morris

Select the Type of certificate below:

*Select License Type

[ Substitute v ]

| v/ Substitute |



https://www.nj.gov/education/certification/apply/index.shtml
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3. What are the fees?
A Substitute Teacher certificate is $125. Regulations do not allow NJDOE to offer refunds. You will make the payment
through your NJEdCert account:

Login to your NJEdCert account

Open the left side menu and select My Cases

Select your application

Navigate to the Payment tab at the top of the screen

bl

New Certificate or Credential Instructions Document Collection Service Case Instructions

Select the Payment tab to make your payment or verify if payment is required.
If you claimed an EPP Nomination, go back to the home screen to verify that your certification has been issued.

After your payment is complete, select the Document Collection tab to see if there are any documents, including transcripts, that you may need to provide to complete the applica

college, school or clearinghouse email electronic transcripts directly to certapplication@doe.nj.gov . An official transcript is required from each institution that you have attende:

If you are not applying for a new Certificate or Credential but submitted a service case, select the Service Case Instructions tab to determine the next steps in this process.

Case

00161515
Case Record Type Educator Name Priority Type Status ase Qutcome
Application Review Educator One Low New Certificate or Credential Pending Payment

4. How long does it take for my application to be processed?

If you need to provide transcripts or undergo a background check, it can take several weeks for documents to be received and
processed. After all necessary documents have been received and processed, and your application status has reached Pending
Review, you can expect a review within 10 business days. Your application will not be reviewed until it reaches Pending
Review status.

5. How do I upload documents to my NJEdCert Application?

Login to your NJEdCert account

Open the left side menu and select My Cases (or My Applications if resolving a deficiency)

Select the Case Number for your application (or the Application ID if resolving a deficiency)

Navigate to the Document Collection tab at the top of the screen

Upload your documents into the proper checklists. If you are uploading more than one file into a single checklist, be
sure to upload them all in a single batch.

DO NOT UPLOAD YOUR TRANSCRIPT YOURSELF.
@ Request your college or clearinghouse send an official electronic transcript directly to

certapplication@doe.nj.gov,


mailto:certapplication@doe.nj.gov
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Where do I find my fingerprints/criminal history report?
If you have already been fingerprinted for the Department of Education, visit the Office of Student Protection webpage to
download your Applicant Approval Employment History. Save this document as a .pdf to upload into your application.

If your approval date is at 5 months or more out of date and you have been continuously employed in the same school district
since your previous approval, you can upload a letter of continuous employment from your employer. Upload the letter in the
same checklist along with your Approval History Report. The letter is only required if your approval is at 5 months or more
out of date.

If your approval date is more than 5 months old, and you cannot provide a letter of continuous employment, you will visit the
Office of Student Protection webpage for further instructions

If you have not been fingerprinted for the Department of Education, visit the Office of Student Protection for more
information.

It

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:

e 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.

Codes required for your application can be found on the next page:


https://homeroom6.doe.state.nj.us/chrs/app-emp-history
https://homeroom6.doe.state.nj.us/chrs/app-emp-history
https://nj.gov/education/crimhist/
https://www.nj.gov/education/crimhist/new.shtml
https://www.nj.gov/education/crimhist/archive.shtml
https://www.nj.gov/education/crimhist/transfer.shtml
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Fingerprinting Application Codes:

Job Category™: ISubstitute Teacher (04) ~| Position Name (Position Code)
School Info. *:
ehootinio @  Public School Selection () Other School Selection
[MORRIS(27) ME x
[JEFFERSON TOWNSHIP(2380) M *

[ NONE(000) | *

(O Contractor/Vendor
| -—Select County-— | (O Sponsors
| ---Select Contractor/\Vendor--- v [ ---Select College--- VI

New Applicant Costs: $66.05 plus a separate $11 fee to the State of NJ
Archive Costs: $28.75
Unpaid Volunteer Costs: $24.05 plus separate $11 fee to the State of NJ

This guide is provided for your convenience — Jefferson Township Public Schools is not responsible for reviewing or
approving any certifications for the Dept of Education. If you have further questions, you may contact the Human Resources
department; we will help you to the best of our ability. If you are having difficulty with your application or have questions we
are unable to answer, please contact:

For general certification information, please visit NJDOE Certification.

For all questions related to fingerprinting and background checks, please visit the Office of Student Protection.

For NJEdCert customer service and technical support, call (609)-292-2070 or use the “Contact Customer Service” box on
your NJEdCert homepage after you login to your account.



https://www.nj.gov/education/certification/
https://www.nj.gov/education/crimhist/

