
2019-2020 Staff Certification Webinar QA 

Q1: Please clarify the difference between Master's Degree + 30 hours and Advance Study Certificate. 

A1: We collect it for outside entities to use. 

 

Q2: I have staff who are coaches and co-curricular advisors, how do I enter them for each position? 

A2: Each role gets a stipend with accurate FTEs 

 

Q3: Do ALL staff have to be entered, such as janitorial (contracted) 

A3: Are they going to have direct unsupervised interaction with children? If yes, then yes enter them 

 

Q4: All of my staff are showing pending, is this correct?? 

A4: No, check if they are complete records then save the position. If you need help, please email or call 

the helpdesk 

 

Q5: Is there any way to get a list of anyone that has rolled over from last year that has left the 

district...7/1/19 rollover but not here this year 

A5: No. You will need to look at your SAU search and view your active staff 

 

Q6: What's the impact of taking the easy way out and listing one person in one rule with FTE of 1.0 

instead of in multiple positions...E.G. one person who is Ass't Super, Curriculum Coord. and Tech. 

Director. 

A6: They will not be included in emails about things they are not listed as for staff positions. Can also 

affect subsidy allocations. 

 

Q7: Some coach multiple positions and currently NEO prevents me from adding all positions. 

A7: Combine them all into one stipend position 

 



 

Q8: for Leave of Absence staff, I can see some in my staff data (say On Leave) and others I can't. why? 

A8: Filter on staff search and leave of absence 

 

Q9: Entering Pre K/KVCAP staff. Are they considered contracted staff with $101 salary? 

A9: Contracted yes, but contractors no longer need salary entered 

 

Q10: How can I date an employee that started in late June but did not get entered until July 

A10: 7/1/19 is the earliest you can enter them 

 

Q11: if we certify now, how long are we locked out and have to uncertify to add new staff. 

A11: 11/15/19 is the close date and then it locks and no additions or changes can be made until 12/1 

 

Q12: We have volunteers who work with individual students on special student projects...do they need 

to be entered into the Staff system? 

A12: Yes 

 

Q13: Is there a certification for instructional coaches? Where do we put them? Sounds like question was 

already asked. 

A13: Contact the helpdesk - it requires us seeing what they are certified for 

 

Q14: We have staff working in our schools that are Headstart employees. They are paid by Headstart. Do 

we have to put them into NEO? 

A14: Yes, as contractors. They have direct unsupervised access to children. 

 

 



Q15: For the individuals who are listed on the DISTRICT ROLES assignments - Do we need to assign 

position and indicate an FTE? 

A15: Yes except for a super filling the nurse or librarian role 

 

Q16: got here late...did you drop dead date is 10/31/19? 

A16: Yes 

 

Q17: Medms used to have a way to see who has not been updated in the system 

A17: It's on our radar to try and will try to implement 

 

Q18: What FTE should be used for Subs and athletic coaches. 

A18: It's based on what your district considers a full work week. Subs do not require FTEs 

 

Q19: will we ever have the ability to upload a file (i.e. salary) rather than inputting/updating one 

employee at a time? 

A19: It's on our radar 

 

Q20: We don't contract with Headstart staff. They educate students in our classrooms. 

A20: They are considered contractors and need to be in NEO for CHRC purposes 

 

Q21: Is there anyway to see if a rolled over position has not been updated by me? To make sure that 

there is not someone in there that was missed and was not deleted if they left. 

A21: The assignment screen has a last date modified time stamp at the bottom 

 

Q22: Is there a way to make staff all "pending" at the start of the school year so that we will need to 

physically go into each account to make sure the departed staff have been removed 

A22: Email the helpdesk so we can look into it 



 

Q23: Do we enter Volunteers? 

A23: Yes, most of them will be student monitors 

 

Q24: Will there be a Tudor type Position ever added to the matrix 

A24: Send an email to the helpdesk *At this point in time no, but it is being discussed for 20-21. 

 

Q25: I have a new staff who is NOT presently in NEO Staff System. However, when I enter the person's 

data, the system says there is someone with similar data (different name and birthdate) and will not let 

me put in the data for my new staff. How do I solve this problem? 

A25: Contact the helpdesk *This was a case of someone already in the system having an incorrect SSn 

that matched what was being entered for the new individual. 

 

Q26: For CTE staff, what does unassigned cluster mean? 

A26: It's a State of Maine course cluster 

 

Q27: we have adult mentors who come and work with at risk students, not paid. They are fingerprinted. 

Do we need to enter them? 

A27: Student Monitors 

 

Q28: should our campus security (cop) be in NEO? 

A28: Yes. You have SRO and Security positions 

 

Q29: What about employees who work for a regional service center in our buildings with our students? 

Are these considered contracted? 

A29: Yes contracted, but need to be entered.  

Q30: Does having a sub or coach in the database make them eligible for continuously employed for 5 

years with MDOE print certificate? They would not have to have prints taken every five years? 



A30: They need to be affiliated with another endorsement. Please email the certification team. 

 

 

Q31: If the district role is entered, in addition to a staff's regular position, do we have to adjust the FTEs 

to make sure the person only works 1 FTE? For example, a fulltime teacher also serves as librarian. How 

do I split the FTEs (staff is not paid extra for librarian position, but is paid for teacher position)? 

A31: Yes. You need to split the FTE between the roles. 

 

Q32: JMG - we do not pay, what do we put in for money and experience. Not paid by us. 

A32: It requires some exploratory checking on your part This one sounds weird without context. 

 

Q33: we are CTE so what position do we choose? 

A33: Student monitors 

 

Q34: How do you enter stipend positions for members of teacher committees - can we use Teacher 

Support Team Member? 

A34: Yes 

 

Q35: fingerprint renewal form says all coaches and subs MUST be fingerprinted every 5 years. 

A35: If not directly tied to an endorsement 

 

Q36: If we have a staff that went from an Ed Tech III to a Social Worker do I need to end the assignment 

as the Ed Tech III and reenter them as a Social Worker? 

A36: Yes 

 

Q37: sorry for volunteers 

A37: Student Monitors 



 

Q38: Volunteers have to be fingerprinted? I was told they did not 

A38: Direct unsupervised contact with kids then yes, otherwise no. 

Q39: we enter employees who ride buses/vans as "student monitors" - is this correct? 

A39: Yes 

 

Q40: If I have a staff you works full time as apperations manager, and they also fill MANY district roles, 

can some of the district roles be ZERO? 

A40: Please try as accurately depict how much time they do this during the day 

 

Q41: If the Director Guidance is left blank, and the counselor who is the Director is a 1.0 counselor, 

what's the impact? 

A41: It can affect communication issues with us contacting them 

 

Q42: VS. making it 0.0? Or .01? 

A42: see above 

 

Q43: You said there is no harm to a start date of 7/1/19 even if started earlier...what about end dates? 

A43: Your end date should be as accurate as possible 

 

Q44: How do we report federally funded After School Staff? 

A44: They would be considered regular staff 

 

 

Q45: How about grade level for classes being taught at the high school level - can you put 9, 10, 11, 12 

to cover us or do you need the actual grade being taught? 

A45: Be as accurate as possible 



 

Q46: Any penalty for doing so putting all grades. Some are specific to grade, others not. 

A46: No. Try to stay within the range of the endorsement the person has (IE: Algebra 9-12) 

 

Q47: I am new to this process and there is a lot of information coming at me...is this webinar going to be 

available afterward? I see it is recorded.... 

A47: Yes 

 

Q48: I have a French teacher that is teaching one block of Latin, am I correct in that she will need a Latin 

endorsement as well as the French endorsement 

A48: Yes 

 

Q49: Can you create a link on the Maine DOE webpage that will take staff to the page where they just 

need to enter their last name and last 4 SS#...to get a more user-friendly page for their certification. 

A49: That is in NEO under Certification application look but we can certainly add it 

 

Q50: Most people do not go to the FA 

A50: The link to the lookup can be made more obvious 

 

Q51: It is available on the FAQ page... How may I check the status of my application? Visit the NEO Portal 

to check your application's status. 

A51: We will link it in another location as well 


