
 

 
 

Substitute Teacher 

Job Description 

 

  
INSTITUTIONAL PURPOSE & VISION 

 

Cotter Schools is a private, independent, coeducational school located in Winona, Minnesota guided by 

Catholic beliefs and values since 1911. We serve infants 6 weeks old through Grade 12 and challenge students 

to achieve their full potential and use their lives in service of others. As an international Catholic learning 

community, we believe:  

·      God is present in all creation.  

·      Each person is valuable and deserves respect.  

·      Education prepares people to build a better world.  

·      In community, everyone grows. 

 

VALUES & STANDARDS 

At Cotter Schools, we believe in the intrinsic goodness of all persons. All employees can expect the 

administration and other employees to uphold the core values of COMMUNITY, FAITH, SERVICE, and 

RESPECT, and they are expected to reflect them through their daily actions to all other employees, students, 

and families.  

 

Cotter Schools challenges you to be the difference  

  

GLOBALLY LEARNING 

Excelling in academics, arts and athletics with global perspectives and meaningful technologies that bring 

us closer together.  

  

FAITHFULLY SERVING 

Service is a part of who we are. We are called each day to serve each other and our communities with our 

talents and gifts.  

  

TOGETHER IN COMMUNITY 

Our community is rooted in faith, hope and love. We believe all people are intrinsically good because they 

come from God.  

 

GENERAL SUMMARY 

Cotter Schools continuously accepts online applications for prospective short-term substitute teachers to sub for 

our school community. Applications will be reviewed on an as needed basis. 

  

Title: Substitute Teacher     Department:  Faculty 

FLSA Status: Exempt     Classification:  Part-time/Temporary 

Reports to: School Principal      Reviewed:  December 8, 2025 



 

RESPONSIBILITIES & DUTIES 

● Substitute Teachers perform the instructional and classroom management processes for short-term teacher 

absences. 

● Duties include taking attendance, following sub plans, explaining homework, and maintaining classroom 

orderliness. 

● Assist in upholding and enforcing school rules, administrative regulations, and board policy. 

QUALIFICATIONS AND SKILLS 

● Must hold a current Short-Call Substitute license or a MN teaching license. 

o Applicants who have a bachelor’s degree but not in education can apply for a Short-Call 

Substitute license through the Minnesota Professional Educator Licensing and Standards Board. 

Please visit https://mn.gov/pelsb/aspiring-educators/apply/ for more information. 

● Be able to demonstrate effective communication skills, both orally and in writing. 

● Regularly required to sit, stand, walk, talk, hear, operate a computer, hand-held learning devices and 

other office equipment, reach with hands and arms 

● Have the ability to develop rapport with students and staff. 

SALARY AND BENEFITS 

● Substitute assignments are paid at $115 for a full day assignment, pay is prorated for partial day 

assignments. 

● Due to the temporary nature of the role, this is not a benefit eligible position. 

 

HOW TO APPLY 

● Complete our online application at:  https://forms.gle/AoNgH7jiZy89HB1Y8  

https://mn.gov/pelsb/aspiring-educators/apply/
https://forms.gle/AoNgH7jiZy89HB1Y8

