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NON-IBN ADDENDA JOB DESCRIPTION

CERTIFICATION REQUIREMENTS

TITLE/POSITION Jump Start Summer School Administrator for K-9 Programs

SUPERVISOR Deputy Superintendent of Curriculum, Instruction, and Assessment

EVALUATION Review data collected from program with Deputy Superintendent of CIA to present to the board

Administrative Certification or Aspiring Administrator

ADDITIONAL REQUIREMENTS

QUALIFICATIONS

Experience leading teachers in delivering engaging and targeted instruction to address student learning gaps.

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 Z [ FiatRate NoTES; " ncipal ,
5 [ 1Per Diem 22 Days (176 hours) x $450 (Daily Rate) = $9,900
.g [CIFormula
ITEMS REQUIRED
BEFORE DUE DATE: EMPLOYEE SIGNATURE:
PROGRAM COMPLETION DATE:

Work with Campus Admin to identify interested teachers and students
Communicate with teachers regarding schedules, technology requirements, and
curriculum materials.

Communicate with parents/students regarding learning and behavior expectations.
Ensure students are enrolled in proper courses and monitor course loads.

Ensure all teachers have signed and returned summer addenda forms.

Work with Payroll Department to ensure timely payment of teachers.

Meet with campus admin & custodial staff regarding summer cleaning procedures.
Work with Food Services regarding snacks.

Work with Transportation regarding schedule.

Participate in Admin Professional Learning

Hold JumpStart teacher meeting prior to the start date

Collaborate with other JumpStart Administrators

Ensure teachers receive supplies

ITEMS REQUIRED
DURING
PROGRAM

DUE DATE:

Monitor student participation in courses and contact parents of students not engaged.

Respond to teacher, parent, or student concerns.

Monitor arrival, dismissal and social/recess times.

Conference with students/parents when student behaviors become an issue and
provide consequences when necessary.

Secure substitute teachers or replacement teachers, if necessary.

Collect data on student engagement, learning progress, and enrollment.

EMPLOYEE SIGNATURE:
COMPLETION DATE:

Ensure safety protocols are in place for student arrival, dismissal and transitions.

Work with Transportation and Food Services for

Ensure fidelity to each program model (ELA Boost, JumpStart ELA/Math, Athletics)
Weekly communication with parents & staff

Be visible on campus and in classrooms

Work with Transportation and Food Services for efficient delivery of services

ITEMS REQUIRED
AT COMPLETION OF
PROGRAM

Ensure communication with parents regarding student progress

DUE DATE:

Ensure teacher addendas are processed

Prepare end of program data to share with the Deputy Superintendent of Curriculum,
Instruction, and Assessment

Ensure all campus technology and equipment used is returned in good working order

EMPLOYEE SIGNATURE:
COMPLETION DATE:

COMPLETION OF ADDENDA SUPERVISOR SIGNATURE

DATE

Revision
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