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NON-IBN ADDENDA JOB DESCRIPTION

CERTIFICATION REQUIREMENTS

TiTLE/PosiTion Motor Therapy Coordinator

SUPERVIsoR Director of Student Support Services

EVALUATION Performance is to be evaluated annually by a school administrator

Valid AZ Physical or Occupational Therapist License

Supervisor experience
ADDITIONAL REQUIREMENTS

QUALIFICATIONS

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.

$5279.36 annually

ADDENDA TYPE £ [T Flat Rate NOTES:
E Per Diem
2 [JFormula
ITEMS REQUIRED
AT THE START OF DUE DATE: EMPLOYEE SIGNATURE:
PROGRAM COMPLETION DATE:

1. Monitor preschool screenings, evaluations & MET meetings.

2. Review applications, interview, check references and recommend applicants.
3. Assign motor staff for summer screenings and evaluations.

4. Assign OTA's and OT for supervision, review of logs & evaluations.

5. Adjust motor staff assignments prior to the start of the school year after
hiring is completed and communicate this to Student Support Services.

6. Ensure that ALL Motor Therapy staff are assigned an evaluator.

7. Secure Mentors for each new employee.

8. Review DSC Unlocked log in preparation for the new year.

9. Develop and prepare materials for return of staff at the start of the school year.
10. Orientation and coordination of new hires.

ITEMS REQUIRED
AFTER THE START
OF PROGRAM

DUE DATE:

1. Review and approve requests for equipment or supply purchases to be submitted.
2. Review and approve request for leave forms submitted prior to submitting to SSS.
3. Develop Staff Development opportunities throughout the school year.

4. Develop Staff Business meetings for Motor Therapy staff.

5. Adjust Motor staff assignments as needed.

6. Provide guidance in developing job performance goals for Motor staff.

7. Ongoing training for new employees throughout the year.

EMPLOYEE SIGNATURE:

COMPLETION DATE:

8. Liaison between District policies and procedures and Motor staff.

9. Participate in monthly Leadership meetings.

10. Participate in various District, Student Support Services & Dept. Committee work.
11. Monitor performance of Contract Staff.

12. Provide training/mentoring to Contract Staff to enhance their role as DVUSD staff.
13. Goal setting for Performance Evaluation with Motor Therapy Clerk.

14. Review and approve requests to attend conferences.

ITEMS REQUIRED
AT COMPLETION OF
PROGRAM

1. Complete/consult with administrative staff re: performance evaluations of Motor staff.

DUE DATE:

2. Complete performance evaluation of Motor Therapy clerk.

3. Coordinate and assign additional psychologist staff for summer screenings and
preschool/school age evaluations. This coordination would begin in March, 20xx
would involve collaboration with other coordinators (including, early childhood,
psychology, speech, vision/hearing, ESY and nursing).

4. Collect and submit all Mentor/Mentee paperwork to submit to SSS.

EMPLOYEE SIGNATURE:

COMPLETION DATE:

5. Submit all paperwork for performance pay for Motor Therapy staff to SSS.

6. Collect preferences for next year's assignment from staff.

7. Assign staff to schools for the coming year and notify SSS & principals.

8. Approve students going to summer evaluations and collect blue files.

9. Check out all staff and review the completion of their assigned duties prior to the
last day of the contract.

10. Identify individuals for Summer Evaluations and forward information to Early Child.

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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