JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Substitute Teacher
DEPARTMENT: 

 ????
SUPERVISOR: 
Reports to:  Principal or Designee
General Supervisor:  Superintendent

JOB GOAL: 
To enable each child to perform his/her education as smoothly and completely as possible in the absence of the regular classroom teacher. (Takes the place of the Regular Classroom Teacher)

PERFORMANCE RESPONSIBILITIES:

The person holding this position must be able to:
· Report to the building principal or school secretary upon arrival at the school building at a specified time.

· Review all lesson plans and schedules to be followed during the teaching day.

· Maintain, as fully as possible, the established routine and procedures of the school and classroom to which he/she is assigned.

· Teach the lesson outlined and described in the Lesson Plan Book as prepared by the absent teacher.

· Prepare lesson plans, if teacher’s absence is pro-longed and the substitute becomes the responsible individual for issuing grades.

· Consult, as appropriate, with the building principal before initiating any teaching or other procedures not specified in the Lesson Plan.

· Participate in curriculum development, curriculum implementation, bilingual education and curriculum alignment. Benchmarks, performance standards/assessment(s) and implements EPSS.

· Gather in order to develop strategies for student improvement.

· Assume responsibility for overseeing pupil behavior in class and during lunch and recess periods and assume all other responsibility assigned by the absent teacher.

· Follow all policies, rules and procedures which apply to the regular teachers are subject and which good teaching practice dictates.

· Report in writing, the day’s activities at the conclusion of each teaching day.

· Administer the IPT Assessment as needed.

· Attend school board meetings at the request of the Superintendent or his/her authorized designee.
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MINIMUM QUALFICATIONS:

Experience/Education:
· High school diploma or successful completion of the General Education Development (GED) Test.

· Preferably college preparatory training in general education.

· Demonstrates cooperativeness and willingness to promote and implement the daily instructional program.

· Adhere to substitute handbook rules and regulations.

· Other qualifications determined to be necessary by the Board and/or certifying agency.

Physical Requirements:
· Sitting, standing, lifting and carrying (up to 30 lbs.), reaching, squatting, kneeling and moving light furniture may be required.
Environment/Scheduling:

· Must be able to work within various degrees of noise, temperature, and air quality. Interruptions of work are routine. Flexibility and patience are required. Must be self-motivated and able to complete job assignments without direct supervision.  After hour work may be required.
WORK SCHEDULE:
Hours Per Day:   As needed  

Salary:                 Salary to be established by the Board of Education on an  annual basis through the adoption of Salary Schedules.

EVALUATION: 
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Professional Personnel.
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This job description for Substitute Teacher  is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Substitute Teacher.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved by:_________________________________ DATE:______________

Principal
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