
 

 

Position:  Substitute Teacher 

Reports to:  Assistant Head of School  

 

The Substitute Teacher will provide students with instruction in the absence of the regular 
classroom teacher. The Substitute Teacher will enable students to develop competencies and 
skills to function successfully in society. The Substitute Teacher will instruct The Oakridge 
School students and will monitor and interact with students to create a safe, engaging 
environment. 

Responsibilities: 

● Arrive at campus 15-20 minutes prior to the start of class or scheduled duties. 
● Report to the Division Head or Division Administrative Assistant upon arrival. 
● Review schedule for the day and lesson plans provided by the teacher or designee. 
● Maintain effective classroom management and support school standards and policies for 

discipline, safety, and health. 
● Follow the lesson outlined by the absent teacher. 
● Assume responsibility for student behavior in class and during the regular teacher's 

assigned duties and locations. 
● Document a summary of the day, including assignments completed as well as positive 

and negative aspects of student behavior. 
● Follow all policies, rules, and procedures to which regular teachers are subject and which 

good teaching practices dictate. 
● Performs other duties as assigned by Division Head.  
● Substitutes must work at least three (3) days per semester to maintain an active substitute 

status with The Oakridge School.  

● Flexibility with availability as position does not have a set schedule. 

Minimum Qualifications: 

● Minimum age of 21 required 
● Bachelor’s Degree Required 
● Experience working with youth 
● Must pass a criminal background check and have positive verification of references 



Physical Demands and Environment Factors:  

● Frequent standing, stooping, bending, pulling, and pushing 
● Maintain emotional control under stress 
● Move small stacks of textbooks, media equipment, desks and other classroom equipment  
The foregoing statements describe the general purpose and responsibilities assigned to this job and are not 

an exhaustive list of all responsibilities, skills required and duties that may be assigned.  

 
School Mission: 

 The Oakridge School is an independent, college-preparatory school that inspires students to 
seek their potential through academic excellence, enriched by the arts and athletics. Our 
community nurtures and challenges each student on their unique journey while fostering 
character, confidence, and a lifelong love of learning.  

 

 

 

 

 

 

 


