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How to Use this Guide 
 

We are excited that you are interested in applying to the Substitute to Teacher Pathway 

Program in the Office of Teacher Recruitment and Quality. This inaugural program is designed 

to leverage the expertise and experience you have gained as a substitute in District 75 to propel 

your professional growth. This guide serves to do 3 things: 

  

·      Provide you with information about the application and selection process for the Substitute 

to Teacher Program 

·      Share information about our program’s training model and timelines for beginning the 

clinical experience as well as graduate coursework 

·      Answer frequently asked questions about our program 

  

We hope that you find the information in the guide useful, and our office looks forward to 

receiving your application in the coming days. Much of the information in this guide can be 

found through our Online Support Center linked here. We encourage you to explore the articles 

as well as reach out to us through this page. 

  

Sincerely, 

The Office of Teacher Recruitment and Quality 

 

 

 

 
  

https://nycsubtoteacher.zendesk.com/hc/en-us
https://nycsubtoteacher.zendesk.com/hc/en-us
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This Guide is not and shall not be implied or construed to constitute a legally binding contract or contain any 
contractual or legal commitment or promise of any kind. The Office of Teacher Recruitment and Quality reserves the 
right to change, amend, or revoke any information contained herein, without advance notice. Participants in an Office 
of Teacher Recruitment and Quality alternative certification program can cease participation in the program at any 
time for any reason and can likewise be dismissed from the program at any time for any reason not prohibited by 
statute. Nothing herein shall be considered a promise of continued enrollment in the program, nor an offer of new or 
continued employment with any school district. The Substitute to Teacher PST Guide and enrollment survey will 
provide additional information about your program participation and should be consulted in combination with this 
Guide. 
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Eligibility  

In order to be eligible to apply to the NYC Sub to Teacher program, you must meet the 
following requirements:  

• Received an invitation to apply from the Office of Teacher Recruitment and Quality  
• Bachelor’s degree completed by February 2021   
• Minimum undergraduate GPA of 3.0*   
• Work authorization documents confirming ability to work in the United States through 

July 2023  
• Fluent in written and spoken English   
• Never been certified to teach or completed a degree program that would lead to teacher 

certification in the U.S. or Puerto Rico   

*GPA minimum is required by our university partners, as per NY state regulations. If you have 
an undergraduate final cumulative GPA of 2.5 to 2.99, you are eligible to apply but will be 
required to write a GPA statement providing more information about your academic 
background.  Applicants with a bachelor’s GPA of below 2.5 will not be admitted to the program.  
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Selection Process 
 

Application Timeline and Process 

All eligible and interested candidates must submit their application by 11:59PM on January 

24th, 2021 to be considered for the Substitute to Teacher Pathway Program.  

All invited candidates should have received an email from our application system, 
TeacherTrack, confirming that an account has been created for you. The message will be titled 
"Login instructions to the NYC Sub to Teacher Application System".  
 
If you are interested in applying to the NYC Sub to Teacher program, please login to your 
account using the login information provided in your email and complete and submit your 
application.  
 
This is a unique pilot program, and we are only accepting applications from invited 
candidates.  
 

Interview Timeline  

Due to the short application and interview timeline, we strive to be as transparent as possible 

with candidates so that you may have ample time to adequately prepare for your interview 

should you be selected to move forward. Our team will be reviewing applications on a rolling 

basis through the January 24, 2021 deadline and preparing to conduct virtual interviews shortly 

thereafter. Note that if you are selected to move forward to an interview, you will likely need 4-5 

hours of preparation time in advance of interviewing with our team. We anticipate that there will 

be a finite number of dates and times available for you to interview (all will be after school 

hours) so ask that you are flexible if you are selected to move forward to the interview portion of 

the application process. 

 

  

 

  

Application Deadline:

January 24, 2021

Candidates receive 
notifications regarding 
moving forward in the 
process: January 17-

February 1

Virtual Interviews 
conducted from: 

January 19-

February 7

Candidates notified of 
final decisions: 

February 15

Candidates who are 
selected to enter the 
Substitute to Teacher 

Program begin 
training on February 

22, 2020 

https://nycteachingcollaborative.teachertrack2.org/
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Our Training Model 
Our training is comprised of three key components: Skill Building Sessions, the Teaching 

Academy Experience, and University coursework. Each provides a unique network of skills, 

knowledge, and support for candidates during training and beyond. Below we describe each 

component briefly, and on the following pages each is described in greater detail.  

 

 

 

 

 

 

 
 

 

 
 

Substitute 
Teacher

Skill 
Building 
Sessions

Field 
Experience

University 
Coursework

Skill-Building Sessions 
At these sessions, Substitutes in Training (SITs) will develop their teaching practice through observing teaching 
demonstrations, practicing teaching techniques, and designing standards-aligned lessons. These sessions are 
scheduled to occur after the school day and will most likely occur virtually. Note that these sessions take place 
after school from 4:00 PM- 6:00 PM and are usually on Tuesdays and Wednesdays.  
 

University Coursework (Schedule is 
determined by the Substitute in Training 
partner universities for the duration of 
the Substitute in Teacher’s graduate 
program experience which is typically 
two-three years) 
During this time, Substitutes in Training 
will participate in master’s degree 
coursework at their assigned university 
with other Substitutes in Training 
teaching in the same certification 
area.  University coursework serves to 
round out the baseline content 
Substitutes in Training will have learned 
in Skill Building Sessions. Substitutes in 
Training will not begin university 
coursework until summer of 2021.  
 

Field Experience (~40 hours a 
week) 
With the support of a 
Collaborative Coach, Substitutes 
in Training will assume classroom 
responsibilities and engage in an 
instructional coaching cycle that 
will help lay the groundwork for 
them to grow into effective 
teachers from February 22, 2021 
through June 11, 2021. 
Substitutes in Training will work in 
their Collaborative Coach’s 
classroom for 2 days a week, and 
substitute teach for up to 3 days a 
week. 
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Skill Building Sessions 
Skill Building Sessions are designed to supplement the support Substitutes in Training receive 

from their Coach and provide Substitutes in Training with the basic skills they will need to be 

successful in your own classroom come September.   

Skill Building Sessions are designed to complement the work that Substitutes in Training do in 

their schools. Skill Building Sessions will run in the evening, typically from 4:00 PM- 6:00 PM 

and can be thought of as equivalent to taking one college course.  

By the end of Skill Building Sessions, Substitutes in Training will be equipped to:  
 

• Build a collaborative, equitable, and student-centered classroom culture. 
• Consistently implement positive and culturally responsive behavior interventions. 
• Successfully apply the tenets of culturally responsive teaching to curriculum planning, 

instructional strategies, and classroom management. 
• Plan rigorous and engaging instructional materials with a constant lens on differentiation 

and culturally responsive pedagogy. 
• Skillfully collect and use formative data to inform and revise instruction on a daily basis. 
• Adopt and utilize data-based reflective practices in order to continuously grow in their 

teaching practice. 
 
The course objectives of skill building sessions are aligned to the New York City Department of 

Education’s Criteria for New Teacher Readiness, the New York City Department of Education’s 

vision for teacher preparation that is directly aligned to the needs and demands of New York 

City students, schools, and school leaders, and the New York State Teaching Standards. 

 

 

 

 

  

https://view.publitas.com/nycdoe-1/the-criteria-for-new-teacher-readiness/page/1
http://www.nysed.gov/curriculum-instruction
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The NYC Substitute in Training Experience  
Substitutes in Training will have the opportunity to train in New York City Department of 

Education classrooms, receiving coaching and feedback from school staff.  

Substitutes in Training will:  

• Train for two days a week at a District 75 school that has a high need for per-diem 

substitutes from February 22, 2021 through June 11, 2021.  

• Work as a per-diem substitute a minimum of two days a week at a District 75 school 

from February 22, 2021 through June 11, 2021.  

• Substitute teach at the same District 75 school for a minimum of two days a week from 

February 22, 2021 through June 11, 2021 

• In addition to the per diem substitute income candidates receive, Substitutes in Training 

will also receive a stipend of $500.00 per month (totaling $2,000.00) contingent on their 

continued enrollment and good standing in the Substitute to Teacher Pipeline program.  

Where will Substitutes in Training be teaching and what is the role of a Collaborative 

Coach?   

For the two days a week that Substitutes are training at a District 75 school, they will teach in 

the classroom of a Collaborative Coach. Coaches act as model teachers for candidates. 

Candidates can observe and learn from their coach throughout training.  Coaches develop their 

candidates in many different ways to meet their diverse learning styles. Coaches in partnership 

with other staff members:   

• Engage in regular coaching or debrief conversations that inform and expedite the growth 

of candidates.  

• Provide active mid-lesson coaching, such as modeling a technique in the classroom or 

recommending use of a skill.  

• Support candidates in learning how to receive feedback and implement it immediately in 

a lesson. Reflection is an integral part of your growth and development as a teacher.  

• Engage candidates in reflecting on student learning in their lessons.  

• Empower candidates to self-identify areas for development.  

Design and execute the planned next steps alongside a teacher candidate. These steps may 

include additional active coaching in your classroom or further coaching conversations. 
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How will I be placed in a Clinical Experience?  

If you are admitted to train through the Substitute to Teacher program, our 

Training Team will assign you to a Clinical Preparation Site. Our training team 

will strive to make Clinical Preparation Placements that are accessible to your 

home (approximately a 90-minute commute by either public transportation or 

car).  

Please see the map for the main site of the District 75 schools we are most likely 

to be placing Substitutes in Training (note that District 75 schools often have 

multiple locations and the exact sites will be determined by collaborative coach 

location. 

When possible, our training team try to place substitutes 

in training at District 75 schools where they have 

previously subbed this year, however, we ask for 

substitutes’ utmost flexibility with regard to their training 

placement given the number of factors that must align to 

make training possible.  

 

“You are stepping into the lives of students who seek 

inspiration and affirmation.  Think back to that teacher 

that made a difference in your life and realize that you 

now have an opportunity to be that person for your future 

students (Julian, Students with Disabilities Teacher 

Grades 1-6 ) 

Who will train me?  

Substitutes in Training will be trained by an NYC DOE 

teacher who has expressed interest in coaching a substitute teacher from February through 

June. Coaches and Substitutes in Training are informed of and adhere to a training plan. This 

plan clarifies what responsibilities the Substitute in Training will need to take on in the beginning 

while the coach provides their lesson plans for teacher candidate to teach from. As the days 

pass, the Substitute in Training will assume more control of the lesson and moves from using 

their coach’s lessons to writing their own lessons. 

“Just seeing how relationships and bonding with students was so important to them. I think 

that's why I wake up every morning to push myself to be better, to help students find that light 

that they have within themselves to help students just realize that, "You're smart. You're not 

invisible. I see every single one of you in this class and your voice matters (Sakena, Students 

with Disabilities Teacher Grades 7-12)   
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How Do These Pieces Fit Together?  
 

Below please find a sample schedule. Note that the dates and times of university coursework 

and skill building sessions are variable for every individual substitute based on their assigned 

subject area and university.  Note: typically, skill building sessions occur two times per week 

from 4:00 or 4:30 PM until 6:00 or 6:30 PM on Tuesdays and Wednesdays, however the exact 

days and times are yet to be determined. 
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University Coursework  

The university where Substitutes in Training will 

study will work diligently to ensure that candidates 

receive the quality preparation they need as they 

pursue their master’s degree and their NY State 

Certification.  Substitutes in Training will be assigned 

to a university based on their subject area and it will 

be their university for the duration of the program, 

typically two years.  The university will also assign 

Substitutes in Training a Field Consultant who will 

regularly observe, support and provide you with 

feedback once you begin teaching full-time. 

Previously, our alternative certification university partners included: Brooklyn College, City 

College, Hunter College, Lehman College, Long Island University, Pace University, and Relay 

Graduate School. We will share our universities for this year’s program once confirmed. Each 

university will have its own restrictions about geographic locations where candidates can accept 

full time positions. Each university will evaluate Substitute to Teacher candidates transcripts as 

part of their admissions process to be sure that all substitutes have the required courses for 

New York State certification known as the general core. Universities give candidates guidance 

on the most time and cost effective ways to make up missing coursework over the course of 

their master’s degree. The vast majority of candidates will need to make up one or more 

courses to fulfill the general core.  

Beyond Training: Job Search Support  
Substitute to Teacher candidates will have the opportunity to find a position at a District 75 
school that is a good fit for them and a place where they can grow and develop in their careers. 
Candidates are not assigned to schools by the Office of Teacher Recruitment and Quality; they 
are instead hired through a process of mutual consent, meaning that both the principal and 
teacher candidate agree to the hiring decision. This process facilitates successful matches for 
both schools and teachers and is a major reason why many alternative certification candidates 
are still teaching in New York City public schools after three years. We will help you navigate the 
job search process by connecting you with resources that are outlined in greater detail in the 
article linked below. While admission to our program does not guarantee a teaching 
position, the vast majority of alternative certification candidates that enter the NYC DOE 
through the Office of Teacher Recruitment and Quality programs secure employment 
prior to the first day of school.  
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Your Pathway to New York State Teacher Certification  
 

Certification and New York State 

Required Exams 
In addition to helping Substitute to Teacher 

candidates develop the skills they need to help 

students grow, the Office of the Teacher 

Recruitment and Quality supports candidates in 

earning the certification needed to launch their 

teaching careers. As alternative certification 

teachers, candidates receive an entry-level 

certificate, known as a Transitional B certificate, 

while completing their master’s degrees. This 

certificate is valid for up to three years 

contingent on a candidate’s good standing with 

the program. Upon completion of the master’s 

degree and additional state requirements, 

candidates must apply for an Initial Certificate to 

continue their careers as teachers. In order to be 

eligible for a Transitional B Certificate, all 

teacher candidates must pass both their Content 

Specialty Test(s) and the Educating All Students 

New York State certification exams.  

 

Preparing for Certification Exams and 

Testing Timeline 
Our students deserve the very best and 

brightest educators. New York State’s 

certification exams set a high bar for success. If 

admitted to the Substitute to Teacher program, 

teacher candidates are encouraged to begin 

studying to ensure that they are able to receive 

and start teaching under a Transitional B 

certification in September, as such they must 

have passing scores for all required 

certifications exams by September 29, 2021. 

To the right please find a flow chart that depicts 

major coursework, testing, and certification 

milestones in the Substitute to Teacher program.  

SPRING 
2021

• Register and take the GRE

• Register and take the EAS and CST

• Clear the NYC DOE Fingerprinting Process (if you 
have not already)

• Attend your Field Experience Site and receive 
coaching from your collaborative coach

SUMMER 
2021

• Master’s Coursework (beginning in Summer of 
2021 *Note that this can be as early as May) 

• If needed, make a second attempt at New York 
State Certification Exams (passing score required 
by September 29, 2021) 

SCHOOL 
YEAR 1 

• Apply for your Transitional B Certificate

• Begin teaching in your own classroom

• Master’s Coursework & Field Consulting with 
support from your university

SCHOOL 
YEAR 2

• Master’s Coursework & Field Consulting

SCHOOL 
YEAR 3

• Complete Master’s Coursework

http://www.highered.nysed.gov/tcert/certificate/typesofcerts.html
http://www.highered.nysed.gov/tcert/certificate/typesofcerts.html
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Financial Commitments for admitted Substitutes in Training 
 

Below please find the estimated contribution of a participant in the Substitute to Teacher program to 
certification expenses. Note that university tuition deductions do not begin until teacher candidates 
secure employment in the NYC DOE, as such, that expense is post-training. Note: Please do not 
take action on these requirements until you are notified of whether or not you are admitted to our 
progra

 Category Expense Details 
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) Fingerprinting Fee 

(should have been paid 
when you became a 
substitute teacher or 
prior)  

$135 Required for working at the NYC Department of Education. Please note that 
ALL new teacher candidates will have some paperwork associated with 
fingerprinting, including teacher candidates who are current or former DOE 
employees. As a substitute, this requirement should be complete.   

Certification Exams $271+ Required for certification. Fees may vary depending on CST subject. 

GRE  $205 +  
$27- Score 
Report 

Required for graduate school admission.  

Cost of Official 
Transcripts 

Varies In order to enroll in one of our partner universities candidates must order 
their official transcripts to their home address (this includes international 
candidates**). We recommend ordering several copies as these might be 
needed for future applications within the New York City Department of 
Education (such as a salary differential application).  
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Supplementary 
Classroom Materials 

Varies Teacher candidates may have additional expenses in purchasing 
supplementary classroom materials 

TEACH Account 
Creation 

$50 Required for certification.  
 

University Tuition ~$12,000 Substitutes in Training will be responsible for a set contribution toward the 
cost of their master’s degree; while the 2021 tuition contribution is being 
finalized, 2019 teacher candidates are responsible for contributing $12,000 
toward their degree. These costs will be deducted from each DOE paycheck 
in 44 equal installments after you begin in a full-time teaching position. 

Additional University 
Coursework  
 
 
 
 

Varies Some teacher candidates may need to take additional coursework to satisfy 
New York State teacher certification regulations, including liberal arts credits 
(also known as “the general education core”) or subject-specific program 
prerequisite coursework for subjects like math or science. Any cost 
associated with this coursework is the responsibility of the teacher 
candidate. 
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 Stipend $500.00 per 
month for 4 
months 

In addition for being paid for the days that candidates are substitute 
teaching, candidates will also receive a stipend while in training. Please 
note that the Office of Teacher Recruitment and Quality does not provide 
housing, health insurance, or transportation benefits during pre-service 
training.  

S
a
la

ry
 

Full time teacher salary 
and benefits 

61,070* If candidates successfully pass training, earn a Transitional B teaching 
certificate and secure a full-time teaching position, candidates will earn the 
same competitive salary and benefits as other first year teachers. After 
candidates start teaching, they may be eligible to apply for increases to their 
salary. Please note candidates cannot begin or apply for this process until 
candidates have started teaching and that support and information is 
provided by the teacher’s union. Please click here to access this portion of 
their website. 

https://www.nystce.nesinc.com/
https://www.ets.org/gre/revised_general/about/fees/
http://www.highered.nysed.gov/tcert/teach/login.html
http://www.highered.nysed.gov/tcert/teach/login.html
https://www.uft.org/sites/default/files/attachments/Teachers%20Salary%20Schedule%20-%202018%20to%202021.pdf
https://www.uft.org/sites/default/files/attachments/Teachers%20Salary%20Schedule%20-%202018%20to%202021.pdf
http://www.uft.org/our-rights/salary-differentials
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