
Position Description -Unclassified

Position Status:
Position Title Position Number
Substitute Provider, Child Care Substitutes of Oregon E80057
Appointment (9mos. / 12 mos. / Other) Contract Period (from / to) FLSA
Other- hourly 7/1-6/30 non-exempt
Position Type Regular/Short-Term
Part-time Regular
Work Location Department/Division
Varies The Research Institute
Reports to Reports to Position Number
Program Coordinator, Child Care Substitutes of Oregon (TRI) E80036
Incumbent University ID #
TBD

Program Information:
A. Describe the general program in which this position exists. Include program purpose, size, scope and relationship to the

University’s mission.
The Research Institute (TRI) houses three Centers focused on informing and facilitating change in educational and
human service systems to improve the quality of life for all individuals. Funded through external grants and
contracts, the Centers conduct programs of research, develop evidence-based interventions that are provided
through technical assistance and professional development, and increase system capacity to effect change. TRI was
established in 1961 at WOU and has research partnerships throughout Oregon and the nation. TRI is committed to
promoting and supporting an environment which values and affirms equal opportunity, diversity, and inclusive
practices. TRI is committed to creating a safe environment to have dialogue with our co-workers, partners and those
who receive our services about how to best address the implicit bias that exists. TRI is committed to creating an
anti-racist workplace that is fully inclusive by disrupting systemic racism and dismantling barriers for people of color
in the workplace.

Child Care Substitutes of Oregon (CCSO)
TRI plays an integral role in Oregon’s early learning and child care system. In partnership with Oregon’s Division of Early
Learning and Care (DELC), CCSO has been tasked to develop, implement and manage a system of early educators that will
provide substitute child care services to early learning and development programs statewide. CCSO staff will recruit, screen,
train and oversee substitutes available to provide services around Oregon. Using an online platform, child care programs will be
able to request substitutes for their program. Hired substitutes can then apply for shifts that fit their schedule at their own
discretion.



Substitutes may work a maximum of 18 hours in a child care program per week, and up to 72 hours per month, which may
include professional development time for that week or month.

B. Describe the purpose of this position and how it functions within this program.

Substitute Provider, Child Care Substitutes of Oregon
Substitute Providers will respond to the continuing employment needs of child care providers in Oregon as they will have the
opportunity to apply for shifts within different child care facilities that may include: registered and certified family child care
homes, certified child care centers, and regulated subsidy child care. Ages of children substitutes may work with are 0-12, and
include those under 18 years old with special needs. Substitutes are being hired by Child Care Substitutes of Oregon, a
program that falls under TRI’s at Western Oregon University (WOU). Substitutes are expected to use culturally responsive,
innovative best practices across a variety of duties including engagement with children and families, collaboration and support
within a child care team, and professional development.

Participation in this position requires engagement in continual learning in anti-racism, equity, diversity, inclusion and outreach
in order to cultivate equitable practices across all aspects of position duties and participate and engage in efforts to further
develop and implement the center, projects and university’s equity work and goals.

Bilingual staff may be asked to use both languages across duties and activities as needed. Bilingual staff will provide translation
and interpretation in a culturally responsive manner as needed for this position, and bilingual shifts will be compensated at a
higher rate. Shifts that occur during weekends/evening hours will also be compensated at a higher rate, as well as those that are
categorized as infant/toddler shifts.

Substitutes in this position will provide substitute services throughout the state of Oregon to child care programs. Substitute
providers will work closely with community early childhood education providers, their staff, and the Child Care Substitutes of
Oregon team. Substitutes will report to the Program Coordinator Substitute Supervisor to engage in scheduling,
communication, feedback, and professional development.

Due to the nature of child care program hours, occasional weekend or evening hours may be available. This position will
involve travel to and from the designated child care facilities that the substitute applies for.

Currently we are hiring substitutes to work statewide.

Position Information and Qualifications:
A. Description of Duties/Responsibilities – List the major duties assigned to the position. Note percentage of time each listed
duty is performed to total 100%. Indicate “E” = Essential, “R” = Revised
Percent of time

80% Child Interactions
● Build trusting, positive relationships with children.
● Support staff members in implementing curriculum, routines, transitions, and individualized plans



5%

5%

10%

● Supervise children in scheduled activities, i.e., outside play, meals, rest time and child directed
playtime

● Support children using positive guidance approaches when experiencing challenging behaviors
● Meet the needs of children with varying backgrounds, learning styles, and special needs
● Assist children in meeting their health needs, i.e., diapering/toileting and hand washing
● Encourage each child to know, accept and appreciate themselves as an individual and develop a

sense of independence and belonging
● Help maintain a consistent schedule which includes opportunity for large and small groups, and

individual instruction in both the indoor and outdoor programs

Provider and Staff Interactions
● View site-specific information within the provider portfolio and communicate needs and questions

prior to signing into ratio and comply with licensing and site guidance at all times
● Consistently communicate needs throughout the work day to ensure active supervision, child

engagement, and a distribution of responsibilities
● Take direction from site leadership as appropriate and determined pre-shift (i.e.director,

coordinator, provider, head teacher)
● Debrief with provider if there is any important information they should be aware of

Family Interactions
● Introduce self to families as time permits using the meet-your-substitute handout and through

conversations
● Communicate with families regarding the day-to-day occurrences of their child’s participation in

the program during drop-off and pick-up times
● Maintain relationships with parents/families which create effective partnerships in order to

promote each child's optimum growth and development
● Understand and accept the social, cultural and economic backgrounds of children and families
● Assist program staff in informing parents/family members of the positive activities of their child
● Ensure documentation and reporting of any instances of child injury and suspected child abuse

and/or neglect

Professional Development
● It is a requirement for Child Care Substitutes of Oregon Substitutes to participate in at least 15

hours annually of approved Oregon Registry Online training or education to further professional
development and keep licensing/CCSO requirements up-to-date.

● Develop a professional development plan and work toward achieving the goals
● Obtain a step on the Oregon Registry if not already done so and work to advance in the Oregon

Registry
● Positively represent Child Care Substitutes of Oregon within the community
● Weekend and evening trainings (somewhat frequent)



Other
● Use Child Care Substitutes of Oregon’s data system to create a profile, record hours worked and

complete a brief exit survey after each shift
● Follow all CCSO policies and procedures as outlined in the Substitute Manual
● Follow all policies and procedures of the center or in-home program you are substituting in
● Follow procedures regarding sanitation according to licensing guidelines and facility procedures

B. Required Qualifications
List any certificates, licenses, academic degrees, or experience required to perform the duties of this position. Indicate if a
combination of education and experience is acceptable.

● 18 years of age or older
● Possession of or ability to obtain requirements:

○ Completion of Child Care Substitutes of Oregon orientation & onboarding modules
○ Enrollment in the Central Background Registry
○ Pediatric First Aid/CPR
○ Oregon Food Handler’s card
○ Oregon’s Early Childhood Education Safety Set trainings:

■ Recognizing and Reporting Child Abuse and Neglect
■ Safe Sleep for Infants
■ Introduction to Childhood Health and Safety
■ Prevention is Better than Treatment
■ Foundations for Learning

● Proficient oral and written communication skills
● Ability to be flexible and adapt to changes and emergent needs
● Ability to communicate with a wide variety of individuals and groups, including providers, work team, CCSO

personnel, and administrators from diverse backgrounds



● Commitment to TRI’s anti-racism goals and practices
● Ability to walk/stand for 4-6 hours each day, get up and down off the floor/child sized furniture frequently, and lift 30

pounds (ability to lift 50 pounds is preferred)
● Have access to reliable method of transportation
● Have access to technology and internet connection to receive notifications, join Zoommeetings, and respond to

messages in a timely manner
C. Preferred Qualifications

Describe preferred education, experience, skills, licenses, certificates, and other qualifications for this position.
● Step 6 or higher in the Oregon Registry
● Child Development Associate
● 2 or more years early childhood or related field work experience
● Experience working as a substitute teacher
● Bicultural or multicultural
● Proficient oral and written communication skills in Spanish, Russian, Chinese or Vietnamese
D. Knowledge Areas

List the major areas of knowledge that are required to perform the duties of this position.
● Oregon Office of Child Care Licensing Rules and Regulations
● Willingness to learn a new platform to communicate with providers
● Early Childhood Education including quality and developmentally appropriate practices for children ages 0-12, active

supervision
● Knowledge of Oregon’s early learning system
● Culturally responsive practices that are inclusive of communities, providers, families, and children

Budget Authority:
Indicate the level of the position’s responsibility for the development, control, and monitoring of budget. Indicate the size of the
budget. Check all that apply.

Develops, monitors*, and controls*
*Monitor means to review and approve expenses; control means
to authorize budget transfer at the department level

$0

Delegated authority to monitor budget $0

Limited approval authority for purchase $0

Purchase only with higher level approval $0

Supervisory Authority:
If this position has the authority to act or effectively recommend action affecting employees in the following areas, check all that
apply.

Hire AssignWork

Transfer Recommend salary adjustments

Discipline Approve requests (i.e. leave)

Dismiss Respond to complaints/grievances



Layoff Conduct performance assessments

Promote Give Direction

Positions Supervised:
Type # of Employees Total FTE

Teaching faculty 0 0

Classified staff 0 0

Unclassified staff 0 0

Student Employees (average per term) 0 0

Other (specify)
Substitute Child Care Staff & Early Educators

0 0

Decision Making Authority:
Describe the breadth and scope of decision-making authority and discretion the position has to formulate, implement,
evaluate, approve and/or modify department and/or university policy, procedures, and/or programs. Describe the type of
review and/or approval required by a higher level.
No decision-making authority to formulate, implement, evaluate, approve and/or modify department/university policy,
procedures, and/or programs.

Additional Information:
List any additional information that would help describe the nature of the position.

This position is hourly and is not eligible for benefits. Substitutes may work a maximum of 18 hours in a child care program
per week, and up to 72 hours per month. Which may include professional development time for that week or month.

This position is contingent upon successful enrollment in the Oregon Department of Early Learning and Care’s Central
Background Registry (CBR).

This position is grant funded.

This position requires travel within Oregon.

Child Care Substitutes of Oregon will register substitutes for Infant/Child CPR and First Aid courses prior to program
participation. Predetermined hourly pay for time to complete required prerequisite training(s) will be compensated at base
hourly rate.

TRI Mission:
The Research Institute (TRI) at Western Oregon University improves the quality of life for individuals by facilitating positive
change in education, health, and human services systems.



WOUDiversity and Respect Values:
Equity and inclusion; a fundamental basis in human diversity; appreciation for the complexity of the world; strength drawn
from our variety of backgrounds, abilities, cultural experiences, identities, knowledge domains and means of expression.
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