
 

 

On-Call Substitute Teacher                        Classification: Non-Exempt 
 
On-Call Substitute Teacher—Reports to Head of School and Administrator. 
 
Substitute Teacher —Reports to Head of School and Administrator 
• Follows provided lesson plans 
• Maintains children’s safety, discipline, and order in the classroom and outside 
• Follows established daily routines 
• Works with teaching staff to abide by classroom norms 
• Supervises children for maximum safety and engagement 
• With children, cleans classroom environment for next school day 
• Records observations of children on teacher-provided lesson plans 
• Is patient and respectful of children and their families 
• Communicates with classroom teachers about the lessons, lesson plans, children, and overall 

progress of the day. 
• Willingness to be flexible to complete duties unrelated to the original assignment.  
 

Work Environment 
This is an on-call position. Schedule is unpredictable as it changes depending on the classroom 

or setting assigned to, which can be different on a daily or even hourly basis. The classroom 

setting and therefore the work environment is designed in service to the children’s needs; this 

is characterized by frequent interruptions and schedule changes.  Substitute follows lesson 

plans provided by the teacher and provides a daily written report to teacher about the day.  If, 

on occasion, not assigned to sub in a classroom, alternate work will be given, possibly 

including administrative paperwork or materials making. 

 
Physical Demands 
This position includes daily outdoor nature walks and recess duty, in all weather.  Substitute 
must be able to move quickly to keep up with and monitor children’s safety outdoors and 
indoors, pick up children weighing up to 40 pounds, as well as be able to see and hear children 
from a distance.  It is necessary in some settings to give lessons on the floor or in other non-
classroom settings. 
 

 
 



 

 

 
Other 
• Comes to work on time. 
• Abides by KCLC Policies and Procedures. 
• Approaches KCLC with respect, professionalism, and an open heart. 
• Supports the KCLC Mission and Montessori Pedagogy. 
• Works collaboratively with staff. 
• Fulfills duties as assigned. 
• Speaks Keres to best of ability at all times when children are present 
• Has a valid driver’s license and vehicle. 
• Undergoes background check. 
• Honors confidentiality. 
• Takes initiative to serve KCLC’s mission. 


