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JOB REQUIREMENTS
* CPR Certified
» CNA Certification, LPA License or College Education preferred.
* Minimum of 1 year successful experience as a nurse's assistant or clinical assistant (preferred).
e Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed below are
representative of the environment the employee will encounter:

= Usual office working conditions.

PHYSICAL DEMANDS
* No physical exertion required.
» Travel within or outside of state.
» Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as frequently as
needed to move objects.

TERMS OF EMPLOYMENT
Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the work year and hours of
employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY
This position is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION
Performance will be evaluated in accordance with Charter Schools USA's policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make changes to this job
description. Any employee making changes unauthorized by Human Resources Department will be subject to
disciplinary action up to and including termination.
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BEFORE & AFTER CARE WORKER

JOB PURPOSE

Responsible for overseeing the maintenance of an orderly, safe and pleasant atmosphere in the cafeteria, on the
playground and in other designated locations by helping and supervising staff and students during authorized before or
after school programs in accordance with CSUSA policy and established school procedures.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Oversees Day-to-Day Operations of Before and Aftercare Program

Oversees registration of students into program.

Monitors staff and students.

Oversees proper student sign-in and dismissal procedures for Before Care.
Oversees proper student check-in and dismissal procedures for After Care.
Observes who enters and leaves child care area.

Oversees and/or assists students with homework.

Oversees and/or passes out snacks.

Oversees and /or plays with students on playground.

Coordinates field trips.

Ensures Proper Infrastructure of Before and Aftercare Program

Ensures background check work references have been conducted on staff.
Organizes and plans for age specific craft/entertainment programs.
Purchases crafts and snacks.

Organizes and plans for Spring/Summer Camp Programs if applicable.
Submits reports and maintain records.

Oversees Finances of Before and Aftercare Program

Plans budget in coordination with Business Administrator or Regional Business Administrator.
Ensures compliance to Budget.

Receives and handles money in accordance with CSUSA guidelines.

Oversees collection of A/R and NSF checks.

Maintains accurate financial records.

Maintains up to date data base of customers.

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER
The above statements are intended to describe the general nature and level of work being performed. They are not
intended to be an exhaustive list of all responsibilities, duties and skills required personnel so classified.

SKILLS AND KNOWLEDGE

1.
2.

3.

Demonstrates the ability to lead people and get results through others.

Has the ability to consistently be at work, to arrive on time, to follow instructions, to respond to management
direction and solicit feedback to improve performance.

Establishes excellent interpersonal skills between all constituents: being courteous, professional, and helpful;
demonstrates high level of interpersonal skills to handle sensitive and confidential situations. Position
continually requires demonstrated poise, tact and diplomacy.

Demonstrates excellent oral (including presentations), written, interpersonal (active listening), skills and ability
in negotiating and influencing; great phone etiquette.

Is proactive and takes initiative. Thinks creatively. Drives projects to completion. Insists on highest level of
quality.

Works and interacts with staff and relates to individuals at all levels of the organization; relates to individuals at
all levels. As unique situations present themselves, the incumbent must be sensitive to corporate needs, employee
goodwill, and the public image.

Possesses strong customer and student orientation.
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8. Has the ability to work with large amounts of data, to research and interpret records, to detect errors, and make
the necessary corrections.
9. Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness. Strives to
implement best practices.
10. Has the ability to be courteous and professional when dealing with parents, children and other co-workers.
11. Possesses strong supervisory skills.

JOB REQUIREMENTS
e High School Diploma, or higher.
e Three (3) years' experience in childcare management.
» Special certifications, i.e. CPR training, preferred.
» Computer literacy; proficient with Microsoft Office (Word, Excel, PowerPoint), Student Information System
(SIS). Knowledge of QuickBooks preferred.
» Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.
* Requires fingerprint/background check with district prior to start date.

WORK ENVIRONMENT
»  Usual child care working conditions

PHYSICAL DEMANDS
* Frequent reaching and stretching to pass out snacks.
» Frequent bending and flexing of arms and legs to play active games with children.
» Light work: Exerting up to 40 pounds of force occasionally (ice coolers), and/or up to 20 pounds of force as
frequently as needed to move objects.

TERMS OF EMPLOYMENT
Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the work year and hours of
employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION
Performance will be evaluated in accordance with Charter Schools USA's policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make changes to this job
description. Any employee making changes unauthorized by Human Resources Department will be subject to disciplinary
action up to and including termination.
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DIRECTOR OF BEFORE & AFTER CARE

JOB PURPOSE

Responsible for assisting in maintenance of an orderly, safe and pleasant atmosphere in the cafeteria, on the playground
and in other designated locations by helping and supervising students during authorized before or after school programs in

accordance with CSUSA policy and established school procedures.

ESSENTIAL DUTIES AND RESPONSIBILITIES

This position is one that is in the public eye and program assistants must always reflect a professional manner as

well as provide excellent customer service.

» Candidates must be able to resolve conflicts with children and parents, possess the ability to be firm but friendly,

and must be able to be courteous and professional when dealing with parents, children and other co-workers.
Program assistant reports to the Director of the Before and After Care Program and to the school principal.

o

O O O O O O O O

Follows proper student sign in and dismissal procedures for Before Care.
Follows proper student check in and dismissal procedures for After Care.
Monitors students.

Observes who enters and leaves child care area.

Assists students with homework.

Passes out snacks.

Plays with students on playground.

Tutors and assists students with homework.

Resolves conflicts with children and parents.

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

JOB REQUIREMENTS:
e High school diploma or higher education credential.

= Previous experience as daycare assistant or summer camp counselor, preferred
e Must like children.
e Commitment to company values.

» Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.
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SCHOOL ENROLLMENT & MARKETING ADMINISTRATOR

Job Description

JOB PURPOSE

The School Enrollment & Marketing Administrator is responsible for the acquisition of new students and retention
of existing students to ensure enrollment targets are met for the school. This role executes strategies, with the
assistance of the principal, that support all aspects of the marketing and enrollment functions at the school. Is
knowledgeable of all associated processes and activities. Acts as an external representative of the school to the
community.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Builds Awareness of School

Understands and can effectively communicate to families and community stakeholders on charter schools,
Charter Schools USA, and the school's identity, mission, and vision.

Works with school leadership to help refine the school's identity and ensure the school properly represents its
identity.

Develop, update, and modify marketing plans regularly in collaboration with school and state team and
ensures they are within the school budget.

Collaborate with state and national marketing and enrollment team to execute paid digital marketing strategies
by providing images, testimonies, identity-related data, and information.

Identify, attend, and participate in community outreach events to build and increase the lead volume inside
and outside of normal school hours.

Identify and collaborate with community organizations that can ultimately become a partner and lift the
school's reputation, identity, and awareness.

Identify and purchase school promotional items from the marketing toolkit in consideration of the marketing
budget.

Review and leverage local consumer research to ensure marketing strategies align with family interests.
Monitors competition, offerings, and market changes.

Identifies school stories, testimonials, and thought leadership opportunities to write and promote on-site and
socially.

Works with public relations agencies and local media to promote events, accolades, and differentiating
opportunities.

Generates Conversion of Family Interest Into Ultimate Application and Enrollment

Develops, implements, and monitors strategies to promote the identity of the school and build the trust of
families interested in the school.

Utilizes the customer relationship management tool (CRM) to build, generate, capture, influence, and convert
families throughout the conversion pipeline.

Builds a healthy list of interested families by utilizing various strategies and events to generate interest.
Follow-up regularly with families who express interest in the school to get them to apply.

Develops a content strategy to strengthen the school identity and improve family engagement.

Collaborates with school staff and teachers to create the website and social content.

Publishes content on the website and social platforms and monitors associated engagement metrics.

Plans and coordinates marketing efforts for student recruiting and facilitates and coordinates the school's
information sessions, tours, open houses, orientations, etc . while ensuring the consumer experience is
exceptional.

Develop and deploy email, text, or print campaigns to support ongoing communication and retargeting efforts
to prospective families utilizing the CRM.

Co-plan with school leadership to offer family incentives to increase lead volume.

Manages Application & Registration

Work towards building the application volume beyond the school target and programmatic capacity to ensure
we have a waitlist and a fully enrolled school.

Develops, implements, and monitors various enrollment strategies to improve application volume such as
family referrals, etc.
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Manages the application pipeline through various enrollment reports and the student registration system and
ensures enrollment policies and processes are followed including seats being offered promptly.

Identifies and oversees the yearly marketing and enrollment schedule including intent to return, open
enrollment, and lottery dates, and communicates with school M&E stakeholders and school staff.

Develops and provides internal stakeholders with training and materials so they can properly support the
enrollment function during key M&E yearly milestones, such as intent to return, start of year calls, warm
body count, etc.

Follow-up with applicants to submit/complete required documentation (e.g. driver's license, birth certificates,
and proofs of address) for enrollment.

Coordinates with school-based special populations staff members to ensure special populations data &
documents (including Home Language Surveys) are gathered and shared regularly with the team as students
enroll.

Receives documentation and enters data from source documents as necessary to ensure students are fully
registered.

Reviews student records to ensure current information, accuracy, and completeness before syncing with the
student information system (SIS).

Works with other school enrollment stakeholders, such as the SRS, to ensure students are properly identified
and coded in the district/parish/state student systems.

Collaborates to Improve Retention, Loyalty & Advocacy

Works with school leadership to develop and execute retention strategies on existing students with the
ultimate goal of improving retention, start rates, and minimizing withdrawals.

Continuously monitors and ensures the school adheres to CSUSA policies on withdrawals.

Develops and executes family communication campaigns that improve engagement and retention campaigns
by utilizing forms and reminder letters, emails, and texts.

Coordinates with principal and other staff members on student withdrawals and looks for trends and reasons
to lower withdrawals.

Engage the school team to support the start of the year Pre-First Day and warm body counts.

Identify, implement, and monitor various advocacy strategies to capture testimonials, identify ambassadors,
and leverage raving fans.

Marketing and Enrollment Team Membership

Develop marketing and enrollment team at the school to serve as partners towards achieving marketing and
enrollment goals for the school.

Identify school members who can assist M&E functions and cross-train them to support M&E activity and
act as a backup if needed.

Provide status updates, reports, and progress on marketing and enrollment-related projects to school
leadership regularly.

Communicate and collaborate with school leaders and M&E Area Managers on strategies, plans, and goals.

**MAY PERFORM OTHER DUTIES AS ASSIGNED**
DISCLAIMER
The above statements are intended to describe the general nature and level of work being performed. They are not

intended to be an exhaustive list of all responsibilities, duties, and skills required of personnel so classified.
SKILLS AND KNOWLEDGE

Has the ability, comfort, and success with speaking to prospective families and community partners to
influence them to apply and enroll or partner with the school.

Has the ability to strategically use insights and metrics from social media (e.g. Facebook, Instagram, Twitter,
YouTube) and digital marketing to promote the school and CSUSA.

Has an understanding of how to engage and optimize content through Social and Digital Media.
Demonstrates proficient experience with Microsoft Office (Outlook, Word, Excel, PowerPoint), Student
Information System (SIS), CRM, Adobe Acrobat, and Canva.

Has the ability to adapt and incorporate emerging software technology into daily use.
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o Possesses detailed knowledge of Federal, State, and local requirements for K-12 schools and charter school
law preferred.
e Has the ability to work and interact with individuals at all levels of the organization.
e Has the ability to organize, prioritize and manage multiple priorities.
e Has the ability to establish a set of operating principles and routines; driving projects to completion, while
insisting on the highest level of quality.
e Possesses excellent communication skills: oral (including presentations), written, interpersonal (active
listening), negotiating, and influencing.
e Has the ability to respond to management direction, and to solicit feedback to improve performance.
e Possesses good knowledge of company and departmental policies and procedures.
e Leads by example in adherence and knowledge of the CSUSA and the school's vision, mission, and values
demonstrated by the commitment to act in an ethical manner using behaviors that promote a team concept.
e Follows through on duties and projects assigned.
e Participates in and completes training programs offered to increase skill and proficiency related to
assignments.
e Reviews current developments, literature, and technical sources of information related to job responsibility.
o Ensures adherence to good safety procedures.
JOB REQUIREMENTS
e 2-year college degree/equivalent experience (required) or higher (preferred).
e Previous sales or marketing background is highly desired.
e Previous School Enrollment Manager, Registrar, or equivalent experience desired.
e Demonstrated experience in social media and digital marketing on Facebook, Instagram, Twitter, and
YouTube. Understanding of engaging and optimized content.
e Minimum of 2 years relevant experience.
e Excellent customer service skills.
o Excellent organization, time management, and follow-up skills.
e Must be able to present a professional office with great customer service skills.
e Must have a positive attitude and be able to collaborate with others, while helping to maintain a pleasant
working environment.
e  Must be detail-oriented.
e Being bilingual is a plus, but not required.
e Ability and willingness to work successfully with students, parents, and staff.
e Must pass a background check.
e Ability and willingness to take directions.
e Excellent references including attendance and punctuality.
e Demonstrates excellent oral (including presentations), written, interpersonal (active listening), skills and
ability in negotiating and influencing; professional phone etiquette.
e Proactive and takes initiative. Thinks creatively. Drives projects to completion. Insists on the highest level of
quality.
WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed below are
representative of the environment the employee will encounter:
e  Usual office working conditions.

PHYSICAL DEMANDS
e No physical exertion required.
e Travel within or outside of the state.
e Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as frequently as
needed to move objects.
TERMS OF EMPLOYMENT
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Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the work year and
hours of employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY

Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION

Performance will be evaluated in accordance with Charter Schools USA's policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make changes to
this job description. Any employee making changes unauthorized by Human Resources Department will be subject
to disciplinary action up to and including termination.
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STUDENT SERVICES COORDINATOR

Job Description

JOB PURPOSE: To help students achieve personal fulfillment by providing them with services to make
successful personal, educational and occupational life plans.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Instruction

Prepares for and conduct parent and student conferencing according to school policy.

Student instruction in modalities instituted by school and assigned program (may include but are not
limited to: Individual or Group Direct Synchronous Instruction, Learning Support, Life Skills Support,
Itinerant Support, Resource Room Support, co-teaching, writing lesson plans, telephone conferencing
and instruction, Parent Learning Opportunities).

Collects data and appropriate work samples.

Plans and conduct appointments with parents as needed.

Assists regular education teachers with specially designed instruction when necessary.

Participates at monthly outings encouraged.

Provides support for Special Education student achievement in the general class through training
teachers and assisting with implementation of school inclusion plans.

Arranges for and assist with training for inclusionary practices.

Acts as informational liaison for inclusion as appropriate.

Assists with planning for classroom and testing accommodations for students with disabilities.
Models strategies for inclusionary practices as appropriate.

Provides assistance with developing and adapting curriculum materials and educational practices to
meet the needs of students and teachers.

Individual Student Counseling

Assists students in evaluating their aptitudes and abilities through the use of teacher comments,
interpretation of individual standardized test scores and other pertinent data. Works with students in
evolving educational and career plans in terms of such evaluation

Provides individual counseling sessions for assigned students in dealing with their personal needs as
they affect school performance, as well as their educational and career plans.

Provides small and large group counseling sessions, as needed, to address students' personal
educational and career plans.

Assists students in course selections and the scheduling process. Works to prevent students from
dropping out of school, and assists those that do in finding alternative educational programs.

Assists in making arrangements for enrollment in summer school programs to make up noted
deficiencies.

Participates in follow-up studies of former students for the purpose of improving services and
evaluating the effectiveness of the educational program being offered by the school

Provides emergency support to students as needed during crises.

Provides students with college financial aid/scholarship resources and assists with college selection
(High School).

Staff Consultation

Serves as a consultant to the faculty concerning matters related to guidance services

Confers with staff regarding students with problems and/or special needs.

Serves as a resource person for administration in matters relating to students and guidance services;
provides thorough and timely reports, data, etc. as requested by administration.

Student and Parent Orientation

Provides students new to the school orientation and information relative to school procedures,
curriculum and extra-curricular opportunities.
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e Participates in planning and implementing programs which contribute to a smooth transition
between grade levels and/or to post-secondary education, which may include orientation programs
for students and parents.

e Serves as a resource for information regarding the educational program, activities and services of the
school.

Record Keeping

e Supervises the maintenance of cumulative records for assigned students in accordance with state and
federal laws and regulations as well as CSUSA policy.

e Provides information and prepares recommendations to colleges for admissions and scholarships as
well as to potential employers and other agencies for assigned students.

e Maintains counseling record (i.e., summary, log) regarding conferences or other sessions with
assigned students.

Assessment

e Assists in the administration of state-mandated and CSUSA assessment programs.

e Reviews and interprets results of assessment programs for assigned students and utilizes results for
counseling purposes.

e Contributes to the evaluation of current curriculum offerings.

e Assists in developing and implementing an evaluation plan for the guidance program and utilizing
results to determine strengths and areas in need of improvement.

School and Community Relations

e Strives to establish cooperative relations and makes a reasonable effort to communicate with parents
when necessary and appropriate.

e Utilizes the resources of the community in developing and enhancing guidance services and activities.

e Cooperates and shares professionally with members of the staff.

e Assists in interpreting the Guidance Services Program within the school and community.

e Assists community agencies and resource people who deal with students' needs.

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being performed by
people assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties and
skills required of personnel so classified.

SKILLS AND KNOWLEDGE

1. Ability to work and interact with individual at all level of the organization.

2. Ability to organize, prioritize and manage multiple priorities.

3. Ability to prepare comprehensive business reports, including writing report sections, integrating

content, and formatting business documents.

4. Ability to establish a set of operating principles and routines; driving projects to completion, while

insisting on highest level of quality.

5. Ability to consistently be at work, be on time, follow instructions, respond to management direction

and solicit feedback to improve performance.

6. Establish excellent interpersonal skills between all constituents: being courteous, professional, and
helpful; Oral (including presentations), Written, Interpersonal (active listening), Negotiating and
Influencing.

Computer Basics: Windows, MS Word, Excel, Outlook, PowerPoint; Student Information System (SIS).
Good knowledge of organization's policies and procedures.
9. Detailed knowledge of Federal, State, and local requirements for K-12 schools and charter school law.

®© N
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PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

e No physical exertion required.

e Required to sit for long periods of time.

e Somewhat stressful due to frequent student activity.

e Light work: Exerting up to 20 pounds of force occasionally, and/or u

JOB REQUIREMENTS

e Bachelor's degree from an accredited college or university or equivalent.

e Possession of valid state certification.

e Minimum three (3) years experience of successful teaching or counseling services.

e Successful results of criminal and employment background check.

e Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness. Strives
to research, evaluate and implement best practices.

e Effective communication skills.

e Proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student Information System
(SIS).

e Commitment to company values.

e Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.
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DEAN OF STUDENTS

Job Description

JOB PURPOSE: 12 month fulltime Responsible for developing and enhancing elective courses, afterschool
college preparation programs and workshops, and parent involvement networks. Responsible for ensuring
the overall security, safety, and well-being of students and staff, and assists the Principal in the
implementation of CSUSA policies and school oversight.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Education Responsibilities
e Ensures teachers are organized, manage their time well and cover proper curriculum and cover
proper curriculum conforming to State and CSUSA mandates.
e Conducts 3-minute walk through; reports non-compliance to Principal.
e Ensures teachers follow curriculum maps to maximize high assessments test scores.

e  Works with Principal, Assistant Principal and Lead Teachers to observe and evaluate designing and
planning of instruction, execution of education, classroom environment.

e Informs teachers of expectations prior to observing/evaluating. Uses announced and unannounced
evaluations.

e Debriefs each observation/evaluation with a post conference.

e Ensures classroom teachers are using Personal Learning Plans (PLP) which personalize instruction
and differentiate CSUSA schools from district schools.

e Ensures teachers meet with students individually.

e Conducts PLP training and checks PLPs quarterly.

e Supervises the setting of grade level goals for teachers who set classroom goals.

e Analyzes data from formative and summative assessments throughout the school.

e Works with Leadership Team to set annual school goals based on previous year’s data.

e Analyzes benchmark data.

e Checks grade books to ensure correct input of grades.

e Monitors that teachers are using assessment data for targeted and differentiated instruction.
e  Visits classrooms regularly; provide coaching on classroom management.

e Serves as liaison with Corporate Education to advise of what is effective in the classroom.

e Provides professional development/coaching on research based instructional strategies.

Operations

e Assigns teachers to arrival and dismissal duties; creates, posts and updates schedules.
e C(reates schedules so that specialized teachers are scheduled properly.

e Creates schedule and assigns specialist teachers for special area schedule to ensure teacher coverage
of PE, Music, Art, Spanish, Computer, Library.

e Designs schedule to create common planning time so that classroom teachers can attend grade level
cluster meetings.

e Balances schedule so that special teachers have equally distributed planning time.

e Designs schedule so that gifted and talented students have time for key activities and have a variety
of specialized teachers.
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Places students to ensure students are with appropriate teacher.
Checks cumulative files for learning problems to ensure student is in correct learning environment.

Oversees and monitors progress reports and report cards before distribution date to ensure
completeness and accuracy.

Oversees, interviews, arranges and orients substitute teachers to ensure smooth transition for
substitute and students.

Discipline

Investigates problems of disciplinary nature, documents information and reports findings and
decisions to the appropriate individuals.

Reports on investigations of offenses committed by students
Investigates referrals where student or school property is stolen or reported missing.

Works closely with the school guidance counselor, principal and local law enforcement agencies and
make referrals as appropriate.

Recommends appropriate sanctions including detentions, campus service, suspensions and referrals
to the Principal for appropriate action.

Makes periodic tours of campus to ensure that school and school board policies are being enforced.
Assists with the enforcement of school/state attendance policies.

Counsels students and parents where behavioral problems are involved.

Assists with the supervision of organized student gatherings and see that all equipment is operative
Coordinates school bus supervision before and after school.

Coordinates the student lunchroom and work duty assignments.

Assists with the supervision of students detained after school hours for disciplinary reasons

Provides information to the principal regarding teachers' effectiveness in classroom management
and pupil control.

Ensures school code of conduct is enforced consistently.

Participates in school based leadership opportunities (i.e.: team meeting, lead teacher meeting, etc).
Convenes scheduled meetings with Guidance Counselors and Principal to discuss individual cases
and the well-being of the student body.

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being performed by
people assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties and
skills required of personnel so classified.

SKILLS AND KNOWLEDGE

1.

Demonstrates enthusiasm and commitment toward the position and the mission of the company;
support the company’s values in the strategic areas of academic excellence, operational performance,
superior culture, and financial health and growth, as outlined in the Employee Handbook.

Possesses strong time management & organizational skills and the ability to prioritize effectively and
complete work with little supervision within agreed timeline.
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Has the ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative staff. Is sensitive to corporate needs, employee goodwill,
and the public image, as unique situations present themselves.

Possesses excellent interpersonal skills and displays such between all stakeholders: being courteous,
professional, and helpful.

Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal
(active listening), Negotiating and Influencing.

Has the ability to be at work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.

Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS) and email communications.

Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.

Strives to implement best practices and positive character education consistently.

10. Has the ability to demonstrate flexible and creative management of disciplinary issues.

11. Has the ability to provide a supportive role to the principal.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters
while performing the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.
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GUIDANCE COUNSELOR

Job Description
JOB PURPOSE
Responsible for helping students achieve personal fulfillment by providing them with guidance and

counseling services to make successful personal, educational and occupational life plans.
ESSENTIAL DUTIES AND RESPONSIBILITIES

Individual Student Counseling

Assists students in evaluating their aptitudes and abilities through the use of teacher comments,
interpretation of individual standardized test scores and other pertinent data. Works with students
in evolving educational and career plans in terms of such evaluation.

Provides individual counseling sessions for assigned students in dealing with their personal needs as
they affect school performance, as well as their educational and career plans.

Provides small and large group counseling sessions, as needed, to address students' personal
educational and career plans.

Assists students in course selections and the scheduling process. Works to prevent students from
dropping out of school, and assists those that do in finding alternative educational programs.

Assists in making arrangements for enrollment in summer school programs to make up noted
deficiencies.

Participates in follow-up studies of former students for the purpose of improving services and
evaluating the effectiveness of the educational program being offered by the school.

Provides emergency support to students as needed during crises.

Provides students with college financial aid/scholarship resources and assists with college selection
(High School).

Staff Consultation

Serves as a consultant to the faculty concerning matters related to guidance services.
Confers with staff regarding students with problems and/or special needs.

Serves as a resource person for administration in matters relating to students and guidance services;
provides thorough and timely reports, data, etc. as requested by administration.

Student and Parent Orientation

Provides new students with an orientation and information relative to school procedures, curriculum
and extra-curricular opportunities.

Participates in planning and implementing programs which contribute to a smooth transition
between grade levels and/or to post-secondary education, which may include orientation programs
for students and parents.

Serves as a resource for information regarding the educational program, activities and services of the
school.

Record Keeping

Supervises the maintenance of cumulative records for assigned students in accordance with state
and federal laws and regulations as well as CSUSA policy.

Provides information and prepares recommendations to colleges for admissions and scholarships as
well as to potential employers and other agencies for assigned students.

Maintains counseling record (i.e., summary, log) regarding conferences or other sessions with
assigned students.
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Assessment

Assists in the administration of state-mandated and CSUSA assessment programs.

Reviews and interprets results of assessment programs for assigned students and utilizes results for
counseling purposes.

Contributes to the evaluation of current curriculum offerings.

Assists in developing and implementing an evaluation plan for the guidance program and utilizes
results to determine strengths and areas in need of improvement.

School and Community Relations

Strives to establish cooperative relations and makes a reasonable effort to communicate with parents
when necessary and appropriate.

Utilizes the resources of the community in developing and enhancing guidance services and
activities.

Cooperates and shares professionally with members of the staff.
Assists in interpreting the Guidance Services Program within the school and community.

Assists community agencies and resource people who deal with students' needs.

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being performed by
people assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties and
skills required of personnel so classified.

SKILLS AND KNOWLEDGE

1.

9.

10.
11.

Demonstrates enthusiasm and commitment toward the position and the mission of the company;
support the company's values in the strategic areas of academic excellence, operational performance,
superior culture, and financial health and growth, as outlined in the Employee Handbook.

Has strong time management & organizational skills and the ability to prioritize effectively and
complete work with little supervision within agreed timeline.

Has the ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative staff. As unique situations present themselves, the
employee must be sensitive to corporate needs, employee goodwill, and the public image.

Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal
(active listening), Negotiating and Influencing.

Has the ability to be at work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.

Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS) and email communications.

Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.
Strives consistently to implement best practices and positive character education.

Has the ability to demonstrate flexible and creative management of disciplinary issues.

Has the ability to provide a supportive role to the Principal.

Possesses detailed knowledge of Federal, State, and local requirements for K-12 schools and charter
school law.

PHYSICAL DEMANDS
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The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

e No physical exertion required.

e Required to sit for long periods of time.

e  Somewhat stressful due to frequent student activity.

e Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as
frequently as needed to move objects.

WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee encounters

while performing the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

e The noise level in the work environment is moderate; it may rise during periods of heavy student
traffic.
TERMS OF EMPLOYMENT
e Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the work
year and hours of employment shall be those established by Charter Schools USA.

e This document does not create an employment contract, implied or otherwise, other than an "at-will"
relationship.

FLSA OVERTIME CATEGORY

Job is exempt from the overtime provisions of the Fair Labor Standards Act (FLSA).
EVALUATION

Performance will be evaluated in accordance with Charter Schools USA Policy.
DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make changes
to this job description. Any employee making changes unauthorized by Human Resources Department will be
subject to disciplinary action up to and including termination.

JOB REQUIREMENTS:

e Bachelor's degree from an accredited college or university or equivalent.

e Possession of valid certification for Guidance Counselor.

e Minimum three (3) years experience of successful teaching or counseling services.
e  Successful results of criminal and employment background check.

e Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.
Strives to research, evaluate and implement best practices.

e Effective communication skills.
e Commitment to company values.

e Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.
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NURSE

JOB DESCRIPTION

JOB PURPOSE: To support the instructional program by creating a climate of health and well-being in
the school and by addressing the health needs of the school, consistent with the goals set forth by
CSUSA.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Assessment
¢ Maintains a complete, up-to-date health record system using available technology.
¢ Plans and conducts screenings, examinations and health appraisals in accordance with state law
and CSUSA policy.
¢ Monitors newly enrolled students in order to ensure that state law and district policy are
implemented concerning health issues (i.e., immunization, medical records).

Consultation
o Advises and counsels students, staff and parents, as appropriate, concerning health issues.
o Makes referrals to school resources and/or community agencies as necessary.
e Serves as consultant and resource person in health instruction and curriculum planning.
e Provides input to the administration concerning the implementation of state law and the
development of CSUSA policies and procedures related to health issues.

Emergency Care
e Provides first aid as needed.
e Assists emergency care givers as applicable.
¢ Maintains appropriate records as required.

School Environment
¢ Makes recommendations to the principal regarding health and safety to promote a safe, healthy
and comfortable learning environment.
o Administers medication in accordance with state law and CSUSA policy.

School /Community Relations
o Communicates with parents/guardians as needed concerning their child’s health.
o Keeps staff informed about relevant health issues.
¢ Communicates with various health-related organizations in the community and surrounding areas
as needed for students and staff.

**MAY PERFORM OTHE DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being performed
by people assigned to this job. They are not intended to be an exhaustive list of all responsibilities,
duties and skills required of personnel so classified.

SKILLS AND KNOWLEDGE
1. Ability to work and interact with individual at all level of the organization.
2. Ability to organize, prioritize and manage multiple priorities.
3. Ability to prepare comprehensive reports, including writing report sections, integrating content, and
formatting the report electronically when needed.
4. Ability to establish a set of operating principles and routines( driving projects to completion, while
insisting on highest level of quality.
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5. Ability to consistently be at work, be on time, follow instructions, respond to management direction
and solicit feedback to improve performance.

6. Ability to establish excellent interpersonal skills between all constituents: being courteous,
professional, and helpfulOral (including presentations), Written, Interpersonal (active listening),
Negotiating and Influencing.

7. Computer Basics — Windows (Word, Excel, Outlook, PowerPoint)[ Student Information System
(SIS).

8. Knowledge of company and departmental policies and procedures.

9. Detailed knowledge of Federal, State, and local requirements for K-12 schools and charter school
law preferred.

PHYSICAL DEMANDS
¢ No physical exertion required.
e Required to sit and stand for long periods of time.
o Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as
frequently as needed to move objects.

WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. The noise level in the work environment
is moderate.
e Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

TERMS OF EMPLOYMENT
e Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the
work year and hours of employment shall be those established by Charter Schools USA.
¢ This document does not create an employment contract, implied or otherwise, other than an “at
will” relationship.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act (FLSA).

EVALUATION
Performance will be evaluated in accordance with Charter Schools USA Policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make
changes to this position description. Any employee making changes unauthorized by Human
Resources Department will be subject to disciplinary action up to and including termination.

JOB REQUIREMENTS
e Current license as a registered professional nurse in state.
e Certification as a school nurse or working toward this certification in accordance with state law and
regulation.
o Bachelor's Degree from an accredited college.
o Minimum of three years successful experience as a nurse or school nurse (preferred).
e Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.
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ATTACHMENT Q

School Teacher
Job Descriptions

415



Sarasota Classical Preparatory Academy

K-5 TEACHER

JOB PURPOSE

Create and implement a flexible program and classroom environment favorable to student learning and personal growth.
Develops lesson plans consistent with established guidelines. Establish effective rapport with students, staff members, and
parents. Motivate students to develop skills, attitudes and knowledge to provide an effective educational foundation, in
accordance with each student's ability.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Instruction/Education Responsibilities

Plans and implements a program of instruction that adheres to the company's philosophy, goals and objectives as
outlined in the adopted courses of study.

Makes purposeful and appropriate lesson plans which provide for effective teaching strategies and maximizes time
on task.

Presents subject matter to students to maximize learning opportunity and provides real-world, application based
examples and learning opportunities.

Reviews student records in order to develop a foundation of understanding regarding each student's abilities and
needs. Maintain accurate and complete student records.

Strives to maximize the educational achievement of each student.

Utilizes a variety/range of student learning modalities in each lesson and uses differentiated instruction within those
lessons.

Utilizes diagnostic assessment of student learning on a frequent basis.

Maintains accurate and completes student records.

Assesses student strengths and weaknesses on a frequent basis, provides appropriate activities to address student
needs and generates progress reports as required.

Refers students with suspected learning problems to appropriate support personnel.

Assigns lessons, corrects student work product and reviews oral presentations.

Coordinates class field trips (as required).

Prepares students for state required achievement assessments.

Keeps current in subject matter knowledge and learning theory and is willing to share this knowledge for the
continual improvement of the school's curriculum.

Assists in the on-going curriculum revision process, including the revision of written courses of study.

Assists in the selection of books, equipment, and other instructional materials.

Becomes acquainted with supplemental services beneficial to students as an extension of regular classroom
activities.

Provide a Classroom Environment Conducive to Learning

Creates a classroom environment that is conducive to learning and appropriate to the maturity and interests of
students.

Maintains positive rapport with students; demonstrates patience and appropriate nurturing to assist in the growth of
the child.

Ensures classroom is clean, safe and includes student generated work on display as appropriate.

Implements all relevant policies governing student conduct.

Develops reasonable rules of classroom/playground behavior in accordance with CSUSA policy and guidelines, and
maintains order in the classroom in a fair and consistent manner.

Instructional Planning

School/Community Relations

Strives to establish cooperative relations and makes reasonable effort to communicate with parents/guardians when
appropriate.

Communicates clearly, consistently and positively with parents via all appropriate mediums.

Cooperates with members of the administration, other staff and with CSUSA.

Maintains confidentiality regarding student records.

Participates in parent communication activities.

Participates in extracurricular activities to ensure a positive school culture and provide support for students and staff
(as required).

**MAY PERFORM OTHER DUTIES AS ASSIGNED**
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DISCLAIMER: The above statements are intended to describe the general nature and level of work being performed by
people assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties and skills required
of personnel so classified.

SKILLS AND KNOWLEDGE

Demonstrates enthusiasm and commitment toward the position and the mission of the company; support the
company's values in the strategic areas of academic excellence, operational performance, superior culture, and
financial health and growth, as outlined in the Employee Handbook.

Possesses strong time management & organizational skills and the ability to prioritize effectively.

Has the ability to establish and maintain effective working relationships with teachers, students, parents, the
community, and administrative staff. Is sensitive to sensitive to corporate needs, employee goodwill, and the public
image, as unique situations present themselves.

Possesses excellent interpersonal skills and displays such between all stakeholders: being courteous, professional,
and helpful.

Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal (active listening),
Negotiating and Influencing.

Has the ability to be at work consistently, to be on time, to follow instructions, to respond to management direction
and to solicit feedback to improve performance.

Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student Information System
(SIS) and email communications.

Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.

Strives to implement best practices and positive character education consistently.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform
the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

No physical exertion required.

Somewhat stressful due to frequent student activity.

Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as frequently as needed
to move objects.

WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed below are representative
of the environment the employee will encounter:

Usual school working conditions.
May be noisy during high student traffic.

TERMS OF EMPLOYMENT

Salary and benefits shall be paid consistent with CSUSA salary and benefit policy.
Length of the work year and hours of employment shall be those established by Charter Schools USA.
This document does not create an employment contract, implied or otherwise, other than an "at will" relationship.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION
Performance will be evaluated in accordance with Charter Schools USA's Policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make changes to this
position description. Any employee making changes unauthorized by the Human Resources Department will be subject to
disciplinary action up to and including termination.
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JOB REQUIREMENTS

Bachelor's degree (BA) from an accredited college or university or equivalent.

Possession of valid teaching certification (as appropriate).

Minimum of one (1) to three (3) years successful teaching experience (may include Student Teaching Internship
experience).

Equivalent combination of education and experience.

Command of grades/subject specific content and theoretical knowledge of learning theory, including motivation,
reinforcement, evaluation and feedback techniques.

Understanding of and commitment to company values.

Successful results of criminal and employment background check.

Effective instructional delivery techniques and excellent communication skills.

Adherence to the requirements of the Code of Ethics for the Education Profession.

Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.
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MIDDLE SCHOOL TEACHER

JOB PURPOSE

Create and implement a flexible program and classroom environment favorable to student learning and personal growth.
Develops lesson plans consistent with established guidelines. Establish effective rapport with students, staff members, and
parents. Motivate students to develop skills, attitudes and knowledge to provide an effective educational foundation, in
accordance with each student's ability.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Instruction/Education Responsibilities

Plans and implements a program of instruction that adheres to the company's philosophy, goals and objectives as
outlined in the adopted courses of study.

Makes purposeful and appropriate lesson plans which provide for effective teaching strategies and maximizes time
on task.

Presents subject matter to students to maximize learning opportunity and provides real- world, application based
examples and learning opportunities.

Reviews student records in order to develop a foundation of understanding regarding each student's abilities and
needs. Maintain accurate and complete student records.

Strives to maximize the educational achievement of each student.

Utilizes a variety/range of student learning modalities in each lesson and uses differentiated instruction within those
lessons.

Utilizes diagnostic assessment of student learning on a frequent basis. Maintains accurate and completes student
records.

Assesses student strengths and weaknesses on a frequent basis, provides appropriate activities to address student
needs and generates progress reports as required.

Refers students with suspected learning problems to appropriate support personnel. Assigns lessons, corrects student
work product and reviews oral presentations.

Coordinates class field trips (as required).

Prepares students for state required achievement assessments.

Keeps current in subject matter knowledge and learning theory and is willing to share this knowledge for the
continual improvement of the school's curriculum.

Assists in the on-going curriculum revision process, including the revision of written courses of study. Assists in the
selection of books, equipment, and other instructional materials.

Becomes acquainted with supplemental services beneficial to students as an extension of regular classroom
activities.

Provide a Classroom Environment Conducive to Learning

Creates a classroom environment that is conducive to learning and appropriate to the maturity and interests of
students.

Maintains positive rapport with students; demonstrates patience and appropriate nurturing to assist in the growth of
the child.

Ensures classroom is clean, safe and includes student generated work on display as appropriate. Implements all
relevant policies governing student conduct.

Develops reasonable rules of classroom/playground behavior in accordance with CSUSA policy and guidelines, and
maintains order in the classroom in a fair and consistent manner.

Instructional Planning

Develops lesson plans consistent with established guidelines and goals.

Plans individual and / group learning activities designed to meet instructional objective and students needs.
Prepares for classes assigned and shows evidence of preparation upon request of supervisory personnel.
Participates with other staff members in curriculum planning during designated meetings.

Incorporates into planning all diagnostic information as required in the student's Individual Education Plan (IEP).
Takes all necessary and reasonable precautions to protect supplies, equipment, materials and facilities needed to
implement effectively the planned instructional program.
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School/Community Relations

Strives to establish cooperative relations and makes reasonable effort to communicate with parents/guardians when
appropriate.

Communicates clearly, consistently and positively with parents via all appropriate mediums. Cooperates with
members of the administration, other staff and with CSUSA.

Maintains confidentiality regarding student records. Participates in parent communication activities.

Participates in extracurricular activities to ensure a positive school culture and provide support for students and staff
(as required).

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER: The above statements are intended to describe the general nature and level of work being performed.
They are not intended to be an exhaustive list of all responsibilities, duties and skills required personnel so classified.

SKILLS AND KNOWLEDGE

Demonstrates enthusiasm and commitment toward the position and the mission of the company; support the
company's values in the strategic areas of academic excellence, operational performance, superior culture, and
financial health and growth, as outlined in the Employee

Possesses strong time management & organizational skills and the ability to prioritize

Has the ability to establish and maintain effective working relationships with teachers, students, parents, the
community, and administrative Is sensitive to sensitive to corporate needs, employee goodwill, and the public
image, as unique situations present themselves.

Possesses excellent interpersonal skills and displays such between all stakeholders: being courteous, professional,
and

Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal (active listening),
Negotiating and

Has the ability to be at work consistently, to be on time, to follow instructions, to respond to management direction
and to solicit feedback to improve

Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student Information System
(SIS) and email

Looks for ways to improve and promote quality and demonstrates accuracy and

Strives to implement best practices and positive character education

JOB REQUIREMENTS

Bachelor's degree (BA) from an accredited college or university or equivalent. Possession of valid teaching
certification (as appropriate).

Minimum of one (1) to three (3) years successful teaching experience (may include Student Teaching Internship
experience).

Equivalent combination of education and experience.

Command of grades/subject specific content and theoretical knowledge of learning theory, including motivation,
reinforcement, evaluation and feedback techniques.

Understanding of and commitment to company values.

Successful results of criminal and employment background check.

Effective instructional delivery techniques and excellent communication skills. Adherence to the requirements of
the Code of Ethics for the Education Profession.

Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed below are representative
of the environment the employee will encounter:

Usual school working conditions.
May be noisy during high student traffic.
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PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform
the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

e No physical exertion required.

» Somewhat stressful due to frequent student activity.

» Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as frequently as needed

to move objects.

TERMS OF EMPLOYMENT
Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the work year and hours of
employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION
Performance will be evaluated in accordance with Charter Schools USA's policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make changes to this job
description. Any employee making changes unauthorized by Human Resources Department will be subject to disciplinary
action up to and including termination.
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CURRICULUM RESOURCE TEACHER

JOB PURPOSE

Responsible for providing curriculum training and support to teachers and assisting with curriculum implementation.
Conducts ongoing staff development, performs periodic classroom visitations, collects and reports quarterly student data,
and monitors programs.

ESSENTIAL DUTIES AND RESPONSIBILITIES

» Develops and conducts in-service training for all teachers regarding the curriculum, researched-based instructional
strategies, and best practices.

» Performs periodic classroom visitations, assists teachers in the improvement of instructional performance, performs
periodic binder reviews, and monitors improvement.

= Demonstrates lessons in classroom situations for observation by teachers.

* Trains new teachers in the use of Student Information System (SIS) and school-based resources and procedures.

» Facilitates grade level and/or subject area team meetings.

= Serves as a resource to school administrators and content area teachers in identifying reading needs, adapting
instructional techniques, and implementing reading strategies across the curriculum.

* Assists with the development of school literacy initiatives.

* Collects, analyzes, and reports school and student benchmark data.

» Initiates and maintains effective liaisons with district and professional associations to maintain a current knowledge
of Reading and instructional best practices.

e Attends monthly CSUSA Curriculum Cadres.

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER: The above statements are intended to describe the general nature and level of work being performed by
people assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties and skills required
of personnel so classified.

SKILLS AND KNOWLEDGE

» Demonstrates enthusiasm and commitment toward the position and the mission of the company; support the
company’s values in the strategic areas of academic excellence, operational performance, superior culture, and
financial health and growth, as outlined in the Employee Handbook.

» Possesses strong time management and organizational skills and the ability to prioritize effectively.

* Has the ability to establish and maintain effective working relationships with teachers, students, parents, the
community, and administrative staff. Is sensitive to corporate needs, employee goodwill, and the public image, as
unique situations present themselves.

» Possesses excellent interpersonal skills and displays such between all stakeholders: being courteous, professional,
and helpful.

» Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal (active listening),
Negotiating and Influencing.

« Has the ability to be at work consistently, to be on time, to follow instructions, to respond to management direction
and to solicit feedback to improve performance.

= Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student Information System
(SIS) and email communications.

* Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.

= Strives to implement best practices and positive character education consistently.

» Demonstrates and articulates a thorough understanding of The Art & Science of Teaching (Robert Marzano).

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform
the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

* No physical exertion required.

» Somewhat stressful due to frequent student activity.

e Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as frequently as needed

to move objects.
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WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed below are representative
of the environment the employee will encounter:

»  Usual school working conditions.

e May be noisy during high student traffic.

» The physical demands described here are representative of those that must be met by an employee to successfully
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

* Must have the ability to sit and stand for extended periods of time.

= Exhibit manual dexterity to dial a telephone, to enter data into a computer; to see and read a computer screen and
printed material with or without vision aids; hear and understand speech at normal classroom levels, outdoors and
on the telephone.

* Speak in audible tones so that others may understand clearly in normal classrooms, outdoors and on the telephone.

» Physical agility to lift up to 25 pounds to shoulder height; ability to bend, stoop, climb stairs, and reach overhead.

TERMS OF EMPLOYMENT

Salary and benefits shall be paid consistent with CSUSA salary and benefit policy.

Length of the work year and hours of employment shall be those established by Charter Schools USA.

This document does not create an employment contract, implied or otherwise, other than an “at will” relationship.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act (FLSA).

EVALUATION
Performance will be evaluated in accordance with Charter Schools USA Policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make changes to this job
description. Any employee making changes unauthorized by Human Resources Department will be subject to disciplinary
action up to and including termination.

JOB REQUIREMENTS
» Bachelor’s degree (BA) from an accredited college or university or equivalent.
» Master’s Degree preferred and teaching certificate as appropriate.
e  Minimum of three (3) years of K-12 classroom teaching with demonstrable positive impact on achievement.
» Demonstrated evidence of involvement in school activities involving leadership responsibilities.
» Possession of valid teaching certification (as appropriate).
*  Successful results of criminal and employment background check.
« Effective instructional delivery techniques and excellent communication skills.
» Commitment to company values.
* Adherence to the requirements of the Code of Ethics for the Education Profession.
* Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.
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READING INTERVENTION TEACHER

JOB PURPOSE: The Reading Intervention Teacher is responsible for the academic growth of small groups of students.
The Reading Intervention Teacher will meet one-on-one or in small groups with students to assess their current level of
performance and provide targeted instruction. The Reading Intervention Teacher is responsible for keeping detailed
records of their sessions with students and reviewing data.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Work individually or in small groups with students to assess current level of performance.

Provide targeted instructional that meets the need of each individual student.

Write lesson plans and analyze data under the direction of the Intervention Coordinator.

Treat all children with dignity and respect.

Attend all staff meetings and recommended training programs and conferences, including in-service training as may
be required by the district.

Operate and care for instructional equipment used in the classroom.

Perform other duties as assigned by the Principal.

Follow directions given by head teacher or immediate supervisor.

Student Management

Assist with the supervision of students outside the classroom such as: field trips to assist with student supervision
and safety, during play period, lunchroom activities, dismissal, etc.

School/Community Relations

Maintain confidentiality about children, their families, and other employees outside the school.

Handle sensitive and confidential information, documents, communications, incidents, etc., with discretion and in a
conscientious manner.

Cooperate and share professionally with other members of the staff.

The Intervention teacher will promote:

High academic/achievement for all children

A greater focus on teaching and learning

Flexibility to stimulate local initiatives coupled with responsibility for student performance

Improved linkages among schools, parents, and communities

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER: The above statements are intended to describe the general nature and level of work being performed.
They are not intended to be an exhaustive list of all responsibilities, duties and skills required of personnel so classified.

SKILLS AND KNOWLEDGE

Demonstrates enthusiasm and commitment toward the job and the mission of the company; supports the company's
values in the strategic areas of academic excellence, operational performance, superior culture, and financial health
and growth, as outlined in the Employee Handbook.

Ability to work and interact with individual at all level of the organization.

Ability to organize, prioritize and manage multiple priorities.

Displays good communication and uses common sense and a street-smart approach to student psychology.

Ability to consistently be at work, be on time, follow instructions, respond to management direction, and solicit
feedback to improve performance.

Establish excellent interpersonal skills between all constituents: being courteous, professional, and helpful; Oral,
Written, Interpersonal (active listening), Negotiating and Influencing.

Computer Basics -- Windows (Word, Excel, Outlook, PowerPoint); Student Information System (SIS).

Good knowledge of company and school policies and procedures.

Detailed knowledge of Federal, State, and local requirements for K-12 schools and charter school law preferred.

JOB REQUIREMENTS

College credit hours in the field of Education OR valid teaching certificate
Experience in working with children, preferably children with disabilities.

Be in the process of becoming professionally prepared to supervise young children.
Speak, read, and write English fluently.
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*  Successful results of criminal and employment background check.

* Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

* Commitment to company values.

» Equivalent combinations of education and experience that provide the required knowledge, abilities and skills will
be evaluated on an individual basis.

*  WORK ENVIRONMENT

*  While performing the responsibilities of this position, the work environment characteristics listed below are
representative of the environment the employee will encounter:

» Usual office working conditions.

PHYSICAL DEMANDS
e No physical exertion required.
» Travel within or outside of state.
» Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as frequently as needed
to move objects.

TERMS OF EMPLOYMENT
Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the work year and hours of
employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION
Performance will be evaluated in accordance with Charter Schools USA's policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make changes to this job
description. Any employee making changes unauthorized by Human Resources Department will be subject to disciplinary
action up to and including termination.
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CO-TEACHER

JOB PURPOSE: The Co-Teacher creates and implements a flexible program and classroom environment favorable to
student learning and personal growth. Develops lesson plans consistent with established guidelines. Establish effective
rapport with students, staff members, and parents. Motivate students to develop skills, attitudes and knowledge to provide
an effective educational foundation, in accordance with each student's ability.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Instruction/Education Responsibilities

Plans and implements a program of instruction that adheres to the company's philosophy, goals and objectives as
outlined in the adopted courses of study.

Makes purposeful and appropriate lesson plans which provide for effective teaching strategies and maximizes time
on task.

Presents subject matter to students to maximize learning opportunity and provides real-world, application based
examples and learning opportunities.

Reviews student records in order to develop a foundation of understanding regarding each student's abilities and
needs. Maintain accurate and complete student records.

Strives to maximize the educational achievement of each student.

Utilizes a variety/range of student learning modalities in each lesson and uses differentiated instruction within those
lessons.

Utilizes diagnostic assessment of student learning on a frequent basis.

Maintains accurate and completes student records.

Assesses student strengths and weaknesses on a frequent basis, provides appropriate activities to address student
needs and generates progress reports as required.

Refers students with suspected learning problems to appropriate support personnel.

Assigns lessons, corrects student work product and reviews oral presentations.

Coordinates class field trips (as required).

Prepares students for state required achievement assessments.

Keeps current in subject matter knowledge and learning theory and is willing to share this knowledge for the
continual improvement of the school's curriculum.

Assists in the on-going curriculum revision process, including the revision of written courses of study.

Assists in the selection of books, equipment, and other instructional materials.

Becomes acquainted with supplemental services beneficial to students as an extension of regular classroom
activities.

Provide a Classroom Environment Conducive to Learning

Creates a classroom environment that is conducive to learning and appropriate to the maturity and interests of
students.

Maintains positive rapport with students; demonstrates patience and appropriate nurturing to assist in the growth of
the child.

Ensures classroom is clean, safe and includes student generated work on display as appropriate.

Implements all relevant policies governing student conduct.

Develops reasonable rules of classroom/playground behavior in accordance with CSUSA policy and guidelines, and
maintains order in the classroom in a fair and consistent manner.

Instructional Planning

Develops lesson plans consistent with established guidelines and goals.

Plans individual and / group learning activities designed to meet instructional objective and students needs.
Prepares for classes assigned and shows evidence of preparation upon request of supervisory personnel.
Participates with other staff members in curriculum planning during designated meetings.

Incorporates into planning all diagnostic information as required in the student's Individual Education Plan (IEP).
Takes all necessary and reasonable precautions to protect supplies, equipment, materials and facilities needed to
implement effectively the planned instructional program.

School/Community Relations

Strives to establish cooperative relations and makes reasonable effort to communicate with parents/guardians when
appropriate.
Communicates clearly, consistently and positively with parents via all appropriate mediums.
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Cooperates with members of the administration, other staff and with CSUSA.
Maintains confidentiality regarding student records.
Participates in parent communication activities.
Participates in extracurricular activities to ensure a positive school culture and provide support for students and staff
(as required).

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER: The above statements are intended to describe the general nature and level of work being performed.
They are not intended to be an exhaustive list of all responsibilities, duties and skills required of personnel so classified.

SKILLS AND KNOWLEDGE

Demonstrates enthusiasm and commitment toward the position and the mission of the company; support the
company's values in the strategic areas of academic excellence, operational performance, superior culture, and
financial health and growth, as outlined in the Employee Handbook.

Possesses strong time management & organizational skills and the ability to prioritize effectively.

Has the ability to establish and maintain effective working relationships with teachers, students, parents, the
community, and administrative staff. Is sensitive to sensitive to corporate needs, employee goodwill, and the public
image, as unique situations present themselves.

Possesses excellent interpersonal skills and displays such between all stakeholders: being courteous, professional,
and helpful.

Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal (active listening),
Negotiating and Influencing.

Has the ability to be at work consistently, to be on time, to follow instructions, to respond to management direction
and to solicit feedback to improve performance.

Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student Information System
(SIS) and email communications.

Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.

Strives to implement best practices and positive character education consistently.

JOB REQUIREMENTS

Bachelor's degree (BA) from an accredited college or university or equivalent.

Possession of valid teaching certification (as appropriate).

Minimum of one (1) to three (3) years successful teaching experience (may include Student Teaching Internship
experience).

Equivalent combination of education and experience.

Command of grades/subject specific content and theoretical knowledge of learning theory, including motivation,
reinforcement, evaluation and feedback techniques.

Understanding of and commitment to company values.

Successful results of criminal and employment background check.

Effective instructional delivery techniques and excellent communication skills.

Adherence to the requirements of the Code of Ethics for the Education Profession.

Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

WORK ENVIRONMENT

While performing the responsibilities of this position, the work environment characteristics listed below are
representative of the environment the employee will encounter:

Usual school working conditions.

May be noisy during high student traffic.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform
the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

= No physical exertion required.
« Somewhat stressful due to frequent student activity.
« Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as frequently as
needed to move objects
427



Sarasota Classical Preparatory Academy

ESE TEACHER

JOB PURPOSE: Work in partnership with parents, students, and regular education teachers in accordance with the
school's mission and vision in order to promote student achievement. The following responsibilities and duties are the
means to achieve that end while maintaining compliance with Federal and State Regulations.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Instruction

Prepares for and conducts Parent and student conferencing according to school policy.

Delivers student instruction in modalities instituted by the school and assigned program (may include but are not
limited to: Individual or Group Direct Synchronous Instruction, Learning Support, Life Skills Support, Itinerant
Support, Resource Room Support, co-teaching, writing lesson plans, telephone conferencing and instruction, Parent
Learning Opportunities).

Collects data and appropriate work samples.

Plans and conducts appointments with parents as needed.

Assists regular education teachers with specially designed instruction when necessary.

Participates at monthly outings encouraged.

Provides support for ESE student achievement in the general class through training teachers and assisting with the
implementation of school inclusion plans.

Arranges for and assists with training for inclusionary practices.

Acts as an informational liaison for inclusion as appropriate.

Assists with planning for classroom and testing accommodations for students with disabilities.

Models strategies for inclusionary practices as appropriate.

Provides assistance with developing and adapting curriculum materials and educational practices to meet the needs
of students and teachers.

Monitoring and Compliance

Collaborates with regular education teachers to monitor student progress and compliance (including student
compliance issues, withdrawals, etc.).

Proctors standardized tests.

Completes student progress reports four times a year (quarterly).

Special Education Responsibilities

Maintains IEPs, Quarterly Reports, Progress Monitoring for caseload.

Develops and Implements IEPs with measurable goals using Progress Monitoring.

Collects and Reports Progress Monitoring Data for all student goals.

Conduct IEP meetings within timelines.

Makes data-driven instructional decisions to improve student outcomes.

Completes Quarterly Progress Reports.

Maintains accurate and compliant special education data (class lists with contact info, related services info, IEP due
dates, etc.).

Completes reevaluations in accordance with Regulations and best practices.

Completes all special education paperwork accurately, according to regulations, and on time.

Develops and monitors appropriate transition plans for students of transition age.

Maintains communication with Related Service Providers and Case Managers to ensure compliance with the
provision of services, evaluations, and quarterly progress reports.

Administers diagnostic assessments as needed.

Obtains and maintains compliant special education student files.

Participates in State specific training.

Attends Professional Development as designated on the school calendar (travel may be required).

Communication

« Communicates with Regular Education Teachers and Administrators when necessary.

< Participates in weekly team meetings.

« Acknowledge e-mails and voice mails within 24 hours (excluding weekends, holidays, etc.).
**MAY PERFORM OTHER DUTIES AS ASSIGNED**
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DISCLAIMER: The above statements are intended to describe the general nature and level of work being performed by
people assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties, and skills required
of personnel so classified.

SKILLS AND KNOWLEDGE

» Demonstrates enthusiasm and commitment toward the position and the mission of the company; support the
company's values in the strategic areas of academic excellence, operational performance, superior culture, and
financial health and growth, as outlined in the Employee Handbook.

= Possesses strong time management & organizational skills and the ability to prioritize effectively.

= Has the ability to establish and maintain effective working relationships with teachers, students, parents, the
community, and administrative staff. Is sensitive to sensitive to corporate needs, employee goodwill, and the public
image, as unique situations present themselves.

= Possesses excellent interpersonal skills and displays such between all stakeholders: being courteous, professional,
and helpful.

* Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal (active listening),
Negotiating and Influencing.

» Has the ability to be at work consistently, to be on time, to follow instructions, to respond to management direction
and to solicit feedback to improve performance.

» Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student Information System
(SIS) and email communications.

* Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.

« Strives to implement best practices and positive character education consistently.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform
the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

* No physical exertion required.

» Somewhat stressful due to frequent student activity.

» Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as frequently as needed

to move objects.

WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed below are representative
of the environment the employee will encounter:

»  Usual school working conditions.

e May be noisy during high student traffic.

TERMS OF EMPLOYMENT
» Salary and benefits shall be paid consistent with CSUSA salary and benefit policy.
e Length of the work year and hours of employment shall be those established by Charter Schools USA.
e This document does not create an employment contract, implied or otherwise, other than an "at will" relationship.

FLSA OVERTIME CATEGORY: Job is exempt from the overtime provisions of the Fair Labor Standards Act (FLSA).
EVALUATION: Performance will be evaluated in accordance with Charter Schools USA Policy.

DECLARATION: The Charter Schools USA Human Resources Department retains the sole right and discretion to make
changes to this position description. Any employee making changes unauthorized by the Human Resources Department
will be subject to disciplinary action up to and including termination.

JOB REQUIREMENTS:
» Bachelor's degree (BA) from an accredited college or university or equivalent.
« State Certified in Special Education as well as Highly Qualified (HQ) status in the subject areas and grades
assigned.
» Certified in at least two areas of Exceptional Education, preferred.
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Successful results of criminal and employment background checks.
Command of grades/subject-specific content and theoretical knowledge of learning theory, including motivation,
reinforcement, evaluation and feedback techniques.
Minimum of three (3) years of successful teaching experience.
Effective instructional delivery techniques and excellent communication skills.
Adherence to the requirements of the Code of Ethics for the Education Profession.
Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.
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ESE COORDINATOR

JOB PURPOSE: Support the school’s instructional program by directing SPED Teachers and the school’s SPED
program for children with educational disabilities in accordance with state law and regulations as well as CSUSA
curriculum.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Supervise, direct and manage SPED Teachers and school’s SPED program.
Compile and review comprehensive evaluation data required to determine the appropriate eligibility of individual
exceptional students.
Assure confidentiality of any personally identifiable data.
Provide consultant services to school-level staff which directly relate to the eligibility, placement and provision of
services.
Provide parent education information about types of programs, the locations of such programs, the district’s policies
and procedures for determining eligibility and placement, and their rights as a parent of an SPED student.
Serve as liaison among Special Education student (SPED), regular education, and parents.
Utilize resources from school(s), CSUSA, the district and the community
Facilitate effective communication and articulation between school(s) staff members.
Schedule and conduct Individual Education Plans (IEPs), Individual Transition Plans (ITPs), Family Support Plans
(FSPs), and Education Plans (EPs) for exceptional students in accordance with state requirements.
Assist with the development and implementation of inclusive procedures for CSUSA schools.
Implement of least Restrictive Environment Instruction for SPED students.
Provide technical assistance to schools in identification, evaluation/placement, and/or IEP, ITP, FSP, or EP
disputes.
Provide assistance in problem-solving.
Travel to assigned CSUSA school sites as required.
Report FTE data to appropriate bodies.
Make recommendations for procedural and/or program improvement based on data analysis.
Establish and maintain collaborative relationship with district’s SPED department.
*MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER: The above statements are intended to describe the general nature and level of work being performed by
people assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties and skills required
of personnel so classified.

SKILLS AND KNOWLEDGE

Demonstrate enthusiasm and commitment toward the job and the mission of the company; support the company’s
values in the strategic areas of academic excellence, operational performance, superior culture, and financial health
and growth, as outlined in the Employee Handbook.

Work and interact with staff and relates to individuals at all levels of the organization; relate to individuals at all
levels. As unique situations present themselves, the incumbent must be sensitive to corporate needs, employee
goodwill, and the public image.

Strong time management & organizational skills and the ability to prioritize wisely.

Ability to establish and maintain effective working relationships with teachers, students, parents, the community,
and administrative staff.

Establish excellent interpersonal skills between all constituents: being courteous, professional, and helpful; Oral
(including presentations), Written, Interpersonal (active listening), Negotiating and Influencing.

Ability to consistently be at work, be on time, follow instructions, respond to management direction and solicit
feedback to improve performance.

Proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student Information System (SIS).

Look for ways to improve and promote quality and demonstrates accuracy and thoroughness. Strives to implement
best practices.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform
the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to
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perform the essential functions.
= No physical exertion required.
« Required to sit for long periods of time.
« Somewhat stressful due to frequent student activity.
< Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as frequently as needed
to move objects.

WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee encounters while performing
the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

= The noise level in the work environment is moderate; it may rise during periods of heavy student traffic.

TERMS OF EMPLOYMENT

Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the work year and hours of
employment shall be those established by Charter Schools USA.

This document does not create an employment contract, implied or otherwise, other than an “at will” relationship.

FLSA OVERTIME CATEGORY: Job is exempt from the overtime provisions of the Fair Labor Standards Act (FLSA).
EVALUATION: Performance will be evaluated in accordance with Charter Schools USA Policy.

DECLARATION: Human Resources retain the sole right and discretion to make changes to this job description. Any
employee making changes unauthorized by the Human Resources Department will be subject to disciplinary action up to
and including termination.

JOB REQUIREMENTS:
« BS/BA degree or equivalent experience.
< Master’s degree from an accredited educational institution preferred.
< Certified in one area of Exceptional Education (two areas preferred).
« Minimum of three (3) years successful teaching experience.
« Effective instructional delivery techniques and excellent communication skills.
< Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.
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Job Description

CURRICULAR RESOURCE TEACHER

JOB PURPOSE: Responsible for providing curriculum training and support to teachers and assisting with

curriculum implementation. Conducts ongoing staff development, performs periodic classroom

visitations, collects and reports quarterly student data, and monitors programs.

ESSENTIAL DUTIES AND RESPONSIBILITIES

e Develops and conducts in-service training for all teachers regarding the curriculum, researched-
based instructional strategies, and best practices.

o Performs periodic classroom visitations, assists teachers in the improvement of instructional
performance, performs periodic binder reviews, and monitors improvement.

¢ Demonstrates lessons in classroom situations for observation by teachers.

e Trains new teachers in the use of Student Information System (SIS) and school-based resources and
procedures.

o Facilitates grade level and/or subject area team meetings.

e Serves as aresource to school administrators and content area teachers in identifying reading needs,
adapting instructional techniques, and implementing reading strategies across the curriculum.

o Assists with the development of school literacy initiatives.

e Collects, analyzes, and reports school and student benchmark data.

¢ Initiates and maintains effective liaisons with district and professional associations to maintain a
current knowledge of Reading and instructional best practices.
Attends monthly CSUSA Curriculum Cadres.

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being performed by

people assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties

and skills required of personnel so classified.

SKILLS AND KNOWLEDGE
1. Demonstrates enthusiasm and commitment toward the position and the mission of the company(’
support the company’s values in the strategic areas of academic excellence, operational
performance, superior culture, and financial health and growth, as outlined in the Employee
Handbook.
2. Possesses strong time management and organizational skills and the ability to prioritize effectively.
3. Has the ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative staff. |Is sensitive to corporate needs, employee
goodwill, and the public image, as unique situations present themselves.
4. Possesses excellent interpersonal skills and displays such between all stakeholders: being
courteous, professional, and helpful.
5. Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal
(active listening), Negotiating and Influencing.
6. Has the ability to be at work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.
7. Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS) and email communications.
Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.
Strives to implement best practices and positive character education consistently.
0. Demonstrates and articulates a thorough understanding of The Art & Science of Teaching (Robert
Marzano).

S©®

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to
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successfully perform the essential functions of this job. Reasonable accommodations may be made to

enable individuals with disabilities to perform the essential functions.

e No physical exertion required.

o Somewhat stressful due to frequent student activity.

e Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as
frequently as needed to move objects.

WORK ENVIRONMENT

While performing the responsibilities of this position, the work environment characteristics listed below

are representative of the environment the employee will encounter:

e Usual school working conditions.

¢ May be noisy during high student traffic.

The physical demands described here are representative of those that must be met by an employee to

successfully perform the essential functions of this job. Reasonable accommodations may be made to

enable individuals with disabilities to perform the essential functions.

e Must have the ability to sit and stand for extended periods of time.

e Exhibit manual dexterity to dial a telephone, to enter data into a computer(io see and read a computer
screen and printed material with or without vision aids/hear and understand speech at normal
classroom levels, outdoors and on the telephone.

¢ Speak in audible tones so that others may understand clearly in normal classrooms, outdoors and on
the telephone.

e Physical agility to lift up to 25 pounds to shoulder height ability to bend, stoop, climb stairs, and reach
overhead.

TERMS OF EMPLOYMENT

e Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the work
year and hours of employment shall be those established by Charter Schools USA.

e This document does not create an employment contract, implied or otherwise, other than an “at will”
relationship.

FLSA OVERTIME CATEGORY

Job is exempt from the overtime provisions of the Fair Labor Standards Act (FLSA).

EVALUATION

Performance will be evaluated in accordance with Charter Schools USA Policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make
changes to this job description. Any employee making changes unauthorized by Human Resources
Department will be subject to disciplinary action up to and including termination.

JOB REQUIREMENTS:

e Bachelor's degree (BA) from an accredited college or university or equivalent.

o Master’'s Degree preferred and teaching certificate as appropriate.

e Minimum of three (3) years of K-12 classroom teaching with demonstrable positive impact on
achievement.

Demonstrated evidence of involvement in school activities involving leadership responsibilities.
Possession of valid teaching certification (as appropriate).

Successful results of criminal and employment background check.

Effective instructional delivery techniques and excellent communication skills.

Commitment to company values.

Adherence to the requirements of the Code of Ethics for the Education Profession.

Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.
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Job Description

HS English Teacher

JOB PURPOSE: Create and implement a flexible program and classroom environment favorable to student
learning and personal growth. Develops lesson plans consistent with established guidelines. Establish
effective rapport with students, staff members, and parents. Motivate students to develop skills, attitudes
and knowledge to provide an effective educational foundation, in accordance with each student’s ability.
ESSENTIAL DUTIES AND RESPONSIBILITIES

Instruction/Education Responsibilities

Plans and implements a program of instruction that adheres to the company’s philosophy, goals and
objectives as outlined in the adopted courses of study.

Makes purposeful and appropriate lesson plans which provide for effective teaching strategies and
maximizes time on task.

Presents subject matter to students to maximize learning opportunity and provides real-world,
application based examples and learning opportunities.

Reviews student records in order to develop a foundation of understanding regarding each student’s
abilities and needs. Maintain accurate and complete student records.

Strives to maximize the educational achievement of each student.

Utilizes a variety/range of student learning modalities in each lesson and uses differentiated
instruction within those lessons.

Utilizes diagnostic assessment of student learning on a frequent basis.

Maintains accurate and completes student records.

Assesses student strengths and weaknesses on a frequent basis, provides appropriate activities to
address student needs and generates progress reports as required.

Refers students with suspected learning problems to appropriate support personnel.

Assigns lessons, corrects student work product and reviews oral presentations.

Coordinates class field trips (as required).

Prepares students for state required achievement assessments.

Keeps current in subject matter knowledge and learning theory and is willing to share this knowledge
for the continual improvement of the school's curriculum.

Assists in the on-going curriculum revision process, including the revision of written courses of study.
Assists in the selection of books, equipment, and other instructional materials.

Becomes acquainted with supplemental services beneficial to students as an extension of regular
classroom activities.

Provide a Classroom Environment Conducive to Learning

Creates a classroom environment that is conducive to learning and appropriate to the maturity and
interests of students.

Maintains positive rapport with students; demonstrates patience and appropriate nurturing to assist
in the growth of the child.

Ensures classroom is clean, safe and includes student generated work on display as appropriate.
Implements all relevant policies governing student conduct.

Develops reasonable rules of classroom/playground behavior in accordance with CSUSA policy and
guidelines, and maintains order in the classroom in a fair and consistent manner.

Instructional Planning

Develops lesson plans consistent with established guidelines and goals.

Plans individual and / group learning activities designed to meet instructional objective and students
needs.

Prepares for classes assigned and shows evidence of preparation upon request of supervisory
personnel.

Participates with other staff members in curriculum planning during designated meetings.
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e Incorporates into planning all diagnostic information as required in the student’s Individual
Education Plan (IEP).
e Takes all necessary and reasonable precautions to protect supplies, equipment, materials and
facilities needed to implement effectively the planned instructional program.
School/Community Relations
e Strives to establish cooperative relations and makes reasonable effort to communicate with
parents/guardians when appropriate.
e Communicates clearly, consistently and positively with parents via all appropriate mediums.
e Cooperates with members of the administration, other staff and with CSUSA.
e Maintains confidentiality regarding student records.
e Participates in parent communication activities.
e Participates in extracurricular activities to ensure a positive school culture and provide support for
students and staff (as required).
**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being performed. They
are not intended to be an exhaustive list of all responsibilities, duties and skills required of personnel so
classified.

SKILLS AND KNOWLEDGE

1. Demonstrates enthusiasm and commitment toward the position and the mission of the company;
support the company’s values in the strategic areas of academic excellence, operational performance,
superior culture, and financial health and growth, as outlined in the Employee Handbook.

2. Possesses strong time management & organizational skills and the ability to prioritize effectively.

3. Has the ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative staff. Is sensitive to sensitive to corporate needs,
employee goodwill, and the public image, as unique situations present themselves.

4. Possesses excellent interpersonal skills and displays such between all stakeholders: being courteous,
professional, and helpful.

5. Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal
(active listening), Negotiating and Influencing.

6. Has the ability to be at work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.

7. Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS) and email communications.

8. Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.

9. Strives to implement best practices and positive character education consistently.

JOB REQUIREMENTS

e Bachelor’s degree (BA) from an accredited college or university or equivalent.

e Possession of valid teaching certification (as appropriate).

e Minimum of one (1) to three (3) years successful teaching experience (may include Student Teaching
Internship experience).

e Equivalent combination of education and experience.

e Command of grades/subject specific content and theoretical knowledge of learning theory, including
motivation, reinforcement, evaluation and feedback techniques.

e Understanding of and commitment to company values.

e  Successful results of criminal and employment background check.

e Effective instructional delivery techniques and excellent communication skills.

e Adherence to the requirements of the Code of Ethics for the Education Profession.
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e Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.
WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed below
are representative of the environment the employee will encounter:

e Usual school working conditions.

e May be noisy during high student traffic.
PHYSICAL DEMANDS

e No physical exertion required.

e Travel within or outside of employment.

e Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as

frequently as needed to move objects.

TERMS OF EMPLOYMENT
Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Le
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HS MATH TEACHER

JOB PURPOSE:

Create and implement a flexible program and classroom environment favorable to student learning and
personal growth. Develops lesson plans consistent with established guidelines. Establish effective
rapport with students, staff members, and parents. Motivate students to develop skills, attitudes and
knowledge to provide an effective educational foundation, in accordance with each studentis ability.
ESSENTIAL DUTIES AND RESPONSIBILITIES

Instruction/Education Responsibilities

Plans and implements a program of instruction that adheres to the companyis philosophy, goals
and objectives as outlined in the adopted courses of study.

Makes purposeful and appropriate lesson plans which provide for effective teaching strategies and
maximizes time on task.

Presents subject matter to students to maximize learning opportunity and provides real-world,
application based examples and learning opportunities.

Reviews student records in order to develop a foundation of understanding regarding each
student’s abilities and needs. Maintain accurate and complete student records.

Strives to maximize the educational achievement of each student.

Utilizes a variety/range of student learning modalities in each lesson and uses differentiated
instruction within those lessons.

Utilizes diagnostic assessment of student learning on a frequent basis. Maintains accurate and
completes student records.

Assesses student strengths and weaknesses on a frequent basis, provides appropriate activities
to address student needs and generates progress reports as required.

Refers students with suspected learning problems to appropriate support personnel. Assigns
lessons, corrects student work product and reviews oral presentations.

Coordinates class field trips (as required).

Prepares students for state required achievement assessments.

Keeps current in subject matter knowledge and learning theory and is willing to share this
knowledge for the continual improvement of the school's curriculum.

Assists in the on-going curriculum revision process, including the revision of written courses of
study. Assists in the selection of books, equipment, and other instructional materials.

Becomes acquainted with supplemental services beneficial to students as an extension of regular
classroom activities.

Provide a Classroom Environment Conducive to Learning

Creates a classroom environment that is conducive to learning and appropriate to the maturity and
interests of students.

Maintains positive rapport with students demonstrates patience and appropriate nurturing to
assist in the growth of the child.

Ensures classroom is clean, safe and includes student generated work on display as appropriate.
Implements all relevant policies governing student conduct.

Develops reasonable rules of classroom/playground behavior in accordance with CSUSA policy
and guidelines, and maintains order in the classroom in a fair and consistent manner.

Instructional Planning

Develops lesson plans consistent with established guidelines and goals.

Plans individual and / group learning activities designed to meet instructional objective and
students needs.

Prepares for classes assigned and shows evidence of preparation upon request of supervisory
personnel.

Participates with other staff members in curriculum planning during designated meetings.
Incorporates into planning all diagnostic information as required in the studentis Individual
Education Plan (IEP).
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Takes all necessary and reasonable precautions to protect supplies, equipment, materials and
facilities needed to implement effectively the planned instructional program.

School/Community Relations

Strives to establish cooperative relations and makes reasonable effort to communicate with
parents/guardians when appropriate.

Communicates clearly, consistently and positively with parents via all appropriate mediums.
Cooperates with members of the administration, other staff and with CSUSA.

Maintains confidentiality regarding student records. Participates in parent communication
activities.

Participates in extracurricular activities to ensure a positive school culture and provide support for
students and staff (as required).

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being performed.
They are not intended to be an exhaustive list of all responsibilities, duties and skills required of
personnel so classified.

SKILLS AND KNOWLEDGE

1.

7.

8.

9.

Demonstrates enthusiasm and commitment toward the position and the mission of the company!( !
support the company's values in the strategic areas of academic excellence, operational
performance, superior culture, and financial health and growth, as outlined in the Employee
Possesses strong time management & organizational skills and the ability to prioritize

Has the ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative Is sensitive to sensitive to corporate needs, employee
goodwill, and the public image, as unique situations present themselves.

Possesses excellent interpersonal skills and displays such between all stakeholders: being
courteous, professional, and

Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal
(active listening), Negotiating and

Has the ability to be at work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve

Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS) and email

Looks for ways to improve and promote quality and demonstrates accuracy and

Strives to implement best practices and positive character education

JOB REQUIREMENTS

Bacheloris degree (BA) from an accredited college or university or equivalent. Possession of valid
teaching certification (as appropriate).

Minimum of one (1) to three (3) years successful teaching experience (may include Student
Teaching Internship experience).

Equivalent combination of education and experience.

Command of grades/subject specific content and theoretical knowledge of learning theory,
including motivation, reinforcement, evaluation and feedback techniques.

Understanding of and commitment to company values.

Successful results of criminal and employment background check.

Effective instructional delivery techniques and excellent communication skills. Adherence to the
requirements of the Code of Ethics for the Education Profession.

Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

WORK ENVIRONMENT
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While performing the responsibilities of this position, the work environment characteristics listed below
are representative of the environment the employee will encounter:

e Usual school working conditions.

¢ May be noisy during high student traffic.
PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

¢ No physical exertion required.

e Somewhat stressful due to frequent student activity.

e Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as

frequently as needed to move objects.

TERMS OF EMPLOYMENT
Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the work
year and hours of employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY

Job is exempt from the overtime provisions of the Fair Labor Standards Act.
EVALUATION

Performance will be evaluated in accordance with Charter Schools USA's policy.
DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make
changes to this job description. Any employee making changes unauthorized by Human Resources
Department will be subject to disciplinary action up to and including termination.
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HS SCIENCE TEACHER

JOB PURPOSE

Create and implement a flexible program and classroom environment favorable to student learning and
personal growth. Develops lesson plans consistent with established guidelines. Establish effective
rapport with students, staff members, and parents. Motivate students to develop skills, attitudes and
knowledge to provide an effective educational foundation, in accordance with each studentis ability.
ESSENTIAL DUTIES AND RESPONSIBILITIES

Instruction/Education Responsibilities

Plans and implements a program of instruction that adheres to the companyis philosophy, goals
and objectives as outlined in the adopted courses of study.

Makes purposeful and appropriate lesson plans which provide for effective teaching strategies and
maximizes time on task.

Presents subject matter to students to maximize learning opportunity and provides real-world,
application based examples and learning opportunities.

Reviews student records in order to develop a foundation of understanding regarding each
student’s abilities and needs. Maintain accurate and complete student records.

Strives to maximize the educational achievement of each student.

Utilizes a variety/range of student learning modalities in each lesson and uses differentiated
instruction within those lessons.

Utilizes diagnostic assessment of student learning on a frequent basis.

Maintains accurate and completes student records.

Assesses student strengths and weaknesses on a frequent basis, provides appropriate activities
to address student needs and generates progress reports as required.

Refers students with suspected learning problems to appropriate support personnel.

Assigns lessons, corrects student work product and reviews oral presentations.

Coordinates class field trips (as required).

Prepares students for state required achievement assessments.

Keeps current in subject matter knowledge and learning theory and is willing to share this
knowledge for the continual improvement of the school's curriculum.

Assists in the on-going curriculum revision process, including the revision of written courses of
study.

Assists in the selection of books, equipment, and other instructional materials.

Becomes acquainted with supplemental services beneficial to students as an extension of regular
classroom activities.

Provide a Classroom Environment Conducive to Learning

Creates a classroom environment that is conducive to learning and appropriate to the maturity and
interests of students.

Maintains positive rapport with students_demonstrates patience and appropriate nurturing to
assist in the growth of the child.

Ensures classroom is clean, safe and includes student generated work on display as appropriate.
Implements all relevant policies governing student conduct.

Develops reasonable rules of classroom/playground behavior in accordance with CSUSA policy
and guidelines, and maintains order in the classroom in a fair and consistent manner.

Instructional Planning

Develops lesson plans consistent with established guidelines and goals.

Plans individual and / group learning activities designed to meet instructional objective and
students needs.

Prepares for classes assigned and shows evidence of preparation upon request of supervisory
personnel.

Participates with other staff members in curriculum planning during designated meetings.
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¢ Incorporates into planning all diagnostic information as required in the student's Individual
Education Plan (IEP).
e Takes all necessary and reasonable precautions to protect supplies, equipment, materials and
facilities needed to implement effectively the planned instructional program.
School/Community Relations
o Strives to establish cooperative relations and makes reasonable effort to communicate with
parents/guardians when appropriate.
Communicates clearly, consistently and positively with parents via all appropriate mediums.
Cooperates with members of the administration, other staff and with CSUSA.
Maintains confidentiality regarding student records.
Participates in parent communication activities.
Participates in extracurricular activities to ensure a positive school culture and provide support for
students and staff (as required).
**MAY PERFORM OTHER DUTIES AS ASSIGNED**
DISCLAIMER
The above statements are intended to describe the general nature and level of work being performed
by people assigned to this job. They are not intended to be an exhaustive list of all responsibilities,
duties and skills required of personnel so classified.
SKILLS AND KNOWLEDGE
1. Demonstrates enthusiasm and commitment toward the position and the mission of the company(
support the company's values in the strategic areas of academic excellence, operational
performance, superior culture, and financial health and growth, as outlined in the Employee
Handbook.
Possesses strong time management & organizational skills and the ability to prioritize effectively.
Has the ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative staff. Is sensitive to sensitive to corporate needs,
employee goodwill, and the public image, as unique situations present themselves.
4. Possesses excellent interpersonal skills and displays such between all stakeholders: being
courteous, professional, and helpful.
5. Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal
(active listening), Negotiating and Influencing.
6. Has the ability to be at work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.
7. Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS) and email communications.
8. Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.
9. Strives to implement best practices and positive character education consistently.
PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.
e No physical exertion required.
e Somewhat stressful due to frequent student activity.
e Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as
frequently as needed to move objects.
WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed below
are representative of the environment the employee will encounter:
¢ May be around or handling hazardous chemicals
e May be noisy during high student traffic.
TERMS OF EMPLOYMENT

w N

442



Sarasota Classical Preparatory Academy

Salary and benefits shall be paid consistent with CSUSA salary and benefit policy.
Length of the work year and hours
This document does not create an employment contract, implied or otherwise, other than an [at
willCrelationship.
FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.
EVALUATION
Performance will be evaluated in accordance with Charter Schools USAIs Policy.
DECLARATION
The Charter Schools USA Human Resources Department retains the sole right and discretion to
make changes to this position description. Any employee making changes unauthorized by the
Human Resources Department will be subject to disciplinary action up to and including terminated.
JOB REQUIREMENTS:

o Bacheloris degree (BA) from an accredited college or university or equivalent.

o Possession of valid teaching certification (as appropriate).

o Minimum of one (1) to three (3) years successful teaching experience (may include

Student Teaching Internship experience).

o Equivalent combination of education and experience.
Command of grades/subject specific content and theoretical knowledge of learning theory,
including motivation, reinforcement, evaluation and feedback techniques.
Understanding of and commitment to company values.
Successful results of criminal and employment background check.
Effective instructional delivery techniques and excellent communication skills.
Adherence to the requirements of the Code of Ethics for the Education Profession.
Such alternatives to the above requirements as CSUSA may find appropriate and
acceptable.
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HS SOCIAL STUDIES TEACHER

JOB PURPOSE: Create and implement a flexible program and classroom environment favorable to
student learning and personal growth. Develops lesson plans consistent with established guidelines.
Establish effective rapport with students, staff members, and parents. Motivate students to develop skills,
attitudes and knowledge to provide an effective educational foundation, in accordance with each
student’s ability.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Instruction/Education Responsibilities

Plans and implements a program of instruction that adheres to the company’s philosophy, goals and
objectives as outlined in the adopted courses of study.

Makes purposeful and appropriate lesson plans which provide for effective teaching strategies and
maximizes time on task.

Presents subject matter to students to maximize learning opportunity and provides real-world,
application based examples and learning opportunities.

Reviews student records in order to develop a foundation of understanding regarding each student’s
abilities and needs. Maintain accurate and complete student records.

Strives to maximize the educational achievement of each student.

Utilizes a variety/range of student learning modalities in each lesson and uses differentiated
instruction within those lessons.

Utilizes diagnostic assessment of student learning on a frequent basis.

Maintains accurate and completes student records.

Assesses student strengths and weaknesses on a frequent basis, provides appropriate activities to
address student needs and generates progress reports as required.

Refers students with suspected learning problems to appropriate support personnel.

Assigns lessons, corrects student work product and reviews oral presentations.

Coordinates class field trips (as required).

Prepares students for state required achievement assessments.

Keeps current in subject matter knowledge and learning theory and is willing to share this knowledge
for the continual improvement of the school's curriculum.

Assists in the on-going curriculum revision process, including the revision of written courses of study.
Assists in the selection of books, equipment, and other instructional materials.

Becomes acquainted with supplemental services beneficial to students as an extension of regular
classroom activities.

Provide a Classroom Environment Conducive to Learning

Creates a classroom environment that is conducive to learning and appropriate to the maturity and
interests of students.

Maintains positive rapport with studentsi idemonstrates patience and appropriate nurturing to assist
in the growth of the child.

Ensures classroom is clean, safe and includes student generated work on display as appropriate.
Implements all relevant policies governing student conduct.

Develops reasonable rules of classroom/playground behavior in accordance with CSUSA policy and
guidelines, and maintains order in the classroom in a fair and consistent manner.

Instructional Planning

Develops lesson plans consistent with established guidelines and goals.

Plans individual and / group learning activities designed to meet instructional objective and students
needs.

Prepares for classes assigned and shows evidence of preparation upon request of supervisory
personnel.

Participates with other staff members in curriculum planning during designated meetings.
Incorporates into planning all diagnostic information as required in the student’s Individual Education
Plan (IEP).
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e Takes all necessary and reasonable precautions to protect supplies, equipment, materials and
facilities needed to implement effectively the planned instructional program.

School/Community Relations

e Strives to establish cooperative relations and makes reasonable effort to communicate with

parents/guardians when appropriate.

Communicates clearly, consistently and positively with parents via all appropriate mediums.

Cooperates with members of the administration, other staff and with CSUSA.

Maintains confidentiality regarding student records.

Participates in parent communication activities.

Participates in extracurricular activities to ensure a positive school culture and provide support for

students and staff (as required).

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being performed by

people assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties

and skills required of personnel so classified.

SKILLS AND KNOWLEDGE

1. Demonstrates enthusiasm and commitment toward the position and the mission of the company(’

support the company’s values in the strategic areas of academic excellence, operational

performance, superior culture, and financial health and growth, as outlined in the Employee

Handbook.

Possesses strong time management & organizational skills and the ability to prioritize effectively.

Has the ability to establish and maintain effective working relationships with teachers, students,

parents, the community, and administrative staff. Is sensitive to sensitive to corporate needs,

employee goodwill, and the public image, as unique situations present themselves.

4. Possesses excellent interpersonal skills and displays such between all stakeholders: being
courteous, professional, and helpful.

5. Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal
(active listening), Negotiating and Influencing.

6. Has the ability to be at work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.

7. Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS) and email communications.

8. Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.

9. Strives to implement best practices and positive character education consistently.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to

successfully perform the essential functions of this job. Reasonable accommodations may be made to

enable individuals with disabilities to perform the essential functions.

¢ No physical exertion required.

o Somewhat stressful due to frequent student activity.

e Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as
frequently as needed to move objects.

WORK ENVIRONMENT

While performing the responsibilities of this position, the work environment characteristics listed below

are representative of the environment the employee will encounter:

e Usual school working conditions.

e May be noisy during high student traffic.

TERMS OF EMPLOYMENT

e Salary and benefits shall be paid consistent with CSUSA salary and benefit policy.

e Length of the work year and hours of employment shall
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