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Extended Learning Sample Job Descriptions

Project Director Responsibilities:
· Ensures program activities adhere to LEAPs grant requirements
· Reviews grant budget, goals, and objectives, and establishes benchmarks for success each year
· Collects report card and assessment data for each student in the program to monitor progress
· Works with site coordinators to meet attendance goals and compliance with state guidelines
· Makes sure students are flagged in the student management system as LEAP participants
· Oversees data collection/management activities
· Prepares local evaluation reports
· Recruits, trains, and monitors staff, volunteers, and interns
· Works with the Tennessee Department of Education school-age childcare division to obtain a Certificate of Approval for all 
· Attends the project director training, multistate conference, and other state-sponsored conferences
· Obtains 18 professional development hours each year
· Organizes professional development training for site coordinators and staff as it relates to grant goals and objectives
· Works with community partners to expand enrichment activities
· Disseminates annual surveys of stakeholders (i.e., parents, teachers, students); analyzes and shares results with various stakeholders
· Works with site coordinators to resolve parent or personnel issues
· Evaluates program and program staff
· Develops operations policies and practices for the extended learning program in cooperation with staff, youth, and parents
· Develops a sustainability plan and works toward program sustainability over the grant period

Site Coordinator Responsibilities:
· Responsible for the overall on-site management of the after-school program and compliance with state guidelines
· Supervises on-site extended learning staff
· Plans weekly/monthly activity schedule and maintains enrollment data and records
· Submits timesheets and expense receipts, and reports achievement and disciplinary data for each student to administration
· Resolves conflicts with students, parents, and staff members
· Trains staff in safety procedures and CPR
· Implements and documents monthly safety drills, including fire, tornado, and lockdown
· Ensures site program meets all state-mandated requirements (i.e., site minimum hours per week of services)
· Completes and submits food and nutrition service records
· Ensures site participant data is accurate in the student management system
Teacher Responsibilities:
· Helps students with homework and plans and implements engaging activities for school-age children in a developmentally appropriate manner
· Returns all after-school supplies to the appropriate location
· Works weekly with core teachers in developing individualized plans for at-risk students
· Informs the site coordinator of absences as far in advance as possible
· Encourages parent involvement by facilitating communication with parents of participating students
· Performs other duties as assigned by the program director and site director
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