
 

Attention Coaches!     
 

Before you can start you need to… 
  

 
1. Complete an online application. 
 
2. Apply for coaching vacancies online as advertised. 

 
3. If no vacancy is posted and you become aware of a coaching opportunity, apply as an external 

applicant and select the option “apply without selecting a job.” 
 

4. When you are verbally offered a position, watch for an online e-mail asking you to “accept offer”. 
(MUST do this within 24 hours of receiving e-mail). 

 
5. Once you have accepted the offer, watch for 3 e-mails that provide a network log in with user 

ID, a Temporary Password, and the onboarding tasks and instruction. 
 

6. Complete the online onboarding process including fingerprinting and drug testing as 
needed/required.  
 

7. If you have never held a Florida Coaching Certificate, then download the application for a 
Temporary Coaching Certificate, complete the application and attach check for $75 made 
payable to the Florida Department of Education; give to Theresa Crane in HR at the Educational 
Support Center. (320-0037).  If you currently hold an active State of Florida Teaching 
Certificate, you DO NOT need to apply for a Coaching Certificate. 

 
8. If you do not hold an active Florida Educator Teaching Certificate, then during your second year 

of coaching, meet with Mary Lane (320-0192) to obtain Instructional Coaching Materials and 
Requirements for a 5 Year Coaching Certificate. All coursework and application must be 
completed by the end of your 3rd year of coaching. You will not be able to get another 
temporary certificate. Failure to receive your 5 Year Coaching Certificate by the end of the 3rd 
year will result in loss of Coaching Position.  

 
Fees Involved: 

$81.25  Fingerprint processing- Hours are 8-12 and 2-4 

$25.50  Drug testing  

$106.75 Total PAYROLL DEDUCTED FROM YOUR FIRST 2 PAYCHECKS. 
 

 

Note:  A coach cannot be alone with students until everything is completed. If you have been 
cleared as a volunteer coach, you can only assist another coach and you will not receive any pay 
until EVERYTHING is completed! Supplements are not retro-active.  
 


