
MONMOUTH BEACH SCHOOL
7 Hastings Place

Monmouth Beach, NJ 07750
732-222-6139

COUNTY SUBSTITUTE PROCESS

As of June, 2022, the New Jersey Department of Education has updated the process for
obtaining a County Substitute Certificate:

Step 1: Seek and Obtain a Sponsor
School District or Organization for
Criminal History Record Clearance.
The sponsoring organization should
be the candidate’s teacher preparation
program, school district, or vendor
organization that the candidate will serve.
If the candidate plans to substitute in
multiple school districts, he or she must
select at least one for application
purposes.

If you are here, then Monmouth Beach
School is your sponsor school.  If you are
already a staff member and are looking to
obtain your substitute license, please
notify fichera@mbschool.org that you are
applying so a letter ofContinuous
Employment can be sent to the county
office.

Step 2: Complete fingerprinting/Criminal
History Record Check Process

Click on the following link,
https://www.nj.gov/education/crimhist/,  be
sure you are connected to a printer and
have your credit card ready.

- Be sure to select ‘substitute
teacher’ (or substitute nurse, if
applicable) as the position whether
you are a new applicant or
archiving your prints. If you are a
substitute in another district, you
can select the transfer option.

- Approximately 7 business days
after you are fingerprinted, the
approval letter can be found online
at the above website. Select
‘Applicant Approval Employment
History’, enter your SSN and birth
date and print the approval
document. Forward a copy to Ms.
Fichera, fichera@mbschool.org.

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


Step 3: Apply for the Substitute
Credential Online and upload your
criminal history approval.

While you are waiting for your criminal
history approval:

Create an account in the new NJEdCert
system,
https://njedcert.force.com/manage/s/.

Follow the directions provided to
complete the application (be sure to
select the correct certificate (60 credits or
30 credits) and pay the $125.00
application fee. If you select the wrong
certificate, it will delay the process. For
the 30 credit credential, you must be
currently enrolled in an accredited college
program and be 20 years of age or older.
Verification of enrollment will be required.

Be sure to note your case number.
Once you receive your criminal history
approval, upload it directly to your
account.

For login issues, please email
GeneralCertQuestionsNJEdCert@doe.nj.
gov

Step 4:  Send official transcripts Have your college/university email your
transcripts to:

certapplication@doe.nj.gov

Step 5: Notify Monmouth Beach School Send an email to Dawn Fichera,
fichera@mbschool.org with the following:

- date of your application
- case number
- proof of fingerprinting
- Acknowledgement that transcripts

were sent

Step 6: Find your Substitute Certificate Once everything is complete, it takes
some time for the certificate to be issued.

https://njedcert.force.com/manage/s/
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Please check your NJEdCert account
periodically. You cannot be approved as a
substitute until the certificate is received.

Step 7: Board Approval Once everything is complete, you will be
placed on the next Board of Education
agenda to be approved.

Step 8: Frontline Absence Management Once approved, you will receive an email
invitation to create a Frontline ID. This ID
will provide access to Absence
Management (AESOP) system where you
will be able to view and accept available
substitute jobs.

Step 9: Substitute Nurse ONLY Must provide current, signed R.N. license
and CPR Certification to Monmouth
Beach School.
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