CMCSS Extended Learning Programs

Job Description

Site Director/Lead Teacher ($30.00 ph with payment to be made December, February and May)

Duties are but not limited to:

· Work cooperatively with Afterschool staff to plan and carry out the objectives of the Afterschool Program.

· Complete the required in-service trainings.

· Provide opportunities for students to learn and practice effective life, interpersonal, social, and communication skills in addition to academic skills.

· Work cooperatively with all staff to provide a safe and caring environment for all students. Foster a sense of belonging and pride in all students.

· Maintain a positive attitude when working with students and parents.

· Build rapport with parents and encourage them to become involved. 

· Maintain accurate attendance records.  

· Maintain accurate staff time sheets. (No overtime allowed in program, and no time logged for holidays/weekends for staff) 

· Collect evaluation data including anecdotal information and submit to project director (Dr. Kimi Sucharski/Nicole Spencer).

· Complete all discipline, accident and incident reports.

· Supervise staff and activities to maintain focus on objectives

· Supervise transportation and follow procedures outlined in procedure manual. (No Students may ride ASP bus without prior written approval)

· Check e-mail daily for afterschool information and respond appropriately. Attend required meeting or send a site representative.

· Follow all procedures outlined in procedure manual.

· Enforce Clarksville/Montgomery County School System Board Policies.

· Perform other duties assigned by the Director of Schools or Project Director.
I understand the expectations outlined above as evidenced by my signature.

_____________________________________________________________________________________

(Signature)





(Name-Print Legibly)

_____________________________________________________________________________________

(MUNIS ID)





(School you will be serving)



CMCSS Extended Learning Programs

Job Description

Teacher ($30.00 ph with payment to be made in (December, February and May)

Duties are but not limited to:

· Work cooperatively with the site coordinator(s) to plan and carry out objectives of the afterschool program.

· Attend required in-service and or professional development.

· Maintain lesson plans or activity plans.

· Maintain accurate individual program attendance records.

· Provide appropriate evaluation information to Lead Teacher, (specifically pre and post assessment data).

· Provide opportunities for students to learn and practice effective life, interpersonal, social, and communication skills in addition to academic skills.

· Work cooperatively with all afterschool staff to provide a safe and caring environment for all students. 

· Maintain a positive attitude when working with students and parents.

· Provide homework assistance, tutor and/or provide enrichment activities, special skills, or special interest sessions, as required.

· Coordinate with regular classroom teachers.

· Complete time sheet as required, 

· Work as scheduled, but if going to be absent will arrange for a substitute utilizing the Site’s approved substitute list. Will notify the Site Director of who will be substituting.

· Follow all procedures outlined in procedure manual. (Maintained by Lead Teacher).

· Enforce CMCSS County School Board Policies.

· Perform other duties assigned by the Director of Schools or Project Director.

I understand the expectations outlined above as evidenced by my signature.
_____________________________________________________________________________________

(Signature)





(Name-Print Legibly)

_____________________________________________________________________________________

(MUNIS ID)





(School you will be serving)



CMCS Extended Learning Programs

Job Description

Support Staff ($16.00 ph with payment to be made according to CMCSS Classified payroll schedule.)(No overtime allowed in the program)

Duties are but not limited to:

· Work cooperatively with Afterschool staff to plan and carry out the objectives of the Afterschool Program.

· Provide opportunities for students to learn and practice effective life, interpersonal, social, and communication skills in addition to academic skills.

· Work cooperatively with all Project staff to provide a safe and caring environment for all students. Foster a sense of belonging and pride in all students

· Maintain a positive attitude when working with students and parents.

· Attend required in-service and or staff development.

· Complete time sheet appropriately. (It is important to check your weekly schedule to ensure that you do not work hours which would result in overtime and notify Site Director if there is a schedule conflict.)(There should be no hours logged for weekends or holidays.)

· Assist with snack time, clean up, and roll call.

· Assist teachers with homework, tutoring, enrichment, or special skill areas as required.

· Assist students in picking up and putting away materials after activities in order to leave areas in order.

· Perform other duties assigned by the Director, Lead Teacher, or teacher.
I understand the expectations outlined above and acknowledge that the afterschool program is unable to pay overtime as evidenced by my signature.

_____________________________________________________________________________________

(Signature)





(Name-Print Legibly)

_____________________________________________________________________________________

(MUNIS ID)





(School you will be serving)


Extended Learning Programs

CMCSS Extended Learning Programs
Job Description

Support Staff with degree ($20.00 ph with payment to be made according to CMCSS Classified payroll schedule.)(No overtime allowed in the program). Must submit transcript documenting award of degree to Dr. Kimi Sucharski and Sheanette Nicole Spencer.

Duties are but not limited to:

· Work cooperatively with Afterschool staff to plan and carry out the objectives of the Afterschool Program.

· Provide opportunities for students to learn and practice effective life, interpersonal, social, and communication skills in addition to academic skills.

· Work cooperatively with all Project staff to provide a safe and caring environment for all students. Foster a sense of belonging and pride in all students

· Maintain a positive attitude when working with students and parents.

· Attend required in-service and or staff development.

· Clock in and out in Kronos appropriately. (It is important to check your weekly schedule to ensure that you do not work hours which would result in overtime and notify Site Director if there is a schedule conflict.)(There should be no hours logged for weekends or holidays.)

· Assist with snack time, clean up, and roll call.

· Assist teachers with homework, tutoring, enrichment, or special skill areas as required.

· Assist students in picking up and putting away materials after activities in order to leave areas in order.

· Perform other duties assigned by the Director, Lead Teacher, or teacher.
I understand the expectations outlined above and acknowledge that the afterschool program is unable to pay overtime as evidenced by my signature.

_____________________________________________________________________________________

(Signature)





(Name-Print Legibly)

_____________________________________________________________________________________

(MUNIS ID)





(School you will be serving)

CMCSS Extended Learning Programs

Job Description

Support Staff [Classified with teacher license] ($30.00 ph with payment to be made according to CMCSS Classified payroll schedule.)(No overtime allowed in the program). Licensure documentation provided to Dr. Kimi Sucharski and Sheanette Nicole Spencer.

Duties are but not limited to:

· Work cooperatively with Afterschool staff to plan and carry out the objectives of the Afterschool Program.

· Provide opportunities for students to learn and practice effective life, interpersonal, social, and communication skills in addition to academic skills.

· Work cooperatively with all Project staff to provide a safe and caring environment for all students. Foster a sense of belonging and pride in all students

· Maintain a positive attitude when working with students and parents.

· Attend required in-service and or staff development.

· Complete time sheet appropriately. (It is important to check your weekly schedule to ensure that you do not work hours which would result in overtime and notify Site Director if there is a schedule conflict.)(There should be no hours logged for weekends or holidays.)

· Assist with snack time, clean up, and roll call.

· Assist teachers with homework, tutoring, enrichment, or special skill areas as required.

· Assist students in picking up and putting away materials after activities in order to leave areas in order.

· Perform other duties assigned by the Director, Lead Teacher, or teacher.
I understand the expectations outlined above and acknowledge that the afterschool program is unable to pay overtime as evidenced by my signature.

_____________________________________________________________________________________

(Signature)





(Name-Print Legibly)

_____________________________________________________________________________________

(MUNIS ID)





(School you will be serving)


CMCSS Extended Learning Programs

Job Description
Student Staff : High School ($15.00ph)/College ($15.00/$20.00 ph) with payment to be made monthly according to your payroll schedule.) Requires processing as a CMCSS variable employee and must be a minimum of 16 years of age.

Duties are but not limited to:

· Work cooperatively with afterschool program staff to plan and carry out the goals and objectives of the project.

· Attend required in-service and or Staff Development.

· Work cooperatively with all Project staff to provide a safe and caring environment for all participants

· Maintain a positive attitude when working with participants

· Assist with snack time, clean up, and roll call.

· Assist students with homework, tutoring, enrichment, and special skill areas (technology components) as required by the teachers and non-certified staff.

· Assist participants in picking up and putting away materials after activities in order to leave areas in order

· Perform other duties assigned by the Director, Certified and Non-Certified Staff.

· Will be paid by submitting a timesheet to site director. 
I understand the expectations outlined above and acknowledge as evidenced by my signature.

_____________________________________________________________________________________

(Signature)





(Name-Print Legibly)

_____________________________________________________________________________________

(MUNIS ID)





(School you will be serving)
