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Long Term Substitute Teacher Guidelines 

Qualifications: Current Colorado Department of Education (CDE) Teaching License, or 5-Year or 3-Year Substitute Authorization 
Core Responsibilities:
· Classroom Management:
Maintaining a safe and orderly classroom environment, managing student behavior, and ensuring students are engaged and on task.
· Instruction:
Create and follow lesson plans, delivering instruction, and providing engaging learning experiences for students. 
· Assessment:
Assessing student progress, providing feedback, and grading assignments as needed.
· Record Keeping:
Maintaining accurate records of student attendance, grades, and classroom activities.
· Communication:
Communicating with students, parents, and administrators regarding student progress and concerns.
· 	Collaboration:
	Collaborating with other teachers and staff to ensure consistency in 		educational standards and best practices. 


Additional Duties (depending on the school and assignment):
· Developing Lesson Plans:
In some long-term assignments, substitutes may be expected to develop or adapt lesson plans to meet the needs of the students. 
· Parent-Teacher Conferences:
Participating in parent-teacher conferences to discuss student progress and concerns. 
· Supervision:
Supervising students during breaks, lunch, and other non-instructional times. 
· School Events:
Assisting with school events and activities. 
· Culture Building:
Actively engage and participate in culture building, including but not limited to the classroom, lunch, recess/break supervision, and hallway norm expectations 
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