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“We must open the doors of opportunity.  But we must also equip our people to walk through those doors.”  
Lyndon B. Johnson 

 

 

Dates to Remember 
 
 
January 19 MLK Day/ Holiday 
 
February 2 Teacher Inservice 
  Day/Student Holiday 
 
February 16 Presidents Day/ 
 Holiday 
 
March 13 Teacher Planning/ 
 Student Holiday 
 
March 16-20 Spring Break 
 
March 23 Classes Resume 
 
April 3 Student/Teacher 
 Holiday 
 
May 25  Memorial Day 
  Holiday 
 
June 4  Last Day for 

Students 
 

 
 

 
 

The School Year is half over and 
we are looking forward to a new 
and exciting 2015.  We want to 
thank you for helping to keep the 
education of our students well on 
track.  This time of the year brings 
cold weather and usually flu 
season.  So keep yourself ready to 
go as we never know what each 
day may bring.  
 
 You should be well on your way to 
the 15 days required to remain an 
active substitute for next year.   
Please read this newsletter which 
contains information you need to 
know for the rest of the year.  If 
you have any questions or 
concerns please contact Julie 
Vogel at 547-7634 

 
 

 
 
 

 
 

 
 
 Everyone who enters a building in the 
St. Johns County School District must 
sign in at the front office.  All Substitutes 
are required to now sign into the    
“Keep ‘N Track” system when you enter 
the school for the day.  You click on the 
“Visitor” area of the system.  If there is 
not a “Visitor” section then you will have 
to go to the Secretary of the school and 
she will be able to log you into the 
system.  You will need a form of 
identification.  Your Sub Employee 
Badge or Driver’s License are the only 
two forms that are permitted.  
 
 
 
As a substitute your paycheck is 
generated in the SunGuard system.  
You are able to go onto SunGuard 

using your “e” number and password 
and change your mailing address, tax 
deductions, etc. should you happen to 
move or need to change status during 
the year.  If you have not received your 
“e” number and password you may call 
the IT help desk at 904-547-4357 and 
please let them know you are a 
substitute.   
 
Once you have your log-in and 
password, go to the SJCSD website 
and scroll down to teachers and staff 
and select SunGuard Business Plus.  

This will bring you to your log-in screen.  
Log into the system and you will see an 
employee online tab at the top of the 
screen.  Click on the tab and it will give 
you a selection of items on the left hand 
side.  There you will be able to change 
your personal information.  The 
“Deposit Advice” is where you may view 
a copy of your pay stub.   
 

             
 
 

 

 
 

When a substitute teacher does not 
meet the standards set for them as 
substitutes, they may lose the 
right to be called by the schools.  
If substitutes do not perform as 
expected, the school may request 
that they be placed on a DO NOT 
CALL list.  If three schools request 
that a substitute not be called, the 
sub will be dismissed as a 
substitute teacher. Substitute 
teachers can also be dismissed for 
a serious violation as determined 
by the Human Resources. 
 

 

 
 
 

CELL PHONE USE 

 
Please do not use your cell phone 

during instructional time while you are 
substitute teaching.  You can use your 

cell phone during your designated 
lunch break.  Using your cell phone 

during instructional time may result in 
a “Do Not Call” from the school.   

 
 

 
ALERT NOW 

 
Please listen to the messages sent from 
our Alert Now system.  It is used to give 
you updates and current information.   
We do use it in the mornings when we 
are trying to find subs to fill positions at 
schools but we also use it as a means 
of communication when we have to 
inform you of important information.  
Thank You 

 
 

 
 

http://www.mycutegraphics.com/graphics/emotions/sad-face-boy.html


 

 

 
 

If you are a Florida certified teacher 

and need to renew by June 30, 2015; 

please review opportunities to earn 

renewal credit at St. Johns County 

School District Professional 

Development, 

http://www.stjohns.k12.fl.us/depts/

staff/    Remember all renewals must 

meet compliance for SB Rule 6A-

4.0051 requiring that ALL 

Professional Certificate holders 

regardless of subject areas, must earn 

20 inservice points or one college 

credit within each 5 year validity 

period in “Teaching Students with 

Disabilities”.  For renewal processing 

and assistance contact Denise Liedtke, 

Certification Specialist St. Johns 

County School District at 904) 547-

7581.   

 

 

 
For Your Information 

St. Johns County School District requires 
that each substitute teacher work a 
minimum of 15 days per school year in 
order to remain active. Subs meeting this 
requirement are considered an ACTIVE 
SUB for next school year and will remain on 
the approved substitute teacher list and do 
not need to be re-fingerprinted.  Failure to 
work the minimum 15 days during the 
school year will result in removal from the 
approved substitute teacher list.  If a 
substitute teacher terminates active status 
with St. Johns County Schools, the 
individual will be required to reapply, train 
and be security cleared (fingerprinted) 
again if the district is hiring substitutes.   
It is the substitute teacher’s responsibility 
to notify the Human Resources Office in 
writing, if they are no longer interested in 
substitute teaching.  All substitute teachers 
are considered “At Will” workers who are 
not guaranteed employment on a daily 
basis. 

 
 

DRESS CODE 
 
Please adhere to a professional dress 
code.  Many schools do not allow their 
teachers to wear JEANS to school.  You 
need to be sure you look professional 
when you are subbing in the 
classroom.  You are the teacher for the 
day and you need to establish yourself 
as an authority figure in the classroom.  
Jeans, flip flops, tank top, and shorts 
are not professional dress.  Even if the 
school is having a spirit day and 
teachers may be allowed to wear 
JEANS please ask the sub coordinator 
before you assume you may dress 
casual for the day.  
  
 
 
 

 
SOCIAL MEDIA!!! 

 

Personal Social Media use is a non-
work-related social media activity. 
In order to maintain a professional 
and appropriate relationship with 
students, SJCSD employees should 
not communicate with students 
who are currently enrolled in a 
school on personal social media 
sites.  Also your twitter, Facebook, 
or any other social media site 
should not reflect your 
employment status. This is for your 
safety and the student’s safety in 
our schools. 

 

 
 
 

 
 

Tips for your Sub Bag 

 
The Utah State website has been 
updated.   Login to www.stedi.org.  
with your username & password you 
created on the old website.     Still use 
the code on the back of your Utah 
State Handbook or page 3 if a new sub 
this year.  If you have any problems 
logging in give them a call at 1-800-
922-4693.   

 
Helpful Teaching Tips 

 

 
 

 

Classroom Management 
 (Jessica Smith- Utah State) 
 

Now that we are into the swing of the 

school year and after teaching for a while, 

saying no to students’ requests may become 

a knee-jerk reaction.  The response may 

even be accompanied with a verbal 

reprimand, a hard stare, ignoring, or a look 

of disapproval.  Many successful teachers 

have made a paradigm shift to becoming 

teachers who make students interests, 

needs, and desires important factors in their 

classroom interactions.  In order to make 

this shift, we must understand the 

difference between order and control in the 

classroom.  Control invites power struggles 

and encourages negative interactions.  

Order is more desirable and allows teachers 

to relax and say “yes” more often.  There 

are a variety of verbal and nonverbal ways 

to tell a student “yes”.  Some suggestions 

include: 

 A smile 

 A nod 

 Simply say “yes” when a student 

makes a reasonable request 

 A compliment 

 Sympathy 

 Agree with students’ thought or 

idea 

 Acknowledge students’ 

accomplishments 

 Be supportive and celebrate their 

successes 

Put simply, substitute teachers can win over 

more students by being positive and saying 

“yes” than they can by being controlling.  

Start looking for little opportunities to say 

yes to students and see if you’re able to gain 

more order in the classroom. 

http://www.stjohns.k12.fl.us/depts/staff/
http://www.stjohns.k12.fl.us/depts/staff/
http://www.stedi.org/
http://school.discoveryeducation.com/clipart/clip/superteacher_color.html

