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Recruiting an Out-of-School Program Coordinator 

Purpose
The purpose of this tool is to help district administrators, school principals, and out-of-school program directors identify a coordinator to facilitate alignment of additional instruction with the regular school day.

Materials  
Copies of the sample material Responsibility Checklist for Principal, After-School Coordinator, and Site Coordinator 

Media
None
Topic
Increased Learning Time: Beyond the Regular School Day
Practice 
Align Instruction

Recruiting an Out-of-school Program Coordinator

This two-part tool introduces the ways an out-of-school program coordinator can support alignment, thereby helping improve student outcomes, and provides a sample job description for a coordinator.

 Part I: What Is an Out-of-school Program Coordinator?

Position Summary

An out-of-school program coordinator is responsible for maintaining relationships among the school, the program site, and other partners, including the district, community, nonprofit organizations, and technical assistance providers. A coordinator can support alignment of the program with school-day instruction by ensuring regular communication between school and program staff. To facilitate the coordinator’s communication with teachers and participation in common planning periods and other meetings related to students’ academic supports, the position is typically housed at the school. The coordinator may also provide professional development to program staff or work to allow their participation in the school’s professional development. 

Steps in Recruiting a Coordinator

School principals may use the following steps to initiate the work of the out-of-school program coordinator:

· Adapt or create a job description that meets the needs of the school and the program.

· Determine if this is a part- or full-time position and budget for the coordinator (e.g., resources provided by the district or other funds)

· Hire or reassign an educator who matches the job description and expectations.

· In whole-staff and school leadership team meetings, introduce the rationale for having a coordinator, the job description, and the expectations for staff collaboration with the coordinator.

· Include the coordinator in staff meetings, school improvement strategy discussions, and other planning activities. 

· Schedule regular meetings with the coordinator to review student data, current instructional plans, and professional development needs. 

· Work with the coordinator and the program site manager to clarify responsibilities in planning instruction, professional development, and other program activities. See the sample material Responsibility Checklist for Principal, After-School Coordinator, and Site Coordinator as an example of a format for determining responsibilities.

Part II: Sample Out-of-school Program Coordinator Job Description

Summary

The out-of-school program coordinator will oversee and facilitate all communications among the school, the program site, and partners, including the district, community, nonprofit organizations, and technical assistance providers. The coordinator will also provide professional development to program staff and work to allow their participation in the school’s professional development. 

Qualifications

· A valid teaching credential and at least three years of teaching experience

· At least one year of coaching/mentoring experience

· A good understanding of the structure of out-of-school programs
· Strong communication, organization, collaboration, and computer skills
Responsibilities

Communications
· Identify school-day teachers to serve as program instructors.

· Oversee the identification of students that need the program’s targeted support. 

· Establish and oversee processes for communication between classroom and program teachers.

· Establish standards and guidelines for releasing student information to program instructors.

· Facilitate or oversee communication with parents about the program.

· Meet regularly with the school principal, leadership team, and staff to gather information about the progress and needs of students enrolled in the program.

· Deliver student enrollment, attendance, and academic progress reports to the school principal and the district out-of-school time director, if applicable.

· Create or adapt tools for information exchange between school teachers and program instructors.
· Facilitate partnerships with appropriate public and private agencies that provide out-of-school services to the students and families. 

· Stay current on state and district policies and resources for out-of-school learning opportunities.

· Visit and observe the programs to identify effective strategies and needs for further collaboration with the school.

Instruction and Professional Development
· Participate in decision-making meetings about program curriculum and instructional activities.

· Observe program instruction during and provide coaching and modeling accordingly.

· Review student data and provide professional development to demonstrate instructional strategies for identified student subgroups or academic sub-skills.

· Facilitate identification and recruitment of program resources (e.g., books, sample lesson plans, access to computer lab).
Program Evaluation
· Facilitate or monitor ongoing data collection to measure implementation quality and student outcomes.

· Conduct or facilitate data analysis of student outcomes.

· Inform the school principal and district director of program impact and areas needing improvement.

Schedule

School calendar

Reporting
· To whom does this position report? 

Special Requirements
· Does the person require a car (e.g., if the program is not located on campus)?

· Will the person need specialized training? 

· Does the person need to speak any languages other than English? 

· Are there any aspects of the job that require any special skills?

· Does this person need to submit to a background check or drug testing?

Performance Review  
· Who will review this person? 

· How often will the review take place?
How to Apply
· How should the principal or district announce this open position, and what should a person do to apply for this position? 
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