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Step 1 

MEET EDUCATION REQUIREMENTS FOR THE TEMPORARY SUBSTITUTE LICENSE.
You must meet your employing Ohio school or district’s education requirements for this license. Please contact the school or 
district’s superintendent or human resources director for requirements. 

Step 2 

CONTACT A SCHOOL OR DISTRICT. 
DO NOT apply for this license through the Department’s online system until you have completed the following or your application 
will be declined. You must:

• Complete the employment process at the Ohio school or district for which you are interested in serving as a substitute
teacher; and

• Notify the employing organization and request the employer’s IRN to use in the online application. The organization’s
e-signer must approve the license application. Record the IRN for use with the online application here:

Step 3 

COMPLETE BACKGROUND CHECKS.
You must have current background checks on file with the Department. Please see the Background Check FAQs webpage for 
more information.

Step 4 

COMPLETE AND SUBMIT YOUR ONLINE APPLICATION.
• Access your OH|ID account (you will need to create an OH|ID account if you do not already have one).
• Click Educator Licensure and Records (CORE).
• Complete and submit the online Temporary Substitute License – 1 Year (Non-Bachelor’s) application from your

CORE Dashboard.
• See the CORE User Manual for complete instructions.

Temporary Non-Bachelor’s Substitute License Application Checklist

This checklist is a resource for candidates to use when applying for an Ohio 1 Year Temporary (Non-Bachelor’s)

Substitute Teaching License. This nonrenewable license is available for the 2022-2023 and 2023-2024 school years only.

Additional information is available on the Ohio Department of Education’s Substitute License webpage.

Please Note:  All  substitute employment and credentialing applications 
should be initially directed to the Miami County ESC. Educational 
Service Staff members will guide candidates through the process. 

http://education.ohio.gov/Topics/Teaching/Licensure/Additional-Information/Background-Check-FAQs
https://ohid.ohio.gov/wps/portal/gov/ohid/login/
http://education.ohio.gov/Topics/Department-of-Education-OH-ID-Portal-Help
http://education.ohio.gov/getattachment/Topics/Teaching/Licensure/Audiences/Substitute-Licensure/CORE-User-Manual.pdf.aspx?lang=en-US
https://education.ohio.gov/Topics/Teaching/Licensure/Audiences/Substitute-Licensure
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Thank you for your interest in becoming a substitute teacher and/or aide in Miami 
County!  This packet will allow you to substitute teach in the following school 
districts:  Covington, Bethel, Newton, Milton, Miami East, Piqua and the Miami 
County Educational Service Center.   If you are interested in substitute teaching 
for Troy or Tipp City, you will need to contact their board offices directly.  This 
packet also includes substituting as an educational aide in our special education 
units.  

Please print and complete all forms that are included with this link.  If you do not 
have a current licensure with the Ohio Department of Education, you will need to 
create an OH/ID portal account at www.ode.state.oh.us    Make sure you write 
down your login and password that you create, you will need this to access your 
account later to apply for your licensure.  Do not apply for your licensure yet, just 
create your OH/ID account.  

Official college transcripts showing at least a Bachelor’s degree are required to be 
a substitute teacher.  Those transcripts can be sent directly to us from the college 
or university or you can bring them in at the time of your appointment.  Your 
official transcripts will also need to be uploaded to your OH/ID portal on the Ohio 
Department of Education’s website. (You must also contact the ESC if you intend 
to apply for the Ohio 1-year Temporary Non-Bachelor's Substitute Teaching 
License.)

BCI and FBI fingerprinting is required to be added to the list.  Fingerprinting can 
be done at the time of your appointment. You will need to bring driver’s license 
and social security card.  The BCI is $30, the FBI is $35 for a total of $65 (cash 
only).  

Substitutes are approved at our monthly board meetings which are held on the 
third Monday.  The deadline for completed paperwork is the Tuesday before that.  

Once you have completed all of the paperwork, please call Brooke Albritton at 
937/339-5100 ext. 1330 or Amy Reames at 937-339-5100 ext. 1343 to schedule 
your appointment. 

http://www.ode.state.oh.us/
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