
FRENCHTOWN SCHOOL DISTRICT 

PERMANENT SUBSTITUTE TEACHER/PARAPROFESSIONAL AIDE 

JOB DESCRIPTION 
 

The permanent substitute would report to work every pupil instruction (PI) day during the 2020-2021 school year.  

The position would be assigned a K-12 position each day; either as a teacher or a paraprofessional substitute.   

 

 

I. WHEN ACTING AS A TEACHER SUBSTITUTE: 

 

ESSENTIAL FUNCTIONS: 
1. Instructs classes in the absence of the regular teacher. 

2. Assumes all other duties and responsibilities for a teacher during the time the teacher is absent. 

3. Prepares lesson plans if instructed to do so by the building principal. 

4. Maintains order in the classroom. 

5. Maintains records, including but not limited to recording student grades, student assignments, projects, and 

other clerical work as instructed by the absent teacher. 

6. Supervises students and aides. 

7. Only minimum duties are listed.  Other functions may be required as given or assigned. 

 

DESIRED MINIMUM QUALIFICATIONS: 
1. Valid Montana Teaching Certificate with proper endorsement or eligibility for certification. 

2. Ability to follow both oral and written directions and instructions.  

3. Ability to effectively present information and respond to questions from students, parents, staff. 

4. Ability to handle stressful situations. 

5. Ability to maintain confidentiality of student matters. 

6. Ability to effectively manage time and responsibilities. 

 

 

REPORTS TO:   Building Principal           

 

IMMEDIATE SUPERVISOR: Building Principal. In addition, a substitute teacher, as are all district employees, is 

under the general supervision of the District Superintendent. 

 

EQUIPMENT USED:  Computer, calculator, copier, fax machine, telephone/voice mail. 

 

WORK ENVIRONMENT:  While performing the duties of this job, the employee regularly works inside.  The 

employee is directly responsible for the safety, well-being, and work output of students. 

 

The noise level in the work environment is usually moderate, depending on the nature of the assigned course.   

 

PHYSICAL DEMANDS:  While performing the duties of this job, the employee is frequently required to sit; 

occasionally walk and stand. Specific vision abilities required by this job include close vision, distance vision, depth 

perception, and the ability to adjust focus.  The employee is required to be able to hear conversations in quiet 

environments. 

 

MENTAL/MOTOR DEMANDS:  While performing the duties of this job, the employee rarely performs routine 

work.  The employee frequently exercises flexibility (ability to shift from one task to another).  Guidance and 

reinforcement are infrequently available.  The employee frequently works within time constraints and maintains 

attentiveness intensity.  The employee is frequently involved in social interactions which require oral and written 

communications. 

 

 

The physical demands, work-environment characteristics, and mental/motor demands described within this job 

description are representative of those that must be met by an employee to successfully perform the essential 

functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. 

 



 

II. WHEN ACTING AS A PARAPROFESSIONAL AIDE SUBSTITUTE: 

 

QUALIFICATIONS: 
1. Demonstrated successful experience working with students. 

2. Evidence of ability to be firm but kind, caring but consistent, patient and vigilant. 

3. Evidence of ability to accept direction from supervising teacher(s) and work as a team member with 

other professionals. 

4. Evidence of ability to write concise observational data, maintain a log, record computerized data and 

maintain behavior charts. 

5. Evidence of ability to be resourceful and try options within the plan laid out with the teacher; act 

independently within the scope of the program to assist students in maintaining appropriate behaviors 

and achieving skills. 

6. Proven record of interpersonal skills with students and coworkers. 

7. Proven record of good organizational skills, punctuality and responsibility. 

8. Evidence of ability to modify and adjust the curriculum with input from supervising teacher(s). 

9. Evidence of understanding of and willingness to abide by confidentiality policy and practice of the 

district. 

10. Ability to lift up to 50 pounds. 

11. Other qualities as deemed appropriate. 

 

PERFORMANCE RESPONSIBILITIES: 

1. Perform duties as assigned. 

2. Ability to maintain an effective and positive classroom environment. 

3. Ability to manage student behavior and implement appropriate classroom management procedures 

4. Ability to adhere to and implement Board and school policies and procedures. 

5. Provide for personal and social growth of students. 

6. Ability to work with staff and students in a collaborative/inclusive model of delivery. 

7. Maintain professional competence through in service education provided by the district, and/or self-

selected professional growth activities. 

8. Provide individual and special program assistance on assignment basis.  This may include: 

a. Assisting students with physical and/or cognitive impairments with moving through their day (i.e. 

on and off buses, into and around the building) 

b. Assisting students with self-care tasks of feeding, dressing, and toileting 

c. Assisting with physical care, which may include lifting, restraining, changing 

d. Assisting students in the use of an augmentative communication device and/or assistive 

technology (i.e. computer literacy, curriculum and graphics software) 

e. Assisting students with academic and functional skills curriculum, using modifications of material, 

equipment and technology 

f. Help students prepare for and participate in Special Olympic practices, competitions, and games 

g. Accompany and assist students on bus rides, field trips, work studies, therapies, trainings, or other 

school-related activities that may occur off-campus on a school day, as required 

9. Other responsibilities and duties as assigned by the Building Principal. 

 

IMMEDIATE SUPERVISOR:  Building Principal, Special Education Coordinator.   Classroom teacher will 

provide day to day direction. In addition, a substitute paraprofessional aide, as are all district employees, is under the 

general supervision of the District Superintendent. 

 

 

TERMS OF EMPLOYMENT:  Current substitute hourly rate.     

 

 

A pre-employment physical is required for this position. 

 

 

 

 

 

 



 

 

 

 

EQUIPMENT USED: 
Computer, calculator, copier, telephone/voice mail, fax, special needs equipment including wheelchairs, lifts, etc. 

 

WORK ENVIRONMENT: 
While performing the duties of this job, the employee regularly works inside but may be assigned to outside 

activities.  The employee must be able to meet deadlines with time constraints. 

 

The noise level in the work environment is usually moderate. 

 

PHYSICAL DEMANDS: 
While performing the duties of this job, the employee is required to sit, walk, and stand; twist at neck, bend at waist; 

kneel; reach.  Specific vision abilities required by this job include close vision, distance vision, depth perception, 

and the ability to adjust focus.  The employee is required to be able to hear conversations in quiet environments.  

May be required to lift or move up to 50 pounds. 

 

MENTAL/MOTOR DEMANDS: 
While performing the duties of this job, the employee rarely performs routine work.  The employee frequently 

exercises flexibility (ability to shift from one task to another).  The employee frequently works within time 

constraints and maintains attentiveness intensity.  The employee is frequently involved in social interactions which 

require oral and written communications. 

 

 

It is the prerogative of the District to assign staff so as to best meet the needs of the District. 

 

 

The physical demands, work-environment characteristics, and mental/motor demands described within this job 

description are representative of those that must be met by an employee to successfully perform the essential 

functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. 

 

 

 


