Archdiocese of Cincinnati

Substitute Certification
* Substituteteachersin Archdiocesan schools
must be certified by the State of Ohio.

* You must be sponsored by a school digtrict.
In addition to the application fee, thereisa
$10 processing feefor new substitute licenses;
$5 processing fee for renewals, payableto the
Archdiocese of Cincinnati.

« Thissubstitutelicenseisvalid for_all districts
in the State of Ohio.

To Substitutein Archdiocesan Schools,
you must:

I.  Hold acurrent State of Ohio Substitute
License
or acurrent State of Ohio Teaching License

1. Befingerprinted at an Archdiocese of
Cincinnati webcheck site (Background check)

I11. Attend the Decree on Child Protection
Orientation Session

I. Requirementsfor Substitute
Licenses

» Bachelor’sdegree - official transcript
required

» Background check - fingerprints

» Completed Ohio Substitute Teaching
License application

» Application fee payableto “ Treasurer,
State of Ohio”

* Processing fee payable to “ Archdiocese of
Cincinnati”

Bachelor’s Degree

¢ Mugt bea4-year degree, any area

* Mugt beofficial transcript; no Xerox
copies

e Transcript must statethat bachelor’s
degreewas conferred.

e Transcript doesnot haveto bein a sealed
envelope.

e Transcriptswill not bereturned. A
permanent electronic copy will be

maintained at ODE.

APPLICATION

¢ All applicantsfor any license must complete
Ohio’'sBackground Check (BCl) aswell asthe
National Background Check (FBI)

BCI $28 FBI $30
SEE SECTION I

APPLICATION

* You must answer all
5 questions.

* |f you answer ed yes, attach explanation in
SEALED ENVEL OPE for review by
Department of Certification and Licensure.

» Reviewed on individual basis; may take up to
6 weeksto process.
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APPLICATION

Short Term

- may work in any classroom for no more
than 5days

« - carriesnoteaching fields

Long Term

» - may work in a classroom morethan 5 days
* -inthesubject areaslisted on thelicense

» May also be used for short term daily
assignmentsof lessthan 5 daysin any area

APPLICATION

New - One-Year

¢ -valid from July 1to June 30

- cost $25 —Check payableto“ Treasurer, State of
Ohio”

¢ -must berenewed each year (notranscripts
required for renewals)

New— Five-Year

e -validfor Syears

+ -cost $125— Check payableto“ Treasurer, State of
Ohio”

APPLICATION

Application will be signed by the

superintendent of Archdiocesan schoolswhen
submitted to this office.

District Name: Archdiocese of Cincinnati

Didrict Address. 100 East Eighth St.
Cincinnati, OH 45202

IRN# 052514

Applicant must sign and date the application form.

APPLICATION

Long Term

To qualify for ateaching field, you
must have 20 hrs. in a subject area (12
hrs. for Early Childhood or Intervention
Specialist K-12).

The State of Ohio will determine fields based
on your transcripts. You can list the hours
you have in a subject area and include this
with your transcripts.

APPLICATION

Highest Educational Level: (Check Only One)

« If you havea Master's Degree,
AND areapplyingfor
LONG-TERM Substitute Teaching,
Send BOTH Bachelor’sand Master’s
transcripts.

e Licensetobeginon: July 1,20___
(of the current school year)

Substitute Certification
2 What To Return:

1) Completed Application

2) Official Transcripts

3) Check to“Treasurer, State of Ohio”

4) $10 processing fee (check payableto
“ Archdiocese of Cincinnati”)

5) Xerox copy of Child Protection
Orientation Session Certificate
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I1. Background Check:
Archdiocesan Fingerprinting
YES « Towork in Archdiocesan schools, youmust be

MAIL TO:

NO l finger printed by the Archdiocese of Cincinnati—no
other agency. Inked cards or background checks done
. at police stationsor other agenciesare not accepted.
* Seethewebsite for locations:
. Coordinator of htt, ://www.cathpliccipcinnati.or ipdex. hp?option=com
Professional Development content& task=view& id=420& Itemid=976  £»
Catholic School Office « or at the Archdiocese of Cincinnati s *
Certification/Licensure é?gggﬁaﬁt%ﬁrﬁzoz 100 East 8th Street — 8t floor 2 "
Columbus, OH 43215 ’ f
" 8:30-4:00 daily
Background Check FINGERPRINTS
 Substitutes must show proof of an
* All applicantsfor any Archdiocesan background check upon
substitutelicense must - initial assignment in each school.
complete Ohio's '_i « Tédll the person taking your printsthat:
Background Check (BCI)

1. You areapplying for alicense and you need
theresultsto be sent electronically to the Oh.
Dept. of Education/Teacher Certification.

2. You will need a copy of the
background check result sent to you.

aswdl asthe National
Background Check (FBI)

[11. Decree On Child Protection Orientation Documentation that must be presented to
Sessions each school thefirst time you substitute:
e Towork in Archdiocesan schools, youmust attend a 1 X_er ox copy of your Ohio Substitute
Decreeon Child Protection Orientation Session. License
+ Theorientation lastsapproximately 1 hour. 2. Xerox copy of your Archdiocesan
Certificateswill beissued at theend of the session. background check report
+ A Xerox copy of this certificate must accompany all 3. Xerox copy of your Child Protection

applicationsfor new Substitute Licenses
* Seethewebsite for locations:
http://www.catholiccincinnati.org/childorient/CPD Orientat

ions.htm

Orientation Session Certificate
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How to Market Y oursdf to the Schools

Mail to each school where you would
liketo substitute:

1. Xerox copy of subgtitute license
2. Xerox copy of your current
background check report

3. Xerox copy of your Child
Protection Orientation Session
Certificate

4. a cover letter

In your cover letter...

* Include your educational background, work
history, especially related to children or teaching:
| workedin businessfor 10 years, and | am
changing careers.
| have coached Little League for the past 3 years.

* Include when and what daysyou are available to
sub:

I am availableimmediately and can sub on
Mondaysand Fridays.

| am availablein January, and can work any day.

In your cover letter...

* Indicatewhat gradelevel and subjects:
| will subin grades1-6in any subject area.

I will subin all gradelevelsexcept kindergarten
andin all areasexcept musicand P.E.

* Include how to contact you and details
concer ning advance notice:

You can call meat any hour either at homeor on
my cell phone.

I need 24 hoursnoticeto arrangefor a babysitter.

SCHOOL INFORMATION
» School contact

ARCHDIOCESE JOF CINCINNATI
information and I
addresses can also
befound on the @
website:

Values for a Lifetime

*http://www.catholiccincinnati.org/schools

]
Questions? ? ?
Cathy Bever
Coordinator of Professional Development
Cathalic School Office
100 East 8" Street
Cincinnati, OH 45202

CBever @CathalicCincinnati.org
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