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TITLE/POSITION Structured English Immersion (SEI) Course Instructor
SUPERVISOR Teacher Prep Program Coordinator and/or Director of Student Support Services
EVALUATION Performance is to be evaluated annually by supervisor or designee

CERTIFICATION REQUIREMENTS Must be properly certified per ADE requirements

Experience with Canvas. High level of collaboration, initiative, attention to detail, analytical thinking, organization, creativity and flexibility. Works
ADDITIONAL REQUIREMENTS ) .
well with a team and meets deadlines.

Ability to express oneself clearly and professional; 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 online teaching and learning; ability to take initiative; ability to embody a can-do personality; ability to adapt to change; student centered; kind

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.

.45 Hours of Instruction = $2025

ADDENDA TYPE £ [IFiatRate NOTES: _
5 []Per Diem 7 Hours of preparation = $ 175
z [T Formula
ITEMS REQUIRED
AT THE START OF DUE DATE: EMPLOYEE SIGNATURE:
PROGRAM COMPLETION DATE:

Plan training and review resource documents

Resource documents include: Canvas Shells, Syllabus Shells, SEI requirements
Review course and prepare for instruction

Schedule course dates, times and location

Enter information in Frontline PD system for course registration

Liason with HR to determine out-of compliance employees

ITEMS REQUIRED

AFTER THE START DUE DATE: EMPLOYEE SIGNATURE:
OF PROGRAM COMPLETION DATE:

Follow course template . Facilitate course meetings for the entirety of the course
Develop and use provided Google shared folder for all course materials. Facilitate course discussions during meetings

Incorporate standards aligned lessons based on SEI course requirements. Provide feedback on given in-person and on line assignments

Maintain consistent module order and flow with progression requirements in modules.  Respond to field questions in a timely manner
Develop practical assignments for SEI participants to complete in order to develop
professional understanding and obtain required endorsement

Ef“ggﬁ_%‘#gﬁ"w EMPLOYEE SIGNATURE:
PROGRAM DUE DATE: COMPLETION DATE:

Be accepting of feedback and follow up in a timely manner.
Meet with team to review potential course revisions.
Complete Frontline tasks at completion of class

COMPLETION OF ADDENDASUPERVISOR 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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