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SUBSTITUTE TEACHING CERTIFICATE INFO 

 

A prospective sub must have completed 60 college credits. 

 

They must be officially hired (that is, approved by the Board of Education) by NHRHS before applying 

for a certificate.  To do this: 

 Complete the NHRHS application form 

 Interview with Principal 

 

Fingerprints must be processed first as a copy of the approval has to go along with the sub application.  

The cost for this is currently $62.69 and $11.00 for processing.  Payments and appointments for 

fingerprints are all done online.  The Criminal History Review Unit no longer mails out approval letters.  

Approximately two weeks after fingerprinting, you will be able to view online and print your “Applicant 

Approval Employment History”. 

 

To apply for a sub certificate, the completed Bergen County sub application, a $125.00 certified check or 

money order, a notarized Oath of Allegiance form, a copy of the Applicant Approval Employment 

History and an official college transcript are sent by the school district to the BERGEN County 

Department of Education. 

The sub certificate is sent to the school district in about 3-4 weeks and they must forward it to the 

substitute.  The certificate is valid for five (5) years and may be used in any school in Bergen County. 

 

The last requirements are: 

 Mantoux (TB) test which can be administered by a private physician or proof of one less than six 

(6) months old 

 ID required for the I-9 form (passport OR driver’s license + social security card) 

 

If the applicant already has a substitute or teaching certificate, they have only to complete the NHRHS 

application form, meet with the Principal, be approved by the Board of Education and provide the 

following documents: 

 Sub certificate / teaching certificate 

 Applicant Approval Employment History  

 Proof of a Mantoux test 

 ID required for the I-9 form. 

 

If the criminal history approval letter is not for Northern Highlands, then the fingerprints can be archived 

and a new approval letter generated for Northern Highlands.  The cost for archiving prints is $27.50, 

which includes the $1 administrative fee, and the process does not require an appointment. 

A substitute or bus driver with criminal history approval for another district can transfer that approval for 

a $6.00 fee.  This is not sufficient to obtain a substitute certificate if you don’t already have one.   
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