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SUBSTITUTE TEACHER JOB DESCRIPTION

Job Title: Substitute Teacher			Reports To: Principal & Vice Principal
(add email here)
Communication: Office Manager
(add email here)

Job Description: Support the ________________________________________ Conference and ____________________________________ School in accomplishing the mission, “to exalt Christ by serving its diverse communities through networked and creatively engaged churches and schools” and its core values of integrity with transparency, engagement, stewardship, unity in diversity, and relationships & team. Provide quality substitute-teacher instruction and supervision of students in a nurturing Christian atmosphere. Substitute teachers are crucial for keeping the classroom running smoothly when the regular teacher can't be there. They play an important role in ensuring that students have a fulfilling learning experience and that the school day is productive and safe.

Qualification Requirements: To perform this job successfully, the individual must be able to perform each essential duty satisfactorily. Must be a member of the Seventh-day Adventist church in good standing. Evidence of the physical and emotional health required for working with students. The requirements listed below are representative of the knowledge, skill and/or ability required and physical and mental demands. 

Education and/or Experience:  An undergraduate degree from a recognized college or university is preferred. At least 1 year of experience preferred or a combination of academic qualifications and relevant work experience. 

Responsibilities and Duties:
· Regular and timely attendance.
· Supervise children closely inside the classroom and in all related activities.  
· When necessary, communicate with parents in a timely manner in reporting incidents, student progress, and school activities. 
· Communicate regularly, openly and honestly with the principal. 
· Substitute teachers are responsible for supervising the classroom and teaching the lesson left by an absent teacher. They must maintain a functioning classroom, utilize classroom management skills, and ensure the well-being and safety of the students.
· Teaching: Substitute teachers must teach the lesson plan left by the absent teacher, or, at times, create a lesson plan if none is available. They must follow the curriculum and lesson plan, prepare educational materials, and grade classwork and homework.
· Classroom Management: Substitute teachers must establish an orderly classroom environment and provide a positive learning experience. They must manage behavior, quickly interpret lesson plans, and adhere to all school policies and procedures.
· Attendance: Substitute teachers must take attendance according to school procedure and compile a report for the teacher that includes student attendance, lesson-plan progress, disciplinary actions, and positive developments.
· Communication: Substitute teachers must maintain communication with the school in regards to scheduling and bookings. If they have booked a job but must cancel, they must communicate with the office manager as soon as they are able.
· Flexibility: Substitute teachers must be flexible in their availability and maintain maximum availability to accept assignments. They may work for a few hours per day or week and replace regular teachers on a day-to-day basis depending on short-term or even last-minute needs.
· For additional duties and expectations, see Southern California Conference job expectations handout
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