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YOSEMITE VALLEY CHARTER SCHOOL

Staff  |  Certificated, Classified, Administrative, & Supervisory
COMPENSATION POLICY

Dedication to Non-discrimination
It is the policy of Yosemite Valley Charter School not to discriminate on the basis of race, religious creed
(which includes religious dress and grooming practices), color, national origin (which includes, but is not
limited to, national origin groups and aspects of national origin, such as height, weight, accent, or
language proficiency), ancestry, physical disability, mental disability, medical condition, genetic
information, marital status, sex (which includes pregnancy, childbirth, breastfeeding, and related medical
conditions), gender, gender identity, gender expression, age, sexual orientation, military or veteran status
(including state and federal active and reserve members as well as those ordered to duty or training),
immigration/citizenship status or related protected activities (which includes undocumented individuals
and human trafficking), protected medical leaves, domestic violence victim status, political affiliation, or
any other consideration made unlawful by federal, state, or local laws, ordinances, or regulations.

Important Information
● This summary does not alter the at-will nature of the employment relationship and nothing in this

summary shall limit the School’s right to terminate employment at-will or limit the School’s right
to transfer, demote, suspend, administer discipline, and change the terms and conditions of
employment at its sole discretion. This includes, without limitation, the School’s right to modify
the compensation of any employee at any time, with or without notice and with or without cause.

● Pay increases are not granted automatically each year; therefore, neither past nor future
compensation can be calculated, assumed, or predicted on the basis of this schedule or any
information contained herein. Compensation of any employee may also be adjusted at any time
based on operational needs of the School.

● The Executive Director shall recommend compensation for all School staff, consistent with the
budget approved by the School Board. An employee’s regular compensation is paid on a
semi-monthly basis in accordance with the School’s payroll practices and policies.

● The School reserves the right to change, suspend, revoke, terminate, or supersede provisions of
this compensation schedule at any time. To the extent any of provisions herein differ from the
terms of an employee’s employment agreement, the terms of the agreement shall prevail.

Compensation Philosophy
A compensation philosophy is a statement that defines what an organization offers and chooses to
reward via its compensation system. The School’s compensation philosophy places emphasis on
equity, transparency, excellence, and commitment. These five key values are the foundation for
all School compensation structures and practices.
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We offer…
● comprehensive compensation packages for all staff, including base salary and benefits.

Certain employees may be eligible for bonuses and stipends, as set forth herein
● a dynamic culture and vibrant community of colleagues united by shared dedication to

students, a commitment to innovation, and a strong growth mindset
● unique career pathways, growth and development opportunities, and leadership roles that

encourage staff to challenge themselves
● equitable compensation, regardless of gender, race/ethnicity, national origin, sexual

orientation, age, religion, disability or any other consideration made unlawful by federal,
state, or local laws, ordinances, or regulations

● a transparent and clearly communicated compensation system, so that staff understand
what factors may determine individual compensation and how and when potential
changes to compensation will be affected.

We recognize and reward…
● exceptional performance and contributions that enable excellent student outcomes
● commitment of staff who contribute to the long-term success of our students and our

organization

For teachers…
Given the role they play in providing educational services, teachers are particularly critical to the
success of our mission. As such, we offer teacher compensation to attract and retain talented
educators, and we specially recognize and reward:

● exceptional teacher performance that leads to growth and excellence for students
● commitment of teachers who develop deep, high-quality educational experience (within

or outside of the School) and assume critical leadership responsibilities

TEACHER COMPENSATION
Teacher Definition:
For purposes of this schedule, a Teacher is defined as a person who has a valid credential or certificate
that allows them to teach a specific subject matter or special education.

Salary Placement Guidelines:
Upon hire, each employee’s salary placement will be calculated based on the YEAR an employee fits, and
in accordance to the professional and teaching experience gathered in previous years in the institutions
outlined in this manual and on other factors such as prior performance (which includes a rehired
employee).
The starting salary of a new employee may exceed the salary of a current employee in the same position
based on the new employee’s units and years of experience.

Creditable Years of Experience:
● The School has the option to grant one (1) YEAR for each one (1) year of approved creditable

teaching or professional experience up to 5 (five) years.
● Up to five additional years of service may be approved by the Executive Director for

candidates who have school-desired experience in what the school determines to be
“hard-to-staff” positions.

● One year of creditable professional or teaching experience will be granted for full-time
employment, which is employment for 100% of an institution’s normal work schedule during
the school year
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● A partial year of creditable professional or teaching experience can be granted for up to a year
of part-time employment, which is less than 100% of an institution’s normal work schedule
during the school year.

● Creditable professional or teaching experience may be earned in:
● California and US public, charter, and private elementary and secondary schools
● Accredited foreign public, charter, and private elementary and secondary schools
● California, US, and foreign accredited universities and colleges
● Non-public special education contract schools for special education teachers
● Other regionally accredited educational institutions

● Creditable teaching experience is experience as a teacher in one of the institutions outlined
above.

● A maximum of 2 years of substitute teaching experience in California and US public, charter,
and private elementary or secondary schools may be accepted.

● Two years of teacher assistant experience in the above institutions will be equal to 1 YEAR in
the salary schedule up to a maximum of 2 YEARS.

● Other relevant professional experience may be considered by the Executive Director or
designee.

The Executive Director or his or her designee may adjust a rehired teacher’s placement on the pay scale as
appropriate based on the employee’s accumulated experience following the teacher’s separation from the
School, which may result in a higher or lower placement on the scale than the teacher would have
otherwise been placed had the teacher been continuously employed.

Credential/Certification:
● Teachers holding a valid and active credential (i.e., preliminary, clear, lifetime) California

teaching certificate at the time of hiring/rehiring will generally be compensated in accordance
with the applicable teacher salary table (B Basis, C Basis or Special Education) for certificated
teachers.

● The School may hire teachers with a bachelor’s degree who do not hold a clear teaching
credential. Staff holding an alternative certification (intern, emergency, or preliminary
credential) are rated on the same salary teacher table as certificated teachers.

● A teacher is eligible to advance to the proper Pay Scale level once they meet the requirement
for that specific Pay Scale Level and Group based on their creditable years of service and
post-BA units, if applicable.

● For any given school year, teachers must submit any successfully completed post-BA units no
later than October 1st in order for the units to be applied to the teacher’s salary in that school
year. Any proof of successfully completed post-BA units submitted to the School after October
1st will not result in an adjustment to compensation until the following school year. Teachers
will be required to submit a form with their projected increase in units before the start of the
school year.

● Any increase in pay resulting from an advancement on the Pay Scale based on the successful
completion of post-BA units will not take effect until after the School’s receipt of sufficient
documentation supporting the advancement. Pay increases for post-BA units will not be paid
retroactively. For illustration purposes, if a teacher is awarded a degree on January 15 and
provides proof of the degree on May 1, any advancement on the Pay Scale and increase in pay
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will be effective beginning the next school year on July 1st. The teacher will not be paid at the
higher rate of compensation retroactively (i.e., for the periods between January 15 and July 1).

● If a teacher is awarded a degree on August 15 and provides proof of the degree on October 1,
any advancement on the Pay Scale and increase in pay will be effective beginning the first pay
period following October 1. The teacher will not be paid at the higher rate of compensation
during the periods between August 15 and October 1.

● All teaching credentials must be reflected on the California Commission on Teacher
Credentialing’s website.

Advanced Degree/Certificate Stipends:
● Staff who hold a Masters degree will receive a $1000 stipend paid in equal installments

throughout the pay periods .
● Staff who hold a Doctoral degree are entitled to additional compensation of a $3000 stipend

paid in installments throughout the pay periods in addition to their current annual salary on the
Salary Table. The Doctorate stipend is inclusive of the $1,000 Masters degree stipend.

● The stipend is not included in your annual salary and may be processed separately from
regular earnings.

● The stipends will be paid as set forth in the Stipend Descriptions below.

Signing Bonus:
If the School decides to issue signing bonuses, the following requirements shall apply.

● Signing bonuses may be offered to teachers certified in an area of critical concern as defined
by the School, to promote diversity, or to address specific concerns at the school.

● The Executive Director shall designate the individuals authorized to receive the signing bonus.
● The signing bonus must be approved by the Board.
● To qualify for a signing bonus, the teacher must:

● be certified in the field they are hired to teach.
● teach in that field of the bonus.

● The signing bonus will be at the conclusion of the contractual year for each year the bonus
applies.

Desired Qualifications for Credentialed Positions:
● Valid California teaching and EL credential (required).
● One year of teacher experience is preferred.
● Experience/coursework specializing in intervention preferred.
● Experience with leading SST/504 meeting preferred.
● Ability to stay organized in a fast paced environment.
● Comfortable with online/virtual meeting platforms including Google Hangouts, Blackboard,

Zoom, etc.
● Knowledge of various learning modalities/educational philosophies.
● Be organized and demonstrate the ability to meet all deadlines.
● Work collaboratively in a remote environment with classified and teaching staff as well as

coordinators and directors. 
● Ability to be proactive and innovative.
● Should understand the teaching Job and demonstrate proficiency in performance of the duties for

all grade levels. 
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Voluntary Transfer to Lower Role Placement or Teaching position:
● Employees approved to voluntarily transfer to a position in a lower placement on the salary

scale will be placed in the new salary placement or teacher salary schedule, and the salary will
be calculated as it is in the new placement or schedule.

Supplemental Duty Stipends:
● Stipends are assigned and approved by the Executive Director or his/her designee at the

beginning of the school year or semester or as otherwise noted in the chart below.
● Teachers who perform the supplemental duties outlined in the table below are eligible to

receive the corresponding stipends as indicated and only if assigned/awarded to the teacher by
the Executive Director or his/her designee. The number of stipends awarded under each
category and/or the periods of service during the school year are at the sole discretion of the
Executive Director or his/her designee.

● Supplemental duty stipends are authorized for the specific year assigned and are not renewed
for the future years unless specifically authorized for those years. This means additional duties
such as New Teacher Trainer, SPED Lead Teacher, etc. are assigned on a year by year basis
and are not guaranteed responsibilities that carry over from year to year.

● Supplemental pay will cease when there is no need for the duty, the employee becomes
ineligible or as otherwise determined in the sole discretion of the School.

● The School, in its sole discretion, may choose not to offer certain stipends
● Stipend amounts and requirements will be reviewed periodically and may be modified from

time to time at the sole discretion of the School.
● Supplemental duty stipends are prorated and will be paid as set forth in the below Stipend

Chart, once the Supplemental duty has started.
● Student stipends are paid per semester based on the teacher roster on a month by month basis

throughout the school year.
● Certificated employees who work from a home office will receive a Utility stipend of $75.00

per month. Certificated employees that have a specialty position, will receive $100 per month.
Employees who have a school provided cell phone or Hotspot or who work in the office on a
part-time basis will have the stipend adjusted accordingly.

● Certificated employees who are required to travel to the office or other work-related
destinations will be compensated per mile based on the IRS current mileage reimbursement
rate. Mileage reimbursement forms with supporting documentation will be due by the 15th of
the following month of which they are incurred. As an alternative to the mileage
reimbursement process, certificated employees who hold an administrative level position and
are required to travel to the office or other work-related destinations may be compensated with
a mileage stipend of $350.00 per month, subject to approval by the Executive Director.

Additional Supplement Bonus (“Supplement”):
The Executive Director may recommend a Supplement for teachers as set forth in this section.

● An Executive Director, in his or her sole discretion, shall determine what duties shall be
supplemented based upon the operational needs of the school.

● A supplement is not automatic, and can be provided at the discretion and approval of the
Executive Director, based on additional work beyond the regular work responsibilities.

● A supplement will be paid to the employee in accordance with the schedule provided by the
School at the time of supplement award.
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● The supplemental award shall not exceed $35,000 or 50% of annual salary.
● All supplements listed are paid for the performance of duties beyond the regular work day and

normal job responsibilities and are not approved solely on the basis of position classification
or previous supplement payment. Additional time spent fulfilling job duties does not constitute
a basis for compensation beyond the teachers' regular salary.

● Teacher supplements will be set forth in a Supplement Performance Order. The Supplement
Performance Order Request shall be completed and signed by the teacher and the Executive
Director prior to performing the supplemental duties.

● Supplements will be paid in installments or one lump sum if less than $1,001. However, this
option will not be available where it would cause the employee to receive compensation prior
to providing the service.

● Additional Supplements may include things such as Winter Break Coverage, Extra Student
Pay and Enrollment Milestones.

● To qualify for an extended duty supplement, the following criteria must be met as requested
and assigned by the Executive Director:

● 1. The Executive Director must first agree with the teacher on the terms
● 2. The supplemental work must be separate from the normal job responsibilities.
● 3. The work must be completed or in the progress of being completed.

Part-time Teachers:
For all part-time teachers.

● Part-time/Full time Status: Compensation for part-time teachers will be $32.00 per hour.
Estimated hours for part-time teachers each week includes a maximum of 10 hours per week
for approved non-instructional activities (recruiting, planning, grading, parent conferences,
etc.) and one (1) additional hour per week per enrolled student. This allotted time should be
sufficient to complete each part-time teacher’s duties. All time worked will be compensated
at the part-time teacher’s hourly rate. Part-time teachers will work no more than up to 17
hours of work per pay period in July and for up to 8.5 hours of training in August.

● Part-time teachers must accurately record and timely submit records of all time worked and
observe all lunch and rest breaks as outlined in the School’s employee handbook. Part-time
employees may not work overtime (i.e., over 8 hours in a workday or 40 hours per workweek)
without written authorization from their direct supervisor.

When a case load of 20 students is reached, employees may be rated in and placed on a salary table
and given health care benefits contingent upon the teacher’s expected maintenance of a case
load at the norm of 28 students for full-time teachers. Carrying a caseload of less than 28
students over a course of three (3) consecutive months may result in a return to part time
status.

CLASSIFIED COMPENSATION
Experience and Placement
● Each classified employee will be placed on the salary schedule based on their creditable years

of experience, which will be categorized as equivalent or applicable experience.
● Equivalent experience is the directly related experience of an employee to the position held or

hired. Applicable experience is the other administrative, teaching, or professional experience
which is not directly related to the position held or hired.
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● Example: Office Manager experience at a private school is accepted as equivalent
experience for a person in the Office Manager position, but teaching experience will
be applicable experience.

● Example: SPED instructional aide at a school district, or a company may be
equivalent experience for the SPED instructional aide position, but SPED center aide
will be applicable experience.

● The evaluation of prior experience and placement on the Salary Scale will be recommended by
the Human Resources Department and the Executive Director or designee makes the final
decision, consistent with the School’s approved budget.

● The following criteria will be considered in the evaluation of prior experience:
● The number of days worked in a year must be at least 180 days as a full-time

employee
● The percentage of days worked
● Position held
● Type of the organization and accreditation

● Each equivalent year of creditable experience will be equal to 1 YEAR, and each year of
creditable applicable experience will be equal to a 0.5 YEAR. If the total years of experience
is a fraction of a whole, it will be rounded up.

● Example:  3.5 YEARS will be rounded to 4.0 YEARS of experience.
● Rehired employee’s years of experience in the same or higher salary placements will be treated

as equivalent experience.
● The starting salary of a new employee may exceed the salary of a current employee in the

same position based on the creditable years of experience as defined herein.
● Creditable experience may be earned from other schools, districts or any other employer.
● The Executive Director shall recommend the creation of new positions as needed and will

evaluate and recommend placement of the new positions in the appropriate role, together with
any necessary budget adjustments required, to be approved by the School Board.

● Classified employees who work from a home office will receive a Utility stipend of $75.00.
Employees who have a school provided cell phone or Hotspot or who work in the office on a
part-time basis will have the stipend adjusted accordingly.

● Classified employees who are required to travel to the office or other work-related destinations
will be compensated per mile based on the IRS current mileage reimbursement rate. Mileage
reimbursement forms with supporting documentation will be due by the 15th of the following
month of which they are incurred. As an alternative to the mileage reimbursement process,
classified employees who hold an administrative level position and are required to travel to the
office or other work-related destinations may be compensated with a mileage stipend of
$350.00 per month, subject to approval by the Executive Director.

Role/Salary Placements
● All positions are classified according to the corresponding role and/or salary placements based

on the required set of skills, education, effort, and responsibility of the job assignment as
indicated in the specific job description. All positions may be reclassified as necessary by the
Executive Director or designee. Some hard-to staff positions may be compensated out of the
salary schedule as approved by the Executive Director.
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Advancements on Pay Scale
● An advancement on the Pay Scale is the placement of an employee from a position in a lower

salary placement to a position in a higher salary placement and will be determined on the same
basis and factors articulated herein.

Lateral Transfer
● A lateral transfer is the movement of an employee from one position to another within the

same salary placement. The employee may continue to progress in the same salary placement
as experience in the position is accumulated. Prior experience will not be re-evaluated for
purposes of placement or advancement in the new salary placement.

Partial Assignments
● In cases where a classified employee has been given multiple assignments (e.g. a SPED

coordinator with partial ESL duties), the employee will be placed on the salary schedule (or
salary placement) with the higher salary.

Reassignments
● Employees approved to voluntarily transfer to a position in a lower placement on the salary

scale, if applicable, will be placed in the new salary placement, and the salary will be
calculated as it is in the new placement or schedule

● When an employee is reassigned for any reason to a position in a lower salary placement, the
employee’s salary will be lowered during the next payroll cycle, or when determined by the
Executive Director to avoid disruption so long as it is not earlier than the next payroll period.

Rehires
● A former employee who returns to a position similar to the role held prior to separation will be

placed on the salary scale as follows:
● The converted grade and step of individuals who separated employment will be

identified for appropriate entry placement on the salary scale.
● All applicable work experience earned outside of Yosemite Valley Charter Schools,

subsequent to separation, may be identified and used for credit as equivalent
experience in accordance with the creditable years of service as described herein.

Experience – Nonexempt Employees
● Each nonexempt employee will be placed on the salary schedule based on their years of

relevant experience. Although non-exempt employees may be paid a monthly salary (paid on
a semi-monthly basis), all non-exempt salaried employees will be paid for all hours worked
and are eligible for overtime in accordance with applicable law. Employees should receive
approval from their supervisor before working overtime.

● The evaluation of prior experience will be made by the Executive Director or his/her designee.
The following criteria, among others, may be considered in evaluation of prior experience:

● The number of days worked in a year must be at least 180 days as a full time
employee

● The percentage of days worked
● Position held
● Type of the organization and accreditation

● Experience including secretarial, clerical, teaching, professional, and substitute experience
may be credited.

● Each year of experience may be 1 YEAR in the schedule.
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● The starting salary of a new employee may exceed the salary of a current employee in the
same position based on their years of experience.

● Experience may be earned in other districts or other companies.
● The Executive Director or his or her designee may adjust a rehired non-exempt employee’s

placement on the pay scale as appropriate based on the employee’s accumulated relevant
experience following the employee’s separation from the School, which may result in a higher
or lower placement on the scale than the employee would have otherwise been placed had the
employee been continuously employed. Adjustments to an employee’s salary may be made in
any subsequent school year.

Additional Supplement Bonus (“Supplement”):
The Executive Director may recommend a Supplement for classified staff members as set forth in this
section.

● An Executive Director, in his or her sole discretion, shall determine what duties shall be
supplemented based upon the operational needs of the school.

● A supplement is not automatic, and can be provided at the discretion and approval of the
Executive Director, based on additional work beyond the regular work responsibilities.

● A supplement will be paid to the employee in accordance with the schedule provided by the
School at the time of supplement award.

● The supplemental award shall not exceed $35,000 or 50% of annual salary.
● All supplements awarded are paid for the performance of duties beyond the regular work day

and normal job responsibilities and are not approved solely on the basis of position
classification or previous supplement payment. Additional time spent fulfilling job duties does
not constitute a basis for compensation beyond the classified staff members' regular salary.

● Classified staff member’s supplements will be set forth in a Supplement Performance Order.
The Supplement Performance Order Request shall be completed and signed by the classified
staff member and the Executive Director prior to performing the supplemental duties.

● Supplements will be paid in installments or one lump sum if less than $1,001. However, this
option will not be available where it would cause the employee to receive compensation prior
to providing the service.

● Additional Supplements may include things such as Winter Break Coverage and Enrollment
Milestones.

● To qualify for an extended duty supplement, the following criteria must be met as requested
and assigned by the Executive Director:

● The Executive Director must first agree with the classified staff member on the terms
● The supplemental work must be separate from the normal job responsibilities.
● The work must be completed or in the progress of being completed.

Sick Leave Hours:

● Exempt employees who work 10.5 months of the year will receive 56 hours of sick leave
● Exempt employees who work more than 11 months of the year will receive 64 hours of sick leave
● Exempt and nonexempt employees who work 12 months of the year will receive 72 hours of sick

leave
● 24 hours of PNL for all certificated staff members who do not accrue PTO.
● For Classified and Certificated team members who accrue PTO will have their sick leave based

on the number of work days:
○ Below 210 day work year will receive 80 hours of sick leave
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○ 210-224 work days will receive 88 hours of sick leave
○ 225+ workday will receive 96 hours of sick leave
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Stipend Information and Job Descriptions

Stipend Chart

TITLE DESCRIPTION AMOUNT STUDENT
THRESHOLD ELIGIBILITY ELIGIBILITY START

Intervention
Specialist

Paid to certificated teachers. Provide students
with tier 1, 2 and 3 intervention.

$15,000 28 up to 35 Eligibility starts at the
beginning of the school year
and once the supervising
begins.

Paid biweekly over 10 months;
September - June. Will be prorated
based on period of service during the
school year.

Induction
Coach Stipend

Paid to credentialed teachers who work with
teachers who are working toward clearing
their teaching credential.

$500/teacher/
semester

Eligibility starts at the
beginning of the school year
or whenever job duties begin,
whichever is later.

Paid biweekly over 10 months;
September - June. Will be prorated
based on period of service during the
school year.

Doctoral
Degree Stipend

Provided to staff who hold a doctorate degree $3,000 For those who obtain their
degree after January 1 of the
current school year.

Payments of equal installments n will
be made throughout the school year.

Masters Degree
Stipend

Provided to staff who hold a Masters degree $1,000 For those who obtain their
degree after January 1 of the
current school year.

Payments of equal installments will be
made throughout the school year.

Bachelors
Degree Stipend

Provided to all Classified staff who hold a
Bachelor's degree

$750 For Classified staff who obtain
their degree after October 1 of
the current school year.

The two payments of equal installments
(in December and March) of the total
stipend amount will only be paid to
current employees

Associates
Degree Stipend

Provided to all Classified staff who hold a
Associate's degree

$500 For Classified staff who obtain
their degree after October 1 of
the current school year.

The two payments of equal installments
(in December and March) of the total
stipend amount will only be paid to
current employees

Extra Student
Stipend

Provided to each teacher that agrees to handle
additional students over their roster limits.
Provided for Case Managers who agree to
handle additional students over 22 students
for M/M and 10 students for M/S

$100/month/
student over
required roster
limit (40) max
up to $12,000

up to 40-50 Becomes eligible once their
rosters surpass required roster
limits, with directors approval.

Paid biweekly over 10.5 months;
August 16 - June. Will be prorated
based on period of service during the
school year.
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CHYA California Healthy Youth Act $2,500 up to 35 Eligibility starts at the
beginning of the school year
or whenever job duties begin,
whichever is later.

Lump sum 3/25/22

Summer School
GE

Paid to general education teachers who
provide services after the end of the academic
school year.

$3,500 up to 40 Eligibility is earned after
service has been completed
from start date to end date.

Half paid during the each of the two
pay periods of June 30th and July 15th

Extended
School Year
(ESY)

Paid to special education teachers who
provide services from the end of the
academic school year to approximately July
15th

$3,500 up to 40 Eligibility is earned after
service has been completed
from start date to end date.

Half paid during the each of the two
pay periods of June 30th and July 15th

AcaPenta
Stipend

Assigned Position: Provided to credentialed
teachers who meet with students to determine
if they are meeting academic decathlon
course requirements

$5,000 up to 35 Eligibility starts at the
beginning of the school year
and once the coaching begins.

Paid biweekly over 12 months; July -
June.Will be prorated based on period
of service during the school year.

AcaDeca
Stipend

Assigned Position: Provided to credentialed
teachers who meet with students to determine
if they are meeting academic decathlon
course requirements

$5,000 up to 35 Eligibility starts at the
beginning of the school year
and once the coaching begins.

Paid biweekly over 12 months; July -
June.Will be prorated based on period
of service during the school year.

Mileage
Stipend

As an alternative to the mileage
reimbursement process, certificated and
classified employees who hold an
administrative level position and are required
to travel to the office or other work-related
destinations may be compensated with a
mileage stipend of $350.00 per month,
subject to approval by the Executive Director.

$4,200 Eligibility starts at the
beginning of the school year.

Paid throughout the year

Utility
Stipend

All remote staff are eligible for a Utility
Stipend of $75 per month. Remote staff that
hold a speciality position requiring
increased internet usage such as Virtual
Academy, Intervention, or Writer's
Workshop are eligible for a Utility Stipend

$75/month

Specialty
Position:

N/A Eligibility starts at the
beginning of the school year.

Paid throughout the year
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in the amount of $100 per month. $100/month

Substitute
Teacher

Teachers and classified staff with a
credential  that take on an extra duty
assignment as a temporary substitute
teacher earn daily substitute teacher
compensation up to $156.25 per day.

$156/day

$78/Half day

N/A Eligibility is earned after
service has been completed
from start date to end date.

Paid as earned throughout the year

Additional
Virtual
Academy
Class Teacher

Virtual Academy Teachers can make a
$7,000 stipend per year for each section of
Virtual Academy classes taught that is
above their normal workload.

$7,000/year
($14,000
max)

2 Max Eligibility starts at the
beginning of the school year
or whenever job duties
begin, whichever is later.

Paid as earned throughout the year
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SST Coordinator
Job Summary: 
The SST Coordinator provides support as a GE teacher and serves as a specialist for the school by
coordinating and leading SST meetings. The coordinator works with the teacher, parents, students, and
any other necessary staff to help support the student by virtual meetings and proper documentation. This
may include staff from the Special Education team. The Coordinator may travel to teacher regional team
meetings and present /train on SST processes. In addition to the certificated salary/benefits the SST
Coordinator will hold a student roster of 15. 

Duties and Responsibilities: 
● Meet professional obligations through efficient work habits such as, meeting deadlines, honoring

schedules, coordinating resources and meetings in an effective and timely manner, and
demonstrate respect for others.

● Maintain professional, positive, ethical, cooperative relationships with students, parents, other
staff, administration, and other community members.

● Schedule, facilitate, document, and follow up with SST Meetings
● Implements academic and social-emotional/behavioral intervention strategies, tools and

curriculum and provides feedback to the Student Study Team. 
● Communicate with parents, teachers, staff regarding progress, further assessments needed, etc.
● Help with teacher & parent training on academic and social-emotional/behavioral intervention

implementation and the SST/504 processes.
● Communicate and coordinate with the Assessment Team regarding assessments and follow up as

needed.
● Assist with progress monitoring & data collection
● Participate in professional growth activities.
● Provide support as a GE teacher to the caseload of 28 students according to the Teacher job

description.
● Provide professional development to teacher throughout the year regarding intervention 
● Record and monitor intervention plans throughout the year.
● Support the development and implementation of the LCAP.
● Other duties as assigned.

504 Coordinator 
Job Summary:
The 504 Coordinator provides support as a GE  teacher and serves as a specialist for the school by
coordinating and leading 504 meetings. The coordinator works with the  teacher, parents, students, and
any other necessary staff to help support the student by virtual meetings and proper documentation. The
Coordinator will follow the laws and regulations associated with 504’s and ensure accommodations are
being met. The Coordinator may travel to  teacher regional team meetings and present/train on 504
processes. The 504  Coordinator will hold a student roster of 15.

Duties and Responsibilities: 
● Meet professional obligations through efficient work habits such as, meeting deadlines, honoring

schedules, coordinating resources and meetings in an effective and timely manner, and
demonstrate respect for others.

● Maintain professional, positive, ethical, cooperative relationships with students, parents, other
staff, administration, and other community members.

● Schedule, facilitate, document and follow up with 504 Meetings.
● Collaborate with school staff and parents to coordinate effective learning

strategies/accommodations for students.
● Work with Testing, CALPADS, Assessment/SPED Team, and other departments as needed. 
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● Collaborate  to create academic and social-emotional/behavioral intervention strategies, tools and
curriculum and provide feedback to the team.

● Communicate with parents, teachers, staff regarding progress, further assessments needed, etc.
● Help with teacher & parent training on academic and social-emotional/behavioral intervention

implementation and the SST/504 processes.
● Communicate and coordinate with the Assessment Team regarding assessments and follow up as

needed.
● Assist with progress monitoring & data collection
● Enter and/or pull data and reports from the SIS (e.g, ELD, 504, demographics)
● Participate in professional growth activities.
● Provide support as a GE teacher to the caseload of  students according to the Teacher job

description.
● Support the development and implementation of the LCAP
● Other duties as assigned.

Intervention Specialist
Job Summary:
The Student Support Intervention Specialist serves as a specialist for the school by coordinating and
leading specific subject intervention. The Specialist works with the  teacher, parents, students and all
other academic staff that support students. This may include staff from the Special Education team. The
Specialist will hold Intervention (Tier 2 and Tier 3) meetings either in-person or virtually. Additionally,
the Specialist will document and follow up with SST and 504 meetings and communicate with parents,
teachers, staff regarding progress or further assessments needed. The Specialist may also assist general
education teachers with the selection of appropriate curricula and the development and implementation of
appropriate strategies. The Specialist will follow the regulations associated with 504’s and ensure
accommodations are being met. The Intervention Specialist will be compensated with a stipend of
$15,000 with a student roster of 28 and be allowed to carry up to 35 students.

Duties and Responsibilities:
● Intervention teachers will use STAR 360 results to determine the unit for DOI. They will use

STAR 360 benchmarks pre and post the 6 weeks of study to measure success.
● Collaborate within the Department to create academic and social emotional/behavioral

intervention strategies, tools and curriculum and provide feedback to the team.
● Facilitate, document Intervention communications and follow up with SST/504 Meetings
● Communicate with parents, teachers, staff regarding progress, further assessments needed, etc.
● Establish, facilitate and maintain a system for providing tier 1, 2 and tier 3 virtual instruction
● Collaborate with school staff and parents to coordinate effective learning

strategies/accommodations for students.
● Participate in professional growth activities.
● May travel to regional team meetings and present intervention and contribute in teacher

meetings.
● Other duties as assigned.

EL Coordinator
Job Summary:
The EL Student Support Coordinator serves as an English Learner expert for the school by
coordinating with the  teacher, parents, students and all other academic staff to support English Learners..
The Coordinator will update and maintain accuracy of the EL Master Plan and have it board approved
each year. The coordinator may also assist general education teachers with selection of appropriate
curricula and the development and implementation of appropriate strategies. In addition to the certificated
salary/benefits the EL Coordinator will hold a student roster of 15.  Duties and Responsibilities:

● Maintain appropriate data of EL students in Pathways. 
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● Monitor newly enrolled EL students and TOMS ELPAC eligible students to verify testing or
correction of ELAS as needed.

● Input scores for Initial ELPAC into TOMS LST.
● Plan and administer ELPAC tests to all EL students as required.
● Work with Testing, CALPADS, Records, Assessment/SPED Team, and other departments as

needed. 
● Collaborate within the school to implement EL curriculum. 
● Supply training and emails for notifying teachers and instructions for Moodle proctor training and

to determine who needs the Initial ELPAC.
● Order and track supplies for Initial and Summative ELPAC.
● Develop and hold Outstanding Direct Instruction Sessions each week for EL students.
● Monitor data and progress reporting of EL’s and RFEP’s; encourage intervention and support as

needed.
● Review initial ELPAC scores and designate students as needed. Review summative ELPAC

scores and reclassify students that qualify.
● Oversight of ELAS Correction Policy. 
● Meet professional obligations through efficient work habits such as, meeting deadlines, honoring

schedules, coordinating resources and meetings in an effective and timely manner, and
demonstrate respect for others.

● Formal 4-year RFEP monitoring of reclassified students.
● Oversight of the Reclassification Policy for Students with Disabilities.
● Coordinator and run ELAC and DELAC groups and meetings.
● Support the development and implementation of the LCAP.
● Other duties as assigned.

Regional Coordinator
Job Summary:
The Regional Coordinator serves as the initial point of contact for their assigned teachers. They will
support the teaching staff with training, guidance, and mentoring. Coordinators will be responsible for
supporting their team of teachers, communicating effectively with them and other departments, and are
responsible for sending out vital information. The Regional Coordinator will oversee the work sample
collection each learning period, and then review for completion and accuracy. They will also monitor and
ensure that attendance logs have been collected and meet compliance requirements. Regional
Coordinators will also assist teachers in the YET (Year End Transition) process. Lastly, the Regional
Coordinator will support student recruitment within their respective counties of operation. Regional
Coordinators will hold a minimum student roster of 10 and will be placed on the Coordinator salary
schedule.  This position will require an administrative credential for all new hires starting 2020.

Duties and Responsibilities:
● Monitor and provide support, information, and resources to teachers and other necessary staff.
● Participate in hiring new teachers and supporting their on-boarding as they join teams.
● Focus on student achievement through planning and practices aligned with the LCAP
● Meet professional obligations through efficient work habits such as, meeting deadlines, honoring

schedules, coordinating resources and meetings in an effective and timely manner, and
demonstrates respect for others.

● Maintain professional, positive, ethical, cooperative relationships with students, parents, other
staff, administration, and other community members.

● Respond to teacher and parent emails/calls in a timely manner.
● At all times, be an Advocate 4 Accuracy Support and be actively engaged at all events.
● Host in person and virtual team meetings, some travel is required.
● Support all teachers and collaborate with the Executive Director and Co-Director on development

of a Professional Development Plan when needed.
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● Understand and be able to teach others about school policies and requirements.
● Demonstrate knowledge of learning modalities/educational philosophies.
● Strive to be an Ideal Team Player (Humble, Hungry, & Smart).
● Support all grade levels (TK-12th).
● Support the development and implementation of the LCAP.
● Bring concerns and ideas to their supervisors. 
● Other duties as assigned.

Executive Director
Job Summary:
The Executive Director is responsible for the effective operation of the school including the general
administration of all instructional, business or other operations of the school, and for advising and making
recommendations to the School Board on such items/areas.   He/she is also responsible for the support
and growth of the charter school including both teaching and support staff as well as students and
families.  The 12 month position requires the Executive Director work in both his/her home office and out
in the field as needed and, as with other high level leadership roles, may also be called upon under special
circumstances to be available during weekends/breaks/holidays.  This position will require travel both
within and outside of the region.  The Executive Director will uphold and promote the school’s mission
and vision at all times. The Executive Director will be placed on the Admin Salary Schedule.

Duties and Responsibilities:
● Be professional, fair, and a team player in all duties, actions, and communications
● Keep the Board informed of the condition of the school’s educational program and assure

effective communication between the Board and school staff as needed
● Actively engage in the preparation of Board agendas and prepare and submit recommendations to

the Board to all matters requiring board action
● See to the execution of all decisions and requests from the Board
● See that all funds, physical assets, and other property of the school are appropriately safeguarded

and administered
● Complete and submit all reports, requests, and other deliverables as required by various

governing or authorizing bodies or Board policies
● Ensure that annual budgets and financial reports are prepared and submitted to all pertinent

parties
● Primarily responsible for hiring new Assistant Director(s), Regional Coordinators, Teachers, and

other positions as appropriate by screening applicants, participating in interviews, and assist as
needed during the hiring/onboarding process

● Directly Supervise and train Assistant Director(s) and Regional Coordinators
● Supervise and support Teachers and other regional support positions (High School Success

Coordinator, Community Connections Coordinator, Teacher Training Coordinator, Testing and
Assessment Coordinator, etc.)

● Collaborate with Department Directors and Administrators and ensure information, processes,
and procedures from Departments are shared with fidelity and in a timely manner

● Participate in weekly check-ins with Assistant Director(s) for their updates from regional support
staff meetings

● Promote student academic achievement at all levels
● Advocate for equitable academic and extracurricular programs in all facets of the school
● Monitor Student Compliance and academic progress
● Review Teacher Tracking Reports
● Ensure all school websites and resources are accurate and up to date
● Attend Leadership Meetings as needed
● Attend Regional Coordinator meetings (virtual and or in person) as needed
● Regularly visit and support school events
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● Ensure Year-End Transition (YET) is completed accurately and on time
● Participate in data collection and analysis
● Monitor and support compliance issues that arise with students, Teachers, or Regional

Coordinators, including Compliance Conferences
● Monitor and ensure successful testing participation and administration
● Participate in staff evaluations
● Help monitor and direct special committees and or adjunct duties
● Ensure proper teacher training and professional development
● Attend Annual Admin/Leadership retreat and assist with the planning of Regional Retreats
● Approve school employee salaries
● Approve stipends, overtime, and time off requests
● Ensure Intervention services are provided appropriately
● Ensure the LCAP is created and implemented
● Report Local Dashboard Indicators
● Monitor and approve day to day spending and delegated borrowing and lending authority
● Approve payroll and accounts payable
● Implement policies and practices outlined in all handbooks
● Monitor student data to drive instruction and programs
● Foster positive authorizer relationships
● Be responsive and address staff, student, parent, community, and board concerns and calls
● Implement WASC Action Plan
● Complete and approve attendance reports
● Other duties as needed

Director of Community Engagement
Job Summary:
The Coordinator of Community and Parent Involvement handles social media, community outreach,
Parent University and more. The Coordinator of Community and Parent Involvement serves as the initial
point of contact for developing the homeschool community in the assigned region by inspiring
community and adventure for the local homeschool community, listening to the needs of families, and
finding creative solutions. The Coordinator of Community and Parent Involvement will hold a minimum
student roster of 28. The Director of Community Connections can earn an additional stipend per student
with a maximum roster of 40.

Duties and Responsibilities:
● Provide support, information and ideas to Regional Community Coordinators. 
● Focus on student achievement through planning and practices aligned with the LCAP
● Oversee and implement Community Connections policies and processes.
● Plan and implement community service opportunities in the assigned region.
● Meet professional obligations through efficient work habits such as, meeting deadlines, honoring

schedules, coordinating resources and meetings in an effective and timely manner, and
demonstrates respect for others.

● Maintain professional, positive, ethical, cooperative relationships with students, parents, other
staff, administration, and other community members.

● Partner with community organizations to provide service opportunities for families.
● Reach out to and be the point person for community organizations that provide opportunities that

would support the School Community.
● Promote community among teachers and families.
● Plan approximately 3 events per month (thematic park day, community event and field trip).
● Foster an environment of creative thinking and cohesive team effort.
● Respond to requests and correspondence from teachers, families and community representatives

in a timely manner.
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● Motivate and inspire team members.
● Support the development and implementation of the LCAP.
● Equip parents and teachers to start and organize clubs.
● Other duties as assigned.

High School Counselor
Job Summary:
The High School Counselor provides an educational atmosphere where students have the opportunity to
fulfill their potential for intellectual, emotional, and psychological growth. Counselors will work
collaboratively with various departments to ensure student success. The role of the high school counselor
includes providing both guidance and counseling services for high school, as well as middle school
students. Guidance services assist students with pre-, present, and post high school educational planning;
counseling services assist students with personal and social development including crisis situations. The
Counselor will provide support and resources to stakeholders that result in student academic success in
accordance with state policies and law. The High School Counselor will be compensated with a $5,000
stipend.

Duties and Responsibilities:
● Meet professional obligations through efficient work habits such as, meeting deadlines, honoring

schedules, coordinating resources and meetings in an effective and timely manner, and
demonstrate respect for others.

● Maintain professional, positive, ethical, cooperative relationships with students, parents, other
staff, administration, and other community members.

● Meet specific counseling and school-wide student goals to maintain effective and efficient record
keeping for student roster and graduation information.

● Manage graduation plans and perform graduation checks.
● Monitor student progress and work with Home School Teachers, High School Success

Coordinators, families, and support staff to ensure students are supported.
● Participate in all required teacher training and professional development activities, as well as all

training and certification maintenance requirements mandated by state law. 
● Plan, prepare, and implement instructional activities that contribute to an engaging learning

environment.
● Hold virtual live sessions, such as office hours and workshops , provide 1-on-1 support when help

is sought.
● Seek out and develop partnerships with local community colleges and ROP programs
● Develop, maintain, and promote CTE pathways.
● Support college and career readiness for all students.
● Create, modify, and differentiate graduation plans and local resources to meet the needs of

students with varying backgrounds, learning styles, and special needs.
● Focus on student achievement through planning and practices aligned with the LCAP.
● Other duties as assigned. 

Director of Secondary Education
Job Summary:
The Director of Secondary Education works with teachers, families, and students to promote the
understanding of the Middle and High School Program. Director of Secondary Education supervises the
Secondary Education Specialist(s) and High School Counselor(s). Director of Secondary Education
assists Home School Teachers, Regional Coordinators, and all staff with middle and high school specific
questions, policies, and procedures. Director of Secondary Education will hold a student roster of 10 and
be placed on the Admin Salary Schedule. Director of Secondary Education can earn an additional stipend
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per student with a maximum roster of 20. 

Duties and Responsibilities:
● Oversee and direct the Secondary Education Specialist(s) and High School Counselor(s).
● Assists high school and college tutors.
● Assists the Intervention Team as needed.
● Develop and assist the Middle School and High School Program as needed.
● Plans, prepares, and implements instructional activities that contribute to an engaging learning

environment.
● Hold information sessions regarding the middle and high school program for staff and students.
● Manage graduation plans and perform graduation checks.
● Monitor student progress and work with Home School Teachers, Secondary Education

Specialist(s), High School Counselor(s), families, and support staff to ensure students are
supported.

● Support Individualized Graduation Plan (IGP) review process.
● Support college and career readiness for all students. 
● Provide support and feedback to teachers and families regarding course and curriculum selection.
● Attend meetings and trainings as needed.
● Host in-person and virtual meetings as necessary.
● Assist with coordination and planning of high school events and senior events in the region.
● Be an active member of the High School and Regional Teams and provide supportive and

constructive feedback.
● Seek out and develop partnerships with local community colleges and ROP programs
● Develop, maintain, and promote CTE pathways.
● Focus on student achievement through planning and practices aligned with the LCAP.
● Develop and ensure that all courses are A-G through College Board requirements.
● Participate in Community Outreach and School Events as appropriate.
● Other duties as assigned. 

Secondary Education Specialist
Job Summary:
Under the supervision of the Director of Secondary Education, the Secondary Education Specialists work
with teachers, families, and students to promote the understanding of the Middle and High School
Programs. The Specialists assist the Director of Secondary Education, Home School Teachers, High
School Counselor, and Regional Coordinators with high school and middle school specific questions,
policies, and procedures. Working collaboratively with the High School team, the HSS will plan, carry
out, and evaluate the needs of teacher and individual students.  With administrative assistance and
cooperation, the Secondary Education Specialist will provide resources that support growing programs
and comprehensive policies that support the college and career readiness of all high school students. The
Secondary Education Specialist will hold a minimum student roster of 15.
Duties and Responsibilities:

● Attend meetings and training on a regular basis.
● Attend meetings by curriculum vendors and platforms.
● Weekly management of Central Roster Spreadsheet (new enrollment, withdrawals, IGP’s, Yearly

Plans, supporting Grad Checks, etc.)
● Collaborate with the High School Director and School Counselor when necessary on policies and

procedures.
● Effectively communicate and promote High School policies, procedures, and best practices at RC

Meetings.
● Host in-person and virtual meetings with teacher’s, parents, students, staff as necessary.
● Promote, plan and host bi-monthly high school hangouts for each grade level
● Attend planning meetings with local community colleges and CTE programs
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● Update and maintain High School Course Catalog
● Revise and maintain teacher Handbook High School Section
● Revise and maintain the Middle School section of the handbook.
● Creates live and recorded informational sessions on curriculum
● With the High School Directors oversight, create and maintain High School Website
● Assist the High School Director with revising and maintaining Pathways
● Assist the High School Director in revising and maintaining  UCOP
● Developing and maintaining AG Approved Course Outlines
● Any other duties as assigned

Testing Coordinator
Job Summary:
The Testing Coordinator strives to support the school with specific responsibilities to facilitate the vision
and goals of testing and GE assessments. The Testing Coordinator will hold a student roster of 15.
Duties and Responsibilities:

● Work closely with the Director and Co-Directors of Testing, teachers, and other appropriate staff.
● Local benchmark monitoring such as Star 360 and other assessments. 
● Upload local benchmark scores to student dashboard on School Pathways. 
● Provide staff school accounts for local benchmark monitoring. 
● Create, maintain, problem solve, and bridge Pathways and Renaissance Portal. 
● Create, monitor, and share reports with school administrators as well as answer all general

questions regarding use of the program(s) used. 
● Provide school with training for teachers and testing messaging to families. 
● Manage, train, promote, and proctor Physical Fitness Testing and California Assessment of

Student Performance and Progress (CAASPP). 
● Provide parent(s) information regarding local testing. 
● Foster ongoing communication with Directors, RCs, teachers, students, and parents.
● Responsible for following policies and procedures of the school.
● Address teacher, parent, and student concerns that arise.
● Be the first line of support for testing.
● Focus on student achievement through planning and practices aligned with the LCAP.
● Create an environment of trust, open communication, creative thinking, and cohesive team effort.
● Work with the Tech department to ensure adequate equipment is available for testing.
● Track and manage testing equipment. 
● Provide support to all test locations, staff, and families. 
● Motivate and inspire team members and students. 

Assistant Director of Professional Development and Growth
Job Summary:
The Coordinator of Professional Development and Teacher Training trains and supports incoming
teaching staff with the Teacher Training Boot Camp and struggling teaching staff with targeting supports
under the direction of the Executive Director. The Assistant Director of Professional Development and
Growth will hold a student roster of 15.  Coordinator of Professional Development and Teacher Training
can earn an additional stipend per student with a maximum roster of 35.

Duties and Responsibilities:
● Collaborate with the leadership team to plan and implement trainings. 
● Provide training and support as needed to all teachers on an ongoing basis throughout the school

year.
● Coordinate, schedule, and implement regional “Boot Camp” Training. Training team members

may have involvement during the Annual Back to School PD and will schedule trainings for their
designated region as needed throughout the school year. 
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● Maintain professional, positive, ethical, cooperative relationships with students, parents, other
staff, administration, and other community members.

● Host online or in-person meetings and trainings as needed.
● Assist with continued development of the training program and duties as needed.
● Be an active, contributing member of the Training Team. This could include participating in pilot

groups, as needed and provide supportive and constructive feedback. Involvement may include
learning a new process or program, participate in a select pilot group of team members to test the
process or program, attending in-service and/or virtual trainings and meetings. 

● Meet professional obligations through efficient work habits such as, meeting deadlines, honoring
schedules, coordinating resources and meetings in an effective and timely manner, and
demonstrate respect for others.

● Maintain professional, positive, ethical, cooperative relationships with students, parents, other
staff, administration, and other community members.

● Other duties as assigned.

AcaPenta Stipend
Job Summary:
The AcaPenta Coordinator meets with students to determine if they are meeting academic decathlon
course requirements. The AcaPenta Coordinator will hold a student roster of 28 and be compensated with
a stipend of $5,000.  The AcaPenta Coordinator can earn an additional stipend per student with a
maximum roster of 35.

Duties and Responsibilities:
● Meet weekly with team and prep and review material.
● Attend Regional Competition. 
● Attend State competition (if applicable). 
● Organize travel if the team goes to state.
● Prepare work samples for each LP.
● Other duties as assigned.

AcaDeca Stipend
Job Summary:
The AcaDeca Coordinator meets with students to determine if they are meeting academic decathlon
course requirements. The The AcaDeca Coordinator  Coordinator will hold a student roster of 28 and be
compensated with a stipend of $10,000.  The The AcaDeca Coordinator  Coordinator can earn an
additional stipend per student with a maximum roster of 35.

Duties and Responsibilities:
● Meet weekly with team and prep and review material.
● Attend Regional Competition. 
● Attend State competition (if applicable). 
● Organize travel if the team goes to state.
● Prepare work samples for each LP.
● Other duties as assigned.

Induction Coach 
Job Summary:
The Induction Coach works with teachers who are working toward clearing their teaching credential. The
Induction Coach will be compensated with a stipend of $500 per teacher per semester. 

Duties and Responsibilities:
● Build a trusting relationship with your teacher
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● Meet a minimum of one hour a week to collaborate, design lessons, set goals, analyze student
work/data, work on an ILP, and complete all other requirements

● Reflect on your own practice as an effective mentor
● Encourage and assist your teacher to connect with and become part of the larger professional

learning community
● Other duties as assigned.

Accountability and Compliance Manager
Job Summary:
See to the day to day work record compliance, attendance recording, all documents after enrollment,
supporting teachers on compliance procedures, and some maintenance of data within School Pathways.
Review other compliance items as needed. Complete important work to prepare and execute a successful
audit season. The Accountability and Compliance Manager will be placed on the Classified Salary
Schedule.

Duties and Responsibilities:
● Assist school staff on compliance processes
● Ensure work records/attendance and compliance items are submitted and accurate
● Reach out to families for missing work, missed LP mtg, missing attendance, missing work

samples
● Encourage, Assist, and Support families
● Ensure that all items such as POR, Media Release, Handbook Signature, etc. are submitted and

accurate
● Monitor multiple trackers and surveys
● Maintains homeschool heart
● Sends compliance letters and documents in School Pathways
● Reconcile and make necessary corrections to data and or reports
● Support teachers by troubleshooting compliance processes and procedures
● Navigate through School Pathways
● Conduct internal, mock audits
● Attend team meetings
● Participate in trainings and professional development
● Provide excellent customer service
● Multi-task, take initiative, and work effectively in teams as well as independently
● Be detail oriented with the ability to maintain professionalism under pressure
● Show maturity and integrity to handle sensitive or confidential tasks
● Be sensitive to deadlines and due dates
● Other duties as assigned

Receptionist
Job Summary:
Serves as a main point of contact for students/families and staff. The Receptionist serves frequently as a
liaison between the administrator and the public, students, staff, and other school officials. Promotes and
maintains positive staff, student, and community relations. The Receptionist will be placed on the
Classified Salary Schedule.

Duties and Responsibilities:
● Consistently complete all job duties in a fast paced environment
● Provide secretarial assistance to the Leadership Team
● Oversee, coordinate, and perform day to day school office/clerical functions.
● Greet and assist all office visitors
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● Follow office safety protocols, set up rooms for testing, and assist students/staff with technology
checkouts and questions

● Contribute to internal team projects and culture
● Attend all team meetings and trainings
● Able to work independently and as a team managing daily tasks for the school
● Assist employees, students, the board of directors, multiple departments, outside vendors,

stakeholders, and the general public as needed
● Create and manage surveys and reports
● Exercises best practices in handling matters of a difficult and sensitive nature
● Assists multiple departments as needed
● Order and manage office supplies
● Filing and reconciling receipts and purchase orders.
● Answer and direct calls
● Manage calendars and organize meetings
● Other duties as assigned

Virtual Independent Study Teacher
Job Summary:
Virtual Independent Study Teacher create a rigorous, relevant, and nurturing classroom environment that
prioritizes student learning and social-emotional development. In addition, the teacher will perform as an
instructional specialist in an assigned teaching position. Working collaboratively with other staff
members, the teacher will plan, carry out, and evaluate the instructional activities for groups and
individual students, for assigned classes and subject areas. With administrative assistance and
cooperation, the teacher will provide a learning environment that allows for individual differences and
respect for the dignity and worth of each individual student. Virtual Academy Teachers can make an
$7,000 stipend per year for each section of Virtual Academy classes taught that is above their normal
workload. Virtual Academy Teachers can earn an additional stipend per student with a maximum roster of
40.

Duties and Responsibilities:
● Serve as the teacher of record and primary instructor in all core content areas.
● Holds virtual live sessions, such as target office hours, workshops, and virtual classes for direct
instruction.
● Relentlessly work to meet all goals related to student achievement and culture.
● Deliver highly effective daily lessons based on student need, rooted in research-based
instructional practices that are grade appropriate and standards based.
● Differentiate instruction to meet the needs of all students.
● Utilize research-based best practices in daily planning and classroom instruction.
● Create a joyful, caring, and loving classroom environment for all students.
● Communicate regularly with families regarding the academic and social-emotional growth of their
child.
● Incorporate 21st century technology skills into daily classroom practice and team settings.
● Collaborate and communicate effectively, humbly, and respectfully with all colleagues.
● Excitement to collaborate with team members across grade-levels
● High level of comfortability in navigating and learning new technology platforms
● Ability to provide effective instruction in a virtual setting
● Ability to establish and maintain positive relationships with students in a virtual environment
● Be well-organized
● Effectively support individual student needs in a virtual setting
● Communicate effectively and professionally with students, families, and colleagues
● Establish strong classroom management skills in a virtual setting.
● Display a positive virtual presence
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● Effectively utilize various data and analytic tools to help make educational decisions
● Desire to continue growing professionally
● Provides intervention opportunities whenever needed.
● Assists in assessing and changing curricular needs when needed for students.
● Check’s status of IEP/504 plans, makes necessary accommodations and modifications in collaboration
with SPED teacher and attends IEP meetings as requested.
● Collaborate with staff and administration on assigned adjunct duties.
● Perform other duties as assigned

K-2 Early Literacy Enrichment Teacher
Job Summary:
Early Literacy Enrichment Teachers are excited to create a rigorous, relevant, and nurturing classroom
environment that prioritizes student learning and social-emotional development in virtual enrichment
classes for TK-2nd grade students. Working collaboratively with other staff members, the teacher will
plan, carry out, and evaluate the instructional activities for TK/K or 1st/2nd grade groups in ELA subject
areas in a virtual setting. With administrative assistance and cooperation, the teacher will provide a
learning environment that allows for individual differences and respect for the dignity and worth of each
individual student. Early Literacy Teachers will hold a student roster of 28 students.
Responsibilities:
● Holds virtual live sessions/virtual classes for direct instruction on early literacy and writing instruction.
● Relentlessly work to meet all goals related to student achievement and culture.
● Deliver highly effective daily lessons based on student need, rooted in research-based instructional
practices that are grade appropriate and standards based.
● Differentiate instruction to meet the needs of all students.
● Utilize research-based best practices in daily planning and classroom instruction.
● Create a joyful, caring, and loving classroom environment for all students.
● Communicate regularly with families regarding the academic and social-emotional growth of their
child.
● Incorporate 21st century technology skills into daily classroom practice and team settings.
● Collaborate and communicate effectively, humbly, and respectfully with all colleagues.
● Excitement to collaborate with team members across grade-levels
● High level of comfortability in navigating and learning new technology platforms
● Ability to provide effective instruction in a virtual setting
● Ability to establish and maintain positive relationships with students in a virtual environment
● Be well-organized
● Effectively support individual student needs in a virtual setting
● Communicate effectively and professionally with students, families, and colleagues
● Establish strong classroom management skills in a virtual setting.
● Display a positive virtual presence
● Effectively utilize various data and analytic tools to help make educational decisions
● Desire to continue growing professionally
● Additional duties as assigned

SPED Assistant Director
Job Summary:
The position of SPED Assistant Director is tasked with supporting the implementation and daily
operations of a robust special education program including the creation and management of curriculum
and instruction designed to support FAPE and the acquisition of the skills enumerated in the Yosemite
Valley & Monarch River Academy’s graduate profile for all students. As Coordinator this role
encompasses the facilitation, compliance, and oversight of special education at Yosemite Valley &
Monarch River Academy. The SPED Assistant Director will be placed on the Admin Salary Schedule.
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Duties and Responsibilities
● Assist in leading the SPED Program design, implementation, and vision
● Work closely with the Senior Director of Special Education on all SELPA reimbursement in the

area of Low Incidence and ERMHS to include updating the plan each year.
● Work closely with the Senior Director and Assistant Director of Transition and SEL on SEP,

DINC, Dispro, and other non-compliance issues.
● Manage the logistics of IEP meeting scheduling and facilitation and act as Admin. Designee as

needed
● Lead the SPED team in SEIS management
● Support the hiring/training/supervision/evaluation of Program Specialists, Education Specialists,

and para-professionals.
● Create/source and implement appropriate SPED professional development in collaboration with

administration
● Will perform the duties at the testing coordinator for all state testing, STAR 360 , and intervention

assessments for the special education department. In addition, the Coordinator will be the testing
liaison for the special education department and meet regularly with the general education testing
coordinator.

● The AD will take the lead in Special Education interventions.
● Act as the SELPA liaison
● Function as needed in the operative role of Program Specialist to fill any caseload or instructional

gaps
● Facilitate and support students in standards-based instruction and learning
● Continue developing as a professional educator through self-selected, Yosemite Valley &

Monarch River Academy professional development, and SELPA PD.
● Plan and prescribe purposeful assignments for paraprofessionals, tutors, and/or volunteers as

needed
● Promote positive interpersonal relationships among peers, staff, students, parents/guardians, and

the larger Yosemite Valley & Monarch River Academy community
● Recognize learning needs and make appropriate referrals for additional services as appropriate
● Perform other duties as assigned

Speech-Language Pathologist
Job Summary:
Under the direction of the Special Education Director of Yosemite Valley & Monarch River Academy
Charter Schools, employee will provide Special Education Speech and Language Assessments to
students enrolled in the school’s Independent Study programs. The Speech and Language serves as a
member of the Assessment Team and will collaborate as well as consult with the team
members. Employee will also assist in development of MTSS with the Independent Study School
educational model and interpret assessment results. Employee will be asked to travel to regional
areas to assess student. As an employee of the School follow the responsibilities and
procedures as delineated in the Teacher Handbook.

Duties and Responsibilities:
● Perform initial, triennial, and other assessments for students having IEPs (or those with signed
assessment plans);
● Attend initial, annual, and triennial IEP meetings as needed; provide consultation.
● Attend core staff meetings;
● Consult with school administrators, special education instructional aides, regular education
teachers, special education teachers and parents regarding speech and language issues, etc.;
● Refer students and families to community agencies as needed;
● For IEP’s make reports available 5 days before the scheduled meeting;
● Provide reports and recommendations to staff and families
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● Provide presentations and professional development to staff;
● Evaluate pupils’ language and social growth;
● Communicate with parents through a variety of means;
● Maintain regular communication with directors;
● Attend Student Study Team Meetings as necessary;
● Maintain a safe environment for students;
● Respond appropriately to feedback given by parents and students;
● Exercise discretion in discussing students with non-parental adults, including staff members;
● Provide screening evaluations as part of Child Find duties.
● Establish and maintain cooperative working relationships;
● Interpret and apply legal mandates, policies and regulations pertaining special education and
safe school operations;
● Maintain confidentiality;
● Understand and carry out oral and written instructions;
● Communicate effectively in oral and written form;
● Work with students (transitional kindergarten thru 12th grades.);
● Interpersonal skills using tact, patience and courtesy;
● Operation of a computer and assigned software.
● Other duties as assigned

Assistant Director of Accountability and Monitoring
Job Summary:
The Yosemite Valley/Monarch River Academy Assistant Director of Accountability and Monitoring
reviews and evaluates compliance issues/concerns within the organization;
monitors and evaluates efforts to meet requirements of various state and federal laws,
regulations, and programs including, but not limited to Titles I, VI, VII, and IX, state
submission, federal and state grant programs, among others. This person also engages in work
with local, state and governmental agencies on matters relating to the Yosemite Valley/Monarch
River Academy schools as it pertains to Standardized testing, SBAC, ELPAC etc. and all local
diagnostic assessments. The Assistant Director of Assessment and Accountability will be placed on the
Admin Salary Schedule.

Duties and Responsibilities:
● Assists with the development of policies, protocols, guidelines, toolkits and professional
● development geared toward sharing best practices on compliance with these policies, and with the

development of school and professional working environments that are in keeping with
community norms as expressed in relevant policies

● Ensures school staff is in compliance from an operational standpoint and a legal standpoint
● Supports local school staff members in developing their practices in relation to community norms

and policies, and in service of students, staff members and school culture.
● Acts as an independent reviewer and evaluator to ensure that compliance issues within the

organization are being appropriately monitored, evaluated, investigated and reported
● Works closely with the Executive Director and Co-Director to ensure school operational

compliance
● Perform a variety of responsible and complex technical duties; coordinate with site and district

schedules and communications to ensure efficient, accurate and timely administration of large
group testing for district students on site

● Explain policies and procedures related to testing within the scope of authority of this position;
provide information to staff, vendors, students, parents and volunteers

● Order and coordinate delivery and return of test program materials and maintain mandated
records related to testing events

● Direct preparation and organization of testing materials for distribution, collection and required
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accounting/security measures
● Secure, train and schedule necessary staff or volunteers to process materials and serve as test

proctors where needed Prepare and process specialized forms, packets and information related to
large group testing events

● Perform a wide variety of problem-solving tasks in support of large group testing events held at
the sites

● Prepare and complete a wide variety of electronic files, labels, rosters, documents, records,
manuals and reports related to testing events

● Operate a variety of office machines, including computer terminals and communication
equipment

● Working knowledge of Renaissance Star 360® includes interim assessments for early literacy,
math, and reading.

● Expertise in preparing STAR 360 reports and use of the dashboard.
● Train the staff in the use of the dashboard to review data at the student, group, and class level
● Use of data to complete reports that document student mastery and challenges outlined in the

diagnostic data.
● Other duties as assigned

High School Guidance Technician
Job Summary:
The Guidance Technician provides direct support to the Counselor throughout the
school year. Guidance Techs will aid counselors in initial enrollment advisement, data
entry, and managing student information in the SIS. The Guidance Tech plays a vital
role in streamlining the intake and counseling process for students.The Guidance Tech will be placed on
the Classified Salary Schedule

Duties and Responsibilities:
● Meet professional obligations through efficient work habits such as, meeting deadlines, honoring

schedules, coordinating resources and meetings in an effective and timely manner, an demonstrate
respect for others

● Maintain regular office hours 8:00 AM to 4:30 PM, Monday through Friday
● Attend relevant department meetings (Schoolwide, High School, Counseling, Records, etc.)
● Maintain professional, positive, ethical, cooperative relationships with students, parents, other

staff, administration, and other community members
● Maintain effective and efficient organization system for transcripts, course assignments, and

student records as directed by the high school counselors and update regularly
● Attend relevant conferences, professional development, and trainings to improve high school

organization
● Input transcripts into Pathways in a timely manner
● Correct errors in Pathways as directed by high school counselors
● Collaborate with various school departments to ensure that Student Information System is

accurate and correct
● Work directly with families to connect them with the appropriate person to address their concerns

regarding course and curriculum access
● Collaborate with School Accountability to make sure student information is accurate
● Help School Accountability and Counseling departments with Year End Transition
● Work closely with Enrollment and Records departments to ensure student information is entered

correctly into Pathways
● Other duties as assigned by administration based on school and student need
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Secondary Independent Study Teacher
Job Summary:
The Secondary Independent Study Teacher provides an educational atmosphere where students have the
opportunity to fulfill their potential for intellectual, emotional, and psychological
growth. The teacher will deliver content in live online class sessions, and will also adapt,
differentiate, and scaffold curriculum for students with different learning abilities. The
teacher will organize and implement an instructional program that results in student
academic success in accordance with school policies, state policies, and law. The Secondary Independent
Study Teacher will be placed on the Highly Qualified Teacher Salary Schedule.

Duties and Responsibilities:
● Meet professional obligations
● Work each school day from 8:00 AM to 5:00 PM, Monday through Friday
● Attend all staff meetings
● Maintain professional, positive, ethical, cooperative relationships with students, parents, other

staff, administration, and other community members.
● Meet specific course and school-wide student performance goals
● Maintain effective and efficient record keeping procedures for grades and attendance
● Ensure all procedures and policies are followed
● Monitor student progress
● Input grades and collect work for compliance monitoring
● Assist in proctoring exams and state testing
● Participate in all required teacher training and professional development activities, as well as all

training and certification maintenance requirements mandated by state law
● Plan, prepare, and implement instructional activities that contribute to an engaging learning

environment
● Hold virtual live class sessions, office hours, and informational meetings.
● Maintain a student accessible recording database of all direct instruction
● Whenever necessary, provide 1-on-1 support when help is sought
● Grade and return student work and assessments within three school days
● Provide timely, thoughtful, and thorough feedback for teacher graded work
● Monitor student progress and use data to improve curriculum
● Provide intervention opportunities whenever needed
● Collaborate with teacher’s, counselors, SPED Case Managers, and Directors to support student

goals
● Create, modify, and differentiate instructional resources to meet the needs of students with

varying backgrounds, learning styles, and special needs
● Assist in assessing and changing curricular needs
● Check status of IEP/504 plans and make necessary accommodations and modifications in

collaboration with SPED teacher
● Attend IEP meetings as requested
● Collaborate with peers to enhance instructional environment by participating in activities which

include, but are not limited to: team teaching, meetings, staff development, communities of
practice, PLC teams

● Communicate with students, parents, and internal and external professionals within established
timelines

● Respond to incoming calls, emails, and inquiries in a timely manner
● Automated response when out of office
● Communicate professionally and respectfully with all school personnel, families, and students
● Create a-g classes, pacing guides, curriculum guides, and common assessments
● Submission of AP and a-g courses
● Submission of NCAA course information
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● Meet individual teacher goals through OKR process
● Collaborate with other departments and staff
● Provide online class outlines, list of standards, assessments to other high school programs as

needed
● Other duties as assigned by administration based on school and student need

Independent Study Teacher
Job Summary:
Under the direction of the Executive Director and support of an Assistant Director and Regional
Coordinator, the Independent Study Teacher is responsible for the education of assigned TK-12th grade
students and will create a flexible and appropriate learning plan for the school year, including core subject
standard progress and mastery, interventions and supports as needed, and
enrichment. The Independent Study Teacher will also provide resources and strategies to the student’s
parent/family to ensure an optimal environment for student learning and social/emotional growth. The
teacher will be placed on the teacher Salary Schedule.

Duties and Responsibilities:
General:

● Serve and support students in grades TK-12
● Help build school culture to create a community within the team and between families
● Keep all families informed as needed and appropriate
● Work collaboratively with local staff and school-wide departments in all school-related matters
● Follow school procedures to support student learning
● Maintain a valid teaching credential and work toward professional growth
● Attend events and meetings as directed (may be in-person or virtual)
● Be an Advocate for Accuracy in all things
● Demonstrate the ideals of an Ideal Team Player (Humble - Able to take and reflect upon

feedback; Hungry - Strong work ethic; Smart - Strong and responsive people skills)
● Return/respond to all calls and emails in a timely manner (typically within 24-48 work hours)
● Complete all compliance items accurately and in a timely manner (Examples: Master

Agreements, Attendance/Learning Logs, Work Samples/Records, AWR, and Report Cards)
● Engage in activities and data collection/analysis for educational or authorizing agencies like

WASC
● Complete all training and professional development modules as assigned
● Collaborate with Senior Director/Principal, Assistant Director, and Regional Coordinator

regularly to identify, problem solve, and prevent/address issues that may arise
● Perform other duties as assigned and deemed appropriate

Curriculum and Instruction:
● Support students in grades TK-12th and their families to design an innovative Personalized

Learning Plan with differentiated instruction, supports, and resources for the student; Plans,
develops, organizes, and assigns as necessary in collaboration with the student/parent, a
comprehensive educational program\ for each student, which incorporates the progress and
mastery of the California Common Core Standards (includes helping to research and determine
which curriculum and materials would be most beneficial to the student’s educational objectives
and needs).

● Evaluate instructional materials, including textbooks, digital resources, and other instructional
materials/services for (1) Educational Value (Non-Religious), (2) Educational Quality, (3)
Educational Quantity

● Consistently meet with the parent and the student, face-to-face is preferred, but virtually as
appropriate, every 20 school days to review the student’s body of work, and provide guidance and
support

● Schedule additional meetings as needed to meet the needs of the student
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● Regular and clear communication with families via in-person/virtual meetings, phone,
internet/email, etc.

● Utilize student data to guide instructional decisions
● Actively participate in SST, 504, and or SPED processes and supports as needed

Attendance & Compliance:
● Ensure students are engaged in appropriate educational activities through the regular review of

the student’s body of work, regular meetings/communications with the family, and collection of
attendance/learning logs

● Report information in a timely manner regarding student’s attendance and learning, which
includes submission of documentation or action items needed for compliance, SST, 504, or
SPED, monthly attendance, and audit of Work Samples/Records

Testing & Assessments:
● Participate in proctoring all internal and state mandated testing and provide needed prep material

for students
● Collaborate with Testing Coordinator, RCs, and other team members to implement processes for

assessments
● Encourage student participation in school and state-mandated testing and assessments to measure

student performance
● Provide families with accurate information regarding the value and purpose of testing
● Use strategies for General Education intervention and supports, utilizing the RTI process

Community Outreach & Relations:
● Plan and coordinate regional events such as field trips, community service, clubs, performances,

school dances, and promotion/graduation in alignment with monthly and yearly expectations
● Support your local/regional Community Connection and Lending Library events/activities
● Attend homeschool and other educational conferences, in-services, and professional development

opportunities
● Build partnerships with parents and community stakeholders
● Maintain and grow roster number as appropriate
● Serve on school committees, participate in school and community activities, and represent the

school as appropriate
● Help to develop and maintain positive relationships with vendors

Education Specialist
Job Summary:
Under the direction of the Special Education Director, the Education Specialist will support the
instructional program for all students and provide academic, behavioral, and social intervention services
to identified students. As an employee of Yosemite Valley or Monarch River Academy Charter Schools,
this employee will follow the responsibilities and procedures as delineated in the teacher and special
education handbook.

Duties and Responsibilities:
● Perform initial, triennial, and other informal assessments for in order to identify student need(s);
● Create assessment reports when appropriate;
● Develop Individualized Education Plan (IEP) in collaboration with IEP team members using the Special
Education Information System (SEIS) program;
● Schedule and prepare all materials for IEP meetings;
● Consult/collaborate with parents, staff, and service providers to ensure appropriate delivery of special
education services;
● Maintain special education records to meet compliance guidelines;
● Teach/instruct students to ensure successful progress toward student’s IEP goals;
● Communicate with parents about student progress and recommendations for home-based methods and
materials; follows up on progress regularly
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● Collaborate with general education staff to support student’s access to their least restrictive environment
and the general education curriculum;
● Assist with implementation/understanding of accommodations/modifications
● Provide consultation regarding students on 504 plans and those served by academic skills intervention
programs;
● Attend staff meetings and professional development trainings.
● Additional Duties as assigned

Program Specialists
Job Summary:
Under the direction of the Director of Special Education for Yosemite Valley & Monarch River
Academy Charter Schools, this position is responsible for supporting and improving outcomes
for students with disabilities. The Program Specialists will provide technical assistance, training,
and support to school staff in implementing special education support and services for students
with disabilities.

Duties and Responsibilities:
● Co-develop and manage the coaching plans for Special Education Teachers in providing virtual

specialized academic instruction.
● Support procedures to provide statewide assessments and accommodations.
● Provide SEIS technical support to teacher and service providers.
● Provide direct and indirect coaching support to IEP teams.
● Works with local school staff to ensure articulation with general education programs.
● Serves as administrative designee in coordinating the development of individual educational plans

for students in specific Special Education divisions with teachers, parents, psychologists, speech
therapists, and other ancillary personnel.

● Inform families regarding enrollment, and specialty partnerships as it applies to their child with
an IEP.

● Guide parents in participating in the special education process.
● Supporting Compliance Processes
● AssistSpecial Education Teachers in operating programs that support students in the least

restrictive environment.
● Facilitate IEP meetings as appropriate.
● Analyze and report on student data as it relates to special education services.
● Analyze and interpret laws and regulations governing the provision of special education.
● Monitor SEIS regularly for special education compliance.
● Assists administration in compliance with Special Education programs with district, state, and

federal regulations.
● Assists Special Education administration in coordinating the admission of incoming students

during the enrollment process.
● Coordinates annual review process and participates in these meetings as assigned.
● Develops and coordinates procedures for monitoring and evaluating student progress consistent

with the Individual Education Plan (IEP).
● Develop, coordinate, and deliver virtual professional development on a variety of special

education related topics.
● Plans in-service programs in conjunction with designated administrator on an ongoing basis to

endure compliance with state and federal regulations pertaining to eligible students.
● Plans in-service programs in conjunction with designated administrator to ensure staff has

appropriate expertise to meet Special Education students' unique needs and conducts an
evaluation of each Inservice activity.

● Other duties as assigned.
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School Psychologist
Job Summary:
Under the direction of the Special Education Director of Yosemite Valley & Monarch River
Academy Charter Schools, employee will provide Special Education Assessments to students
enrolled in our schools. The School Psychologist serves as a member of the Special Education
Department. Employee may also assist in development of MTSS with the Independent
Study School educational model, interpret assessment results, and develop Behavioral
Support Plans when needed. Employee will be asked to travel to regional areas to assess
students.

Duties and Responsibilities:
● Perform initial, triennial, and other assessments for students having IEPs (or those with signed
assessment plans)
● Evaluate pupils’ academic and social growth
● Attend IEP meetings as needed; provide consultation
● Attend and participate in core staff meetings
● Consult with school administrators, teachers, special education teachers, and parents regarding student
learning and access to the educational program (behavior, attention, learning disorders, etc.)
● Provide consultation when needed regarding students on 504 plans
● Refer students and families to community agencies as needed
● Provide reports and recommendations to Istaff and families as needed for RtI
● Communicate with parents through a variety of means
● Maintain regular communication with directors
● Attend Student Study Team Meetings and Parent Request Meetings/Needs Assessment Meetings as
necessary
● Maintain a safe environment for students
● Respond appropriately to feedback given by parents and students
● Exercise discretion in discussing students with non-parental adults, including staff members
● Other duties as assigned

Virtual Job Placement Specialist/Job Coach
Job Summary:
The goal of this position is to prepare students with disabilities for employment through
Transition Student Services that includes: job exploration counseling, workplace readiness
training, mobility training, work-based learning opportunities, job coaching, postsecondary
education counseling and instruction in self-advocacy.

Duties and Responsibilities:
● Provides job exploration counseling.
● Provides workplace readiness training.
● Coordinates and conducts work based learning experience site logistics meetings with
● business partners, Job Placement Specialists, and students.
● Conducts work based learning experience orientations with students and parents.
● Identifies and “troubleshoots” problems that occur at work based learning experience sites.
● Provides instruction in self-advocacy.
● Develops and implements lesson plans/materials to support students with employment
● retention and soft skills.
● Develops curriculum.
● Holds virtual student sessions and virtual office hours.
● Conducts virtual mobility training for students using public transportation and ride share apps.
● Provides post-secondary education counseling.
● Utilizes community, post-secondary education and business resources to enhance the
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● delivery of student services.
● Participates in community employer networks and Chamber of Commerce meetings.
● Initiates and maintains contact with a variety of businesses and industry representatives as part of
work-based learning experiences.
● Remain updated on job market, fairs, internet, and community resources.
● Contacts prospective employers to develop specific job opportunities for students and
● prepare specific job analysis to facilitate job matching.
● Coordinates the placement of students into competitive integrated employment.
● Reviews job tasks, scenarios, and expectations with employed students and provide
● support with developing and /or enhancing their employment skills specific to their place of work.
● Regularly provides students receiving short term support services with informal and
● formal evaluations for improving work skills through regular site visits/supervision.
● Actively participates in staff development and transition meetings.
● Assists with developing student transition portfolios.
● Creates transition infrastructure and programs.
● Uploads work samples and other materials onto Student Pathways and SEIS.
● Duties as assigned.

Special Education Administrative Assistant
Job Summary:
Serves as the administrative assistant to the Senior Special Education Director; participates and assists in
the administration of the office, relieving the administrator of a variety of technical and administrative
duties; serves frequently as a liaison between the administrator and the public, students, staff, special
education vendors and other school officials; promotes and maintains positive staff, student, and
community relations; exercises best practices in handling matters of a difficult and sensitive nature and
works with the SELPA on reimbursement and compliance issues. The Special Education Administrative
Assistant will be placed on the Classified Salary Schedule.

Duties and Responsibilities:
● Oversee, coordinate, and perform day to day school administrative and clerical

functions.
● Provide secretarial assistance to the team of Directors
● Able to work independently and as a team managing daily tasks for the school
● Assist employees, students, multiple departments, outside vendors, stakeholders and the general

public as needed
● Composes documents, e.g., correspondence, agendas, minutes, reports, etc. for the purpose

of communicating information to school and district personnel, the public, state officials, etc.
● Create and manage reports
● Assist multiple departments as needed
● Order and manage supplies
● Answer and direct calls
● Assist with social media/marketing as needed
● Manage calendars and organize meetings
● Low/ Incidence Funding and Reimbursements
● Ordering of special Education supplemental materials
● Liaison between the departments
● Collaborates with the technology department on low incidence/At returns.
● Other duties as assigned
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Executive Administrative Assistant
Job Summary:
Assists the Executive Director in the daily operation of the school as well as the planning, implementing,
directing and maintaining of school programs by providing a wide variety of complex and confidential
administrative and secretarial support; analyzing requests and providing recommendations for action;
communicating on behalf of the school and the governing board to its staff, other districts, and public
agencies. This position is also represented as the Board Clerk for all governing board meetings. The
Executive Administrative Assistant will be placed on the Classified Compensation Policy.

Duties and Responsibilities:
● Attends Board meetings, public hearings and work sessions for the purpose of providing

information, recording minutes, coordinating materials distribution and/or supporting the needs of
attendees.

● Compiles data from a wide variety of diversified sources (e.g. staff members, Board Members,
Community Organizations, government agencies, etc.) for the purpose of preparing reports,
making recommendations and/or preparing information.

● Maintains a wide variety of complex manual and electronic documents, files and records (e.g.
contacts, timesheets, legislative information, databases, etc.) for the purpose of providing
up-to-date information and/or historical reference in accordance with established administrative
guidelines and legal requirements.

● Monitors a variety of activities on behalf of the Executive Director (e.g. Board procedures, public
relations issues, meeting arrangements, account balances, etc.) for the purpose of achieving goals
and meeting target dates in compliance with established guidelines and regulatory requirements.

● Prepares a wide variety of complex written materials (e.g. correspondence, agendas, minutes,
event programs, bulletins, reports, etc.) for the purpose of communicating information and/or
creating documentation in compliance with established guidelines.

● Processes a wide variety of complex documents and materials (e.g. work orders, requisitions,
travel reimbursements, budget transfers, etc.) for the purpose of disseminating information in
compliance with administrative guidelines and/or regulatory requirements.

● Researches a variety of topics (e.g. current practices, policies, education codes, board agenda
items, parental complaints, legal updates, etc.) for the purpose of providing information and/or
recommendations and/or addressing a variety of administrative requirements.

● Coordinates a wide variety of projects, activities and/or events for the Directors, Principal,
Vice-Principal, and Board (e.g. meetings, receptions, luncheons, workshops,
travel/accommodations, etc.)

● Schedules a wide variety of activities (e.g. appointments, meetings, travel
reservations/accommodations, facility usage, etc.) for the purpose of making necessary
arrangements for the Superintendent, Principal, Vice-Principal, other administrators and/or board
members.

● Oversees the work activities within the office for the purpose of organizing assignments,
monitoring progress, and ensuring completion within established guidelines.

● Performs other related duties as assigned for the purpose of ensuring the efficient and effective
functioning of the office and school.

● Other duties as assigned

SpEd Services & Assessment Team Coordinator
Job Summary:
The Service/Assessment Coordinator works with the special education staff on assigning Non-Public
Agencies (NPAs) to provide services and assessments for our special education students. In addition to
identifying the NPA’s to provide the services and assessments they also work with the NPA on signing an
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annual contract with the Yosemite Valley and Monarch River Charter Schools. If an Independent
Educational Evaluation (IEE) has been approved they work with the organization to get an Individual
Service Agreement (ISA) signed so they assessment can take place.  The SPED Services

Duties and Responsibilities:
● Organize and execute service contracts
● Maintain tracking of service provider assignments via spreadsheets in Google Drive
● Review and verify type of service, minutes and delivery within the Special Education Information

System (SEIS)
● Communicate via phone and email with internal service providers and contracted agencies to

assign and track service minutes for all students; maintaining a 24 hour response time
● Communicate with special education department staff to inform of services status for all students.

maintaining a 24-hour response time
● Calculate and adhere to timelines within legal compliance
● Attend all special education and pupil services department meetings
● Complete daily referrals for student services to NPAs Attend provider meetings
● Complete Individual Service Agreements
● Find new provider in remote areas
● Set up and maintain accounts in SEIS for all Therapist
● Help with Service Tracker in SEIS for Therapist
● Answer and help with all question about SEIS for Therapist
● Organize and execute assessment contracts
● Maintain tracking of assessment assignments via spreadsheets in Google Drive
● Review and process special education assessment plans within SEIS
● Communicate via phone and email with internal assessors and contracted agencies to assign and

track assessments for all students, maintaining a 24-hour response time
● Communicate via phone and email with special education department staff to inform of

assessment status for all students, maintaining a 24-hour response time
● Calculate and adhere to timelines within legal compliance
● Set up and maintain accounts with Pearson, MHS, etc.
● Order all Protocols
● Set up accounts in SEIS for contracted agencies Therapist
● Other duties as assigned

Assistant Director of Secondary Education
Job Summary:
Under the supervision of the Director of Secondary Education, the AD of Secondary Education will
evaluate issues/concerns within the Middle and High School department. They will assist in creating
policies and procedures in an effort to improve academic achievement, our state dashboards, and
graduation rates. They will work with RC’s, teachers, families, and students to promote the understanding
of the Middle and High School Programs. The AD will assist the Director of Secondary Education, Home
School Teachers, High School Counselor, and Regional Coordinators with high school and middle school
specific questions, policies, and procedures. Working collaboratively with the High School team, the AD
will plan, carry out, and evaluate the needs of teachers and individual students. With administrative
assistance and cooperation, the AD will provide resources that support growing programs and
comprehensive policies that support the college and career readiness of all middle and high school
students. The Assistant Director will hold a minimum student roster of 10 and be placed on the Admin
Salary Schedule.
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Duties and Responsibilities:
● Oversee and direct the High School Team
● Assists high school and college tutors
● Assists the Intervention Team as needed
● Develop and assist the High School Program as needed
● Plans, prepares, and implements instructional activities that contribute to an engaging learning

environment
● Hold information sessions regarding the high school program for staff and students
● Manage graduation plans and perform graduation checks
● Monitor student progress and work with Home School Teachers, High School
● Specialist(s), High School Counselor(s), families, and support staff to ensure students are

supported
● Support Individualized Graduation Plan (IGP) review process
● Support college and career readiness for all students
● Provide support and feedback to Teachers and families regarding course and curriculum selection
● Assist with coordination and planning of high school events and senior events in the region
● Seek out and develop partnerships with local community colleges and ROP programs
● Develop, maintain, and promote CTE pathways
● Focus on student achievement through planning and practices aligned with the LCAP
● Develop and ensure that all courses are A-G through College Board requirements
● Oversee timelines to meet all semester deadlines and accountability

Administrative Assistant
Job Summary:
Under the direction and general supervision of the Executive Director or assigned Director, the School
Administrative Assistant serves as a confidential assistant and administrative support relieving the
Director(s) of administrative and clerical detail. Assists with scheduling and organizing activities and
functions, and performs a wide range of highly complex, technical, and confidential secretarial and
administrative support duties. With positivity and grace, the School Administrative Assistant participates
and assists in the administration of program initiatives, serves frequently as a liaison between the
administrator and the public, students, staff, and other school officials; promotes and maintains positive
staff, student, and community relations; exercises best practices in handling matters of a difficult and
sensitive nature, and works on compliance issues. The School Administrative Assistant will work closely
with department leadership to meet the evolving needs of cutting-edge programs. This role is integral to
the success of the school, internal programs, and the students involved.

Duties and responsibilities:
● Answer and direct phone calls.
● Produce and distribute correspondence memos, letters, faxes and forms.
● Maintain social media and marketing accounts.
● Develop and maintain relationships with vendors, staff, and families.
● Maintain professional, positive, ethical, cooperative relationships with students, parents, other

staff, administration, and other community members.
● Respond to requests and correspondence from teachers, families and community representatives

in a timely manner.
● Assists directors and staff in the daily operation of the school as well as the planning,

implementing, directing and maintaining of school programs by providing a wide variety of
complex and confidential administrative and secretarial support.

● Collects and prepares data for complex and confidential reports as assigned.
● Utilizes methods to improve work flow and simplifies reporting procedures.
● Arranges meetings and conferences and makes necessary reservations.
● Coordinates with various school departments and learning programs.
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● Works closely with the enrichment department to lead the restitution process.
● Works as the School Representative to approve vendors with the guidance of the Vendor

Department.

Early Education Coordinator
Job Summary:
Under the general direction of the directors, provide instruction, support, and programming to a classroom
of transitional kindergarten (TK) and kindergarten students; work directly with the kindergarten teachers
to align programs and content to support classroom instruction; interface with parents and school leaders
to develop programmatic outcomes and monitor students progress.  This position is a full-time position,
with an anticipated 40 hours per week.

Duties and responsibilities:
● Help develop and run programming for TK/K students
● Ensure students have access to creative activities, opportunities to play and practice skills in the

classroom.
● Meet with kindergarten teachers/directors on a regular basis to gather input on student progress in

the classroom and receive recommendations on additional skills to practice with students.
● Communicate with parents regarding programming, skill-development, behavioral support, etc.
● Communicate with staff, parents, students, and community to resolve issues or concerns as

needed
● Liaison between the other TK/K site coordinator, parents, students, staff, community
● Participate in staff development, as appropriate
● In-office duties include but are not limited to the following:
● Mailing, printing, copying, faxing, organizing of materials, etc.

Tutor
Job Summary:
A tutor works with students and enables them to perform at a higher level academically. A tutor will meet
with students privately or in a group setting to oversee the completion of school assignments.
Additionally, a tutor can work with students to improve test-taking skills, note taking process and further
elaborate on concepts learned in the classroom. They aim to assist students and promote a deeper
understanding of course materials.

Duties and responsibilities:
● Reviewing classroom or curricula topics and assignments
● Assisting students with homework, projects, test preparation, papers, research and other academic

tasks
● Working with students to help them understand key concepts, especially those learned in the

classroom
● Teaching skills to improve academic performance, including study strategies, note-taking skills

and approaches to answering test questions
● Demonstrating academic best practices for specific subjects and assignments, including research

and writing tactics
● Providing students positive and constructive feedback
● Recognizing different learning styles and student preferences
● Staying up to date with the school curriculum
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Senior Director of Special Education
Job Summary:
Under the Direction of the Executive Director, the Director of Special Education is responsible for
implementing and maintaining Special Education programs and services in conformance to district, state,
and federal objectives and laws; planning, designing, and implementing all phases of service provided by
the Special Education staff; serving as a resource to patrons, school personnel, and the Board; and
maintaining adequate staffing to ensure objectives of programs and services are achieved within budget.

Duties and responsibilities:
● Attend Instructional, Finance, and Operational meetings as requested by the Executive Director

to ensure special education interests are considered.
● Collaborate, interface, and attend to Special Education Local Plan Area (SELPA) relationships

and meeting participation.
● Be attentive to statewide trends in special education by attending State Board of Education

(SBE), Advisory Commission on Charter Schools (ACCS), Advisory Commission on Special
Education (ACSE) board meetings.

● Interpret law, regulations, and policy/procedures to determine best course of
○ action; advise/direct school personnel and parents.

● Oversee Office of Civil Rights (OCR) and Office of Administrative Hearings (OAH); maintain
communication with attorneys and advocates.

● Evaluate and recommend programs, policies, and goals across regional special education
departments.

● Develop and maintain liaison with appropriate governmental agencies and relevant community
groups.

● Oversee Special Education Information System (SEIS) and CASEMIS reporting
○ compliance for both schools education agencies.

● Support SPED Administrators and SPED Classified personnel

Director of Transition and Social Emotional Learning
Job Summary:
The Director of Transition and Social Emotional Learning oversees and leads the district’s social and
emotional learning initiative, by which students develop fundamental emotional and social competencies
and experiences. Works to build and deepen positive school-level and district-wide climate and culture by
integrating the five SEL core competencies: Self-Awareness, Self-Management, Social Awareness,
Relationships Skills, and Responsible Decision-Making. Supports the implementation guides the
implementation of positive behavioral interventions and supports (PBIS), restorative practices, as well as
culturally responsive teaching and learning. Responsible for the systemic implementation of the SEL
program including the development and implementation of the SEL standards, curriculum, instructional
practices, assessment, and professional learning.

Duties and responsibilities:
● Oversee & Manage Transition Team
● Autism professional development for parents and behavior support
● Supports:

○ Foster and Homeless
○ Students in Crisis
○ Transitions
○ SEL classes
○ MTSS Program
○ Mod/Sev Classes

● Run websites for Transition, SEL, SIC
● PD for all Staff
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● Create Transition Curriculum
● Scope & Sequence for Parent PD with Data Collection
● Monthly Reports to The Axia Group for SPED Shared Staff
● Collaboration with Enrollment

Student Support Specialist
Job Summary:
Under the direction and general supervision of the Director of Transition and Social Emotional Learning,
the Student Support Specialist serves as a confidential assistant and administrative support relieving the
Director(s) of administrative and clerical detail. Assists with scheduling and organizing activities and
functions, and performs a wide range of highly complex, technical, and confidential secretarial and
administrative support duties. With positivity and grace, the Student Support Specialist participates and
assists in the administration of program initiatives, serves frequently as a liaison between the
administrator and the public, students, staff, and other school officials; promotes and maintains positive
staff, student, and community relations; exercises best practices in handling matters of a difficult and
sensitive nature, and works on compliance issues. The Student Support Specialist will work closely with
department leadership to meet the evolving needs of cutting-edge programs. This role is integral to the
success of the school, internal programs, and the students involved.

Duties and responsibilities:
● Composes documents from electronic recordings, etc., (e.g. letters, records, reports,

memoranda, agenda, forms, minutes etc.) for the purpose of communicating information to
appropriate personnel, the public, state officials, etc.

● Proofreads own work and that of others for the purpose of ensuring accuracy of documents.
● Gathers, compiles, generates and distributes information for the purpose of disseminating

information to appropriate parties.
● Makes computations using several arithmetical processes for the purpose of verifying totals on

reports, requisitions, etc.
● Operates a variety of standard office equipment (e.g., computers, fax,

copier/printer, etc.) for the purpose of performing job functions.
● Processes and prepares documents and materials (e.g. schedules, agendas, mail, presentations,

etc.) for the purpose of disseminating information to appropriate parties.
● Coordinates and schedules meetings (may attend as recording secretary), conferences, and

appointments for the purpose of supporting staff in the completion of their work activities.
● Supports the Director of Transitions and Social Emotional Learning

SEIS Coordinator
Job Summary:
This role reports to the Director of Special Education and is responsible for overseeing all aspects of data
integration between the Special Education Information System (SEIS), Calpads and our Student
Information System (SIS). The Lead Special Education Data Coordinator will also assist with generating
reports, verifying accuracy, analyzing the data, presenting the information succinctly to senior leadership
and providing recommendations for improvements. This role will collaborate with other data
coordinators, special education staff and the department's director to ensure we are compliant with all
state, federal and SELPA data accountability regulations.

Duties and responsibilities:
● Manages and monitors database users and student records for the purpose of assuring accuracy,

and identifying and resolving data errors as necessary.
● Responds to questions from program staff; remotely assists staff with technology problems
● Communicates and coordinates with personnel to exchange information, coordinate activities

for the purpose of resolving issues or concerns.
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● Process enrollment of students with IEPs by requesting electronic student records.
● Process withdrawals of students with IEPs by requesting electronic student records.
● Prepares and maintains a variety of records and reports as needed for the purpose of complying

with state mandated reporting requirements.
● Compares and aligns information within the student information system, School Pathways, to

the Special Education Information System (SEIS) to ensure alignment.
● Provides training in the use of new and existing technology and software and prepares training

materials for the purpose of supporting technological advancements to regional Yosemite
Valley Charter School and Monarch River Academy special education department staff.

● Maintains assigned project control files (e.g., research, completion, etc.) for the purpose of
ensuring compliance with mandatory due dates.

● Assist other personnel as may be required for the purpose of supporting them in the completion
of their work activities.

● Attend staff meetings and professional development training.
● Process Initial Requests for the schools.

Nurse
Job Summary:
Under the direction of the Special Education Director of Yosemite Valley & Monarch River Academy
Charter Schools, employee will provide Special Education Health and Develop Assessments and also
assist the IEP team in the development and oversight of Health Plans to students enrolled in our two
Charter Schools programs. The School Nurse serves as a member of the Special Education Team and
will collaborate as well as consult with team members.

Duties and responsibilities:
● Perform vision and hearing assessments, health and develop for initial, triennial, and other

assessments for students having IEPs (or those with signed assessment plans)
● Attend IEP meetings when appropriate, to make reports or provide consultation.
● Consult with school administrators, special education, regular education teachers, special

education teachers and parents.
● Provide consultation regarding students on 504 plans as needed
● Conduct health screenings during scheduled school wide screenings.
● Check immunizations
● Interview parents regarding health issues/concerns
● Review of available health records
● Document unusual health concerns
● Develop medical protocols or health plan for any child with an IEP, if needed
● Provide training to staff on medical protocols or health plan
● Advise other special education personnel, if necessary
● Provide reports and recommendations to staff and parents
● Provide presentations and professional development to staff members
● Communicate with parents through a variety of means
● Maintain regular communication with directors
● Attend staff meetings
● Maintain a safe environment for students
● Exercise discretion in discussing students with non-parental adults, including staff members
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Occupational Therapist
Job Summary:
Under the direction of the Director of Special Education, the Occupational Therapist is responsible for
participating with an integrative collaborative team to provide virtual services and the occasional
in-person service, consultation to parents and teachers; performing consultation services and direct
treatment for students with special needs and disabilities for students enrolled in either Yosemite Valley or
Monarch River Academy Charter Schools; providing occupational therapy services, intervention,
treatment and activities to enhance sensory processing, perceptual-motor skills, motor coordination,
self-care, muscle strength, range of motion, postural reflexes and other functional abilities among
identified students; conducting student assessments and providing recommendations for occupational
therapy intervention; developing, implementing, evaluating and modifying occupational therapy treatment
plans and interventions in response to student needs and disabilities. The OT will also perform
assessments when needed for initial and Triennial evaluations when needed.

Duties and responsibilities:
● Prepare and conduct initial, triennial, annual assessments, and evaluations
● Confer and collaborate with teachers, staff, parents, medical providers, outside agencies and

others in conducting assessments and observations.
● Provide occupational therapy services, intervention, treatment and activities to meet specific

student Individualized Educational Program (IEP) and therapeutic goals; evaluate students using
standardized tests, observations and/or clinically derived surveys to enhance sensory processing,
perceptual-motor skills, motor coordination, self-care, muscle strength, range of motion, postural
reflexes and other functional abilities among identified students; establish and maintain treatment,
intervention and objectives to improve student functioning and enhance learning.

● Develop and implement daily treatment plans and interventions for individual students according
to student needs and disabilities; collaborate with staff, service and medical providers to develop
and monitor student therapy plan

● Write concise and detailed annual, extended school year reports and IEP occupational therapy
goal development including benchmark reviews; develop content for OT newsletter

● Provide consultation and training to teachers, staff and parents regarding occupational therapy
and related students, treatment, interventions, assessments, principles, theories, standards,
guidelines, requirements, practices and procedure

● Attend and participate in IEP and other assigned meetings and conferences concerning students
with special needs; collaborate with faculty, staff and administrators in the formulation,
development and implementation of IEPs, intervention plans and related services, goals and
objectives; collect and record data for IEPs and occupational therapy files

● Maintains awareness of and ensures compliance with relevant State and Federal laws and
regulations, Board Policies.

● Attend and participate in various in-services, professional development, committees and
workshops as directed

Case Manager (Mild/Moderate, Moderate/Severe)
Job Summary:
Case manage students with Individualized Education Programs (IEPs); conduct educational assessment
related to students’ access to the academic core curriculum and progress towards meeting instructional
academic goals; provide instruction and special education support to individuals with disabilities
including specific learning disabilities, mild to moderate intellectual disabilities, other health
impairments, serious emotional disturbance, and authorizes service in grades K–12. Case Managers can
earn an additional stipend per student with a maximum roster of 40.
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Duties and responsibilities:
● Develop Individualized Education Plan (IEP) in collaboration with IEP team members using

the Special Education Information System (SEIS) program;
● Schedule and prepare all materials for IEP meetings;
● Consult/collaborate with parents, staff, and service providers to ensure appropriate delivery of

special education services;
● Maintain special education records to meet compliance guidelines;
● Teach/instruct students to ensure successful progress toward student’s IEP goals;
● Communicate with parents about student progress and recommendations for home-based

methods and materials; follows up on progress regularly;
● Collaborate with general education staff to support student’s access to their least restrictive

environment and the general education curriculum;
● Assist with implementation/understanding of accommodations/ modifications
● Perform initial, triennial, and other informal assessments in order to identify student need(s);
● Attend staff meetings and professional development training.

Transition Specialist
Job Summary:
The Transition Specialist will serve as an advocate for students and will provide guidance, support, and
resources for students transitioning from elementary, intermediate, high school, and post high school. The
Transition Specialist will work with the site administrative team to achieve and maintain standards of
excellence so that each student receives the greatest academic and personal benefit from their learning
experience. To assist the administrative team with leadership, supervisory, and administrative skills to
achieve and maintain standards of excellence in the curricular areas so that each student receives the
greatest academic and personal benefit from the learning experience

Duties and responsibilities:
● Participate in transdisciplinary team meetings, multidisciplinary staffings, annual reviews,

parent conferences, and faculty meetings.
● Teach Transition classes
● Communicate frequently with parents. Elicit parent input in educational planning and

implementation.
● Collaborate with team members to develop and modify goals/objectives on student ITP/IEPs.
● Ensure that goals/objectives are outcome-based, longitudinal, and measurable.
● Implement student IEPs utilizing teaching methods, materials, and adaptations

appropriate to meet individual student needs.
● Implement programs, curriculum,  and procedures recommended by transdisciplinary team

members consisting of content in the community living domains, functional academics,
vocational and embedded social, communication and motor skills.

● Facilitate cooperative learning, community instruction, and integrated environments
● Design, revise, and maintain a class schedule and instructional programs consisting of

activities developed from student IEP goals/objectives
● Demonstrate a consistent method of assessing student growth via the use of clear criteria and

is congruent with student goals. Collect and
summarize performance data on an ongoing basis.

● Collaborate with team members to report on student progress by the
established timelines.

● Participate in Transition Planning meetings and implement movement to adult services for
exiting students.
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Director of Regional Coordinators
Job Summary:
The Director of Regional Coordinators will oversee all Regional Coordinators for their charter
school and monitor instructional practices as well as student achievement. They will host weekly staff
meetings, review student data, plan events, provide instructional coaching and professional
development. They will also continue to serve as Regional Coordinators (RCs).

Duties and responsibilities:
● Support students in grades TK-12th and their families to design an innovative Personalized

Learning Plan with differentiated instruction, supports, and resources for the student; Plans,
develops, organizes, and assigns as necessary in collaboration with the student/parent, a
comprehensive educational program for each student, which incorporates the progress and mastery
of the California Common Core Standards (includes helping to research and determine which
curriculum and materials would be most beneficial to the student’s educational objectives and
needs).

● Work collaboratively with local staff and school-wide departments in all school-related matters
● Attend professional development, events, and meetings as directed (may be in-person or virtual)
● Complete all compliance items accurately and in a timely manner (Examples: Master Agreements,

Attendance/Learning Logs, Work Samples/Records, Assignment & Work Records, and Report
Cards)

● Engage in activities and data collection/analysis for educational or authorizing agencies like
WASC

● Engage in school wide professional development opportunities and/or an Individualized
Professional Development Plan

● Collaborate with Director/Principal, Assistant Director, and Regional Coordinator regularly to
identify, problem solve, and prevent/address issues that may arise

● Actively participate in SST, 504, and or SPED processes and supports as needed
● Participate in proctoring all internal and state mandated testing and provide needed prep material

for students
● Plan and coordinate regional events such as field trips, community service, clubs, performances,

school dances, and promotion/graduation in alignment with monthly and yearly expectations
● Support your local/regional Community Connection and Lending Library events/activities
● Monitor and provide support, information, and resources to teachers and other necessary staff.
● Participate in hiring new teachers and supporting their on-boarding as they join teams.
● Host in person and virtual team meetings, some travel is required.
● Support all teachers and collaborate with the Executive Director and Co-Director on development

of a Professional Development Plan when needed.
● Understand and be able to teach others about school policies and requirements.
● Demonstrate knowledge of learning modalities/educational philosophies.
● Oversee and provide support to all Regional Coordinators
● Assist with the developing the implementations of virtual academy programs

Deputy Director
Job Summary:
The Deputy Director is responsible for the effective operation of the school including the general
administration of all instructional, business or other operations of the school, and for advising and making
recommendations to the School Board on such items/areas.   He/she is also responsible for the support
and growth of the charter school including both teaching and support staff as well as students and
families.  The 12 month position requires the Deputy Director work in both his/her home office and out in
the field as needed and, as with other high level leadership roles, may also be called upon under special
circumstances to be available during weekends/breaks/holidays.  This position will require travel both
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within and outside of the region.  The Deputy Director will uphold and promote the school’s mission and
vision at all times. The deputy Director will be placed on the Admin Salary Schedule.

Duties and responsibilities:
● Oversee all daily functions in all school departments.

o SPED, Highschool, The Axia Group
● Board Governance:

o Attend board meetings and be the point person for school communication.
o See to the execution of all decisions and requests from the Board.

● Finances:
o See that all funds, physical assets, and other property of the school are appropriately

safeguarded and administered.
o Ensure that annual budgets and financial reports are prepared and submitted to all

pertinent parties.
● Audits/Legal:

o Complete and submit all reports, requests, and other deliverables as required by various
governing or authorizing bodies or Board policies.

o Ensure Year-End Transition (YET) is completed accurately and on time
o Attend all legal hearings
o Write policies and procedures as needed for board approval

● Student Achievement:
o Curriculum/Instruction Oversight
o Promote student academic achievement at all levels.
o Advocate for equitable academic and extracurricular programs in all facets of the school.

● Student Compliance:
o Appeals

● Community Engagement:
o Publicity

● Staff Achievement:
o Participate in staff evaluations

Director of Curriculum and Engagement
Job Summary:
Under the supervision of the Executive Director, the Co-Director is responsible for the effective operation
of the school including the general administration of all instructional, business or other operations of the
school, and for advising and making recommendations to the School Board on such items/areas.   He/she
is also responsible for the support and growth of the charter school including both teaching and support
staff as well as students and families.  The 12 month position requires the Co-Director work in both
his/her home office and out in the field as needed and, as with other high level leadership roles, may also
be called upon under special circumstances to be available during weekends/breaks/holidays.  This
position will require travel both within and outside of the region.  The Co-Director will uphold and
promote the school’s mission and vision at all times. The Co-Director will be placed on the Admin Salary
Schedule.

Duties and responsibilities:
● Leading Intervention including Speech (RTI strategies and curriculum). Create our MTSS models

of support (oversight and monitoring of training, strategies, and curriculum)
● Develop, lead, and monitor Student Study Team processes and collaboration with SPED; attend

Student Study Team meetings with parents when an admin is needed
● MAP program development  (Student Academic Incentive programs), and collaborate with the

director of community engagement
● Oversee:
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o Attendance platform development for Title 1 and AB167 and compliance monitoring
o Development of Early Literacy curriculum, training, resources, and Early Literacy

coordinator
o TK program development and grant writing oversight
o 504 department, Speech Intervention, Social Emotional/Community Development plan as

pertains to the TK-8 Enrichment Academy program and intervention plans
● Co-Lead

o Development and oversight of Educational Planning Program (School wide Ed Plans)
o Development of K-8 Course Outlines Program
o Development and monitoring of Summer school program
o On the planning of curriculum/resources Professional Development; Teach some of the

planned PDs
● Support Regional Coordinators with instructional coaching of their team n
● Participating Hiring Team member for all new and internal staff positions
● "Develop/create diagnostic assessments for intervention program, Early Lit, and tracking through

Performance Matters and STAR360
● Performance Matters oversight - our schoolwide diagnostic and assessment platform
● Run/create reports for special groups for Title 1 and intervention purposes
● Lending Library support in sorting and recommending core curriculum, and developing videos

and resources for core curriculum for our librarians and families
● Coach new admin in passing the CPACE (knowledge and strategies)
● Collaborate with Axia on school operations

Director of Innovation and Instruction
Job Summary:
Under the supervision of the Executive Director, the Co-Director is responsible for the effective operation
of the school including the general administration of all instructional, business or other operations of the
school, and for advising and making recommendations to the School Board on such items/areas.   He/she
is also responsible for the support and growth of the charter school including both teaching and support
staff as well as students and families.  The 12 month position requires the Co-Director work in both
his/her home office and out in the field as needed and, as with other high level leadership roles, may also
be called upon under special circumstances to be available during weekends/breaks/holidays.  This
position will require travel both within and outside of the region.  The Co-Director will uphold and
promote the school’s mission and vision at all times. The Co-Director will be placed on the Admin Salary
Schedule.

Duties and responsibilities:
● Develop and lead the Elementary/Middle School Virtual Academy (ESVA) for Math, ELA,

Science, Social Studies and SEL
● Oversee Social Emotional/Community Development plan as pertains to the Elementary and

Middle School Virtual Academies, including planning and attending in-person and virtual events
● Write policies and procedures for virtual programs to ensure that students and staff alike have a

consistent and positive experience
● Manage the logistical aspect of all virtual programs including the organization of materials

distribution for Virtual Academy classes (order, inventory, package, disburse, etc)
● Virtual Academy Human Resources: Analyze data to develop positions within the virtual

academy that will best serve student needs, recruit, interview and hire for the positions, develop
an onboarding process for new staff and complete Virtual Academy training initially and in an
ongoing basis, create Performance Improvement Plans (PIPs) as needed to support struggling
staff members

● Lead English Language Development Program Classes- provide ELD training to staff, execute
professional coaching, and ensure successful curriculum implementation
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● Collaborate with the SPED-AD to develop a push-in implementation plan with our virtual
instruction programs

● Co-lead development and monitoring of:
o Summer school program
o Educational Planning Program (School wide Ed Plans)
o oversight of K-8 Course Outlines Program

● Co-lead and collaborate on
o The planning of curriculum/resources Professional Development
o The support to Regional Coordinators with instructional coaching of their team

● Participating Hiring Team member for all new and internal staff positions and manage the
creation of a school-wide Master Schedule

● Organize with different departments to create supportive office hours for staff and families
● Support the planning and execution of staff functions such as the Virtual Academy retreat,

all-region meetings, etc.
● Provide all needed LCAP reporting to the responsible administrator from my programs
● Collaborate with AXIA on the school operations

Paraprofessional
Job Summary:
The Paraprofessional will be responsible for providing individual and small group instruction and
behavior support for students with both special and typical learning needs in the general education
environment including, but not limited to: the TK-12th grade classrooms, and related activities.The
Paraprofessional accepts all of the responsibilities as prescribed by the Education Laws of the State of
California, laws and regulations of the United States, statutes of the State of California, and the policies,
rules, and regulations established by the Yosemite Valley Charter Schools Board of Trustees.

Duties and Responsibilities:
● Provide direct support and services to students in TK-12th grade
● Instruct individual students or groups of students with teacher direction
● Assist credentialed teachers with instruction
● Utilize curricular materials and assessments for instruction and intervention as directed by teacher

or administrator
● Modify curricula based on student need and IEP goals
● Help students complete class assignments
● Provide supportive and corrective feedback to students during whole group, independent and

small group instruction
● Support the implementation of behavior intervention plans
● May assist with the logging of daily behavior data
● Meet with students online and in person in the absence of the classroom teacher
● Assist students in the use of a variety of supplementary instructional materials including, online

learning programs, audiovisual equipment, and technology tools following the teacher’s plan
● Supervise students on field trips if needed
● Mediate student disputes and provide appropriate behavioral intervention as required and in

accordance with school practices
● Help maintain data records, and other records as needed
● Operate instructional technology associated with students’ instructional programs
● Gather, compile and prepare data for reports, conferences, and instructional meetings
● Participate in staff development programs as directed
● Prepare instructional materials and help students locate reference materials
● Train and support peers and parents to implement curriculum, technology, and assessments
● Perform other duties, responsibilities and activities as assigned, which may be changed at any

time with or without notice
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Summary Statement

The Leadership team met as a team to evaluate responsibilities and job duties. Compensation, thresholds,
and responsibilities were determined through time and task analysis, as well as knowledge of the level of
responsibility required. Additional information was also taken into account such as personal leadership,
direct achievement, LCAP and legal requirements.
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