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Study Hall/Carpool Specialist


Job Description


Overview of Position:  The Study Hall/Carpool Specialist is assigned to work with one teacher at American Prep.  It is this Specialist’s job to supervise the study hall classroom so the classroom teacher is available to assist other students with work clarification, tutoring, or other academic issues.  The Study Hall/Carpool specialist is responsible for maintaining order in the classroom at all times, student supervision (ensuring students stay in the classroom unless excused by you) classroom management, and ensuring the environment in the classroom is conducive to studying and school work completion.  This Specialist will be trained in the CHAMPS classroom management philosophies and methodologies.  Training will occur during the Staff Training in August (August 2-6, 2010).

Skills Required: 

· Organization – This employee may be asked to help with organizing teacher’s papers, grade books, and possibly classrooms or classroom supplies.  Good organization skills are required for this position.

· Work Ethic – This employee must be willing to attend school every day it is in session and continue to work hard all throughout the school year.  An excellent work ethic is vital to allow the teacher the freedom he/she needs to assist other students in the classroom while the specialist maintains order in the classroom.

· Initiative – This employee must be willing to ask questions, do what is asked and also what may not be asked but still needs to be done.  This person will take the initiative to step up and take over the classroom – allowing the teacher to focus on his/her other tasks.  This person will do everything within their power to demonstrate to the teacher that they are there and ready to work and they are willing to do whatever it takes to create the proper study hall environment. 

· Positive Attitude – This employee should have a positive attitude, a ready smile, a happy disposition, and a sense of humor in times of stress.  Students may be feeling overwhelmed about their workload while others want a social time - and a cheerful no nonsense attitude is essential for success in this position.

· Flexibility and Willingness – This employee should be flexible to be willing to continue to set the boundaries when students push the limits.   Willingness to do what it takes is fundamental to success in this position.

· Desire to Clear the Way – It is the Study Hall/Carpool Specialist’s job to clear the way for the students so they can be successful in completing their work.  It is also this specialist’s job to clear the way for the teacher so they can focus on their other tasks without distraction.

· 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 the teacher as to how the teacher wants the classroom to function.  Willingness to learn the APA way and then do it is an essential attribute of this employee.

Duties:  The Study Hall/Carpool Specialist works under the direction of the Jr. High Director as well as the teacher they are assigned to.  A variety of duties may be assigned as needed and the employee must be willing and able to complete the tasks asked of them by any American Prep teacher who needs assistance.  Primarily, the specialist will attend to the classroom as a classroom teacher would.  Students will be required to be respectful to the the specialist as well as to the other students in the classroom.  The classroom will be a quiet, study environment and the specialist will ensure this happens each day.  During study hall, the specialist will ensure the students remain quiet and listen for their carpool numbers.  Students are not permitted to leave the classroom for any reason – unless they have been excused.   The following list of duties will give the applicant an idea of what duties may be required, but is not an inclusive list:

· Attend CHAMPS training for new teachers (August 2-6, 2010)

· Teach, remind, and implement CHAMPS for classroom management

· Follow study hall class schedule as established by Jr. High Director

· Take attendance accurately and in a timely manner

· Report participation grades to teacher each day

· Maintain order in the classroom at all times

· Assist students in work completion, if needed

· Ensure students do not sneak away before or during carpool

· Supervise dismissal of students during carpool

· DIBELS Test Proctor for the school year following Study Hall/Carpool Specialist assignment (see details below)

Time Commitment:  Study Hall/Car Pool Specialists will be available to work for approximately 1½ hours per day Monday-Friday. Hours are 2:30-4:00 Mondays, Tuesdays, Thursdays, and Fridays. Wednesday hours are 1:15-2:00 pm.  Specialists must commit to being at school every day that school is in session.  This position is a one-year commitment as a Study Hall/Carpool Specialist. When you are finished with the Study Hall/Carpool Specialist responsibilities, you will become a member of the DIBELS Benchmark Assessment Team.  The time commitment for this job will be significantly different.  During the DIBELS benchmark assessment time periods (September, January, and May) you will work 2 hours per day for approximately two weeks giving the DIBELS benchmark assessments to K-6 students (8:30 am – 10:30 am daily).

Training:  This applicant will be trained in CHAMPS Classroom Management.  This training will be held August 2-6, 2010.  The applicant will only need to attend the CHAMPS portions of the training week.  There is no compensation during training week.  DIBELS training will occur during the first benchmark assessment – on the job training.

Compensation:  Minimum wage rates up to a maximum of $500.00.  Specialist will submit hours to be compensated up to $500.00.  All hours worked after the maximum ($500.00) will be recorded as volunteer hours and will not be compensated monetarily.  The employee is responsible for tracking and submitting hours on a time card (up to the maximum of $500.00) and then tracking hours worked on their communication envelope for the remaining volunteer hours.   DIBELS Test Proctor responsibilities will be tracked as volunteer hours.  There will be no compensation for hours worked as a DIBELS Test Proctor.

Clarifications:

Children of the Study Hall/Carpool Specialist will be enrolled in American Preparatory Academy under the Staff Priority Enrollment designation.  

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 Jr. High Director after being approved by the Specialist’s assigned teacher (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, then employment will cease and the student will loose their Staff Priority status and return to the general applicant pool. 

DIBELS Test Proctor clarification:

After you have fulfilled your year-long commitment as a Study Hall/Carpool Specialist, you will be required to become a member of the DIBELS Assessment Team.  This commitment will remain in effect as long as you have children attending an American Prep School.  Below are the requirements for this assignment.

DIBELS Benchmark Assessments:

· The Study Hall/Carpool Specialist will work under the direction of the DIBELS COORDINATOR the following school year.  Duties will include:

· Attending the DIBELS assessment overview and training 

· Proctoring and scoring 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 APS school (as a parent volunteer, not as an employee)

· Volunteer hours will be tracked on the communication envelope each year

DIBELS - time commitment is 2 hours daily (8:30 am-10:30 am)  for approximately 2 weeks during each DIBELS benchmark assessment session (September, January, and May) throughout all the years of student attendance at an APS school. 
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