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BECOME A SUBSTITUTE TEACHER IN DEKALB COUNTY 
 
You may enroll as a SUBSTITUTE TEACHER in DeKalb County if you hold: 

• a valid Illinois Professional Educator License (PEL) or 
• any valid Illinois educator license that was issued based on a Bachelor’s Degree in any area 

To be valid for substitute teaching in DeKalb County, an Illinois educator license must be registered in 
DeKalb Region 16. 
 
If you already hold an Illinois Educator License backed by a Bachelor’s Degree please follow this 
enrollment procedure: 
 
Enroll as a Substitute Teacher in DeKalb County 

1. Complete the forms in the DeKalb County Substitute Teacher Packet (available at the ROE or 
online at www.dekalbcounty.org/ROE), including the Physician’s Statement of Good Health and 
results of a TB Test. 

2. Make an appointment at the DeKalb ROE for a fingerprint-based criminal background check 
($58.00 cash, check, Visa, MasterCard, or Discover). 

3. While at the ROE, read the booklet and complete the brief quiz on Bloodborne Pathogens. 
 
 
If you do not hold an Illinois Educator License that was issued on a Bachelor’s Degree please follow this 
procedure: 
 
Set Up an ELIS (Educator Licensure Information System) Account   
If you already have an ELIS account proceed to the next section.  Do not set up a duplicate ELIS account.  

1. Go to the Illinois State Board of Education website at www.isbe.net.   
2. Click Login to ELIS. Located under the blue bar on the upper left side. 
3. Select Login to Your ELIS Account from the Educator Access box. 
4. Select Sign Up Now from the menu on the left. 

a. If you have an ELIS account, but never signed in (you do not have a Login Name or 
Password), select Click Here for First Time Access to the ELIS System. 

5. Enter the information requested.  All red arrows indicate required information.  Record your 
Login Name and Password in a safe place for future reference and login purposes. 

6. You will be congratulated on creating your new account. 
7. Click Continue.  This will launch ELIS and take you to your personalized home page.  

 
 
 
 

http://www.dekalbcounty.org/ROE
https://dekalbcounty.org/wp-content/uploads/2019/01/roe-sub-packet.pdf
http://www.isbe.net/
http://www.isbe.net/


Apply for a Substitute Teaching License (SUB) 
1. Go to the Illinois State Board of Education website at www.isbe.net.  Select the Teachers link. 
2. Select the blue box Login to ELIS. 
3. Under What Do You Want To Do? select Apply for Substitute License (SUB). 
4. Follow the Application Wizard, including payment of the $50.00 application fee and small 

processing fee.  Fees can only be paid online using a credit card. 
5. Provide to the ROE an official transcript that has your degree posted on it.  The transcript must 

be in a sealed envelope from the college or university or sent electronically from the university 
to the ROE. 
 

Register Your License  
1. Once your license is issued you must register the license to make it valid for employment.  
2. Go to the Illinois State Board of Education website at www.isbe.net.  Select the Teachers link. 
3. Select the blue box Login to ELIS. 
4. In the Action Center on your home page, select Registrations.  You may also see a 1* and a 

yellow triangle next to Registrations. Follow the screens, entering the information requested. 
5. Select the region(s) in which to register your license.  DeKalb County is Region 16.  You may 

register your license in more than one region, but it must be registered in the region(s) in which 
you work. 

6. Pay your $60.00 registration fee (good for the remainder of the first fiscal year of licensure plus 
five additional fiscal years) and a small processing fee.  Fees can only be paid online using a valid 
credit card. 

7. You will receive confirmation that your license has been registered successfully. Click Finish. 
 
You will also need to Enroll as a Substitute Teacher in DeKalb County as described above. 
 
 
 

REIMBURSEMENT FOR SUBSTITUTE LICENSE FEE 

If a SUB License was issued after July 1, 2017 AND the educator has worked more than 
ten (10) full school days within a year of receiving that license, a request for a refund of 
the license fee may be submitted to the Illinois State Board of Education.   

Please contact the school district(s) in which you completed the ten full days to begin 
the refund process. 

 

DON’T HAVE A BACHELOR’S DEGREE? 

If you have at last 60 semester hours of college coursework or an Associate’s Degree, you may still 
be able to substitute teach under the new Short-Term Substitute Teaching License. 

Please contact Tessa Acker at the DeKalb County Regional Office of Education for more 
information. 

http://www.isbe.net/
http://www.isbe.net/
http://www.isbe.net/
http://www.isbe.net/


 

DeKalb County 2022-2023 Substitute Teacher Salary  
               *Updated as of 6/22/2022; Subject to change.  

Genoa-Kingston #424  $110.00 daily or $135.00 daily after 15 consecutive days in same assignment  

Indian Creek #425  $125.00 daily or $212.32 after 20 consecutive days in same assignment 
Hiawatha #426  $95.00 daily or $120.00 after 15 consecutive days in same assignment 

Sycamore #427             $110.00 daily or $150 after 10 consecutive days in same assignment 

DeKalb #428    $130.00 daily or $155 after 15 consecutive days paid retroactively to 1st day.  
Hinckley-Big Rock #429 $115 daily or $125 after 15 non-consecutive days in the same school year. 

$211.30 daily after 15 consecutive days for long term sub assignment. 
Sandwich #430  $120.00 daily or $130 daily after 15 consecutive days or $220 daily after 25 

consecutive days.  
Somonauk #432  $106.00 daily or $150 per day after 5 days 
I.V.V.C.  $100.00 daily / $50.00 half day  
St. Mary - Sycamore   $95.00 daily  
St. Mary – DeKalb  $90.00 daily  
KEC  $95.00 daily for Restart or $120.00 after 10 consecutive days in same 

assignment; $35.00 per session for CTE  (Hours are 8:30am-2:15pm) 
  
 
  

         DeKalb County 2022-2023 Substitute Para Pro/Aide Salary  
Genoa-Kingston #424    $12.00 hourly/$13.00 hourly extra duty  
Indian Creek #425     $94.25 daily  

Hiawatha #426      $11.00 hourly  

Sycamore #427      $84.50 daily  

DeKalb #428        $12.00 hourly or $90.00 daily/$45 ½ day 

Hinckley-Big Rock #429    $90.00 daily or $100 after 15 non-consecutive days per school year. 

Sandwich #430      $12.00 hourly  

Somonauk #432      $100.00 daily  

IVVC        $12.00 - $16.00 hourly  

St. Mary (Sycamore)    $75.00 daily  

St. Mary (DeKalb)     $12.50 hourly  
  
             Amanda Christensen, DeKalb County Regional Superintendent  
             2500 N. Annie Glidden Rd., DeKalb IL 60115   (815) 217-0460    www.dekalbcounty.org/ROE       
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DeKalb County Substitute Teacher 
 
____________________________________________________  _______________________________________  _____________ 
Last Name First Name   Middle Name 
 
____________________________________________________ _______________________________ ______  _______________ 
Address City State      Zip Code 
 
____________________________________________________ _______________________________ ______________________  
Phone Number Social Security # Date of Birth (mm/dd/yyyy) 
 
__________________________________________________________________________________________________________  
Email Address IEIN # 

IN WHICH SCHOOL DISTRICTS WOULD YOU LIKE TO SUBSTITUTE?  
(Your name and contact information will be sent to the districts that are checked) 
 

 Genoa-Kingston #424  Hinckley-Big Rock #429  Cornerstone 
 Indian Creek #425  Sandwich #430  St Mary (DeKalb) 
 Hiawatha #426  Somonauk # 432  St Mary (Sycamore) 
 Sycamore #427  KEC 
 DeKalb #428  IVVC                      

 

ARE YOU A RETIRED TEACHER? O NO O YES 
 
ALL SUBS MUST: 

 Have a negative TB result and a physician’s statement of good health obtained within the past 90 days. 
 Provide all OFFICIAL college or university transcripts in a sealed envelope or sent electronically directly from the 

college or university.  
 Hold an Illinois Educator License, backed by a Bachelor’s degree, which must be registered in Region 16 for the 

current academic year. 
 Complete the following forms: State of Illinois and FBI Criminal Background check, I-9 employment verification (by 

presenting appropriate documentation), read/sign the Check of Sex Offender and Violent Offender/Child Murderer 
Database form, and the TRS enrollment and beneficiaries form. 

 Complete the online DCFS Mandated Reporter Training.  Present certificate of completion and signed 
acknowledgement form. 

 Read the booklet and pass a quiz on “Bloodborne Pathogens For School Staff.” 

 Contact the Regional Office of Education before the beginning of each school year to be enrolled and included on 
the Substitute Calling List.  

 
NOTES: (Is there anything special you would like the districts to know?) 
 
 

 
 

Office Checklist (for office use only)     
         
_____Transcripts or ELIS Images     _____ Bloodborne Pathogens Quiz  
_____I-9 Eligibility Verification     _____ Physicians Statement 
_____TRS Membership & Beneficiary Form   _____ TB Clearance 
_____DCFS Mandated Reporter Form 
_____DCFS Mandated Reporter Certificate     
_____Check of Sex Offender & Violent Offender Child Murderer Databases Form 
 
____/____/____ Date Background Check Submitted 
____/____/____ Date of ISP Fingerprint Report 
____/____/____ Date of FBI Fingerprint Report 
____/____/____ Date of ISP Sex Offender & Child Murdered/Violent Offender Verification 
 
 
License expires June 30, 20________Type of License ______________________ Registered in Region 16 ______  

ELIS ______   Mail TRS ______ ROE Database______ Scan ________Date Sent________  
 
 

*Substitute will be paid by the individual school 
districts 
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