
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: Preschool / Community Education  Preschool Lead
	Supervisor: Deb Roets
	Evaluation: Performance is to be evaluated annually by Director of CE
	Certification: Must be lead qualified for preschool 
	Additional: 60 ECE trainings +  in administration, planning, development and/or management
	Qualificatoins: Experience working in preschool. Experience supervising preschool staff (IAs).Must have excellent interpersonal, written and verbal communication skills. Creative, problem solver, and self-starter. Ability to conduct professional development sessions
	Flat: Yes
	Per Diem: Off
	Formula: Off
	Notes:           $5,838
	Start 1: Develop new hire packet/process 
	Start 2: Conduct initial training/onboarding of new staff 
	Start 3: Help develop annual professional development plan 
	Start 4: Participates and assists in the development & implementation of the district community 
	Start 5: education department goals.
	Start 6: Participates in the hiring process of preschool staff. 
	Start 7: Helps in developing coverage plan 
	Start 8: Based upon review of data/documentation, determine if training and follow up are 
	Start 9: required for a specific campus and/or staff. 
	Start 10: 
	Start 11: 
	Start 12: 
	Start 13: 
	Start 14: 
	Start Due: 
	Start Complete: 
	After Due: 
	After Complete: 
	After 1: Plans and implements staff training to meet state requirements. 
	After 2: Assists in the preparation and maintains appropriate records for the Department of
	After 3: Health Services and the Department of Economic Security at the district level
	After 4: and campus level as needed.
	After 5: Develops and oversees the implementation of activities designed to enrich the student’s
	After 6: educational experience
	After 7: Conducts preschool classroom visits/observations
	After 8: Develops appropriate implementation plan of curriculum for children 3 to 5, based on
	After 9: individual interests,needs, and abilities of the children in the classroom and the group 
	After 10: as a whole using Arizona Early Learning Standards.
	After 11: Advises and monitors purchases of supplies within curricular and budgetary guidelines 
	After 12: Communicates with campus administration, community education staff, students
	After 13:  parents and community effectively.
	After 14: Assists in promoting Community Education Preschool programs
	Revision Date: 
	Done Due: 
	Done Complete: 
	Done 1: TSG updates are prepared for transition to the next school year.
	Done 2: Updates to staff changes are reflected and planned for
	Done 3: 
	Done 4: 
	Done 5: 
	Done 6: 
	Done 7: 
	Done 8: 
	Done 9: 
	Done 10: 
	Done 11: 
	Done 12: 
	Done 13: 
	Done 14: 


