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Inspiring Children to Be the Difference





___________________________________________________________________________________________
TEACHER 
(INSTRUCTIONAL FACULTY)
___________________________________________________________________________________________
Reports to:
Lower Head School Head, Middle School Head or Director of Early Learning
FLSA Status:
Overtime Ineligible (Exempt); Full-time or Part-time, 10 months ___________________________________________________________________________________________
JOB SUMMARY
Responsible for preparing area specific curriculum and providing instruction to students, engaging them in the learning process and fostering a positive, respectful relationship with students, parents and co-workers. HCES faculty will follow and promote the school’s mission, vision and philosophy and “…endeavor to help our students discover their talents and abilities, while encouraging them to develop a personal relationship with God. We strive to instill habits and attitudes conducive to academic achievement, responsible behavior, positive nurturing relationships, respect for others and maturity. We pledge to maintain a high scholastic standard and to equip our students with intellectual curiosity and confidence enabling them to achieve their maximum potential.”
QUALIFICATIONS
A minimum of a bachelor’s degree from a regionally accredited college or university. Florida teaching certificate required endorsements for subject and level assigned or related certification.  All teachers shall have a degree in education or related appropriate field.  

ESSENTIAL JOB FUNCTIONS
1. Demonstrate a consistent sense of enthusiasm and passion that inspires children to want to learn.
2. Continually strive to foster new and innovative ideas to help grow the program beyond the required expectations.

3. Continue to challenge yourself to be the consummate learner in your field.
4. Develop and implement lesson plans for the curriculum program assigned and show written evidence of 
preparation as required.
5. Prepare lessons that reflect accommodations for individual student differences.
6. Present subject matter according to guidelines established by FDOE, Board policies and administrative regulations.
7. Plan and use appropriate instructional and learning strategies, activities, materials and equipment that reflect accommodation for individual needs of students assigned.
8. Conduct assessment of student learning styles and use results for instructional activities.
9. Consistently assess student achievement through formal and informal testing.
10. Cooperate with other members of staff in planning and implementing instructional goals, objectives and methods according to school requirements.
11. Plan and oversee purposeful assignments of teacher assistant(s) and volunteer(s).
12. Use technology in the teaching/learning process.
13. Communicate regularly with parents about the progress of their child(ren) through newsletters, emails, webpage.
14. Assist students in analyzing and improving methods and habits of study.
15. Assume responsibility for extracurricular or co-curricular activities as assigned or approved by the school.
16. Create and maintain positive relationships with students, families and colleagues.

17. Create a classroom environment conducive to learning and appropriate for the physical, social and emotional development of students.

18. Manage student behavior in the classroom and administer discipline according to school and board policies.
19. Take all necessary and reasonable precautions to protect students, equipment, materials and facilities.
20. Assist in selection of instructional materials.
21. Prepare substitute lesson and emergency plans.
OTHER JOB FUNCTIONS
22. Commit to actively improving his/her educational skills and knowledge by pursuing professional  development outside of the school each year.

23. Maintain and submit documentation of professional development.
24. Adhere to HCES Employee Dress Code and maintain professional appearance.
25. Maintain a dependable attendance record.
26. Follows and supports the policies established by federal law, state law, Episcopal Diocese of Florida and the HCES Board of Trustees.

27. Attend and participate in weekly meetings and serve on school committees as required.

28. Fulfill morning, lunch or dismissal duty as assigned by division head.
29. Attend school events that occur outside of the regular school day, including evenings and weekends.
30. Maintain confidentiality of student progress, academic, citizenship, and attendance records.
31. Maintain complete academic, attendance and citizenship records on all assigned students.

32. Other duties as assigned.
WORKING CONDITIONS
Frequent prolonged and irregular hours including but not limited to sitting, standing, bending, stooping, kneeling, reaching, grasping, climbing, walking and using hands.  Must occasionally lift and/or move up to 25 pounds. Exposure to a variety of weather conditions.  Employee is required to see, talk and hear.  Specific vision abilities required by this job include close vision, distance vision, depth perception and ability to adjust focus.  Maintain emotional control under stress and maintain positive attitude when dealing with parents and customers.  Use available resources to define issues and solve problems.  HCES is a smoke free, drug free workplace.  Weapons are not allowed on school grounds.
POLICIES AND PROCEDURES
It is expected that each employee will read and sign an acknowledgment of understanding and agree to abide by each of the school’s policies, as listed in the HCES Student Handbook.  All policies contained within may be subject to change.   Employees will follow the Standards of Conduct set forth in the Policies Manual and are expected to exhibit loyalty to HCES and its mission of educating children in a Christian environment.  Employees must satisfactorily perform all areas specified in their specific job description as well as other duties assigned by their immediate supervisor or the Head of School. 

It is the policy of Holy Comforter Episcopal School to expect faculty and staff adhere to certain business standards and follow standard protocol regarding professionalism. Employees must respect the chain of command and consider their supervisor the first point of contact for questions regarding job performance, parent communication, student issues, work-related questions or concerns and when learning of or inquiring about confidential matters.  Examples of issues that should be shared immediately with your supervisor include suspicion of child abuse, consideration of your own resignation or possibility of moving, sharing news/information that would have an impact on the school, respecting the chain of command, confidentiality of information shared in meetings and in general discussions, general work ethic and expectations of HCES in regard to customer service (to parents and students), etc.  


ACKNOWLEDGMENT
By signing below, I agree and understand that I must be able to perform each responsibility set forth above to 
continue my employment with the HCES for 2019-2020.  I understand that this job description is subject to change at any time.
_____________________________



___________________________

Employee Signature






Date

_____________________________

Employee Name (printed)

_____________________________



___________________________

Supervisor Signature





Date
Holy Comforter Episcopal School, Inc.▪ 2001 Fleischmann Road ▪ Tallahassee, FL 32308 ▪ (850) 383-1007
Our Mission





Holy Comforter Episcopal School believes each child is a unique creation of God.  Our mission is to nourish the spirit, challenge the mind, and strengthen the body in a Christian environment, encouraging each child to achieve his or her maximum potential as a contributing member of society.





Our Philosophy





Holy Comforter Episcopal School believes that the education of the total child can best take place in an environment centered in, and supported by, the love of God in Jesus Christ.  We recognize that each student is a unique creation of God.  We endeavor to help our students discover their talents and abilities, while encouraging them to develop a personal relationship with God.  We strive to instill habits and attitudes conducive to academic achievement, responsible behavior, positive nurturing relationships, respect for others and maturity.  We pledge to maintain a high scholastic standard and to equip our students with intellectual curiosity and confidence enabling them to achieve their maximum potential.


 


We aim to provide our students with opportunities to acquire an education that includes knowledge of the world around them, basic skills in subject matter, practice in decision-making, citizenship, moral and ethical conduct, mental, physical and emotional health, scientific and cultural appreciation, and environmental and economic understanding. 


 


Using our philosophy as a foundation, the School works as a unified body to provide quality education in a Christian atmosphere to students of diverse cultural and religious backgrounds, races, and economic levels.  We maintain accountability within the community we serve by encouraging interactions among staff, students, parents, and the Holy Comforter parish family. 





Statement of Non-Discrimination





Holy Comforter Episcopal School reaffirms equal employment opportunity for all individuals, without regard to race, color, religion, sex, age, citizenship, marital status, disability, or national origin.  It is, however, an integral requirement of employment by the School that all employees uphold the Christian beliefs, which serve as the foundation for the School, and wholeheartedly participate in such religious activities.











