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Classroom Instructor Specialist



Job Description


Overview of Position:  The Classroom Instructor Specialist’s job is to work in an assigned classroom each day that school is in session (170 days each school year). Instructors will teach a reading, math, and spelling group so they will need to be trained in Direct Instruction programs.  Instructors are also responsible for supervision of lunch, recess, and transitions to and from Art, PE, and groups. When the Classroom Instructor Specialist commitment has been fulfilled (after 170 days), this specialist will join the DIBELS Assessment Team and will assist Administration in assessing all of the K-6 students using the DIBELS benchmark assessments.  DIBELS responsibilities occur three times each school year – September, January, and May.

Skills Required: 

· Organization – This employee will need to be able to organize group data and have it accessible to administration.   Phone calls and/or emails from staff should be responded to within a 12-hour timeline.  Being able to coordinate home, family, work, and school responsibilities requires good organization skills and is required for this position.

· Work Ethic – This employee must be willing to work each day that school is in session and for entire school year.  Hours will be set and students will be relying on this person to supervise them and teach them each day.  Homeroom teachers rely heavily on support from the Classroom Instructor and an excellent work ethic is vital to success in this position.

· Initiative – This employee must be willing to step up and ask questions when clarifications are needed.  Moving forward to do what is asked and also what may not be asked but still needs to be done is also a requirement for this position. This person will do everything within their power to work enthusiastically with staff members and coaches. Talking to teachers and administration when things aren’t working for a student or when there are student issues is a must.  This person will take the initiative to step up and do all he/she can to support the homeroom teacher as well as ensure the students in their groups receive a quality education each day of the school year.

· Positive Attitude – This employee should have a positive attitude, a ready smile, a happy disposition, and a sense of humor in times of stress.  A cheerful can-do attitude when asked to go above and beyond or when things become difficult or challenging is essential for success in this position.

· Flexibility and Willingness – This employee should be flexible to work with whatever students are assigned to them.  Instructor assignments may be fluid as classroom needs change.  Willingness to learn the APA way, receive feedback from coaches, take student data, report student data, work with teachers, motivate students, attend meetings, and support co-workers are all necessary requirements of this job.  Willingness to put as much time in as needed is fundamental to success in this position.

· Desire to Clear the Way – It is the Classroom Instructor’s job to make sure the students as well as the classroom teacher have everything they need to be successful each day.  A desire and willingness to do what it takes to clear the way for the teacher and each student by being prepared to teach groups each day, taking pertinent data, and using effective classroom management techniques is paramount to this job.

· Teachable – This employee must be willing to ask questions if they are not sure of what is expected of them.  They should also be willing to listen to input from Administration as to mission, vision, and philosophy that would be most effective or applicable to student success. Willingness to work closely and in harmony with other staff members (accepting their input and direction) is required.

Duties: The following list of duties will give the applicant an idea of what duties may be required, but is not an inclusive list:

· Attend Direct Instruction training in the summer (usually the first week of August)

· Attend school each day of the school year (170 days)

· Prepare daily to teach reading, math, and/or spelling groups

· Read scripts, prepare copies, gather materials

· Work closely with coach to perfect teaching techniques

· Follow CHAMPS classroom management standards 

· Take accurate and applicable group data each day

· Keep data and records neatly and organized in the Data Binder

· Give all necessary assessments in reading, math, and spelling groups

· Monitor student progress in groups – keep group grade books up to date

· Assist with school-wide testing when groups are not in session

· Work closely with homeroom teacher to ensure best possible learning environment for students

· Supervise lunch, recess, and transitions assigned by the homeroom teacher

· Report any student behavior or academic problems to homeroom teacher or other applicable staff members

· Attend all training and staff meetings (Wednesday afternoons).  When attendance at meetings is not possible, take the initiative to read the meeting minutes and ask questions when clarification is needed.

· Work closely with staff members to ensure students are safe and engaged in learning

· DIBELS Benchmark Assessment Proctor (after commitment of Instructor is completed)
· Attend the DIBELS assessment overview and training 

· Proctor and score the DIBELS benchmark assessments for all K-6 students in the school for each assessment session (September, January, and May) 

· Proctoring/scoring duties will continue every year that the Specialist has students attending an APA school (as a parent volunteer, not as an employee)

Time Commitment:  Time commitment for this position will depend on hours contracted.  Most instructor hours are from 8:15 am - 2:45 pm Monday-Friday.  This position begins the first day of school and continues until the last day of school.  Personal vacations or holidays should be scheduled outside of the school year.   During the DIBELS benchmark assessment time periods (two weeks in September, January, and May) you will need to be available to work 2 hours per day giving the DIBELS benchmark assessments to K-6 students (8:30 am – 10:30 am M-F).  The DIBELS Test Proctor commitment will begin after your Classroom Instructor commitment ends and will continue for every year you have students attending an American Prep school.  
Compensation:  The pay rate for this position is usually $9.00 per hour.  The employee is responsible for tracking and submitting hours on a time card each day (unless otherwise instructed).  Hours spent proctoring the DIBELS assessments will be tracked as volunteer hours on the family communication envelope. 

Clarifications:

Children of the Classroom Instructor Specialist will be enrolled in American Preparatory Academy under the Staff Priority Enrollment designation.  If there are not places available for all children, siblings will be placed on the grade level waiting list and will be placed into a class as soon as there is an opening.

An evaluation of performance will be conducted in January and May of each school year (or on an “as needed” basis).  Hours will be submitted at that time by the employee to the Academic Director (this includes paid hours and volunteer hours).  If performance is satisfactory for the duration of this agreement, employment will continue and students will remain enrolled under the Staff Priority designation.  If performance is not satisfactory for the duration of this agreement or if the employee must stop teaching for any reason, then employment will cease and the student will loose their Staff Priority status and return to the general applicant pool. 

The Classroom Instructor Specialist position is a one-year commitment.  The DIBELS test proctor assignment will continue as long as your children are enrolled in American Prep Academy.  If this specialist is hired to continue teaching after one full year of service as a specialist, pay rates may be changed to the usual pay scale for that position (talk to Administration for more details).
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