TITLE:  SUMMER SCHOOL COORDINATOR
QUALIFICATIONS
1. Idaho Teaching Certificate with appropriate endorsements as determined by the Board
2. Previous aide or teaching experience as required by the Board
3. Knowledge of human growth, development, and the learning process
4. Knowledge of subjects being taught and the ability to instruct students 
5. Desire to lead instructors and administer educational programs
6. Hard working, conscientious, and relates well with children
7. Works well with students, staff, and the public
8. Excellent organizational skills
9. Excellent interpersonal and communication skills

10. Able to work under pressure and deadlines
11. Maintain confidentiality of staff and students
PRIMARY RESPONSIBILITY TO
Superintendent
JOB SUMMARY

To apply leadership, supervisory, organizational, and decision-making skills to promote the educational growth of the students and professional growth of the staff.  Coordinate summer programs in special education, migrant education program, Even Start, and summer alternative school, including lunch and transportation operations.
MAJOR DUTIES AND RESPONSIBILITIES
Instruction and Interaction with Students

1. Supervise staff teaching and assist in instruction 
2. Establish and maintain an effective learning climate during summer school 
3. Assure transitions from buildings to restroom facilities, play areas, gym areas, and hot lunch are orderly and well-disciplined 
4. Inform the staff and students of summer school rules 
5. Assist staff in disciplining students as outlined in the rules for summer school participation   
6. Arrange suspensions and expulsions according to district policy 
7. Assume responsibility for the safety of students 
Logistics and Administration

1. Work with hot lunch and transportation departments to meet their guidelines 
2. Assure the smooth operation of programs with minimum impact on summer maintenance and custodial work 
3. Make classroom assignments 
4. Complete administrative assignments such as compilation of student applications for summer school 
5. Plan, organize, and direct the implementation of the various summer school programs 
6. Keep an accurate record of student attendance and discipline 
7. Arrange for substitutes or act as the substitute when appropriate 
8. Prepare for transportation of migrant education and specifically assigned special education students and field trips 
Other

1. Meet with staff on a regular basis to assess progress and develop solutions to issues 
2. Orient newly assigned staff members and assist in their development 
3. Evaluate programs and offer recommendation on staff evaluations 
4. Complete observations of staff  

5. Assume responsibility for implementation of school policy 
6. Keep supervisor aware of the events and any issues that may arise 
7. Assume responsibility for his or her continuing professional growth and development by attendance at professional meetings, membership in professional organizations, enrollment in advanced courses, and by reading professional journals and other publications 
8. Adhere to The Code of Ethics of the Idaho Teaching Profession adopted by the Professional Standards Commission and the State Board of Education 
9. Seek assistance should emergencies arise
10. Represent the school district in a positive manner

11. Know and follow school district policy and chain of command
12. Perform other duties as assigned 
EVALUATION
Performance of this position will be evaluated annually by the superintendent in conformance with district policy and IDAPA 08.02.02.120.
TERMS OF EMPLOYMENT
By contract as determined by the Board of Trustees in accordance with federal and state law, administrative rules, and Board policy.
NOTE
All certificated and non-certificated employees and other individuals are required to undergo a criminal history check and submit to fingerprinting.  Any applicant convicted of any of the felony crimes enumerated in section 33-1208, Idaho Code may not be hired, and any applicant convicted of any felony offense listed in Section 33-1208(2), Idaho Code shall not be hired.

Legal Reference:
I.C. § 33-512

Governance of Schools




I.C. § 33-513

Professional Personnel



I.C. § 33-515

Issuance of Renewable Contracts




I.C. § 33-1201

Certificate Required



I.C. § 33-1210

Information on Past Job Performance



IDAPA 08.02.02.022

Endorsements A-D




IDAPA 08.02.02.023

Endorsements E-L




IDAPA 08.02.02.0234
Endorsements M-Z
IDAPA 08.02.02.120
Local District Evaluation Policy—Teacher and Pupil Personnel Certificate Holders
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