
NON-IBN ADDENDA JOB DESCRIPTION 

TITLE/POSITION 

SUPERVISOR 

EVALUATION 

TERMS OF ADDENDA 

QUALIFICATIONS 

**Your employment is "at will" and may be terminated by the District, or by you, with or without cause. Termination shall become effective upon Board action. No legitimate expectation of
continued employment is created by this notice of appointment, understandings with the District or its agents, interpretations of Board policies, salary/compensation schedules, job descriptions or
documents generated by the District.

CERTIFICATION REQUIREMENTS

ADDITIONAL REQUIREMENTS

ADDENDA TYPE Flat Rate        
Per Diem

DUE DATE:
COMPLETION DATE:

ITEMS REQUIRED 
AT THE START OF 
PROGRAM

__________________________ _______Formula_________________________________________________________________________________________________________________________

NOTES:

DUE DATE:
COMPLETION DATE:

ITEMS  REQUIRED 
AFTER THE START 
OF PROGRAM

DUE DATE: COMPLETION DATE:

ITEMS  REQUIRED 
AT COMPLETION OF 
PROGRAM

_____________________________________________________________________________________________________________________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

SE
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_____________________________________________________________________________________________________________________________________________________________ 

COMPLETION OF ADDENDA             SUPERVISOR SIGNATURE ______________________________________________________  DATE ___________________________________

_____________________________________________________________________________________________________________________________________________________________

Addenda/Extra Duty employment is term specific with no right of continuation. Remuneration is per the Board approved schedule. The 
administrator has the right to recommend a pro-rated addenda/extra-duty stipend based on completion of responsibilities.  Should you be unable 
to fullfill your contractual obligation, the amount will be pro-rated upon actual days completed.

@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@�


	Title: DVOA Aspire Dual Credit Teacher Addenda : 
	Supervisor: Director of Online and Virtual Programs
	Evaluation: Performance is lo be evaluated by Director of Online and Virtual Programs
	Certification: Properly Certified by both DVUSD and credentialed by the Institute of Higher Education 
	Additional: Experience with Canvas. Use feedback to update course  semester to continuously improve quality. Ability to meet in - person and zoom requirements, & communicate and collaborate with DVUSD and community college. 
	Qualificatoins: Ability to express oneself clearly and professionally; ability to build relationships; ability to use a systematic, sequential approach and anticipate implications and take appropriate actions; ability to effectively apply technical knowledge, and keep informed about cutting-edge technology related to on line teaching and learning; ability to lake initiative; ability to embody a can-do personality; ability to adapt to change; student centered.
	Flat: Off
	Per Diem: Off
	Formula: Yes
	Notes: $100 minimum per class, per semester; $100 per student, per semester. Examples Class A has 3 students= $400; Class B has 6 students = $700; Class has 30 students = $3,100          
	Start 1:  Teacher Handbook. Plan for required evaluator meetings and review standards
	Start 2:  Personalize course with recorded videos and follow course standards.
	Start 3: Provide an online calendar with all due dates, in-person opportunities, and zooms.
	Start 4: All items required by the community college are submitted and cleared.
	Start 5: Send a welcome emails with welcome teacher video to families. Link to website
	Start 6: Review course content and ensure alignment to Dual Credit requirements
	Start 7: Create syllabus and provide course expectations.
	Start 8: Review the course walk through evaluation sheets.
	Start 9: Schedule Virtual Class Meetings time and dates.
	Start 10: Ensure Canvas course meets the requirements issued by the district.
	Start 11: Schedule any  required in person proctoring with school site team.
	Start 12: Meet with department chair and administration to review course content. .
	Start 13: Understand Aspire's handbook and policies.
	Start 14: Respond to student questions within 24 hours or less. Meet the school requirements.
	Start Due: 3 weeks before the start of courses 
	Start Complete: 
	After Due: 
	After Complete: 
	After 1: Attend Meet the Teacher/informational sessions
	After 2: Schedule video conference opportunities based on student count (VCM).
	After 3: Read all lEP and 504 accommodations. Alert program staff with any concerns.
	After 4: Follow DVUSD and Aspire policies & procedures.
	After 5: Review course to ensure formal and visual design is user-friendly (all links work).
	After 6: Ensure all assignments and accompanying rubrics are present and aligned.
	After 7: Grade assignments within 72 hours or less.
	After 8: Grade assignments. Forward inappropriate emails, student submitting 72 hours or less.
	After 9: Post grades in Canvas and push to Powerschool with appropriate feedback each week. 
	After 10: Maintain instructional delivery. Review online teacher evaluation standards.
	After 11: Utilize Dropout Detective to identify inactive or struggling students. Notify Administration
	After 12: Provide meaningful messages/feedback to all students and parents.
	After 13: Set end dates for modules and examinations.
	After 14: 
	Revision Date: 
	Done Due: 
	Done Complete: 
	Done 1: Meet with your assigned administrator at the end of the term.
	Done 2: Schedule proctoring time for in-person assessment / exams if applicable.
	Done 3: Plan on proctoring exams if required in person or work with site team to coordinate.
	Done 4: Finalized gradebooks with all notations of grades entered into both Canvas and PS.
	Done 5: Ensure that students not meeting academic progress have all required communication
	Done 6: sent to both the student and parent. 
	Done 7: Maintain documentation of academic dishonesty. Submit to admin at end of term.
	Done 8: Post grades in Canvas and push to Powerschool with appropriate feedback each week 
	Done 9: Ensure that gradebooks are prepared to sync on the final day of the term 
	Done 10: Set end of term dates for assessments. 
	Done 11: Meet all requirements of the program. Notify staff if you cannot fulfill your contract
	Done 12: 
	Done 13: 
	Done 14: 


