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ESSENTIAL/NON-ESSENTIAL FUNCTIONS

Relative % of Time Required: Essential Function Non-Essential Function

Duties Performed

Relative % of Time Required: Essential Function Non-Essential Function

Duties Performed

Relative % of Time Required: Essential Function Non-Essential Function

Duties Performed
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Duties Performed
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Duties Performed
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SPECIAL/ADDITIONAL REQUIREMENTS AND DESIRABLE QUALIFICATIONS

PERSONAL CONTACTS

EMPLOYEE ACKNOWLEDGEMENT
I have read and understand the duties and requirements listed above, and I am able to perform these duties with or 
without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an 
accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.) 

EMPLOYEE NAME EMPLOYEE SIGNATURE DATE

MANAGER/SUPERVISOR ACKNOWLEDGEMENT
I certify this duty statement represents a current and accurate description of the essential functions of the position. I have 
discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

MANAGER/SUPERVISOR NAME MANAGER/SUPERVISOR SIGNATURE DATE

HRD C&P ANALYST HRD APPROVAL DATE EFFECTIVE DATE DATE UPLOADED

This form will be kept in the employee's Official Personnel File.

Original - Classifications & Pay Office Copies - Employee and Supervisor
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	CDESeal: 
	: 
	PRLogNum: 
	Classifications: Substitute Teacher 
	WorkingTitle: Substitute Teacher
	Branch: Instruction, Measurement & Admin
	Division: State Special Schools & Services
	Office: CA School for the Blind
	CBID: R03
	WWG: SE
	PCN: 
	PositionNumber: 184-620-9149-900
	City: Fremont
	Probation: N/A
	Tenure: Temp Help - RA
	TimeBase: Intermittent
	Bilingual: No
	Telework: Not eligible for Telework
	SafetySensitive: Yes
	ConflictofInterest: No
	GeneralDuties: Under the direction of the Principal of Education or the Principal of Transition, the primary function of the substitute teacher is to implement the educational program for a classroom of CSB students, prepared by the classroom teacher during his or her absence. 
	ConductExp: All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and possess integrity, initiative, dependability and good judgment.
	SupervisorRec: Principal of Education or Principal and of Career and Vocational Services
	SupervisorEx: None
	WorkingConditions: Will work in a temperature controlled environment with LED lighting. May predominantly sit at desk or use sit/stand desk during normal working hours to perform daily duties, and may be required to lift and carry document boxes weighing up to 25 lbs. This position may be kneeling, squatting, bending, reaching overhead/above shoulder level, sitting. May be around blind or visually impaired students. May be required to escort student during fire drills or emergencies. This position is also on an open school campus and may be around service animals. 
	TimeRequired1: 95%
	Duties1: Follows lesson plans provided by teacher for instruction in subject matter appropriate to age and abilities.Completes necessary documentation including attendance report; keeps accurate records of student performance for prescribed activities; provides direction to assistants assigned to the classroom.  Duties include:• Direct instruction and supervision of students;• Knowledge of and implementation of school rules and procedures; • Management of classroom personnel and resources• Ensure safe environment for students.
	TimeRequired2: 5%
	Duties2: Perform others duties as assigned and mandatory trainings.
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	TimeRequired5: 
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	CPAnalyst: 
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