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“Being humble means recognizing that we are not on earth to see how important we can become, but to see how much difference 
we can make in the lives of others!”  ~Gordon B. Hinckley~ 

     
 

Dates to Remember 

 
January 18          M.L.K. Holiday       
January 29          Teacher Planning No                                                 
  School 
February 15         President’s Day         
                Holiday 
March 17-19        Spring Break 
April 2                  Holiday No School 
April 9  Teacher Planning Day  
                             No School 
May 31                 Memorial Day 
June 10  Last day of school  
                     

 

With Appreciation 
We would like to thank all of our 

substitutes who have both supported 

and substituted over the past 5 

months of school.  While it has been 

an evolving and ever-changing 

situation with COVID-19, you have 

stepped up and have continued to 

serve our schools. We do understand 

that some of our substitutes, due to 

health restrictions or concerns about 

returning the schools, that you 

currently cannot work. Know that 

we support you and respect your 

personal decision.    

 

We are pleased many of our 

substitutes have benefited from the 

Incentive program granted by our 

board for the months of November, 

December and January. The 

incentives are paid on top of your 

hourly $15 an hour rate.  

Information was sent via email on 

October 29th in case you are not 

aware of this opportunity. The 

Incentive guidelines are outlined in 

that email.  The good thing is you 

still have time to get in on the 

incentive. You still have the 

remainder of January to pick up 

jobs.   At this time we do not know if 

this incentive program will go 

beyond January, however, we are 

grateful it was implemented and 

that many of you were able to take 

 

 

advantage of receiving few extra 

dollars for helping us out.  If the 

program does continue, we will send 

out another email with details.  

 

 

 

 

 

 

 

Are you having trouble 

logging on to Smartfind 

Express? 
 

If so, it could be that you did not 

reset your password. We are now 

required to have a different 

password for the online sign in of 

Smartfind Express.  It is no longer 

numeric only.   Please take a 

moment by using any browser 

(except Internet Explorer which is 

no longer supported) and log into 

the Smartfind website at   

https://stjohns.sfe.powerschool.com 

Then enter your SUB ID number, 

click on forgot/reset password 

button, and an email will be sent to 

the email you have designated in 

Smartfind Profile. You will then 

need to validate your email and 

phone number.  If you do not receive 

email within a couple of minutes 

check your clutter/spam folder for it. 

After you follow the email directions 

and you are in the Smartfind 

system, look in the upper right 

corner to find the Profile/settings 

Tab. Click on the tab and a drop 

down for personal information will 

appear. Here you can see or reset 

and save your phone and numeric 

PIN.   

You should now have a password set 

up for online use AND a PIN 

number for the phone use. 

 

 
 

Do you want to Work more? 
Do you need MORE 

SCHOOLS? 
 

If you need to add or change your 

school locations to give you more 

options to work, call the SUB  HELP 

DESK at  (904) 547-7636 

 

Substitute Teacher Payroll 
 

The Payroll Calendar can be 

accessed on the District’s webpage 

at 

https://www.stjohns.k12.fl.us/subs/ 

 
 
 

 
 

 

 

 

BENCOR 401(a) FICA 

Alternative is a qualified 

retirement plan under Federal 

tax law that covers part-time, 

seasonal and temporary 

employees of the School District 

who are not covered by the 

Florida Retirement System. The 

Plan provides an alternative 

benefit to Social Security and 

exempts you from FICA (Social 

Security) payroll taxes. You 

continue to pay Medicare taxes 

on your wages. Enrollment in the 

Plan is automatic for every 

employee who works in a 

position covered by the Plan. 

Account access 

www.bencorplans.com  or 

1-866-296-9712 
 

 
 

https://stjohns.sfe.powerschool.com/
http://www.bencorplans.com/


 
DID YOU KNOW SUBS HAVE A 

MOBILE APP FOR SMARTFIND 

EXPRESS? 

 

Many of you have noticed the 

Smartfind Express Substitute 

System has added a mobile APP 

option.  This can easily be obtained  

when you login online.  There is an 

option to select that looks like this 

in the upper right corner of welcome 

page.   

 

 

 

 

 

Click on the “send mobile 

registration email” link and you 

should receive the code LPQW by 

email. You will then complete the 

prompts for registering. When 

completed, you can you use your 

phone to use SmartFind Express. 

 

 

Three Strikes! 
 

 

 
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.  When a 

substitute does not perform as 

expected, the school may request 

that the substitute be placed on a 

DO NOT CALL list for their school.  

If THREE schools make this request 

that a substitute not be called, the 

substitute will be dismissed and will 

no longer be able to substitute in our 

school District. Substitute teachers 

can also be dismissed for a serious 

violation as determined by Human 

Resources. 

 

A FEW SUBSTITUTE TEACHER 
REMINDERS 

             
 

As a substitute teacher your job is to 
instruct our students in the absence of 
their regular teacher.  Substitutes must 
follow the lesson plans left by the 
teacher and strive to maintain and follow 

normal classroom routines and 

discipline procedures. 

 

Please remember: 

• Each day that the substitute 

teacher is in the classroom is 
still a day of education for 
our students. 

• You must follow all lesson 

plans and instructions left 

by the classroom teacher. 

• You may never bypass the 

classroom teacher’s 

instructions. 

As a substitute, you may not bring 

personal items into the classroom 

such as blue tooth devices, books, 

magazines, handheld games, radios 

(of any kind), head phones, handheld 

TV’s, or tablets.  Personal cell phones 

must be silenced and put away 

during instructional student contact 

time.  Never take pictures of any 

students for any reason.   As a 

substitute you may not use any 

school district computer unless it is 

to be used as part of the lesson plan 

that you are required to follow and 

access has been granted by the 

school. 

 

A Few Gentle Reminders… 

*Substitutes are paid for hours they 

work. If you choose to leave earlier 

than the designated absence end 

time, your hourly rate can be 

adjusted by the school.  

*The principal or the principal’s 

designee can assign the substitute to 

other appropriate duties.   

*The principal or the principal’s 

designee shall determine whether 

substitute will be responsible for the 

extra duties assigned to the regular 

teacher.   

*If you are in a classroom that has a 

planning period or block, contact the 

school sub coordinator or front office 

and ask if you are needed somewhere 

else.  They may also assign you to 

other duties during planning periods 

when you do not have students.    

 

 

Current substitute 

teachers MUST sub a 

minimum of 15 days 

during each school 

year. Subs meeting this requirement 

are considered an ACTIVE SUB for 

the 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 when the next 

substitute posting is offered. If 

selected, all new hire requirements 

will be necessary, including security 

clearance (fingerprint and drug 

screen), and training. 

It is the substitute teacher’s 

responsibility to notify the Human 

Resources Office if they are no longer 

interested in substitute teaching.  All 

substitute teachers are considered 

“At Will As Needed” workers who are 

not guaranteed employment on a  

daily basis nor during the summer 

months and scheduled breaks. 

 

 

 
 

 

Is your Substitute Badge 

Current? 
 

Are you receiving a message that 

your Profile is expiring?  This starts 

45 days prior to your expiration 

date.  Please contact 

Kara.Masson@stjohns.k12.fl.us  

to schedule a new picture and badge 

made for free. If you do not renew 

before your expiration date you will 

not be active in the substitute 

Smartfind system to receive calls. 

 
PROFESSIONAL 

DEVELOPMENT 
 

Substitute Teachers who are 

certified to teach in Florida can 

participate in professional 

development opportunities to earn 

inservice points for renewal of their 

Florida Professional Teacher 

Certificate.  You can sign up in 

Business Plus.  For more 

information see our district site at  

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

For Business Plus, 

remember you will 

use your user ID. For 

example; 

E0#####@stjohns.k12.fl.us i.e. your 

sub number with preceding zero(s) 

to equal 6 digits (i.e. EO12345). 

mailto:Kara.Masson@stjohns.k12.fl.us
http://www.stjohns.k12.fl.us/pd/
mailto:E0##

