
 

 

TO ALL SUBSTITUTE APPLICANTS  
 

Attached are the following forms: 
 DESE Substitute Certificate Processes 
 Substitute Teaching Application 
 FBI/Highway Patrol Background Check Procedures 
 Background Check Privacy Rights and Notice 
 Federal/State Tax Forms 
 Immigration and Naturalization Form (I-9) 
 List of Acceptable Documents 
 Authorization for Direct Deposit Form 
 Employee Beneficiary Form 

 

A Content Substitute certificate is for individuals wishing to substitute teach in the K-12 classroom setting (elementary, 
middle/high school content areas, special education, art, music, PE, etc.). A Content Substitute certificate may be granted to 
an individual who has completed a minimum of 60 semester hours of credit from a regionally accredited, academic degree-
granting, college or university. Verification of these hours must be provided with an original transcript sent to DESE from each 
institution the applicant has attended.  A certificate may also be granted to an individual who completes a DESE-approved 20-
hour online course that can be found at www.dese.mo.gov.  All applicants must first apply online with DESE at 
www.dese.mo.gov for a substitute certificate to set up a profile.   
 

Missouri law requires school districts to perform an FBI background check on "any person employed after January 1, 2005, 
authorized to have contact with pupils."  DESE requires the applicant make an appointment as per instruction on the attached 
FBI/Highway Patrol Background Form to submit fingerprints. You will need to check your online profile through DESE Web 
Applications to see when it clears. 
 

After applying for your substitute certificate online with DESE and beginning the fingerprint/background clearance procedure, 
you must apply with the Festus R-VI School District.   The application and all forms should be returned to the Central Office 
along with a copy of your ID’s for immigration and naturalization purposes (please refer to the List of Acceptable Documents for 
the I-9 form). Copies of these items may be made at the Central Office when the applicant returns the application and forms. 
Each substitute teacher applicant’s name will be submitted to the Board of Education for approval. 
 

Each applicant must attend an orientation conducted by the Assistant Superintendent. The one-hour orientation is held at the Roy 
D. Burnside Administration Building.  You can call 636-937-4920 or email Lynn Stanley at stanleylynn@festusedu.com to schedule 
your appointment.  
 

Substitute teachers may only substitute a maximum of 129 hours a month with the exception of long term positions.  
Substitutes are paid $90 per day for individuals that hold a valid MO Teacher Certificate and $85 per day for individuals with a MO 
Substitute Teacher Certificate. The hourly rate for a paraprofessional substitute is $11/hour with a 25-minute non-paid lunch.  The 
daily rate will vary depending on the number of hours required.   
 

YOU WILL NOT BE PUT ON THE SUBSTITUTE LIST UNTIL YOU HAVE EVERYTHING COMPLETED:  Application, Copy of 
Sub Certificate/Teaching Certificate, Background Check, Copies of IDs, Direct Deposit, I-9, W-4, Board approval, and have 
attended an orientation meeting.   
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DESE Substitute Certificate Processes 

A Content Substitute certificate is for individuals wishing to substitute teach in the K-12 classroom setting (elementary, middle/high school content areas, special 
education, art, music, PE, etc.). A Content Substitute certificate may be granted to an individual who has completed a minimum of 60 semester hours of credit from 
a regionally accredited, academic degree-granting, college or university. Verification of these hours must be provided with an original transcript from each institution 
U1e applicant has attended.  You may also complete a 20-hour online course that can be found at dese.mo.gov.

Individuals with valid Missouri teaching certificates who wish to substitute teach in a school district are no longer required by DESE to apply for a substitute certificate. 
This includes individuals who hold an initial professional, career continuous professional, lifetime, student services, administration, provisional, and/or temporary 
certificate. There are restrictions on the number of hours a retired teacher may substitute teach. If, at any time, the educator allows his/her teaching certificate to 
expire, then a substitute certificate would be required. 

To apply for your first Missouri Substitute Certificate, you must submit all of the following items: 

1. ONLINE SUBSTITUTE CERTIFICATE APPLICATION
• You will first need to create a profile in our certification system. Please follow the instructions outlined in the Educator Certification System Help

Guide for the Certification System.
• After you have created a profile in our certification system, find the "applications" link in the menu on the left hand side of the screen to see a list of

application types.
• Choose "Substitute" from the list to create an online application. Complete and submit the application.
• A processing fee of $50 is required. The fee will be paid at the time the application is submitted online. Fees may be paid by credit/debit card or by e­

check.

2. REQUIRED SUPPORTING DOCUMENTATION
• ORIGINAL TRANSCRIPTS from ALL institutions you have attended must be mailed to: Educator Certification, PO Box 480, Jefferson City, MO

65102-0480. Please be sure to include your Social Security number or Educator ID number on all of the transcripts. Acceptable hours must be completed
through a college or university that is regionally accredited through one of the following approved associations: AdvancEd, Higher Learning Commission,
Middle States Association of Colleges and Schools, New England Association of Schools and Colleges, Northwest Commission on Colleges and
Universities, Southern Association of Colleges and Schools, and Western Association of Schools and Colleges. Do not email copies of transcripts. Faxed,
scanned, emailed, or photocopied transcripts will not be accepted. Electronic transcripts will be accepted directly from the National Student Clearinghouse.
Transcripts become the property of the department and cannot be returned.

3. FINGERPRINT/BACKGROUND CHECK
A criminal fingerprint/background clearance must be obtained before a certificate can be issued, Each applicant is required to complete a background
check if he/she is requesting a new certificate or is considered to be a new hire at a school district. If an applicant has previously fingerprinted for DESE, a new
fingerprint clearance will be required if the previous one is over twelve months old.

To Renew a Substitute Certificate that has expired or will expire soon. 

• Log into your profile in the educator certification system.
• Once you are logged in, click on the Substitute Application located in the menu to the left of your profile screen. Complete and submit the application.
• A processing fee of $50 is required. The fee will be paid at the time the application is submitted online. Fees may be paid by credit/debit card or by e-check.
• Transcripts must be submitted if not currently on file with DESE. To determine if your transcripts are currently on file, log into your certification account. Click

on the Education link located in the menu to the left of your profile screen. Transcripts must show that they have been received. Transcripts should be mailed to:
Educator Certification, P.O. Box 480, Jefferson City, MO 65102. Include your Social Security number or Educator ID number on all transcripts.

• A new criminal fingerprint/background clearance will be required if you have not been employed as a substitute teacher during the current school year. If you
have been employed as a substitute teacher, please contact your local school district to request that they verify your experience in their online Substitute
Verification Log prior to the expiration of your substitute certificate.

TO LOG INTO YOUR ONLINE EDUCATOR PROFILE 

To access your certification account (online profile) you must first log into DESE Web Applications with a user ID and password, and then choose the Educator 
Certification System link located on the User Applications page. Your certification account (online profile) provides access to each of the following: 

• Apply for a certificate
• Print out a certificate
• View a certificate or pending application
• View assessment scores
• Check for the receipt of transcripts
• Check fingerprint/background status

Please Note: If you have not logged in to your certification account (online profile) in ovor 12 months, pleaso contact the Office of Data System Management 
at webappsloginassistance@dese.mo.gov or 573-522 3207. 



 

 

SUBSTITUTE TEACHER 

APPLICATION FOR EMPLOYMENT 
 

NAME:___________________________________________________________________________________ 

ADDRESS:  _______________________________________________________________________________ 

PHONE:  _____________________EMAIL ADDRESS: ___________________________________________ 

GRADE LEVELS DESIRED _____________________. DAYS AVAILABLE TO WORK: _______________ 

Are you willing to sub as a paraprofessional (aide)?  YES   NO           

Do you have a Teaching Certificate?  YES   NO        If Yes, do you receive Retirement Benefits?  YES   NO  

Are you currently contributing to PSRS or PEERS for retirement purposes?   YES   NO 

EDUCATION and PROFESSIONAL TRAINING 

Name/Location of High 

School & College 

Date of 

Attendance 

Degree of 

Diploma 

Major & 

Minor 

Subjects 

Sem Hrs in 

Major & 

Minor 

Sem Hrs 

in 

Education 

Total Hrs 

of Credit 

       

       

       

       

       

PREVIOUS EMPLOYMENT 

Name of Company Type of Work 
Length of 

Employment 
Reason for Leaving 

    

    

    

REFERENCES 

Name Address Phone Official Position 

    

    

    
 

I am being considered for employment with the Festus R-VI School District, and do hereby authorize a criminal 

history check on myself and the release of any information obtained from such to the Festus R-VI School 

District. 
 

___________________________________________________       __________________________________ 

   Signature       Date 

 

   (REVISED 10/26/21) 































 

 

Authorization For Direct Deposit 
Step 1:  Your Name and Address 
 
Full Name ____________________________________________________________________________________ 
  Last     First     MI 

 
Address _____________________________________________________________________________________ 
  Number/Street/Apt. #    City   State  Zip Code 
 

Home Phone Number _______________________________________ 
 
Step 2:  Primary Bank Account (Attach a voided check for verification) 
 
Depository Bank Name _________________________________________________________________________ 
 
Address _____________________________________________________________________________________ 
  Number/Street    City   State  Zip Code 

 
Routing Number (see check sample on reverse)  
        Type:    Checking Savings  
 
Account Number (see check sample on reverse) 
 
 
 
Step 3:  Fixed Amount Bank Account (Usage optional)  (Attach a voided check for verification) 
 
Depository Bank Name _________________________________________________________________________ 
 
Address _____________________________________________________________________________________ 
  Number/Street    City   State  Zip Code 

 
Routing Number (see check sample on reverse) 
        Type:    Checking  Savings 
 
Account Number (see check sample on reverse) 
 
 
 
Fixed dollar amount to deposit into this account with each paycheck:  $________________ 
 
I authorize Festus R-6 School District to automatically deposit my paycheck in the bank account(s) listed above.  If necessary, 
Festus R-6 School District may make deductions from my account(s) for any payments credited in error.  I understand that the 
authorization may be rejected or discontinued by Festus R-6 School District at any time.  Any changes to the bank accounts(s) or 
distribution information must be received by Payroll in writing at least 15 days prior to payday.  

 
Signature__________________________________________________________________ Date_______________________ 

•          

                

       

                

  



 

Instructions 
 
You may deposit and divide your paycheck into a maximum of two (2) bank accounts, as follows: 
 
Primary Account:  This account will automatically receive your entire paycheck, less any amount you have directed 
to be deposited in the Fixed Amount Account. 
 
Fix Amount Account:  You may designate a fixed dollar amount to be deposited into this account with each 
paycheck.  This amount will stay the same, even if your paycheck amount changes.  Usage of this account is 
optional. 
 
Example:  Suppose your paycheck is $500 and you usually deposit it in your checking account.  You decide that you 
want to take $50 out of each paycheck and deposit it into a savings account.  For direct deposit, you would indicate 
that $50 is to be deposited into the Fixed Amount Account. The remainder, or $450, would be automatically 
deposited into the Primary (checking) account. 
 
 

Sample Check 
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