




SUBSTITUTE CLASSROOM INSTRUCTOR
Job Description

Purpose: The Substitute Classroom instructor creates a positive learning
environment to facilitate the personal, social, and intellectual
development of students in the absence of the regular
instructor. In order to respond to the individual needs and
abilities of students, the Substitute Instructor must work
closely with other staff and the administration of USD 506.

Reports to: Building Principal

Payment Rate: As established by the Board of Education ($110 a day, rate as of
July 2022)

Qualification:
1. High school diploma or equivalent
2. Current Kansas certification as necessary for substitute

teacher on file in the District Office
3. Desire to continue career improvement

Essential Functions
1. Facilitate the personal, social, and intellectual development

of students.
2. Maintain a positive learning environment and respond to

the individual needs of students.
3. Ensure that all activities conform to district guidelines
4. Communicate effectively with members of the school

district and community
5. Work effectively with community organizations
6. React to change productively and handle other tasks as

assigned.



7. Support the value of an education
8. Support the philosophy and mission of USD 506

Physical Requirements/Environmental Conditions
1. Requires prolonged sitting or standing
2. Occasionally requires physical exertion to manually move,

lift, carry, pull or push heavy objects or materials.
3. Occasionally stooping, bending and reaching
4. Must work indoors and outdoors year round
5. Must work in noisy and crowded environments

General Requirements
1. Implement effective lessons in the absence of the regular

Instructor.
2. Motivate students through effective communication and

evaluate feedback.
3. Demonstrate awareness of the needs of students and

provide for individual differences
4. Set high expectations for student achievement and behavior
5. Establish and maintain a positive climate for learning

through appropriate classroom management
6. See that district policies are observed during all activities
7. Adhere to all district health and safety policies, including all

precautions of the Bloodborne Pathogens Exposure Control
Plan.

8. Other duties as assigned by the Building Principal







USD 506 SUBSTITUTE INFORMATION 
 
 
Name: _______________________________  
 
Address: _________________________ City: ____________ State: ____ Zip Code: _________  
    
Preferred Telephone (please list only one, this will be your username for logging in to the  
Frontline Absence Management phone system):  
 
 ____________________________________  
 
Desired PIN (This will be your password for logging in to the Frontline Absence Management 
phone system.  Must be four digits.): 
 
_____________________________________ 
 
 
Please read the following carefully: 
 
You will be assigned a district email.  Generally, this email will consist of your first initial and 
last name followed by @usd506.org unless otherwise specified. (Example: John Smith would be 
jsmith@usd506.org) Your password will be labette506 and you will be prompted to change it 
upon first log in. You will also receive an email from the absence management system to create 
your account for online use.  You will use your district email as your username and pick a 
password of your choice. By filling out this form you are expressing your intent to serve as a 
substitute teacher for the 2021-2022 school year for USD 506 Labette County Schools. 
 
The following describes my current certification (check one): 
 
__________ Certified Teacher 
 
 
__________ Certified Substitute  
 
 
__________ Eligible for emergency certificate (at least 60 hours of college credit) 
 
If certified please list subjects and grade levels you are certified to teach.  
 
 
 
List only the schools you desire to substitute for. If you have no preference, please leave blank. 
 
 
 
Additional information you would like to submit. 
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