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Permanent Full-Time Substitute 
 

Job Overview 
 
The job of a Permanent Full-Time Substitute was established for the purpose of providing support to the instructional 
process by serving as a teacher in the absence of the regular classroom teacher when the absence is reported on the day 
of the absence. Responsibilities include, but are not limited to, supervising students within the classroom and other 
assigned areas; following lesson plans and delivering group and individual meaningful student instruction within 
established curriculum guidelines; collaborating with other teacher, other professional staff, and administrators in 
addressing instructional and/or classroom issues; and on occasion responding to a wide range of inquiries from 
students, parents, or guardians regarding instructional program and student progress. 
 
This job reports to Principals and Assistant Superintendents as assigned. 

 
 
Essential Functions 
 

• Report to the school office at the beginning of the school day to clock in and pick up any required 
materials/schedule of classes and again at the end of the school day to return materials. Follows sign out 
procedures as prescribed by the principal. 

 
• Carries out a program of study prescribed in the lesson plans left by the regular classroom teacher. 

 
• Guides the learning process toward the achievement of curriculum goals, objectives, scope and sequence and 

learning targets as indicated in the lesson plans. 
 

• Employ instructional methods and materials that are most appropriate for meeting learning targets. This 
includes proficiency in instructional technology and related resources. 
 

• Assesses student progress towards learning targets, objectives, expectations, and/or goals for the purpose of 
providing feedback to students, the regular classroom teacher and administration. 
 

• Takes attendance in accordance with school procedures and assist with overall classroom cleanliness. 
 

• Manage student behavior for the purpose of providing a safe and optimal learning environment. Indicates to 
students at the beginning of class the basic expectations for behavior in the class in accordance with school 
handbook and School District policies. 
 

• Insures that the students are never left unattended in the classroom. Knows emergency evacuation routes for 
the classrooms assigned, and related school procedures and regulations. 
 

• Counsel students as needed for the purpose of improving performance, health status, appropriate behavior, 
problem solving techniques and a variety of personal issues. 
 

• Directs teacher assistants and paraprofessionals for the purpose of providing effective classroom instruction and 
addressing the needs of individual students. 
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• Monitors students in a variety of educational environments (e.g. classroom, cafeteria, playground, school 
grounds, hallways, restrooms, field trips, etc.) for the purpose of providing a safe and positive learning 
environment. 
 

• Participates in a variety of meetings and professional development activities for the purpose of conveying 
and/or gathering information required to perform functions and to improve student achievement. 
 

• Reports incidents (e.g. fights, suspected child abuse, suspected substance abuse, harassment, zero tolerance 
offenses etc.) for the purpose of maintaining personal safety of students, providing a positive learning 
environment and adhering to state law and board policies. 
 

• Responds to emergency situations for the purpose of resolving immediate safety concerns and/or directing to 
appropriate personnel for resolution. 
 

• Supports other classroom teachers for the purpose of assisting them in the implementation of established 
curriculum and/or individual student plans. 

 
Working Environment 
 
This job is performed in a standard office environment and in a generally clean and healthy environment. Generally, the 
job requires 40% sitting, 20% walking, and 40% standing. 

Physical Requirements: occasional lifting, carrying, pushing, and/or pulling; some stooping, kneeling, crouching, and/or 
crawling; and significant fine finger dexterity.  

Up to 25% travel may be required to support recruiting activities. 

 
Qualifications 
 
Minimum experience: Job Related Experience. 
 
Minimum education: Bachelor’s Degree. 
 
The ideal candidate will have the following education, experience, skills, knowledge, abilities and/or competencies:  

• {Minimal ideal characteristic bullets} 
 
 

Required Testing:  Required Certificates and/or Licenses:  FLSA Status: 
None Specified  Teacher Certification/License 

 
 Exempt 

Continuing Education/Training:  Clearances:  Employee Type: 
Maintain Licensure  Criminal Justice Fingerprint/Background 

Clearance 
 Certified 

 
Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not discriminate 
on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected veteran status, or any other 

characteristic protected by federal, state or local laws in its policies, or in the admission of, access to, treatment, or employment in its 
programs, services, or activities. 


