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ADDENDA JOB DESCRIPTION

TiTLe/PosiTion Early Childhood Specialist Coordinator (Developmental Preschool)

SUPERVISoR Director of SSS and/or Manager of Early Childhood

EVALUATION Performance is to be evaluated annually by a district administrator

CERTIFICATION REQUIREMENTS

Currently serving as a Early Childhood Specialist
ADDITIONAL REQUIREMENTS

QUALIFICATIONS
Master's Degree preferred.

Valid AZ Teaching Certificate with a focus in Early Childhood and/or Special Education

Bachelor's Degree in Special Education and Early Childhood Education at minimum.

TERMS OF ADDENDA  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.

ADDENDA TYPE £ [T Fiat Rate NOTES:
5 []Per Diem $5000 annually
2 [JFormula
ITEMS REQUIRED
AT THE START OF DUE DATE: July 2025 EMPLOYEE SIGNATURE:
PROGRAM COMPLETION DATE:

1. Verifies that dev. preschool teachers are writing compliant IEPs in IEPPRO

2. Reviews applications, interviews, check references and recommend applicants.
3. Coordinates developmental preschool teachers for May and July evaluations.

4. Monitors developmental preschool screenings and any follow up meetings.

5. Adjusts Developmental Preschool staff assignments at the beginning of the year,
ensures hiring is completed and communicate with SSS.

6. Ensures all developmental PS teachers are assigned an evaluator.

7. Works with EC Mentor for each new employee or TPP candidate.

8. Develops and prepares Professional Development for the school year for Dev. PS.
9. Create and deliver the orientation and coordination of new hires.

10. Ensure that Developmental Preschool paraprofessionals are in the DSC billing
system for Medicaid.

11. Work with SSS Coordinator/Mgr./Director to assure compliance for EC.

ITEMS REQUIRED
AFTER THE START

DUE DATE: August 2025 through May 2026
OF PROGRAM

1. Review requests and obtain quotes for classroom equipment or supplies.
2. Create and deliver staff development opportunities throughout the school year.
3. Supports and hires any vacancies/leaves for developmental preschool staff.

4. Monitors compliance for each Developmental PS classroom via [IEPPRO, TSG, etc.

5. Ensures assessment of teachers' needs for instructional or behavioral needs.
6. Liaison between EC and SSS Leadership for Developmental Preschool.

EMPLOYEE SIGNATURE:

COMPLETION DATE:

7. Attendance and participation in SSS Leadership Team (monthly and Summit).
8. Work with SSS Coordinator for the PD of classified Developmental PS staff.

9. Support the instructional development of all Developmental Preschool teachers
in understanding the designated EC curriculum.

10. Leads the transition process for bridging to kindergarten.

11. Conduct classroom observations and provide constructive feedback.

12. Ensures that all Dev.PS meets federal, local licensing requirements.

ITEMS REQUIRED
AT COMPLETION OF
PROGRAM

Acts as a liaison between EC and campus evaluators.

DUE DATE: June 2026

Maintain a schedule of mandatory certifications and staff compliance.
Completes and verifies all performance pay documents and logs for EC/SSS.
Collects all performance pay documentation and ensures it is uploaded.
Manages all technology for EC, including apps, iPads, etc.

Supervises all check out procedures for EC staff in May.

Coordinates budget planning for new year for EC and Developmental PS.

EMPLOYEE SIGNATURE:

COMPLETION DATE:
Manage materials, equipment and resources for Dev. PS. prior to checkout and then
provides a check out process/system for the new school year.

COMPLETION OF ADDENDA SUPERVISOR SIGNATURE

DATE

**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.
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