
Teacher Job Description             7-A 
 
QUALIFICATIONS 
Bachelor’s Degree and Certification in Special Education, preferably in Learning Disabilities. 
 
 
JOB DESCRIPTION 
The teacher’s primary responsibility is to provide the emotional atmosphere and educational 
tools which will enable a student to realize his/her potential. To achieve this goal, a teacher: 
 

1) Accepts the supervision and authority of the Education Director and accepts and 
supports the philosophy of Villa Maria Education Center. The teacher relates with 
students, teachers, staff and parents in a way that fosters mutual respect and upholds 
the dignity of the individual. The teacher deals justly and impartially with students 
regardless of their physical, mental, emotional, economic, social, racial, or religious 
characteristics. He/She should also establish friendly and cooperative relationships 
with other members of the staff. It is also his/her duty to foster a good professional 
relationship with the parents of his/her students. 

 
2) Formulates and effects a written Individualized Education Program (IEP) for each 

student in accordance with school policy. The teacher is responsible for writing, 
implementing and evaluating the IEP for each student. The IEP is written at the 
beginning of the school year for the following areas: Social Behavior, Language Arts, 
Reading and Math. The IEP serves as an instructional framework for day-to-day 
sequential goals, as well as for long-range goals. Each IEP is adapted to the individual 
needs, interests, and differences of the student. It is the responsibility of the teacher to 
explain the IEP to the parents of each student for approval as the school year begins. 
He/She must also discuss with parents the student’s progress at mid-term and at the 
end of the school year, and is responsible for writing narratives twice a year and 
correlating the student’s portfolio. 

 
3) Provides for individual learning needs by incorporating a variety of teaching techniques 

and materials in the daily program. It is the responsibility of the teacher to study the 
previous records of each student, and to become thoroughly familiar with his/her 
educational background. This helps the teacher to better plan instructional techniques 
and also to choose appropriate classroom texts and other learning materials. The 
teacher’s daily plan is flexible and adaptable according to the needs of each student. 

 
4) Devises and implements a behavior modification plan. Each teacher is responsible to 

initiate and utilize a behavior modification model in his/her classroom according to the 
needs of his/her students. This model may or may not work in conjunction with Villa 
Maria’s overall Social Development Program. The students need to follow specific 
classroom rules, which they may formulate for themselves with the teacher’s 
assistance. Penalties and rewards should be administered in like quantities for like 
offenses or achievements. The teacher may post behavior charts as a visible 
representation of progress in self-control and discipline. 

 
5) Keeps a daily lesson plan, which is a valuable, concise guide by which the teacher 

sequentially plans daily lessons and adheres to both short-term and long-term goals 
for his/her students. The lesson plan includes the state standard, the objectives of 
each lesson to be taught, a brief summary of the materials that will be used and the 



method of evaluating the success of the lesson. The plan is brought into the director’s 
office on Monday morning for his/her approval and signature. 

 
6) Maintains a neat, orderly, and organized classroom. It is the responsibility of the 

teacher to oversee the general neatness and cleanliness of the classroom. However, 
he/she must impress each student of his/her duty to perform specific chores, e.g. 
emptying trash, cleaning the blackboard and erasers, keeping the shelves and closets 
in order, etc. It is also the responsibility of the teacher to report to the office any 
damages or items that need repair in the classroom, and notify the office when any 
supplies are low. 

 
7) Participates actively in all regularly scheduled faculty meetings, professional meetings, 

in-service workshops, parent/teacher conferences and PPT meetings. Every teacher 
attends a 12:15 pm faculty meeting on the first Friday of every month, and 3:00 pm 
meeting every Wednesday. Attendance is also obligatory for short, unscheduled 
meetings called by the Head of School whenever necessary. If a PPT meeting is 
scheduled for a student at any time during the school year, his/her teacher is 
responsible for attending the meeting and for giving an accurate assessment of the 
student’s academic abilities and progress at Villa Maria. The teacher is required to set 
aside three nights per school year for Parent/Teacher Conferences and also a Back-
to-School Night. Conference dates are set by Administration in advance, but will not 
take place on vacations, holidays or weekends. 

 
8) Administers, corrects, and records standardized tests. The teacher administers 

diagnostic and/or achievement tests to students in May. He/She also interprets the 
results and discusses them with the parents. 

9) Maintains and records pertinent data for all official school documents and progress 
reports. The teacher’s responsibility is to carefully record test results, absentees, 
anecdotal information, grades, textbooks, and any other school related information on 
the permanent record folder and/or on any forms being released to authorized 
personnel, school agencies, or parents. The teacher must respect the right of each 
student to have confidential information withheld except when its release is authorized 
or is required by law. 

10) Notifies parents and the Education Director of any incidents and/or potential problems 
requiring special attention. The teacher must provide parents with information that will 
serve the best interests of their children, and be discreet with information received 
from parents. A teacher should have adequate insight into the causes and indications 
of behavior problems. There are many times when such insight will allow a teacher to 
help a child before his/her problem becomes acute. The wise teacher also knows 
when he/she needs assistance in understanding and in dealing with a behavior 
problem and when he/she should refer the case to the Education Director and/or Head 
of School. 

11) Assumes designated responsibilities within the school concerning maintenance, 
supervision of children, and careful proper usage of educational materials and 
machinery. If machinery repairs are necessary, the teacher must report the problem to 
the office.  At the first faculty meeting of the school year, each teacher volunteers for 
specific responsibilities to help in the efficient operation of the school and its upkeep. 
He/She is obliged to perform these duties or have another teacher substitute. When 
supervising the children, especially during recess periods, the teachers must be 



diligent. In the event of an accident or injury, the teacher will be held accountable and 
is responsible for completing the accident/injury form.  
 

Responsibilities of the Teacher 

1) The teacher recognizes his/her responsibility to teach with the goals and objectives 
specified by the school and to work cooperatively with administration and others in the 
school. 

2) The teacher conforms to the school calendar. The school year for teachers is 186 
days, including 5 days prior to the beginning of the children’s school year, and 1 day 
after commencement. Each teacher is required to spend a minimum of seven and a 
half hours each school day in the school building. The teacher attends all faculty 
meetings, professional meetings, parent/teacher conferences, and in-service 
workshops as prescribed by the Head of School. 

3) It is agreed that all full-time teachers will fulfill the following responsibilities: 

a. Be in attendance from the beginning to the end of the official school day. 
Teachers are required to be at school a half hour before the start of the school 
day, and to remain in the building until a half hour after the end of the school 
day. However, it is understood that the clock cannot regulate a teacher’s day, 
and that many professionally necessary and desirable activities will take place 
beyond the designated minimum limits. No teacher may leave the premises 
during the school day without the express permission of the Head of School.  
Permission shall not be unreasonably withheld. With the exception of an 
unforeseen emergency, it is the teacher’s responsibility to request this time in a 
reasonable and timely manner to ensure coverage is provided. A teacher who 
leaves the building under this provision shall return no later than ten minutes 
before the start of the next period, unless otherwise extended. The teacher shall 
notify the Head of School upon his/her return. All staff members will have a 
duty-free lunch period daily of at least the same length as the students.   

b. The teaching assignment will include instructing, planning, moderating, or 
acting in another service capacity as designated by the Head of School. 

c. The teacher accepts the responsibility to observe the policies outlined in the 
Faculty Handbook and the Parent/Student Handbook by following them, and by 
helping students to know and uphold them. 

d. No teacher shall leave a class or student under his/her charge unsuper- vised. 

e. A teacher’s absence on a school day or absence from one or more classes 
should be reported in advance to the Head of School.  The teacher is 
responsible for providing a complete substitution folder including lesson plans 
and assignments from the classes missed because of absence. 

f. The teacher should clarify assignments, have adequate means of evaluation 
and correct papers submitted by students, returning them within a reasonable 
time. 

g. Teachers should use the copier and other office equipment before/after school 
or during free periods. 



h. At the beginning of the school year, teachers volunteer for specific duties, 
namely bus monitors, activities supervisors, etc. 

Non-Teaching Duties 
 
Change of Classes 
Ending and starting classes on time is important. A class that starts late or ends early 
deprives students of time they need, deserve and are entitled to. A class that is dismissed 
early or runs overtime is disturbing to other classes and tends to cause confusion and lost 
time for other groups. 
 
If a student is held over in a class and is going to be late for his/her next class, that teacher 
writes a note explaining the situation. The student presents this note to the next teacher upon 
entering his/her class. 
 
Transitions between classes and the transitions from less structured time to classes may be a 
challenge for students. At all class times teachers need to be in their classrooms to monitor 
the orderliness of the students. This is especially true when students are returning to class 
following morning assembly, snack/recess, and lunch recess. Following morning assembly, 
teachers walk ahead of the students in order to be at their classrooms before the students 
arrive. After recess, teachers meet their students in their designated places e.g. along the 
circular drive or rear entrance doors. Upper school students, who eat lunch following their 
recess, must be met in the cafeteria by their teachers and escorted to their classrooms after 
being dismissed from the lunchroom by the teachers on duty. Teachers should be in their 
classrooms before the end-of-lunch bell rings. 
 
Supervision 
Villa Maria’s staff are responsible for the students when they are on school grounds, and 
must supervise them at all times. It is important that the teachers assigned to supervision be 
punctual, and diligent while on duty. Social conversation between the teachers on duty or 
between teachers and parents should be kept to a minimum so that their undivided attention 
can be focused on the students. Teachers rotate the following duties: morning duty, snack, 
lunch, recess and dismissal. 
 
Prayer 
Teachers assist at morning meeting which begins with a prayer and the Pledge of Allegiance.  
During the school year, the teachers and students are given the opportunity to participate in 
occasional prayer services. Participation is not obligatory; however, children who do 
participate are asked to maintain an atmosphere of reverence in the multi-purpose room. 
 
Non-Classroom Supervision 
During recess, bus arrival, and dismissal, it is necessary for the teachers to act in a 
supervisory capacity. Weather permitting, outdoor supervision begins at 7:45am, or earlier. 
During inclement weather, students go directly to the Multipurpose Room. Many emergency 
situations can arise on the playground. In case of an accident, one teacher on duty notifies 
the Education Director, Head of School, the receptionist, the secretary or the nurse. 
Whenever a rule is broken, any teacher, whether on duty or not should take action. It is 
important that all duties be covered at all times. 
 
Close of the School Year 
At the close of the school year, teachers are responsible for the following duties: 



1) Cleaning all desks inside and out, chairs, whiteboards, chalk trays, book shelves and 
other surfaces so that they look as clean as they when the teacher moved in at the 
beginning of the year. 

2) Packing up, and removing all materials that do not belong to Villa Maria. 

3) Packing up, and returning to storage areas all materials that belong to Villa Maria. 

4) Completing a Materials Checklist to insure that: 
a. All materials left in the classroom are placed where they should be 
b. Missing items are noted for replacement 
c. Items that have been damaged are brought to the attention of the administration 

so that they may be replaced/repaired prior to the next school year 

5) All teachers list the texts they used for their core subjects during the year onto the 
permanent record files of their students. These books should include those used in 
teaching Religion, Reading, Math, Phonics, Grammar and Writing. The grade levels for 
each, as well as the dates of the school year should be listed along with the books. 

6) Teachers complete the second semester IEP, the attendance, and the final narratives, 
and portfolio. Report cards are completed for junior high students. Attendance is 
recorded on the permanent record folder along with the teacher’s signature and 
recommendation. 

7) In the beginning of the school year, every teacher volunteers to maintain an area of 
the school (i.e. audio-visual room, library, faculty room, etc.). At the end of the school 
year, each teacher organizes his/her responsibility. 
 

 
DURATION OF TIME 
The teacher is required to spend a minimum of seven and a half hours each day in the 
school. In reality, teachers at Villa Maria consistently spend significantly more time on their 
work. 
 
 
SUPERVISORY RELATIONSHIP 
Reports to Head of School 
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