BAY DISTRICT SUBSTITUTES
Note:  Charter School only substitute applicants apply at the Charter Schools only
Our fiscal year begins July 1st and ends June 30th.  All substitute accounts are inactivated on July 1st and reactivated when you return to HR to renew your account.  If you are a new sub, please wait until after July 1st to have your fingerprints taken (see below).
All substitute teachers AND substitute paras must be at least 18 years of age, have a minimum of a standard high school diploma or GED. You must have the actual document for us to copy.  All substitutes must pass a Level II Background check via fingerprinting by Bay District Schools, Safety and Security Office, but don’t have these made until you have access to the aforementioned paperwork.  The cost of these fingerprints is $75, payable by check, money order or charge card only.  In order to substitute teach in a high school, you must have  graduated from high school at least four years ago, although you may substitute as a para at high schools.  The pay is the same for a high school diploma (GED) to Bachelor’s Degree, $10 an hour.  If you give us an Official Master’s Degree transcript your pay will be $12 an hour.
1. Fingerprints are only accepted when completed at 1140 W 17th Street, Building #2 (Safety and Security with BDS). Their hours are 7:00-4:30 Monday - Thursday in the summer months and 7:30-4:00 Monday - Friday  during the school year.   After being fingerprinted, check for background clearance at: https://webapps.bayschools.net/fingerprint/.
2.  Once you confirm your prints have been cleared, bring your proof of education to the Nelson Building, Human Resources, 1311 Balboa Ave, Panama City, Florida, for us to copy for our records.  You will be given the substitute application package to take and complete or complete here as long as you have the additional required I-9 documents (a valid passport OR valid driver’s license AND social security card or your birth certificate) and proof of your banking account number and routing number since direct deposit is mandatory.  
3.  Return completed substitute application to the Nelson Building room . Partially completed packages cannot be turned in.   If you do not have a valid Florida Teacher’s Certificate to present with your substitute package, you will be required to complete the Substitute Teacher Training Class and that date will be assigned to you at this time.  Everyone who has reached this point is requested to start substituting as a substitute paraprofessional when called upon.  You will be given a form to take to the fingerprint office so they can issue you a “substitute support” badge until the substitute teacher class has been completed.  If you only wish to substitute as a paraprofessional (assistant to the teacher), you will not need to attend the substitute teacher class.  Substitute paras earn $9.98 per hour.  You will need to call April at 850-767-4230 @ 6.am. to see which schools need a sub para for that day.
4.  If you are planning to substitute as a teacher, we recommend you drive the route to the substitute training class as soon as you are handed your assignment date/directions.  That class starts promptly at 8  a.m. and the doors will be locked at 8 a.m. If you are locked out you will need to call 767-4230 to be rescheduled for another class.  No exceptions.   After completing this 6 hour class (with a lunch break), you will be given your ID badge as a sub teacher.   Thank you and we look forward to working with you!
