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CLICK HERE to view
the tutorial video.

How to Apply for a Substitute License

Handheld devices, tablets and Macs are not compatible with our system.
Please make sure you are using a desktop or laptop computer for the most optimal experience.


https://www.youtube.com/watch?v=o6PEthLjpa8
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SUB - Substitute Application

Important: You are not required to hold a substitute teaching license to work as a substitute teacher if you already hold a valid, registered Illinois educator
license and have eamned a bachelor's degree or higher.

Please answer the following required questions of the Criminal History Disclosure Statement.

Yes Mo Have you ever had a professional license of any kind or a license or certificate (teaching, administrative, school support, formally denied
suspended, or revoked in lllinois or any other state?
Yes Mo Have you ever been convicted of a felony in lllinois or any other state, or are you subject to pending criminal charges for a felony in liinois or
any other state? (You are not obligated to disclose expunged records of @ con
ISBE for further ir 7 to accurat: t formation may resui
Have you ever been convicted of any sex, narcotic, or drug offense in lllinois or any other state, or are you subject to pending criminal charges
for any sex, 0
xpunged records of @ conviction :
1 is information may result in app! fori re sanction,)
Hawe you failed to (a)file an lllinais tax retum, (bjpay the interest, penalty, or tax shown on an lllinois filed return, o
of interest, penalty, or tax as required by law and administered by the lilinois Department of Revenue which was not subsequently resolved to
the Department'’s satisfaction?
Have you ever been indicated as a perpetrator of child abuse or neglect by a state agency responsible for child welfare?
't ¢ You t an. Yes” was removed from the State Central register due to expiration of the retention
period, but you may an h G ling was reversed on appeal)
Are you currentiy more rder?
Ng, | am ner more than ot s iy i under penalty of pert informarion is tue and
sorrect | understand E E o iy n and that making o false statement with regard to
ng with a child suppor order

‘ Yes I certify, under penalty of loss of my right to teach or work in the schools of lllinois, the answers to these questions are true and
correct in every respect.

Answer each of the background questions as they apply to you. The last question must be
answered “Yes” as this verifies you have answered the background questions truthfully.
When finished, click “Next.”
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SUB - Substitute Application

o

Legal Questions

Degree

& Please select the highest degree that you hold.

Bachelor's
Master's
Doctorate

90 semester hours and enrollment in
an educator preparation program

none of the above

Select the highest degree that you hold and click “Next.”
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Paraprofessional Application

Legal Questions Qualifications Transcripts

Enter Transcript Information

Illincis State Up#Ersity, lllincis

effland Community College, lllinois

Enter Transcript Information

Please select the country, state, name and degree (f applicable) for the institution from which you will be
sending official transcripts.

If you have transcripts already on file, they will be listed on this page. You can click “Next” at this point.
However, if you do not have any transcripts on file, you will need to add the transcript information on this screen.
Click on “Enter Transcript Information” and enter your institution’s information then click “Add.”

Click “Next” when finished.
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SUB - Substitute Application

(o & (O @

Legal Questions Degree Transcripts Submit Payment

Please review the information below. Once you have reviewed the information, click “Submit Payment.” By
clicking "Submit Payment,” you are electronically signing this application and authorizing the Illinois State
Board of Education (ISBE) to charge your credit card for the listed application amount. Refund requests
can only be considered for applications that are still in Pending status AND the request is received
within 7 days of the application date. ISBE form 95-10 must be used to request a refund.

MName

Birth Date

Amount

License SUB - Substitute Teaching License

If the required degree or higher is on file when this application is submitted, your license will automatically
1ssue,

Once you click “Submit Payment” you will be redirected to a payment processing page. Once your payment
information has besn entered, you will be redirected back to this page to complete the application process.
Do NOT close this window until you receive your confirmation.

d by NCR Corporation, a thir

Submit Payment

Click “Submit Payment” after you review the information on this screen.
You will enter your debit, credit, or prepaid card information on the next screen.
If you're using a prepaid card, ensure that the card balance covers both the application fee and the processing fee.
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Print this page for your records

You have successfullv applied for a Substitute License (SUB).

All materials should be sent to

lliinois State Board of Education
Educator Licensure Department
100 North First Street, E-240
Springfield, lllinois 62777-0001

R

Your local Region Office of Education (ROE)
Find your local ROE here.

Your application will not be evaluated until all required supplemental documents (e.g. transcripts, forms)
have been received. Visit www.isbe.net/Pages/Educator-Licensure-Requirements to view requirements for your
application.

To check the status of this application, please sign into your ELIS account and click My Credentiais.

Once the review is complete, you will receive an e-mail indicating your status. All evaluations are valid for two fiscal
years.

o JEE

You can print this page for your records after you complete the application process. If you have a bachelor’s degree
or higher already on file, the license will auto-issue. Otherwise, a state evaluator will review your application.
Upon issuance, you will need to register your license to make it valid for employment.
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Have questions about licensure?
ILLINOIS Contact your nearest Regional Office of Education or Intermediate Service Center.

STATE BOARD OF Visit our ISBE License Renewal page for additional information regarding renewal requirements.
EDUCATION



https://www.isbe.net/Pages/contact-licensure.aspx
https://www.isbe.net/Pages/Educator-Renewal.aspx

