
Long-Term Substitute Teacher
Job Description

General Description
Job Summary: The Substitute Teacher will fill a maternity leave during the months of April and May for 

junior high classes.  The classes taught by this position include 6th Bible, 6th Math, Pre-
Algebra, Algebra 1, and Earth Science 7/8.  The Substitute Teacher shall prayerfully help 
students learn attitudes, skills, and the aforementioned subject matter that will contribute 
to their development as mature, able, and responsible Christians to the 
praise and glory of God.

Hired by: The Head of School and The Board of Directors, Linn Christian Education Association

Responsible to: The Head of School

Supervises: The students assigned to his or her care

Evaluated: by the Head of School

Type of Position: This employee is paid a daily substitute teacher rate.

Required Spiritual Qualities
It is expected that the teacher will...

• Acknowledge Christ as Savior and seek to live life as His disciple
• Believe the Bible to be the inspired, the only infallible, authoritative, inerrant Word of God—our standard 

for faith and practice.
• Believe and actively support the school's statement of faith.
• Demonstrate a desire for spiritual growth as evidenced by his or her prayer life, Bible study, and spiritual 

outreach to others.
• Be a Christian role model in attitude, speech, and actions toward others (Luke 6:40).  This includes 

being committed to God's biblical standards for sexual conduct.
• Evidence the fruit of the Spirit in dealing with people.
• Have a conviction that God has called him or her to work at a Christian school.
• Have a Christ-centered home.
• Actively participate in a local Bible-believing church.

Required Professional Qualities
It is expected that the teacher will...

• Hold a valid State of Iowa teaching license (Substitute or Standard).
• Possess evidence of other adequate preparation, background, or experience as determined by the Head 

of School.
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Required Personal Qualities
It is expected that the teacher will...

• Demonstrate sensitivity toward staff, parent, volunteers, and children, and an ability to interact effectively 
with them.

• Sign and live by the school's lifestyle statement as a condition for employment and continued 
employment ministry.

• Have the spiritual maturity, academic ability, and personal leadership qualities to “train a child in the way 
he should go” (Proverbs 22:6).

• Be an enthusiastic visionary, and encourager, and a self-starter with a high energy level.
• Meet everyday stress with emotional stability, objectivity, and optimism.
• Understand the importance of discernment, discretion, and confidentiality in the operation of the 

classroom and school.
• Display friendliness and a good sense of humor.
• Display courtesy and patience in dealing with others.
• Be a team player.
• Use acceptable English in written and oral communication.  Speak with clear articulation.
• Respectfully submit and be loyal to the constituted authority.
• Maintain a personal appearance that is a Christian role model of cleanliness, modesty, and good taste 

consistent with school policy.

Essential Job Functions—Accountabilities
It is expected that the teacher will...
Spiritual Leadership

• Motivate students to accept God's gift of salvation, and be a Christian witness and role model to them in 
order to help them grow in their faith.

• Reflect the purpose of the school, which is to honor Christ in every class and in every activity.
• Maintain high standards of ethics, honesty, and integrity in all personal and professional matters.
• Follow the Matthew 18 principle in dealing with conflict with students, parents, staff, and administration.

Academic Leadership
• Integrate biblical principles and the Christian worldview throughout the curriculum and activities.
• Teach classes as assigned following the prescribed scope and sequence as scheduled by the 

administration.
• Employ a variety of instructional aids, methods, and materials that will provide for creative teaching to 

reach the whole child—spiritual, mental, physical, social, and emotional.
• Use homework effectively for drill, review, enrichment, or project work.
• Regularly assess the learning of students, and provide progress reports as required.
• Respond in a timely manner to parent requests for help or information.
• Participate in informal parent-teacher conferences.

Administrative Leadership
• Have the ability to accomplish the goals and objectives assigned by the school administration and 

school policy.
• Understand supervision and how to lead in a positive manner.
• Provide a good learning environment by keeping proper discipline in the classroom, and other places on 

the school premises.
• Meet regularly with other staff members to ensure coordination of programs and prompt problem 

resolution.
• Respect professional ethics that require confidentiality concerning the sharing of information about 

children, parents, or staff.
• Maintain regular and accurate records of attendance and grades to meet the demands for a 

comprehensive knowledge of each student's progress.
• Keep students, parents, and the administration adequately informed of student progress or deficiencies 
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and give sufficient notice of student failure.
• Know the procedures for dealing with emergency situations in the classroom and school.  Conduct 

required emergency safety drills in coordination with school leadership.
• Report to the appropriate individuals any campus safety, health, and maintenance needs that are 

observed.
• Inform the administration in a timely manner if unable to fulfill any assigned duty.
• Recognize and reinforce positive behavior in children.  

Additional Duties or Responsibilities
It is expected that the teacher will...

• Ensure that provision is made for the accountability and securing of all funds collected in the classroom.
• Maintain a clean, attractive, and well-ordered classroom.
• Perform any other duties that may be assigned by the administration.

3



Physical Requirements to Fulfill the Essential Functions of this Position
Long-Term Substitute Teacher

Date Job Description Last Reviewed:  February 6, 2013
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WORKING ENVIRONMENT  OCCASIONAL  FREQUENT  DAILY  

OUTDOOR DUTY         X  
 • COLD (50 deg. F or lower)        X  
 • HEAT (90 deg. F or higher)         X  
GASES/FUMES/DUST      
CHEMICALS/SOLVENTS     
NOISE       X 
HIGH STRESS         X         
INTERRUPTIONS        X 
NEED FOR FREQUENT 
RESTROOM BREAKS  

       X  

OVERTIME NECESSARY     
CLIMBING STAIRS       X 
CRAWLING      
STANDING       X 
SITTING       X 
WALKING       X 
RUNNING          X   
KNEELING          X   
BENDING         X  
REACHING OVER 
SHOULDER  

        X   

REACH CHALKBD HEIGHT              X 
PUSHING     
PULLING     

MOVING HEAVY ITEMS  

   

LIFTING/LOWERING:          X   
Up to 20 lbs          X   
Up to 50 lbs     
More than 50 lbs     
LIFTING OVER SHOULDER:             
Up to 20 lbs             
Up to 50 lbs     
More than 50 lbs     
CARRYING:          X   
Up to 20 lbs          X   
Up to 50 lbs     
More than 50 lbs     
    
    

  

OPERATE MACHINERY  OCCASIONAL  FREQUENT  DAILY  

TELEPHONE       X 
FAX         X   
COPIER        X 
COMPUTER       X 
PRINTER       X 
CALCULATOR         X  
OVERHEAD PROJECTOR         X  
AV EQUIPMENT         X  
OTHER (Please list)     
    
    
    

OTHER REQUIREMENTS  OCCASIONAL  FREQUENT  DAILY  

ON-TIME ARRIVAL       X 
REGULAR ATTENDANCE       X 
SUMMON EMERGENCY 
HELP  

       X   

APPLY CPR/FIRST AID         X   
LEAD FIELD TRIPS         X   
COMMUNICATE DATA       X 
PREPARE REPORTS         X  
VISUAL ACUITY: Near       X 
VISUAL ACUITY: Far       X 
COLOR DISCRIMINATION       X 
SPEAK CLEARLY       X 
HEAR CLEARLY       X 
MANUAL DEXTERITY       X 
EYE/HAND 
COORDINATION  

     X 

DRIVING         X   
FLYING     
    
    
    
    
    
    
    
    


