
 
Job Profile 

 
 

Job Title: Temporary Substitute Teacher 

Reports to: Assistant Principal 

Date: 1/5/23 

Pay rate: $17.00 per hour 
 

General Summary 
What is the primary purpose of this position? 

The Substitute Teacher at St. Francis Catholic High School is responsible for the effective 
maintenance of the continuity of quality learning in the absence of the regularly appointed 
classroom teacher.  This position delivers prepared instructional plans and materials as 
directed by the teacher or administration.  This position is responsible for managing the 
students in the classroom and ensuring student safety and well-being. This is a temporary 
position for the spring semester only (January to May) and is not eligible for benefits. 
Working hours are generally open school hours, 8:00 a.m. to 3:00 p.m., or as according to the 
academic calendar. 
 

Essential Responsibilities 
List all major job functions performed on a regular basis.   

All areas of responsibility must be operated consistent with the Catholic mission of the school. 

● Facilitates prepared sub plans 

● Fosters and supports an inclusive educational environment 
● Manages students, ensuring student safety and well-being as the top priority 

● Supports classroom environment that promotes active learning and reinforces 

learning objectives 

● Provides homeroom coverage 

● Provides coverage for other areas as needed, such as library, lunch supervision, and 

makeup testing 

● May assist with all aspects of the daily routine, including but not limited to, 

distributing and collecting student work and supplies, attendance, and supervision 

duty 

● Uses appropriate judgment to act in the best interest of the students at all times 

● Adheres to the St. Francis Catholic High School and Diocese of Sacramento policies 

and procedures 

 

Job Specifications/Requirements 
List skills/experience required for adequate performance in this position.  List preferred 

experience and skills, if any. 

Education: 

Bachelor’s Degree required, Substitute Credential or Teaching Credential preferred. 



 
Job Profile 

 

Job experience: 

Experience working in education required.  
Technical/Functional skills: 

● Sensitivity to and understanding of the diverse academic, socioeconomic, cultural, 
disability and ethnic backgrounds of high school students 

● Proficiency in maintaining efficient classroom management skills 

● Full capability to appropriately deliver sub materials while teacher is absent 

● Ability to comply with teachers’ and administration’s oral and written instructions 

● Ability to accept work when called upon 

Other Requirements: 

● Other duties may be required as needed. 
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