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“Logic will get you from A to B. Imagination will take you everywhere.”  
Albert Einstein 

 

 

Dates to Remember 
 
 
January 6 Classes Resume 

 
January 18  MLK Day/Student  
  Teacher Holiday 
 
February 5 Teacher Inservice 

Day 
 
February 15-16 Presidents Day 
                             Teacher Student 

Holiday 
 
March 18  Teacher Planning 

Student Holiday 
 
March 21-28 Spring Break 
 
March 29 Classes Resume 
 
April 29   Student/Teacher 
                             Holiday 
 
May 26  Last Day for 

Students 
 

 

 
 
As we ring in the New Year, we want to 
thank you for your time and dedication 
keeping our student’s education well on 
track.  The first semester of school is 
completed and the second semester is 
just beginning.  Remember to keep 
yourself ready for those morning calls 
as cooler weather brings on flu season, 
and you may have some last minute 
jobs.  

 
 

PREFERRED SUBSTITUTE TEACHER 

BADGE 

You may have noticed the silver 

“Preferred Substitute Teacher” badges 

being worn by some of our substitutes.  

This recognition started two years ago to 

celebrate our substitutes who work more 

than “100” days in the previous school 

year.  Who knows you may be one of our 

celebrated subs this summer to receive a 

badge for days worked this school year! 

 

 
 
We asked the schools to give us some input 
to help your experience as a Substitute go 
smoothly and these are some of their 
responses. 
 
Please be on time to your assignment. 
When you accept a job there is a time 
assigned for reporting.  Please make sure 
you are at the school in the office to receive 
your key at that reporting time.  Also if you 
choose to come early please know that you 
will not always be able to receive your key at 
that time.  Sometimes there are things 
holding up the sub coordinator and they 
might not be able to accommodate you right 
away.  A smile and not a huff will ensure you 
of future jobs.   
 
If you are given money by students for field 
trips or other activities at the school, please 
make sure you put down the child’s name 
with the amount and turn it into the office.  Do 
not leave it in the teacher desk drawer as it 
can go missing and when she/he returns 
they have no knowledge it.  Students turn in 
money all the time for different things so 
please get it to the office as soon as possible.   
 
If you would like to reward students for a 
good day please do not give students any 
food/candy as a reward.  We have many 
students in our schools with certain food 
allergies and giving out such items could 
create a serious problem.   
 
Not all schools allow teachers to wear jeans.  
Please make sure you do not wear jeans to 
your assignment.  You want to present a 
professional look to the students.  
Remember you are your best business card.  
Proper dress and a smile on your face when 
you are asked to be flexible goes a long way 
to you being requested back at any school. 
 
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.  You’re 
Substitute Employee Badge or Driver’s 
License are the only two forms that are 

permitted.     
          

   

 
PROFILE EXPIRATION NOTICE 

 

If you receive the following 

message, “Please note that your 
profile has an expiration date 
that requires your attention” call 

the help desk (904) 547-7636.   

This normally means that you 

need to make an appointment for 

an update or the substitute 

office is trying to reach you.   

This message will begin 60 days 

prior to your expiration date.    

You must contact the substitute 

office before the expiration.   

Failure to contact the substitute 

office BEFORE expiration, will 

result in the system not calling 

you for jobs and job status 

suspended.  
.  

 

 
 
If you are a Florida certified teacher and 
need to renew by June 30, 2016; 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.   
 
 
 

 
 

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


 

 

 
 

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. 

 
 

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. 
 

 
 

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. 

 

 
DIRECT DEPOSIT AVAILABLE 

TO SUBSTITUTE TEACHERS 

 

St. Johns County School District offers 

Direct Deposit for Substitute Teachers. 

If a Substitute Teacher wishes to have 

their semi-monthly check deposited 

into their bank account they should log 

into SunGard BusinessPlus Employee 

Online > Banking information (menu 

on left-hand side of screen) and click 

the Help button for directions. If a 

Substitute Teacher does not have a 

SunGard login account, they must 

contact the IT Help desk at 547-HELP 

(547-4357). Information Technology 

will provide a login and password. It is 

the Substitute Teacher’s responsibility 

to maintain their password in a current 

status to allow accessibility to SunGard 

BusinessPlus Employee Online. 

In addition, it is up to each Substitute 

Teacher to ensure that their banking 

account information is current and 

accurate at all times. If a deposit is 

returned to St. Johns County School 

District due to incorrect account 

number, closed account, or incorrect 

routing number, there will be a $2.50 

charge to obtain a manual check from 

the Payroll Department. 

With Direct Deposit, the Substitute 

Teacher will no longer receive a check 

stub in the mail, but can view their 

deposit advice online through SunGard 

BusinessPlus Employee Online. 
https://bizplus.stjohns.k12.fl.us/ifas7/home/ 

 

 

 
 
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. 

 
 

Helpful Teaching Tips 

 
 

Classroom Management 
 (Jessica Smith- Utah State) 
 

When an airplane is about to take 

flight, the flight attendants give a 

demonstration on appropriate 

procedures in the event of an 

emergency.  Those who have flown are 

familiar with the warning that if there 

is a decline in cabin pressure, masks 

will drop from the ceiling that will 

supply the oxygen necessary.  The 

point is stressed during the presentation 

that people must put on their own 

masks before they can turn and assist 

someone else. 

 One might wonder what this has to do 

with the classroom.  The lesson we can 

learn is that in order to influence 

someone else’s behavior we must first 

have control of our own.  This is a 

powerful concept and one that 

educators should take to heart. 

By securing our own mask first and 

taking control of our own actions, we 

as educators can then create an 

environment where students are 

capable of behaving well.  IN addition 

to watching for appropriate student 

behavior, teacher should notice their 

own appropriate behavior, which 

includes: 

 Setting clear expectations and 

following those expectations 

 Recognizing appropriate 

behavior 

 Remove Sarcasm 

 Responding non-coercively 

to inappropriate student 

behavior 

If teachers can master their own 

behavior, it will increase the likelihood 

of appropriate student behavior.  The 

most important principle is that the 

teacher must first gain control of his 

own behavior before he can expect 

appropriate behavior from someone 

else. Eleanor Roosevelt put it 

beautifully when she said, “It is not fair 

to ask of others what you are unwilling 

to do yourself.” 

So, whose behavior are we trying to 

control?  The answer is: our own.  By 

controlling our own behavior, we 

become an example for the students 

and as a byproduct, create an 

environment where students are able to 

behave well. 

https://bizplus.stjohns.k12.fl.us/ifas7/home/

