Co-Curricular Stipend
Positions

Achievement Center Coordinator

e Cape Elizabeth High School Freshman Advisor

¢ Cape Elizabeth High School Research Coordinator

¢ Cape Elizabeth High School Senior Class Advisor

¢ Cape Elizabeth High School Senior Transition Project Coordinator

e Cape Elizabeth High School Speech Team Advisor

e Cape Elizabeth Special Olympic Team Coaches

e CEHS Booktalk Advisor

e CEHS Gender Sexuality Alliance Advisor

e CEHS Jazz Band | Conductor

e CEHS Jazz Band Il Conductor

e CEHS Jazz Band Il Conductor

e CEHS Jazz Band 111 Conductor

e CEHS Jazz Combo I/Il Conductor

e CEHS Junior Class Advisor

e CEHS Literary Magazine (the Bartleby)

e CEHS Math Team Advisor

e CEHS Natural Helpers

e CEHS Robotics Team Advisor




CEHS Science Team Advisor

CEHS Sophomore Class Advisor

CEMS Chess Team Coach

CEMS Debate Team Coach

CEMS Drama Director

CEMS Instrumental Music Instructor

CEMS Math Coach

CEMS News Crew

CEMS Speech Team Coach

CEMS Student Support Team Member

CEMS Variety Show Advisor

CEMS Y earbook Advisor

CEMS Y earbook Advisor

Chorus - Grades5 & 6

Department Chairs - CEHS

Director of Guidance

Drama - Fall Performance Director

Drama - Spring Performance Director

Drama - Theater Class Productions Director

Freshman Transition Coordinator

Middle School Team L eader

Mock Trial Advisor

MS Student Support Team L eader

Musical Director for Musical

National Honor Society Advisor

PCES Content L eader

PCES Grade Level Team Leader




e Pond Cove Student Support Team L eader

e Pond Cove Student Support Team Member

¢ Recertification Committee Representative

e Student Advisory Council Advisor

e Student Support Coordinator

e Technica Director for Theater

e Theater Assistant

e Theater Manager

Visual Arts Club Advisor

e \Webmaster



Achievement Center Coordinator

TITLE: Achievement Center Coordinator

QUALIFICATIONS:

I. Education/Certification: Bachelor's degree; experience working with high school students preferred
I1. Special Knowledge/SKills:
I. Ability to communicate verbally and in writing.
[1. Ability to work effectively and collaboratively with adults and adolescents.
I11. Ability to work independently in solving problems.
IV. Strong organizational skill.
V. Knowledge of basic networking concepts.
V1. Ability to communicate a big picture vision and manage details (project management skills).
VII. Knowledge of PC, iPad, and MAC Operating Systems.
VIIl. Knowledge of basic computer hardware.
IX. Knowledge of basic computer printing devices.
X. Basic knowledge of the following software packages:
1. Microsoft Office

2. Email software

I11. Experience: Demonstrated aptitude or competence for successful fulfillment of assigned performance
responsihilities.

REPORTS TO: High School Principa

JOB GOAL: To coordinate the implementation of the High School Achievement Center to support student learning,
including basic troubleshooting of the technology included in the Center.

PERFORMANCE RESPONSIBILITIES:

The duties of the Achievement Center Coordinator will include but not be limited to the following:

I. Provides basic technical support for PLATO and other Center software and associated hardware. Work
with vendor to solve issues that arise regarding PLATO and schedule any necessary professional training
under the terms of contract.

I1. Organize and coordinate staff (including volunteer staff) and student schedules so that the Achievement
Center best fits the needs of students.



VI.

VII.

VIHI.

To the extent PLATO or other Center software is the direct deliverer of academic instruction for students,
use tools within that software to identify the areas of instruction that are most needed and to set and
monitor goals for coverage and achievement consistent with those goals.

. To act as the ambassador and advocate for the Achievement Center with students, staff, and the

community. To coordinate the staff's effort to solicit community and student volunteers, as appropriate, to
help address the needs of students, including writing conferences, that can best be met using the tools and
resources of the Achievement Center.

. To gather appropriate data, and prepare appropriate reports, for the Principal, the School Board, and the

public concerning the successes and failures of the Achievement Center in meeting the academic needs of
the students.

To work with other Achievement Center staff to create and maintain in the Achievement Center a
structured, studious, supportive environment.

To provide input and advice to the Principal in connection with preparing a budget for the Achievement
Center that ill alow it to address the needs of students.

Other responsibilities consistent with the successful implementation and operation of the Achievement
Center asidentified by the Principal.

WORKING CONDITIONS:

Mental Demands: calculating, comparing, editing, problem-solving, evaluating, interpreting, organizing, consulting,
analyzing, designing, documenting, specifying, coordinating, implementing, presenting

Physical Demands: The physical demands listed here are representative of those that are required to successfully
perform the essential functions of thisjob: sitting, walking, climbing stairs, operating computers and other equipment,
using tools, and lifting or moving up to 50 pounds.

Environmental Conditions; inside, working around moving objects, working alone

TERMS OF EMPLOYMENT:

195 work days. Compensation in accordance with recommendations established by the Superintendent of Schools and
Business Manager.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully
handled and the extent to which yearly action plans and job goals are met. The Principal will perform the evaluation.

The Cape Elizabeth School Department expects that || employees will perform assigned duties diligently,
professionally, and efficiently and in compliance with al district policies and procedures as well as al federal and
state laws.

NOTE: The above job description reflects the general requirements necessary to describe the principle functions or
responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that
may be inherent in the job, either at present or in the future.

SCHOOL BOARD APPROVED: February 9, 2016



Cape Elizabeth High School Freshman Advisor

TITLE: Cape Elizabeth High School Freshman Advisor

QUALIFICATIONS:

I. Hold avalid state of Maine Criminal History Records Check Approval
I1. CEHS teacher or staff member strongly preferred

I11. An adult with strong organizational and communication skills who has demonstrated ability to work
effectively with adolescents

REPORTS TO: Build Principal or Assistant Principal

SUPERVISES: The Freshman Class Advisor supervises the elected freshman class officers to organize fundraising activities
and encourage participation in school spirit activities.

JOB GOAL: The goal of the Freshman Class Advisor isto:

I. Support the class officersin organizing and problem solving related to various fundraising events

I1. Encourage and provide instruction to the class officers towards the development of their leadership,
organizational, and problem solving skills

The advisor also works with the class officers to encourage the spirited involvement of freshmen in school events and
activities. The fundraising focus freshman year is critical in positioning the class to be in a good situation heading into junior
and senior years with respect to staging costly activities such as the prom and graduation-related events.

PROFESSIONAL RESPONSIBILITIES:

I. To oversee the accurate and timely deposit and expenditure of funds from the Freshman class student
activities account.

I1. Tomeet on aregular basis (usually at least every other week) with the class officers to help them organize
activities to raise funds for the class.

I11. To work with the class officers to encourage their classmates participation in school activities and events.

IV. To coordinate the calendaring of events with the advisors to the SAC, and the Sophomore, Junior, and
Senior classes.

V. To meet occasionally with the entire class to encourage their participation in school activities and events.

VI. To coordinate the logistics (transportation, school facilities use, etc.) of class events with Community
Services, custodians, and other district staff members to ensure that events happen smoothly and as
designed.

VII. To communicate with the Principal concerning matters connected to the Freshman class.

VI11. Other duties assigned by the Principal.

TERMS OF EMPLOYMENT: Per negotiated Cape Elizabeth Education Association agreement.



EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of thejob are
successfully completed and the extent to which yearly job goas are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE: The above job description reflects the general requirements necessary to describe the principal functions or

responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present, or in the future.

APPROVED: November 9, 2010



Cape Elizabeth High School Research Coordinator

TITLE: Cape Elizabeth High School Research Coordinator

QUALIFICATIONS:

|. Certified Librarian
Il. old avalid state of Maine criminal History Records Check Approval

I11. An adult with strong organizational and communication skillswho is able to manage budgets and the
range of services and materials provided by the library (research skills training, multimedia equipment,
books, research databases, place of quiet student study)

REPORTS TO: The Principa or Assistant Principal

SUPERVISES: Thelibrary staff and volunteers and the many students who make daily use of the library. The Research
Coordinator also coordinates the work of the school's staff asit relates to research skill instruction and regularly updates the
school's Research Handbook as a resource to support student research and to coordinate the work of the school's teachers.

JOB GOAL: The goals of the Research Coordinator are:

I. To coordinate the research-related work of the school's teachers to ensure that the work is supported and
consistent so that students learn the research skills that will help them college ready when they graduate.

I1. To act as adepartment chair for the library, including attending department chair meetings, managing the
budget, etc.

I11. To advocate for the importance of coordinated research work for the benefit of student research-related
learning.

PROFESSIONAL RESPONSIBILITIES:

|. To prepare and oversee the library's budget and spending
I1. To attend regular department chair meetings

I11. To coordinate the delivery of library servicesin order to meet the needs of students, consistent with
district policies and school rules and practices

IV. To communicate with the Principal about issues of interest concerning the department
V. To communicate with parents on aregular basis concerning the work of the department

V1. Towork cooperatively with other colleaguesin other departments on al matters related to and designed to
support student research-related work, including ensuring that the resources of the library are in place to
support those assignments, updating the Research Handbook on aregular basis, keeping the school's
teachers aware of possible overlaps or gaps in student learning of research skill

VII. To supervisethe library's paid and volunteer staff

VIII. Other tasks as assigned by the Principal

TERMS OF EMPLOYMENT: Twelve months per year with compensation in accordance with the fee structure of the
negotiated Cape Elizabeth Education Association agreement.



EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of thejob are
successfully completed and the extent to which yearly job goals are met. The Principal will perform the evaluation.

NOTE: The above job description reflects the general requirements necessary to the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the
job, either present or in the future.

APPROVED: November 9, 2010



Cape Elizabeth High School Senior Class Advisor

TITLE: Cape Elizabeth High School Senior Class Advisor

QUALIFICATIONS:

I. Hold avalid state of Maine Criminal History Records Check Approval
I1. CEHS teacher or staff member strongly preferred

I11. An adult with strong organizational and communication skills who has demonstrated ability to work
effectively with adolescents

REPORTS TO: Building Principal or Assistant Principal

SUPERVISES: The Senior Class Advisor supervises the elected senior class officers to organize fundraising activities and
encourage participation in school spirit activities.

JOB GOAL:

I. Support the class officers in organizing and problem solving related to various fundraising events.

I1. Encourage and provide instruction to the class officer towards the devel opment of their leadership,
organizational, and problem solving skills.

The advisor also works with the class officers to encourage the spirited involvement of seniorsin school events and
activities. For the past several years, the senior class has organized the usually annual Homecoming or Spirit Week activities.
Fundraising in the senior year, in combination with funds raised in the previous two years, should put the senior classin a
good position to help the senior-year end-of-year and graduation related events.

PROFESSIONAL RESPONSIBILITIES:

I. To overseethe accurate and timely deposit and expenditures of funds from the Senior class student
activities account.

[1. Tomeet onaregular basis (usualy at least every other week) with the class officers to help them organize
activities to raise funds for the class.

I11. Towork with the class officers to encourage their classmates participation in school activities and events.

IV. Towork with class officers to organize Homecoming and Spirit Week activities, meeting more frequently
as necessary to accomplish that task and to coordinate this project with other class advisors and student
leaders.

V. To coordinate the calendaring of events with the advisors to the SAC, and the Freshman, Sophomore, and
Junior classes.

V1. To meet occasionally with the entire class to encourage their participation in school activities and events.

VII. To coordinate the logistics (transportation, school facilities use, etc.) of class events with Community
Services, custodians, and other district staff members to ensure that events happen smoothly and as
designed.

VIIl. To communicate with the Principal concerning matters connected to the Senior Class.



IX. Other duties as assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The building principal or assistant principal will perform
the evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

APPROVED: November 9, 2010



Cape Elizabeth High School Senior Transition Project
Coordinator

TITLE: Cape Elizabeth High School Senior Transition Project Coordinator

QUALIFICATIONS:

I. Hold avalid state of Maine Criminal History Records Check Approval
[1. CEHS teacher or staff member strongly preferred

I11. An adult with strong organizational and communication skills who has successful experience making links
between the community and school. Strong, positive relationships with parents and a network of
established contacts with community members who might be open to having seniors work with them in a
Senior Transition Project is strongly preferred.

REPORTS TO: Building Principal or Assistant Principal
SUPERVISES:

All seniors as they plan and then implement their Senior Transition Projects. The Coordinator aso supervises the teaching
staff who are acting as consultants and advisors to various seniors with respet to the their projects.

JOB GOAL: The goals of the Senior Transition Project are:

I. To give seniors both the skills that are necessary to develop a Senior Transition Project proposal involving
work in the community for 2-3 weeks at the end of the senior's year,

I1. To provide seniorswith significant, real-life work experiences that can help inform their thinking about
college and career,

I11. To give seniors authentic experience speaking to an audience who will hear their report on the Senior
Transition Project experience. The particular role of the Project coordinator is to successfully manage the
multiple layers of communication between staff and students, students and potential employers, and
students and the audience who hear students' reports about their experiences.

PROFESSIONAL RESPONSIBILITIES:

I. To act as ambassadors for the STP with the school's teachers and with parents and potential employers.
I1. To create and update an STP handbook.
I11. To communicate STP guidelines to students.

IV. To work with and guide senior students who may be having difficulty generating project ideas or taking
the steps necessary to plan their projects.

V. To keep thorough and complete records related to the senior project proposals, the teachers who are acting
as senior advisors, and the schedule of STP presentations at the end of the project.



VI. To monitor senior performance on Projects and handle difficult issues that might involve:
|. projectsthat are not meeting student expectations or
Il. studentswho are not meeting
VII. To arrange appropriate publicity for the STP so that the public is receiving an impression of the project
that reflects the true range of the types of projects and the value of those projects.

VIII. To communicate clearly, as necessary, with parents and with other members o the staff (custodians,
Community Services, teachers, etc.) concerning issues connected to the STP.

IX. Other duties as assigned by the Principal.

TERMS OF EMPLOYMENT: 12 months per year with compensation in accordance with the fee structure of the negotiated
Cape Elizabeth Education Association agreement.

EVALUATION: The basis of the evaluation will be the extent which the performance responsibilities of the job are
successfully completed and the extent to which yearly job goals are met. The Principal or Assistant Principal will perform
the evaluation.

NOTE: The above job description reflects the general requirements necessary to describe the principal functions or
responsibilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present or in the future.

APPROVED: November 9, 2010



Cape Elizabeth High School Speech Team Advisor

TITLE: Cape Elizabeth High School Speech Team Advisor

QUALIFICATIONS:

I. Hold avalid state of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member strongly preferred.

I11. An adult with strong organizational and communication skillswho isfamiliar with and able to effectively
instruct approximately 10-30 team members so that they develop their speaking, writing, and theatrical
skillsin the various categories of competition from extemporaneous to storytelling to persuasive speaking
and many others. The advisor also needs to arrange and coordinate a cadre of volunteer coaches who have
expertise in speaking and are able to provide effective instruction and feedback to students.

REPORTS TO: Building Principal or Assistant Principal

SUPERVISES:

I. Group of 10-30 individua student members from grades 9-12 during frequent (usually weekly) practices
and at competitions during the longest, competitive season of any Maine interscholastic competition.

I1. A cadre of volunteer assistant coaches who are knowledgeable in effective speaking and able to provide
effective instructions and feedback to develop individual student skills.

JOB GOAL: To develop individual student skillsin effective public speaking and writing in the myriad individual categories
of speech competition. The development of public speaking skillsis a source of future school and job success, |eadership
abilities, and confidence in may social and community settings. In addition to individual skill development. the goal of the
CEHS speech program isto field a competitive team that |eads to team success and pride.

PROFESSIONAL RESPONSIBILITIES:

I. To prepare and oversee the Speech Team budget

I1. To coordinate, arrange, oversee, and/or deliver coaching instruction to the team members to devel op their
individual speaking and writing skills and to prepare them for effective performance in speech
competitions

I11. To determineindividual student rolesin particular speech events and to keep al students moving forward
in skill development even though not al students may have atole in each speech competition

IV. To coordinate and attend the team's regular meetings, which take place usually weekly throughout much
of the school year

V. To communicate with the Principal concerning matters connected to the team
VI. To attend regional and state meetings, as appropriate and needed, concerning the state competitions

VII. To organize and coordinate, on an approximately every other year basis, a speech event at Cape Elizabeth
High School

VIIl. To adjust roles and responsihilities as student skills develop and in light of external factors such aissue of
ineligibility and student discipline and student inability to attend certain speech events



IX. To communicate clearly, as necessary, with parents and with other members of the staff (custodians,
Community Services, teachers, etc.) concerning issues connected to the team

X. Other duties assigned by the Principal

TERMS OF EMPLOYMENT: Twelve months per year with compensation in accordance with the fee structure of the
negotiated Cape Elizabeth Education Association agreement.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully completed and the extent to which yearly job goals are met. The Principal or Assistant Principal will perform
the evaluation.

NOTE: The above job description reflects the general requirements necessary to describe the principal functions or
responsibilities of the job identified and shall not be interpreted as a detailed description of all work requirements that ay be
inherent in the job, either at present or in the future.

APPROVED: November 9, 2010



Cape Elizabeth Special Olympic Team Coaches

QULIFICATIONS:

e Maine State Crimina Check Approval

e Specia Olympics of Maine Certification in Coaching for each sport

e Specia Olympics of Maine Protective Behaviors Course Certification
e Specia Olympics of Maine Volunteer Certification

¢ Experience working with kids with disabilities

e Good organizational skill, knowledgeable with behavior programming and communications skills
REPORTS TO: Director of Specia Services

SUPERVISES: The coaches will be responsible for ateam of 20-25 athletesin all three schoolsin grades K-12. The will also
periodically supervise asmall group of Middle School and High School peers/mentors during practices.

JOB GOAL: To provide an opportunity for students with disabilities to become active in sports and part of ateam. To teach
the rules of different sports, encourage sportsmanship, healthy competition and life-long physical activities.

PROFESSIONAL RESPONSIBILITIES:

¢ All Olympic meets throughout the year, both county and state meets which include bowling, soccer, winter
games, basketball, swimming, county and state track and field. All necessary forms from the Cumberland County
Specia Olympics and state offices will be sent to the coaches who will then distribute appropriate information,
health forms, and permission slips to athletes, parents, and case managers.

¢ Inform parents of athletesin all age groups of upcoming events and obtain all pertinent information and other
appropriate resources needed for the athlete's successful participation in an Olympic event.

¢ Schedule practices for each event throughout the year.

¢ Recruit volunteers within the community; high school varsity athletes and students, parents, adults, school
personnel and any community member interested to assist in the practices and events.

¢ Organize and enter athletesin specific eventsin each Special Olympic Meets.

¢ Organize transportation though Community services for travel to and from meets.

o Keep updated health forms and waivers.

e Coach and provide assistance where needed.

¢ Consult with classroom teachers regarding behavior programs needed to assist the athl etes performance.
e Fundraising for entry fees, uniforms and incidentals.

¢ Provide supervised activities during unstructured time throughout each event.

TERMS OF EMPLOYMENT: Twelve months per year with compensation in accordance with the fee structure of the
negotiated Cape Elizabeth Education Association agreement.



EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of thejob are
successfully completed and the extent to which yearly job goals are met. Director of Specia Serviceswill perform the
evaluation.

NOTE: The above job description reflects the general requirements necessary to describe the principal functions or

responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present or in the future.

APPROVED: November 9, 2010



CEHS Booktalk Advisor

TITLE: CEHS Booktalk Advisor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member preferred.

I11. An adult with strong organizational and communication skillswho isfamiliar with fiction and non-fiction
literature of interest to adolescents and the techniques of effectively leading conversations about books.

REPORTS TO: Building Principal or Assistant Principal
SUPERVISES:

The Booktalk Advisor supervises a group of students and adults who meet four times per year to discuss books that have
been selected by the advisor after considering book reviews and the reactions of adults and students who have read books
under consideration for discussion. The advisor also trains and prepares either adult or student book discussion leaders.

JOB GOAL:

The goal of Booktalk is to encourage students to read books and to model through facilitated discussions the power of the
ideas in books and the joys of learning through reading. The impetus behind Booktalk is twofold:

I. To counteract statistics that show the percentage of adolescents who read for pleasure is on the decline.

I1. To persuade students with hyper structured lives that reading can be fun and it is worth taking the time to
read. Booktalk also legitimizes the “closet” readers who are often less involved in organized school
activities than many students.

PROFESSIONAL RESPONSIBILITIES:

I. To review book reviews and other sources to identify books to be included in a menu of book offerings.

I1. To partner with the literacy teacher to organize events to promote book-reading by Cape Elizabeth High
School students.

I11. Other duties assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:
The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled

and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.



NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsihilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



CEHS Gender Sexuality Alliance Advisor

TITLE: CEHS Gender Sexuality Alliance Advisor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.

I1. CEHS teacher or staff member preferred, with a strong preference for either a social worker or Guidance
Counsdlor certification.

I11. An adult with a strong organizational and communication skills who has a demonstrated ability to build
strong, positive, trusting, appropriate relationships with young people and who has an exceptional
grounding in understanding the psychology of adolescent devel opment and pressures faced by gay
students.

REPORTS TO: Building Principal or Assistant Principal
SUPERVISES:

The Gender Sexuality Alliance advisor supervises a small group of interested students (usually 4-20) who have identified
themselves as gay or who have a strong interest in protecting the safety concerns of gay studentsin CEHS and the wide Cape
Elizabeth community.

JOB GOAL:

The goal of the Gender Sexuality Allianceisto give voice to the concerns and interests of gay students in Cape Elizabeth
High School. The Alliance provides a network of support for gay students, reducing the sense of isolation that they often
otherwise feel. The Alliance advocates for the interests of gay students and, as the particular group chooses, may organize
educationa events for the members of the Alliance or the wider student body to build a sense of acceptance, tolerance, and
support. By creating a network of support and acceptance, the Alliance also develops students' sense of self-acceptance,
competence, and leadership.

PROFESSIONAL RESPONSIBILITIES:

I. Towork with interested students to provide a forum of support, safety, and acceptance for gay studentsin
Cape Elizabeth High School.

I1. To meet with students on aregular basis (usually every other week to monthly) to meet the goals of the
program.

I11. To communicate with the Principal concerning matters connected to Gender Sexuality Alliance.

IV. To act as an ambassador to other staff members to build a culture of tolerance, acceptance, awareness, and
safety for gay students.

V. To work with Alliance members to coordinate the logistics of educational or skills development events
that address member needs.

VI. To communicate clearly, as necessary, with parents/guardians and with other members of the staff
(custodians, Community Services, teachers, etc.) concerning issues connected to the Gender Sexuality
Alliance program.



VII. To collaborate with other staff members to problem solve around the needs of particular students
struggling with gay-straight issues.

VIII. To beavailable on an as-needed basis to listen to students concerning problems and problem solve with
them about issues they are facing. As appropriate, to raise student issues with the SST, RTI team, or other
groups to ensure that students' needs are being considered and met.

IX. Other duties assigned by the Principal.
TERMS OF EMPLOY MENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



CEHS Jazz Band | Conductor

TITLE: CEHS Jazz Band | Conductor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member preferred.

I11. An adult with a strong background in the theory and literature of the jazz idiom and in conducting
successful jazz big bands.

REPORTS TO: Building Principal or Assistant Principal

SUPERVISES:

I. The Jazz Band | big band of approximately 12-20 students.

I1. Parent volunteers from the booster who assist with the chaperoning and logistics of performances at jazz
festivalsin Maine and other New England states.

JOB GOAL:

The goal of the Jazz Band | is to provide students an experience with playing challenging jazz literature at a high level of
performance expectations. Students deepen their skill in the jazz idiom in an ensemble situation, deepen their awareness of
musical theory and jazz in American history, develop their individual musical skills, develop their ability to improvise (for
solaists), and enhance their ability to work cooperatively with others to produce an excellent artistic product. The teamwork
demands required to produce jazz music at a high level is comparable in terms of the level of cooperative work required as
one finds on any athletic team.

PROFESSIONAL RESPONSIBILITIES:

I. To coordinate the overall jazz program of Cape Elizabeth High School, including the selection of directors
for the other jazz bands and combos, the selection and ordering of charts for each group, and the handling
of student and family issues that arise from time to time in connection with this demanding school
program.

I1. To prepare and oversee the Jazz Band | budget.

I11. To meet on aregular basis (usually every week in the evening from approximately early October until late
April) with student jazz band members to work on selected charts.

IV. Towork in small groups and with individuals periodically to develop their general musical and
improvisation skills.

V. To work cooperatively with the Music Boostersto gain their financial and logistical support for the work
and performances of the Jazz Band 1.

VI. Towork through all logistics (transportation, rehearsal time and space, permission forms etc.) related to
Jazz Band | rehearsals and participation in competitions.

VII. To coordinate the logistics (transportation, school facilities use, etc.) of Jazz Band | events with
Community Services, custodians, and other district staff members to ensure that events happen smoothly



and as designed.

VIII. To consider the strengths and needs of the student musicians to select appropriate charts to challenge and
extend the musical abilities of band members.

IX. To order all music necessary for the group.

X. To communicate with parents/guardians and students, as necessary, to work through problems and
circumstances that occur from timeto time in an activity involving sustained and intense commitment on
the part of many students.

X1. To communicate with the Principal concerning matters connected to the Junior class.

XII. Other duties assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsihilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



CEHS Jazz Band |1 Conductor

TITLE: CEHS Jazz Band I Conductor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member preferred.

I11. An adult with a strong background in the theory and literature of the jazz idiom and in conducting
successful jazz big bands.

REPORTS TO: Building Principal or Assistant Principal

SUPERVISES:

I. The Jazz Band |1 big band of approximately 12-18 students.

I1. In cooperation with the Jazz Band | conductor, this position involves supervision of parent volunteers
from the booster who assist with the chaperoning and logistics of performances at jazz festivalsin Maine
and other New England states.

JOB GOAL:

The goal of the Jazz Band 11 is to provide students an experience with playing challenging jazz literature at a high level of
performance expectations, preparing themselves for eventual participation in Jazz Band 1. Students deepen their skill in the
jazz idiom in an ensemble situation, deepen their awareness of musical theory and jazz in American history, develop their
individual musical skills, develop their ability to improvise (for soloists), and enhance their ability to work cooperatively
with others to produce an excellent artistic product. The teamwork demands required to produce jazz music at ahigh level is
comparable in terms of the level of cooperative work required as one finds on any athletic team.

PROFESSIONAL RESPONSIBILITIES:

I. To prepare and oversee the Jazz Band Il budget in consultation with the Jazz Band | conductor.

Il. Tomeet on aregular basis (usually every week in the evening from approximately early October until late
April) with student jazz band members to work on selected charts.

I11. Towork in small groups and with individuals periodically to develop their general musical and
improvisation skills.

IV. To work cooperatively with the Jazz Band | conductor and Music Boosters to gain their financial and
logistical support for the work and performances of the Jazz Band I1.

V. Towork through all logistics (transportation, rehearsal time and space, permission forms etc.) related to
Jazz Band |1 rehearsals and participation in competitions.

VI. To coordinate the logistics (transportation, school facilities use, etc.) of Jazz Band Il events with the Jazz
Band | conductor, Community Services, custodians, and other district staff members to ensure that events
happen smoothly and as designed.

VII. To consider the strengths and needs of the student musicians to select appropriate charts in consultation
with the Jazz Band | conductor, to challenge and extend the musical abilities of band members.



VI, Towork with the Jazz Band | conductor to see to the ordering of al music necessary for the group.

IX. To communicate with parents/guardians and students, as necessary, to work through problems and
circumstances that occur from time to time in an activity involving sustained and intense commitment on
the part of many students.

X. To communicate with the Jazz Band | conductor concerning all sensitive student and family issues that
arise in connection with Jazz Band |1 students.

X1. Other duties assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principa or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of

the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the
job, either at present or in the future.

Approved: November 9, 2010



CEHS Jazz Band |1 Conductor

TITLE: CEHS Jazz Band I Conductor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member preferred.

I11. An adult with a strong background in the theory and literature of the jazz idiom and in conducting
successful jazz big bands.

REPORTS TO: Building Principal or Assistant Principal

SUPERVISES:

I. The Jazz Band |1 big band of approximately 12-18 students.

I1. In cooperation with the Jazz Band | conductor, this position involves supervision of parent volunteers
from the booster who assist with the chaperoning and logistics of performances at jazz festivalsin Maine
and other New England states.

JOB GOAL:

The goal of the Jazz Band 11 is to provide students an experience with playing challenging jazz literature at a high level of
performance expectations, preparing themselves for eventual participation in Jazz Band 1. Students deepen their skill in the
jazz idiom in an ensemble situation, deepen their awareness of musical theory and jazz in American history, develop their
individual musical skills, develop their ability to improvise (for soloists), and enhance their ability to work cooperatively
with others to produce an excellent artistic product. The teamwork demands required to produce jazz music at ahigh level is
comparable in terms of the level of cooperative work required as one finds on any athletic team.

PROFESSIONAL RESPONSIBILITIES:

I. To prepare and oversee the Jazz Band Il budget in consultation with the Jazz Band | conductor.

Il. Tomeet on aregular basis (usually every week in the evening from approximately early October until late
April) with student jazz band members to work on selected charts.

I11. Towork in small groups and with individuals periodically to develop their general musical and
improvisation skills.

IV. To work cooperatively with the Jazz Band | conductor and Music Boosters to gain their financial and
logistical support for the work and performances of the Jazz Band I1.

V. Towork through all logistics (transportation, rehearsal time and space, permission forms etc.) related to
Jazz Band |1 rehearsals and participation in competitions.

VI. To coordinate the logistics (transportation, school facilities use, etc.) of Jazz Band Il events with the Jazz
Band | conductor, Community Services, custodians, and other district staff members to ensure that events
happen smoothly and as designed.

VII. To consider the strengths and needs of the student musicians to select appropriate charts in consultation
with the Jazz Band | conductor, to challenge and extend the musical abilities of band members.



VI, Towork with the Jazz Band | conductor to see to the ordering of al music necessary for the group.

IX. To communicate with parents/guardians and students, as necessary, to work through problems and
circumstances that occur from time to time in an activity involving sustained and intense commitment on
the part of many students.

X. To communicate with the Jazz Band | conductor concerning all sensitive student and family issues that
arise in connection with Jazz Band |1 students.

X1. Other duties assigned by the Principal.

TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principa or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the
job, either at present or in the future.

Approved: November 9, 2010



CEHS Jazz Band 111 Conductor

TITLE: CEHS Jazz Band |11 Conductor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member preferred.

I11. An adult with a strong background in the theory and literature of the jazz idiom and in conducting
successful jazz big bands.

REPORTS TO: Building Principal or Assistant Principal

SUPERVISES:

I. The Jazz Band |11 of approximately 12-18 students.

I1. In cooperation with the Jazz Band | conductor, this position involves supervision of parent volunteers
from the booster who assist with the chaperoning and logistics of performances at jazz festivalsin Maine
and other New England states.

JOB GOAL:

The goal of the Jazz Band |11 is to provide students an experience with playing challenging jazz literature at a high level of
performance expectations, preparing themselves for eventual participation in Jazz Band | or 1. Students are introduced to the
big band jazz idiom at a high school level in an ensemble situation, deepen their awareness of musical theory and jazz in
American history, develop their individual musical skills, develop their ability to improvise (for soloists), and enhance their
ability to work cooperatively with others to produce an excellent artistic product. The teamwork demands required to
produce jazz music at a high level is comparable in terms of the level of cooperative work required as one finds on any
athletic team.

PROFESSIONAL RESPONSIBILITIES:

I. To prepare and oversee the Jazz Band |11 budget in consultation with the Jazz Band | conductor.

I1. Tomeet on aregular basis (usually every week in the evening from approximately early October until late
April) with student jazz band members to work on selected charts.

I11. Towork in small groups and with individuals periodically to develop their general musical and
improvisation skills.

IV. To work cooperatively with the Jazz Band | conductor and Music Boosters to gain their financial and
logistical support for the work and performances of the Jazz Band 111.

V. Towork through all logistics (transportation, rehearsal time and space, permission forms etc.) related to
Jazz Band |11 rehearsals and participation in competitions.

VI. To coordinate the logistics (transportation, school facilities use, etc.) of Jazz Band |11 events with the Jazz
Band | conductor, Community Services, custodians, and other district staff members to ensure that events
happen smoothly and as designed.



VIl. To consider the strengths and needs of the student musicians to select appropriate charts in consultation
with the Jazz Band | conductor, to challenge and extend the musical abilities of band members.

VIII. Towork with the Jazz Band | conductor to see to the ordering of all music necessary for the group.

IX. To communicate with parents/guardians and students, as necessary, to work through problems and
circumstances that occur from time to time in an activity involving sustained and intense commitment on
the part of many students.

X. To communicate with the Jazz Band | conductor concerning all sensitive student and family issues that
arise in connection with Jazz Band 111 students.

XI. Other duties assigned by the Principal.

TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principa or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



CEHS Jazz Combo I/11 Conductor

TITLE: CEHS Jazz Combo I/l Conductor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member preferred.

I11. An adult with a strong background in the theory and literature of the jazz idiom and in conducting
successful jazz big bands.

REPORTS TO: Building Principal or Assistant Principal

SUPERVISES:

I. TheJazz Band | and Il combos of approximately 4-9 students each.

I1. In cooperation with the Jazz Band | conductor, this position involves supervision of parent volunteers
from the booster who assist with the chaperoning and logistics of performances at jazz festivalsin Maine
and other New England states.

JOB GOAL:

The goal of the Cape Elizabeth Jazz Combos is to provide students an experience with playing challenging jazz small group
literature at a high level of performance expectations. The emphasisis on developing students' improvisational skills.
Students are introduced to the jazz combo idiom at a high school level in an ensemble situation, deepen their awareness of
musical theory and jazz in American history, develop their individual musical skills, develop their ability to improvise (in
combos, al participants are soloists), and enhance their ability to work cooperatively with others to produce an excellent
artistic product. Indeed, in performances, jazz combos direct themselves; the conductor observes only. The teamwork
demands required to produce jazz music at a high level is comparable in terms of the level of cooperative work required as
one finds on any athletic team.

PROFESSIONAL RESPONSIBILITIES:

I. To prepare and oversee the Jazz Band combo /11 budget in consultation with the Jazz Band | conductor.

Il. Tomeet on aregular basis (usually every week in the evening from approximately early October until late
April) with student jazz band members to work on selected charts.

I11. Towork in small groups and with individuals periodically to develop their general musical and
improvisation skills.

IV. To work cooperatively with the Jazz Band | conductor and Music Boosters to gain their financial and
logistical support for the work and performances of the Jazz Band combos I/11.

V. Towork through all logistics (transportation, rehearsal time and space, permission forms etc.) related to
Jazz Band combo I/11 rehearsals and participation in competitions.

VI. To coordinate the logistics (transportation, school facilities use, etc.) of Jazz Band combo I/11 events with
the Jazz Band | conductor, Community Services, custodians, and other district staff members to ensure
that events happen smoothly and as designed.



VIl. To consider the strengths and needs of the student musicians to select appropriate charts in consultation
with the Jazz Band | conductor, to challenge and extend the musical abilities of band members.

VIII. Towork with the Jazz Band | conductor to see to the ordering of all music necessary for the group.

IX. To communicate with parents/guardians and students, as necessary, to work through problems and
circumstances that occur from time to time in an activity involving sustained and intense commitment on
the part of many students.

X. To communicate with the Jazz Band | conductor concerning all sensitive student and family issues that
arise in connection with Jazz Band combo I/11 students.

X1. To modify arrangements to adapt them to the needs and talents of the Jazz Combo I/1l members.

XII. Other duties assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



CEHS Junior Class Advisor

TITLE: CEHS Junior Class Advisor

QUALIFICATIONS:

Hold avalid State of Maine Criminal History Records Check Approval.
CEHS teacher or staff member strongly preferred.

An adult with strong organizational and communication skills who has demonstrated the ability to work
effectively with adolescents.

REPORTS TO: Building Principal or Assistant Principal

SUPERVISES: The Junior Class Advisor supervises the elected junior class officers to organize fundraising activities and
encourage participation in school spirit activities.

JOB GOAL:

The goal of the Junior Class Advisor isto:

Support the class officers in organizing and problem solving related to various fundraising events.

Encourage and provide instruction to the class officers towards the devel opment of their eadership,
organizational, and problem solving skills. The advisor also works with the class officers to encourage the
spirited involvement of juniorsin school events and activities. For the past several years, the junior class
has organized the usually annual Homecoming and Spirit Week activities. Fundraising in the junior year,
in combination with funds raised in the previous two years, should put the junior classin agood position
to help the prom and senior-year events.

PROFESSIONAL RESPONSIBILITIES:

VI.

VII.

. To oversee the accurate and timely deposit and expenditure of funds from the Junior class student

activities account.

. Tomeet on aregular basis (usualy at least every other week) with the class officers to help them organize

activities to raise funds for the class.

. Towork with the class officers to encourage their classmates’ participation in school activities and events.

. Towork with class officers to organize Homecoming and Spirit Week activities, meeting more frequently

as necessary to accomplish that task and to coordinate this project with other class advisors and student
leaders.

. To coordinate the calendaring of events with the advisors to the SAC, and the Freshman, Sophomore, and

Senior classes.
To meet occasionally with the entire class to encourage their participation in school activities and events.

To coordinate the logistics (transportation, school facilities use, etc.) of class events with Community
Services, custodians, and other district staff members to ensure that events happen smoothly and as
designed.



VI1I. To communicate with the Principal concerning matters connected to the Junior class.
IX. Other duties as assigned by the Principal.

TERMS OF EMPLOY MENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The building principal or assistant principal will perform
the evaluation.

NOTE:
The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

APPROVED: November 9, 2010



CEHS Literary Magazine (the Bartleby)

TITLE: CEHS Literary Magazine (the Bartleby)

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member preferred.

I11. An adult with a strong organizational and communication skills who is familiar with and able to
effectively instruct students in avariety of genres of writing (primarily but not only creative writing such
as poetry, short stories, and the like) and able to effectively work with a small group (usually 6-10) of
interested students to gather student-created writing and visual work and put together an annua
publication of that student work in the “Bartleby”.

REPORTS TO: Building Principal or Assistant Principal
SUPERVISES:

Group of approximately 6-10 students interested in writing, with an emphasis on creative writing, and able to solicit writing
and visual work from their fellow students.

JOB GOAL:

To provide an outlet for publication of creative, student-created work (both literary and visual) to an authentic, varied
audience of parents/guardians, students, and community members. By sharing the work, student contributors become more
sensitive to the demands of writing and producing for an audience and shaping their voice to match a particular audience. At
the same time, the Bartleby provides an outlet for and recognition to students whose talents would in many cases go
otherwise unrecognized. The group of students who work closely to assemble the annual “Bartleby” develop editing, design,
and composition skills that they can apply in other school, college, and job settings in the future. Their teamwork skills are
incidentally enhanced.

PROFESSIONAL RESPONSIBILITIES:

|. To overseethe Literally Magazine budget.
I1. To coordinate and advise students during regular (usually every other week) meetings.

I11. To work with the student members to arrange for communication about the Bartleby and for solicitation of
student contributions.

IV. To act as an ambassador for the literary magazine to teachers (particularly English and art teacher) to
encourage them to encourage students to submit work for publication in the Bartleby.

V. Toinstruct and develop student members writing, editing, and design skills, and apply those skills to the
creation and annual publication of the Bartleby literary magazine.

VI. To communicate with the Principal concerning matters connected to the Bartleby.

VII. To communicate clearly, as necessary, with parents/guardians and with other members of the staff
(custodians, Community Services, teachers, etc.) concerning issues connected to the literary magazine.

VIII. To coordinate and supervise the logistics (design, assembly, editing, publication, printing, distribution)
associated with the annual publication of the Bartleby.



IX. Other duties assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:
The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled

and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the
job, either at present or in the future.

Approved: November 9, 2010



CEHS Math Team Advisor

TITLE: CEHS Math Team Advisor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member preferred.

I11. An adult with a strong organizational and communication skills who is familiar with and able to
effectively instruct approximately 20-45 team participants so that they develop their math skills and who
is able to inspire them to work effectively together in afun, competitive environment that tests students’
math skills and ability to perform problems effectively and creatively under pressure.

REPORTS TO: Building Principal or Assistant Principal
SUPERVISES:

Group of 20-45 individual student team members from grades 9-12 during monthly math meets and smaller groups who may
qualify for state or New England competitions in the spring.

JOB GOAL:

To reinforce and extend math skillsin algebra, geometry, advanced algebra, trigonometry, statistics, and pre-calculus that are
taught in CEHS' s math classrooms. The advisor also devel ops students' abilities to apply those skills in an environment that
requires students to analyze problems quickly, selecting an appropriate problem-solving approach when some problems can
be approached and solved in avariety of ways. Participation in the math team should be fun and competitive, reinforcing
math skills and, more significantly, developing students' creative, problem-solving abilities that will benefit them in their
lives beyond math.

PROFESSIONAL RESPONSIBILITIES:

I. To overseethe Math Team budget.

I1. To make materias and coaching available to students on a monthly basis to help them prepare for the
types of problems that will be the focus of the upcoming math event.

I1l. Toassignindividua students to appropriate roles on the multiple CEHS teams that participate at each
meet, balancing the twin goals of individual skill development and team competitiveness,

IV. To act as an ambassador for the team to other CEHS math teachers, encouraging them to encourage
students to participate in math team competitions.

V. To communicate with the Principal concerning matters connected to the team.

VI. To attend regional and state meetings, as appropriate and needed, concerning the state and New England
math competitions.

VII. To organize and coordinate an annual regional math meet at Cape Elizabeth High School.

VIII. To adjust roles and responsihilities as student skills develop and in light of external factors such as issue of
ineligibility and student discipline and student inability to attend certain math team events.



IX. To arrange and coordinate for appropriate logistics (travel, communication, etc.) and adult supervision of
team members who are invited to attend state and New England math competitions.

X. To communicate clearly, as necessary, with parents/guardians and with other members of the staff
(custodians, Community Services, teachers, etc.) concerning issues connected to the team.

XI. Other duties assigned by the Principal.

TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsihilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



CEHS Natural Helpers

TITLE: CEHS Natural Helpers

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member strongly preferred.

I11. An adult with strong organizational and communications skills who has a demonstrated ability to build
strong, positive, trusting, appropriate relationships with young people and who has an exceptiona
grounding in understanding the psychology of adolescent devel opment and pressures faced by developing
adol escents.

REPORTS TO: Building Principal or Assistant Principal
SUPERVISES:

Group of approximately 15 studentsin grades 9-12 selected by their peers as positive role models with strong, empathetic
listening skills who serve to help peers think through difficult, risky decisions and to channel information to helping adults.

JOB GOAL:

The goal of the Natural Helpers program isto serve as a peer channel to help students who themselves or whose friends are
faced with difficult decisions involving sexuality, substance use and abuse, dating relationships, and other “red flag”
behaviors. The program takes students who are identified as trusted peers with strong, empathetic listening skills and
provides training through Day One program to enhance those skills even further so that they can assist their peersin thinking
through difficult situations and decisions and channel concerns to adults who follow atested protocol for addressing “red
flag” behaviors. In the course of the Natural Helpers training and the day-to-day Natural Hel pers activities, students
leadership and communication skills are devel oped, which are vital skillsin many other settings, including leadership
positionsin the future.

PROFESSIONAL RESPONSIBILITIES:

I. To prepare and oversee the Natural Helpers budget.

I1. Towork with the Principal in gathering and sharing data related to the activities of the Natural Helpersin
connection with an annual federal grant application that helps fund the Natural Hel pers program.

I11. To coordinate and advise students during regular (usually every other week) meetings.

IV. To beavailable to Natural Helpers on an as-needed basis to listen to concerns that have come to their
attention and problem-solve with the students regarding how to channel those concernsin away most
likely to gain cooperation from the students needing help.

V. To debrief Natural Hel pers concerning how they have handled difficult situations and further develop
student skills and help them to think through options that they have in facing difficult situations.

V1. To coordinate all logistics regarding the annual “blind” Natural Helpers identification and selection
process and regarding the annual training Day One.

VII. To attend the annual Day One overnight training for Natural Helpers.



VI, To communicate with staff members on aregular basis concerning the operations of the Natural Helpers
program and build staff understanding and support of the program.

IX. To communicate with the Principal concerning matters connected to the Natural Helpers program.

X. To communicate clearly, as necessary, with parents/guardians and with other members of the staff
(custodians, community services, teachers, etc.) concerning issues connected to the Natural Helpers
program.

X1. Other duties assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principa or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



CEHS Robotics Team Advisor

TITLE: CEHS Robotics Team Advisor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member strongly preferred.

I11. An adult with strong organizational and communications skillswho is familiar with and able to effectively
instruct approximately 6-12 team participants so that they develop their robotics and problem-solving
skills and sho is able to inspire them to work effectively together in afun, competitive environment that
tests students’ robotics and problem solving skills and ability to perform problems effectively and
creatively under pressure.

REPORTS TO: Building Principal or Assistant Principal
SUPERVISES:

Group of 6-12 individual student team members from grades 9-12 at practices and during robotics competitions as the school
budget permits. Depending on how this position evolves, the task may a so involve supervision of high school students
working with Middle School students to assist them to develop robotics-related skills..

JOB GOAL:

To reinforce and extend robotics skills and knowledge including mechanical, software programming, and general creative
thinking and problem solving. The advisor also develops students’ abilities to apply those skillsin an environment that
requires students to analyze challenging problems, selecting an appropriate problem-solving approach when some problems
can be approached and solved in avariety of ways. Thereis particular emphasis in Robotics in teaching students to work
collaboratively and to apply systematic, engineering-like approaches to thinking through problems and weighing possible
solutions. Another important goal, which is still evolving, is helping high school students develop the skills to deliver
instruction and support to Middle School students who are working on the Middle School Robotics team.

PROFESSIONAL RESPONSIBILITIES:

|. To prepare and oversee the Robotics budget.
I1. To coordinate and instruct students during regular meetings.

I11. To develop anetwork of robotics specialists and engineers who can share their skills and knowledge with
our Robatics students.

IV. Toassignindividual students to appropriate rules to students on the collaborative Robotics teams,
balancing the twin goals of individual skill development and team competitiveness.

V. To act as an ambassador for the team to CEHS science and technology teachers, encouraging them to
encourage students to participate in Robotics team competitions.

VI. To adjust roles and responsibilities as student skills develop and in light of external factors such as issues
of ineligibility and student discipline and student inability to attend certain Robotics events.

VII. To arrange and coordinate the logistics (travel, permission forms, communication, etc.) associated with
attendance at Robotics competitions.



VIl1. To communicate clearly, as necessary, with parents/guardians and with other members of the staff
(custodians, community services, teachers, etc.) concerning issues connected to the team.

IX. Other duties assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the
job, either at present or in the future.

Approved: November 9, 2010



CEHS Science Team Advisor

TITLE: CEHS Science Team Advisor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member strongly preferred.

I11. An adult with strong organizational and communications skillswho is familiar with and able to effectively
instruct approximately 10-25 team participants so that they develop their science and problem solving
skillsand who is able to inspire them to work effectively together in afun, competitive environment that
tests students’ science and problem solving skills and ability to perform problem effectively and creatively
under pressure.

REPORTS TO: Building Principal or Assistant Principal
SUPERVISES:

Group of 10-25 individual student team members from grades 9-12 during science competitions as the school budget permits
including the Maine Science Olympiad at a minimum and additional, usually monthly North Shore Science League
competitions..

JOB GOAL:

To reinforce and extend science skills and knowledge in physics, chemistry, biology, earth science, astronomy,
environmental science, and engineering that are taught in CEHS' s science classrooms. The advisor also develops students
abilities to apply those skillsin an environment that requires students to analyze challenging problems, selecting an
appropriate problem-solving approach when some problems can be approached and solved in a variety of ways. Some events
require students to solve knowledge and hands-on problems in an improvised way when they are confronted with problems
for the first time at competitions. Participation in the science team should be both fun and competitive, reinforcing science
and problem solving skills and, just as significantly, developing students' thinking and creative, problem solving abilities
that will benefit them in their lives beyond high school and outside of science.

PROFESSIONAL RESPONSIBILITIES:

I. To prepare and oversee the Science team budget.

I1. To coordinate and instruct students during regular (usually every other week or monthly, depending on the
time of year, with more frequent meetings usually required before the Maine Science Olympiad) meetings.

I1l. Toassignindividua students to appropriate roles in the various categories of competition depending on
the coach’ s assessment of the individual students’ strengths and interests, balancing the twin goal's of
individual skill development and team competitiveness.

IV. To act as an ambassador for the team to other CEHS science teachers, encouraging them to encourage
students to participate in science team competitions.

V. To attend league and state meetings, as appropriate and needed, concerning the Maine Science Olympiad
and North Shore Science L eague competitions.

VI. To devise and share proposals for the problems to be included in North Shore Science League
competitions, as expected and based on the needs of the league.



VII. To adjust roles and responsibilities as student skills develop and in light of external factors such asissues
of ineligibility and student discipline and student inability to attend certain science team events.

VIIl. To arrange and coordinate the logistics (travel, permission forms, communication, etc.) associated with
attendance at science competitions.

IX. To communicate clearly, as necessary, with parents/guardians and with other members of the staff
(custodians, community services, teachers, etc.) concerning issues connected to the team.

X. Other duties assigned by the Principal.

TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principa or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



CEHS Sophomore Class Advisor

TITLE: CEHS Sophomore Class Advisor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member strongly preferred.

I11. An adult with strong organizational and communication skills who has demonstrated the ability to work
effectively with adolescents.

REPORTS TO: Building Principal or Assistant Principal

SUPERVISES: The Sophomore Class Advisor supervises the elected sophomore class officers to organize fundraising
activities and encourage participation in school spirit activities.

JOB GOAL:

The goal of the Sophomore Class Advisor isto:

I. Support the class officers in organizing and problem solving related to various fundraising events.

I1. Encourage and provide instruction to the class officers towards the development of their leadership,
organizational, and problem solving skills. The advisor also works with the class officers to encourage the
spirited involvement of sophomores in school events and activities. For the past several years, the
sophomore class has organized the usually annual Winterfest activities. The fundraising focus sophomore
year iscritical in positioning the class to be in a good situation heading into junior and senior years with
respect to staging costly activities such as the prom and graduation-related events.

PROFESSIONAL RESPONSIBILITIES:

I. To overseethe accurate and timely deposit and expenditure of funds from the Sophomore class student
activities account.

I1. Tomeet on aregular basis (usually at least every other week) with the class officers to help them organize
activitiesto raise funds for the class.

I11. To coordinate the calendaring of events with the advisors to the SAC, and the Frewshman, Junior, and
Senior classes.

IV. To meet occasionally with the entire class to encourage their participation in school activities and events.

V. To coordinate the logistics (transportation, school facilities use, etc.) of class events with Community
Services, custodians, and other district staff members to ensure that events happen smoothly and as
designed.

V1. To communicate with the Principal concerning matters connected to the Sophomore class.

VII. Other duties as assigned by the Principal.

TERMS OF EMPLOYMENT:



Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The building principal or assistant principal will perform
the evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



CEMS Chess Team Coach

TITLE: CEMS Chess Team Coach

QUALIFICATIONS:

I. Hold avalid state of Maine Criminal History Records Check Approval

I1. Understand the game of Chess, patience
REPORTS TO: Middle school administration
SUPERVISES: 5th through 8th grade students who participate in the chess team.

JOB GOAL : Students learn the game chess through practice, and learn the vocabulary of the game. There are competitions
throughout the year, but as with any middle school activity, participation is the goal.

PROFESSIONAL RESPONSIBILITIES: The chess team coach needs to communicate with parents and students to inform
them when the practices are to be held. The students use a chess program on the computer.

TERMS OF EMPLOYMENT: Twelve months per year with compensation in accordance with the fee structure of the
negotiated Cape Elizabeth Education Association agreement.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully completed and the extent to which yearly job goals are met. A middle school administrator will perform the
evaluation.

NOTE: The above job description reflects the general requirements necessary to describe the principal functions or
responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present or in the future.

APPROVED: November 9, 2010



CEMS Debate Team Coach

TITLE: CEMS Debate Team Coach

QUALIFICATIONS: The debate coach needs to have a sound understanding of the policy debate format. Additionally, solid
research skills are necessary to support students in the planning phase of their debates.

REPORTS TO: Building Administrator and the Triple C Middle School Speech and Debate Coordinator

SUPERVISES: The number of participants varies from 8-12 students. The coach is responsible for supervision of these
students during weekly practices and monthly meets. Three meets will take place in other schools requiring the team to take
aschool bus.

JOB GOAL: By participating in the program, students gain valuable public speaking experience in settings other than our
own school, for audiences beyond their teachers and classmates. Because debating is aform of competition, students are
motivated to strengthen their research and communication skills, and hone social skills. Students also gain valuable feedback
through the competition process which informs practices.

PROFESSIONAL RESPONSIBILITIES: The debate coach is responsible for providing appropriate feedback relating to the
debate process, and planning debate practices which meet the needs of each debate team. The coach will need to
communicate with students and parents regularly to advertise for participants, determine practice times, and coordinate away
meets as well asthe "home" meet. Additionally, the debate coach will need to attend an annual Spring meeting with the other
debate coaches in the Triple C League.

TERMS OF EMPLOY MENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:
The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled

and the extent to which yearly action plans and job goals are met. The building principal or assistant principal will perform
the evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the
job, either at present or in the future.

Approved: November 9, 2010



CEMS Drama Director

TITLE: CEMS Drama Director

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.

I1. Hold an appreciation of the theater, some experience, enthusiasm, commitment, patience, and an
understanding of the school culture as well as the ability to work with the age group.

REPORTS TO: Middle School Administration Team

SUPERVISES: Studentsinterested in participating in the fall drama production and the spring musical. Thisincludes actors,
tech/stage crews and volunteer parents/guardians. The fall drama production typically involves 45 to 50 students, while 75 to
80 students participate in the spring musical.

JOB GOAL:

To provide a safe and encouraging atmosphere where students can |earn about the theater. In addition, providing valuable
experience and exposure to public speaking/performing.

PROFESSIONAL RESPONSIBILITIES:

Responsibilities include, but are not limited to, teaching about the theater, working as a team, hel ping students to interpret
and understand the written word as well as music, stage presence and how to project, building and moving sets, appreciating
each other and student well being and safety.

TERMS OF EMPLOY MENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The middle school administration will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



CEMS Instrumental Music Instructor

TITLE: CEMS Instrumental Music Instructor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.

I1. Background in music with experience in teaching jazz improvisation.
REPORTS TO: Building Principal or Assistant Principal

SUPERVISES:

|. Jazz Band enrollment: 25-30 students (7th & 8th grade).
I1. Jazz Class: 12-15 students (7th & 8th grade).
I1l. Honors Festival: 5-15 students.

IV. Memoria Day Parade: 150 students.
JOB GOAL:

These groups provide extra opportunities for interested students over and above the normal band classes during the school
day. They allow some students to have additional performance experience. The Memorial Day Parade allows the students to
give back to the community and develop community pride. (Doing something for others).

PROFESSIONAL RESPONSIBILITIES: Teaching of before and after school instrumental groups to include:

|. Jazz band(s) rehearsals and performances.
[l. 7th grade Jazz Class.
I11. Taking students to Honors Festival auditions and the festival (involves 2 bus trips).
IV. Memorial Day Parade.

V. Evening Concerts, Instrument Rental Night.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Middle School Administrative Team will perform the
evaluation.

NOTE:



The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the
job, either at present or in the future.

Approved: November 9, 2010



CEMS Math Coach

TITLE: CEMS Math Coach

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. Strong math skills, patience.

REPORTS TO: CEMS Administration

SUPERVISES: Math Team participants

e 5th and 6th Team: 10 to 20 students
e 7th and 8th Team: 10 to 20 students

JOB GOAL:

Students practice math/logic skills solving problems. There are competitions throughout the year, but as with any middle
school activity, participation is the goal.

PROFESSIONAL RESPONSIBILITIES:

The math team coach needs to communi cate with parents/guardians and students to inform them when the practices are to be
held (some students only attend with parental prompting). There is a fee to participate in the meets. The math coach also
must communicate with the coordinator of the math meets for the Greater Portland area. The coach needs to arrange for
transportation to and from the meets. There are four meets throughout the school year, with three of these meets following
outside the school day.

TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The building principal or assistant principal will perform
the evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsihilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



CEMS News Crew

TITLE: CEMS News Crew

QUALIFICATIONS:

Hold avalid State of Maine Criminal History Records Check Approval.

REPORTS TO: Middle School administration

SUPERVISES: 5th through 8th grade students who choose to participate on the news crew.
JOB GOAL:

Students create newscasts. Students select topics (questionable ones require administrative approval) and are responsible for
writing, filming, and editing.

PROFESSIONAL RESPONSIBILITIES:
The news crew advisors communicate with students to inform them when the meetings are to be held. The advisors will

assist students in the newscast creation process. The students use a video camerato film story content and will use word
processing, video/sound editing programs on the computer.

TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The building principal or assistant principal will perform
the evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsihilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



CEMS Speech Team Coach

TITLE: CEMS Speech Team Coach

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.

I1. The speech coach should have an in-depth understanding of quality public speaking skills in the following
genres. Oratorical Declamation, Original Declamation, Poetry, Storytelling and Drama.

REPORTS TO: CEMS Administrator and the Triple C Middle School Speech and Debate Coordinator

SUPERVISES: The number of participants varies from 8 to 12 students. The coach is responsible for supervision of these
students during weekly practices and monthly meets. Three meets will take place in other schools requiring the team to take
aschool bus.

JOB GOAL:

By participating in the program, students gain vauable public speaking experience in settings other than our own school, for
audiences beyond their teachers and classmates. Students gain valuable feedback through the competition process which
informs practices. The speech coach is responsible for assisting studentsin utilizing feedback to refine public speaking skills.
Thisisahighly individualized process.

PROFESSIONAL RESPONSIBILITIES:
The speech coach is responsible for providing appropriate feedback relating to public speaking skills, and planning practices
which meet the needs of each speaker. The coach will need to communicate with the CEM S debate coach, students, and

parents/guardians regularly to advertise for participants, determine practice times, and coordinate away meets as well as the
“home” meet. Additionally, the speech coach will need to attend an annual Spring meeting with other coachesin the Triple C

league.

TERMS OF EMPLOY MENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The building principal or assistant principal will perform
the evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of

the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the
job, either at present or in the future.

Approved: November 9, 2010






CEMS Student Support Team Member

TITLE: CEMS Student Support Team Member
QUALIFICATIONS:

Education/Certification:

I. Maine Department of Education certification as Teacher and other legal credentials required to be "highly
qualified" according to State and Federal standards.

REPORTS TO: Building Administrator and M S Student Support Team L eader

SUPERVISES: Indirectly supervisesteachersin the development of student learning plans and implementation of
personalized learning plans.

JOB GOALS: SST Memberswill actively participate on the team, representing the team as needed at grade level and staff
meetings:

¢ Thisincludes communication with the staff regarding SST, specifically at grade level/team meetings

PROFESSIONAL RESPONSIBILITIES: Each member will:

Attend weekly meetings after school

Supports classroom teachers with the devel opment of SLPs (student learning plans) and pre-referralsto SST
Team

Report student progress to the SST

Follow-up on students on the SST caseload on regular basis

Monitor attendance, behavioral, and grade information about the student

Oversee the personalized plan (PLP) with support of classroom teachers

TERMS OF EMPLOYMENT: 12 months per year with compensation in accordance with the fee structure of the negotiated
Cape Elizabeth Education Association agreement.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully completed and the extent to which yearly job goals are met. The middle school administration will perform the
evaluation.

NOTE: The above job description reflects the general requirements necessary to describe the principal functions or
responsibilities of the job identified and shall not be interpreted as a detailed description of al work reguirements that may
be inherent in the job, either at present or in the future.

APPROVED: November 9, 2010



CEMS Variety Show Advisor

TITLE: CEMS Variety Show Advisor

QUALIFICATIONS:

I. Hold avalid state of Maine Criminal History Records Check Approval.

I1. Hold an appreciation of the theater, some experience, enthusiasm, commitment, patience, and an
understanding of the school culture as well as the ahility to work with the age groupd.

REPORTS TO: Middle School Administration Team

SUPERVISES: Studentsinterested in participating in the winter variety show. Thisincludes performers, tech/stage crews,
and volunteer parents. The variety show typically involves anywhere between 40 to 70 students.

JOB GOAL: To provide a safe and encouraging atmosphere where students can learn about the theater. In addition,
providing valuable experience and exposure to public speaking/performing.

PROFESSIONAL RESPONSIBILITIES: Responsibilities include, but are not limited to, teaching about the theater, working
as ateam, helping students to interpret and understand the written word as well as music, stage presence and how to project,
building and moving sets, appreciating each other, and student well-being and safety.

TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The building principal or assistant principal will perform
the evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



CEMSY earbook Advisor

TITLE: CEMSY earbook Advisor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. Must be organized.
I11. Should be familiar with cameras and proper photo-taking techniques.

IV. Should be comfortable with computers, familiar with iPhoto, and willing to learn proprietary yearbook
software.

V. Must have the ability to multitask.

V1. Must have the ability to meet deadlines even if it necessitates working extra hours to meet them.
REPORTS TO: Building Principal or Assistant Principal
SUPERVISES: Y earbook Club members 5-30 students. (Open to students in grades 5-8)

JOB GOAL:

e To pre-sel alarge number of yearbooks.
¢ Toinclude as many photos of students as possible in the yearbook.
e To document significant eventsin the school year with photos and include such in the yearbook.

e To produce aquality yearbook by the end of the school year.

PROFESSIONAL RESPONSIBILITIES:

To instruct students on proper photo-taking techniques.

To encourage student involvement in photo-taking of school events.

Toinstruct students on a variety of software used, including iPhoto and the proprietary yearbook software.

Provide students the opportunity for students to leave their mark.

¢ Provide students an opportunity to get involved.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:
The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled

and the extent to which yearly action plans and job goals are met. The building principal or assistant principal will perform
the evaluation.



NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsihilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



CEMSY earbook Advisor

TITLE: CEMSY earbook Advisor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. Must be organized.
I11. Should be familiar with cameras and proper photo-taking techniques.

IV. Should be comfortable with computers, familiar with iPhoto, and willing to learn proprietary yearbook
software.

V. Must have the ability to multitask.

V1. Must have the ability to meet deadlines even if it necessitates working extra hours to meet them.
REPORTS TO: Building Principal or Assistant Principal
SUPERVISES: Y earbook Club members 5-30 students. (Open to students in grades 5-8)

JOB GOAL:

e To pre-sel alarge number of yearbooks.
¢ Toinclude as many photos of students as possible in the yearbook.
e To document significant eventsin the school year with photos and include such in the yearbook.

e To produce aquality yearbook by the end of the school year.

PROFESSIONAL RESPONSIBILITIES:

To instruct students on proper photo-taking techniques.

To encourage student involvement in photo-taking of school events.

Toinstruct students on a variety of software used, including iPhoto and the proprietary yearbook software.

Provide students the opportunity for students to leave their mark.

¢ Provide students an opportunity to get involved.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:
The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled

and the extent to which yearly action plans and job goals are met. The building principal or assistant principal will perform
the evaluation.



NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsihilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



Chorus - Grades5 & 6

TITLE: CEMS Chorus - Grades5 & 6

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.

I1. Must be organized, have the ability to multitask, be strong in classroom management, and have strong
music skills.

REPORTS TO: Building Principal or Assistant Principal

SUPERVISES: Supervises up to 20 students during approximately 100 rehearsals, four days aweek, (7:00 am to 7:45 am,
Tuesday- Friday mornings). Approximately 40 fifth and sixth grade students participate in our choral program.

JOB GOAL:

The goal of the choral program is to provide an opportunity for students to:

I. Learn to sing with good vocal technique (examples would include correct posture, awareness of vocal
registers, ability to use them, breath support, diction, etc.).

I1. Musica skills: Music literacy (reading pitches and rhythms) following a choral score, matching pitch
patterns, singing in harmony, keeping steady beat, singing in tune.

I11. Gain awide variety of musical experiences through quality musical literature of various time periods,
composers, genres, and style.

IV. Establish basic musicianship skills that are required to participate in any musical ensemble such as: rules
of etiquette, rehearsal practices, part singing, performance expectations, collaboration and cooperation.

V. Build skills and understanding of choral traditions and techniques such as music literacy, listening skills,
singing in different languages, following a conductor, standard repertoire, historical/cultural origins and
traditions of the music.

V1. Provide an outlet for musical expression.
VII. Provide an opportunity to perform for peers and the public.

VIII. Contribute to the community by performing for seniors (Village Crossing), parents/guardians and students
at concerts, and the genera public (Portland Pirates Game).

IX. Provide choral enrichment opportunities beyond Cape Elizabeth Middle School (Southern Maine Honors
Festival).

PROFESSIONAL RESPONSIBILITIES:

e Prepare for between 4-6 evening performances per year.
e Accompany students to sing the National Anthem at a Portland Pirates Game/Organize the trip.

e Accompany students at the Middle School Honors Festival auditions which take place after school.



¢ Attend the Honors Festival with students which includes a Saturday.
e Work with kids outside of classto prepare for the festival.

e Outside of classthis position also requires agreat deal of preparation, searching for and preparing music for
performances and a so working with accompanists.

TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsihilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The building principal or assistant principa will perform
the evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsihbilities of

the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the
job, either at present or in the future.

Approved: November 9, 2010



Department Chairs - CEHS

TITLE: Department Chairs (Art, Science, English, Math, Socia Studies, Technology, Foreign Language, Health/PE,
Instructional support)

QUALIFICATIONS: CEHS Teacher, strong organizational and communication skills

REPORTS TO: The Principa

SUPERVISES: NA

JOB GOAL: To coordinate the work of the department in the furtherance of district and school goals.
PROFESSIONAL RESPONSIBILITIES:

To prepare and oversee the department's budget and spending.

To attend regular department chair meetings.

To coordinate the curriculum, instruction, and assessment work of the department in accordance with district and school
goals, and the learning needs of students.

To communicate with the principal about issues of interest concerning the department.

To coordinate the work of the department connected to school events such as recognition evenings and other events.
To work cooperatively with other colleagues in other departments.

Other tasks as assigned by the Principal.

TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully completed
and the extent to which yearly job goals are met. The Principal or Assistant Principa will perform the evaluation.

NOTEL The above job description reflects the general requirements necessary to describe the principal functions or
responsibilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
beinherent in the job, either at present or in the future.

APPROVED: November 9, 2010



Director of Guidance

TITLE: Director of Guidance

QUALIFICATIONS: Guidance Counselor, strong organizational and communication skills

REPORTS TO: The Principa

SUPERVISES: NA

JOB GOAL: To coordinate the work of the department in furtherance of district and school goals and needs of the students.
PROFESSIONAL RESPONSIBILITIES:

To prepare and oversee the department's budget and spending.

To attend regular department chair meetings.

To coordinate the delivery of Guidance servicesin order to meet the needs of students, consistent with district policies and
school rules and practices.

To communicate with the Principal about issues of interest concerning the department.

To coordinate the work of the department connected to school events such as recognition evenings, open houses, parent
meetings, and other events.

To communicate with parents on aregular basis concerning the work of the department.
To cork cooperatively with other colleagues in other departments.
Other tasks as assigned by the Principal.

TERMS OF EMPLOYMENT: Twelve months per year with the compensation in accordance with the fee structure of the
negotiated Cape Elizabeth Education Association agreement.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully completed and the extent to which yearly job goals are met. The Principal or Assistant Principal will perform
the evaluation.

NOTE: The above job description reflects the general requirements necessary to describe the principal functions or
responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present or in the future.

APPROVED: November 9, 2010



Drama - Fall Performance Director

TITLE: Drama- Fall Performance Director

QUALIFICATIONS:

Hold avalid State of Maine Criminal History Records Check Approval.
CEHS teacher or staff member preferred.

An adult with strong background in directing large ensemble theater with cast members of al ages and
knowledge and expertise in al of the support, behind the scenes tasks including costuming, technical
theater, etc.

REPORTS TO: Building Principal or Assistant Principal

SUPERVISES:

A theater ensemble of 75-100 young people of avariety of ages.

A cadre of other theater staff, including the Tech director, Music director, and Theater Assistant.

JOB GOAL:

The goal of the Drama - Fall Performance director isto supervise all aspects of the production of alarge ensemble
production, which is often but not aways amusical. Individua cast memberswill develop their own theatrical skills and
learn to work in cooperation with alarge ensemble towards the creation of an excellent theatrical production. The support
crew members will develop their own skills in lighting, costuming, and technical production. A byproduct of working on a
project of this magnitude is the development of general teamwork skills, confidence, and an understanding of what it means
to create something excellent.

PROFESSIONAL RESPONSIBILITIES:

VI.

VII.

To prepare and oversee the extracurricular theater budget, including an accurate accounting of all ticket
revenues and expenditures from the theater Student Activities account.

. Tomeet on avirtually daily basis, after school and during weekends, from approximately mid-September

to the end of November in rehearsal, developing individual student skills and ensemble quality.

. Towork through all logistics (transportation, rehearsal time and space, purchasing, equipment needs,

rental of score and play, program creation and publication, etc.) related to the fall theater, large ensemble
production.

. To coordinate the logistics (transportation, school facilities use, etc.) with Community Services,

custodians, and other district staff members to ensure that events happen smoothly and as designed.

. To coordinate all work with the Theater Assistant, Music Director, and Tech Director towards the creation

of the fall production.

To consider the strengths and needs of the student cast and crew to select appropriate productions, in
consultation with the Theater Council, to challenge and extend the abilities of ensemble members.

To communicate with parents and students, as necessary, to work through problems and circumstances
that occur from time to time in an activity involving sustained and intense commitment on the part of



many students, absences, and the impact of eligibility policies and rules.

VIII. Other duties assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



Drama - Spring Performance Director

TITLE: Drama - Spring Performance Director

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member preferred.

I11. An adult with a strong background in directing small ensemble theater with cast members of all ages and
knowledge and expertise in al of the support, behind the scenes tasks including costuming, technical
theater, etc.

REPORTS TO: Building Principal or Assistant Principal

SUPERVISES:

I. A theater ensemble of 20-50 young people of High School age.

Il1. A cadre of other theater staff, including the Tech director, and Theater Assistant.
JOB GOAL:

The goal of the Drama - Spring Performance director position is to supervise all aspects of the production of a small
ensemble production. Individua cast members will develop their own theatrical skills and learn to work in cooperation with
amedium ensemble towards the creation of an excellent theatrical production. The support crew members will develop their
own skillsin lighting, costuming, and technical production. A byproduct of working on a project of this magnitude is the
development of general teamwork skills, confidence, and an understanding of what it means to create something excellent.

PROFESSIONAL RESPONSIBILITIES:

I. To prepare and oversee the extracurricular theater budget, including an accurate accounting of all ticket
revenues and expenditures from the theater Student Activities account.

I1. Tomeet onavirtually daily basis, after school and during weekends, from approximately early April to
late May in rehearsal, developing individual student skills and ensemble quality.

I11. Towork through all logistics (transportation, rehearsal time and space, purchasing, equipment needs,
rental of score and play, program creation and publication, etc.) related to the fall theater, large ensemble
production.

IV. To coordinate the logistics (transportation, school facilities use, etc.) with Community Services,
custodians, and other district staff members to ensure that events happen smoothly and as designed.

V. To coordinate all work with the Theater Assistant and Tech Director towards the creation of the spring
production.

VI. To consider the strengths and needs of the student cast and crew to select appropriate productions, in
consultation with the Theater Council, to challenge and extend the abilities of ensemble members.

VII. To communicate with parents and students, as necessary, to work through problems and circumstances
that occur from time to time in an activity involving sustained and intense commitment on the part of
many students, absences, and the impact of eligibility policies and rules.



VI11. Other duties assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



Drama - Theater Class Productions Director

TITLE: Drama- Theater Class Productions Director

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member preferred.

I11. An adult with a strong background in directing small ensemble theater with cast members of all ages and
knowledge and expertise in al of the support, behind the scenes tasks including costuming, technical
theater, etc.

REPORTS TO: Building Principal or Assistant Principal

SUPERVISES:

I. A theater ensemble of 20-40 young people of High School age, many of whom are class membersin one
of the theater classes offered in the CEHS schedule.

I1. A cadre of other theater staff, including the Tech director, and Theater Assistant.
JOB GOAL:

The goal of the Drama - Theater Class Performance director position isto supervise all aspects of the production of a small
ensemble production for performance in the Maine Theater (One Act) Festival competition. Individual cast members will
develop their own theatrical skills and learn to work in cooperation with a small ensemble towards the creation of an
excellent theatrical production. The support crew members will develop their own skillsin lighting, costuming, and technical
production. A byproduct of working on a project of this magnitude is the development of general teamwork skills,
confidence, and an understanding of what it means to create something excellent.

PROFESSIONAL RESPONSIBILITIES:

I. To prepare and oversee the extracurricular theater budget, including an accurate accounting of all ticket
revenues and expenditures from the theater Student Activities account.

I1. Tomeet onavirtually daily basis, after school and during weekends, from approximately early January to
the middle of March in rehearsal, developing individual student skills and ensemble quality.

I11. Towork through all logistics (transportation, rehearsal time and space, purchasing, equipment needs,
rental of score and play, program creation and publication, etc.) related to the winter theater, small
ensemble One Act production and related to the transportation of the production to other high school
theatersin the Maine One Act Festival.

IV. To coordinate the logistics (transportation, school facilities use, etc.) with Community Services,
custodians, and other district staff members to ensure that events happen smoothly and as designed.

V. To coordinate all work with the Theater Assistant and Tech Director towards the creation of the One Act
production.

V1. To consider the strengths and needs of the student cast and crew to select appropriate productions, in
consultation with the Theater Council, to challenge and extend the abilities of ensemble members.



VIl. To communicate with parents and students, as necessary, to work through problems and circumstances
that occur from time to time in an activity involving sustained and intense commitment on the part of
many students, absences, and the impact of eligibility policies and rules.

VIII. Other duties assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



Freshman Transition Coordinator

TITLE: Freshman Transition Coordinator

QUALIFICATIONS:

|. Education/Certification: College degree or equivalent. Hold avalid State of Maine Criminal History
Records Check Approval. Teaching certificate not required.

I1. Specia Knowledge/Skills: Knowledge, understanding, and demonstrated aptitude or competence in the
following skills: developing positive relationships with adolescents, including the ability to support and
work patiently with challenging students, mentoring/coaching skills; the skills to think creatively and
independently (with guidance); the persistence and empathy needed to win alliances with staff and
constructively support creative, non-traditional educational pathways for students; the ability to work
collaboratively with other professionalsin a team-planned and team-taught classroom environment.

I11. Experience: Successful experience in leadership, working with adolescents and demonstrated human
relations and organizational skills. Teaching experience and/or work in an educational setting with
adolescentsis preferred. Varied work experiences that allow the successful candidate to trandlate students;,
classroom learning into real-life application and reflection is also desirable.

REPORTS TO: High School Assistant Principal

JOB GOALS: To support the successful transition of adolescents who may need additional support to be successful in school
in terms of development of work and organizational habits and self-insight.

PERFORMANCE RESPONSIBILITIES:

As Freshman Transition Coordinator, the employee will have the following responsibilities:

I. Working under the leadership of certified teachers and administrators, to assist in planning a Freshman
Academy class that will be collaboratively delivered by ateam of teachers and others, including this
employee, to agroup of 8-15 students entering ninth grades to support them in their academic,
organizational, social, emotional, and behavioral transitions to high school.

I1. To monitor the academic performance and engagement of entering ninth-grade students so that students
who are struggling are quickly identified and to coordinate and facilitate, following the leadership of
building administrators and the 9th grade School Counselor, the necessary parent, counselor student,
teacher, and staff conversations to support the student's success.

I11. To plan, organize, coordinate, communicate, and offer any student training necessary for the FreshLinks
program, a program in which each ninth grade student is assigned an older student in a mentoring
relationship.

TERMS OF EMPLOYMENT: 5 hours per week/195 days per year (39 weeks)
WORKING CONDITIONS:

Mental Demands: calculating, reflecting, comparing, problem-solving, evaluating, interpreting, relating, organizing,
planning, documenting, coordinating, networking, communicating, implementing, presenting

Physical Demands: The physical demands listed here are representative of those that are required to successfully
perform the essential functions of this job: sitting walking, climbing stairs, operating computers and other equipment,
driving, using tools, and lifting or moving up to 50 pounds



Environmental Conditions: inside, outside, dlippery surfaces, potential minimal biological exposure ( human waste,
body fluids), working around moving objects, working with students, working with adults, and working alone

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully handled and the extent to which yearly action plans and job goals are met. The Assistant Principal will
perform the evaluation.

The Cape Elizabeth School Department expects that al employees will perform assigned duties diligently,
professionally, and efficiently and in compliance with al district policies and procedures as well as al federal and
state laws.

NOTE: The above job description reflects the general requirements necessary to describe the principal functions or
responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that
may be inherent in the job, either at present or in the future.

School Board Approved: September 8, 2015



Middle School Team L eader

TITLE: Middle School Team Leader

QUALIFICATIONS:

I. Maine Department of Education certification as Teacher and other legal credentials required to be “Highly
Qualified” according to State and Federal standards.

I1. Must be amiddle school staff member with at |east three years experience.
REPORTS TO: MS administration
SUPERVISES:

Grade (i.e., 5th, 6th, 7th, 8th) or subject (i.e., World Language, Allied Arts, Instructional Support), lead grade or team
meetings, may lead grade level meetings with students and staff.

JOB GOAL:

To facilitate communication among team members and with members of other CMES teams, act as liai son between
administration and team member. The CEM S team leaders also communicate their team’ s events to the community. Because
of the goal of shared leadership with this position, thisroleis best served in atwo-year revolving seat.

PROFESSIONAL RESPONSIBILITIES:

e Chair and run aweekly meeting with the team members to discuss team needs and deal with a variety of issues.
e Support team members.

e Act asliaison as necessary with content leader for CIA work.

¢ Assign team membersto be the note takers for minute dissemination.

¢ Coordinate the annual budget for the team.

¢ Attend bi-weekly team |eader meetings.

e Act asthe contact person for a number of issues that take place during the school day. An example would be
when duties cannot be covered, trying to fill that need.

¢ Organizefield trips, special events, assessments and the like for the grade/team.

e Theteam |leader position requires providing leadership for the team. Also, when certain tasks need to be
accomplished (i.e., such as assemblies), team leader del egates these tasks.

e Participatesin shared leadership.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:



The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The MS Administration will perform the evaluation.

NOTE:
The above job description reflects the general requirements necessary to describe the principal functions or responsihilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



Mock Trial Advisor

TITLE: Mock Tria Advisor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.

I1. CEHS teacher or staff member preferred with strong communication and organizational skills.
REPORTS TO: Building Principal
SUPERVISES:
JOB GOAL.:

To coach and train the student members of the Mock Trial team to well represent themselves and CEHS in the statewide
mock trial competition.

PROFESSIONAL RESPONSIBILITIES:

I. To prepare and oversee the Mock Trial budget.

I1. To coordinate, arrange, oversee, and/or deliver coaching instruction to the team members to prepare them
for the state competition.

I11. To coordinate and attend the team’ s regular meetings.
IV. To communicate with the Principal concerning matters connected to the team.

V. To attend regional and state meetings, as appropriate and needed, concerning the state mock trial
competition.

VI. Tocommunicate clearly with other members of the staff (custodians, community services, teachers, etc.)
concerning issues connected to the team.

VII. Other duties assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE:



The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the
job, either at present or in the future.

Approved: November 9, 2010



MS Student Support Team L eader

TITLE: MS Student Support Team L eader
QUALIFICATIONS:

Education /Certification:

I. Maine Department of Education certification as Teacher and other legal credentials required to be "highly
qualified according to State and Federal standards.

REPORTS TO: Middle School Administrator

SUPERVISES: Indirectly supervisesteacher and Student Support Team members in the development of student learning
plans and implementation of personalized learning plans

JOB GOALS: The SST Leader will organize all aspects in the SST, including communication record keeping, training of
staff, and coordination with Pond Cove and CEHS Student Support Teams.

PROFESSIONAL RESPONSIBILITIES: The Student Support Team Leader will:

¢ Schedule, coordinate, and attend weekly meetings after school

e Support SST members and classroom teachers with the development of SLPs (student learning plans) and pre-
referralsto SST Team

¢ Notify parents of determinations made by the team (personalized learning plan)

o Keep officia records of all students actively being served by the MS SST

¢ Coordinate with outside agencies, administrators, etc. as needed

e Oversee the personalized plan (PLP) with support of SST members and classroom teachers

e Communicate with classroom teachers and Instructional Support staff on an on-going basis in regards to progress
of PLP.

TERMS OF EMPLOYMENT: 12 months per year with compensation in accordance with the fee structure of the negotiated
Cape Elizabeth Education Association agreement.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully completed and the extent to which yearly job goals are met. The Middle School Administration team will
perform the evaluation.

NOTE: The above job description reflect the general requirements necessary to describe the principal functions or
responsibilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present or in the future.

APPROVED: November 9, 2010



Musical Director for Musical

TITLE: Musical Director for Musical

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member preferred.

I11. An adult with a strong organizational and communication skills and a strong background and skill set
connected with the musical aspect of theater productions.

REPORTS TO: Building Principal or Assistant Principal
SUPERVISES:

Approximately 5-10 students and parent volunteers involved in the musical aspect of Cape Elizabeth High School’s musical
theater productions.

JOB GOAL:

The goal of the Musical Director isto support the musical needs of Cape Elizabeth High School’s musical theater
productions. The Musical Director develops the individual musical, small ensemble skills of the pit band members, involving
individual membersin musical decisions as appropriate to their background and skill level. The pit band members gain an
appreciation for the complexities of being part of a complex production and pride and confidence in their own abilities.

PROFESSIONAL RESPONSIBILITIES:

I. In collaboration with the Theater Director, to plan for and implement the musical aspects of the various
theater productions, including rehearsing with the pit band members, developing their musical skills, and
consulting with the Theater Director.

I1. To recruit students who can fill the various musical needs for a particular production.

I11. To study and practice the musical score in preparation for rehearsals and productions and their own
musical role in the pit band.

IV. To attend theater rehearsals as requested by the Director to fit the needs of a particular production. In
general, thisinvolvement will entail at least 2-3 rehearsals per week from mid-September until late
November.

V. To plan for and address the musical amplification needs for the pit band to support the musical theater
productions of Cape Elizabeth High School.

V1. Other duties assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:



The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE:
The above job description reflects the general requirements necessary to describe the principal functions or responsihilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



National Honor Society Advisor

TITLE: National Honor Society Advisor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS staff teacher or equivalent professional.
REPORTS TO: Building Principal
SUPERVISES:

JOB GOAL:

To coordinate and organize an active, high quality NHS organization in conformity with the goals and mission of the
National NHS organization.

PROFESSIONAL RESPONSIBILITIES:

I. Meet with National Honor Society members on aregular basis to coordinate activities, including
fundraising, charitable, and tutoring.

I1. Beresponsible for and oversee the member selection process in conformity with the national and local
organization rules.

I11. Handle al questions and communications related to the selection process.
IV. Organize and coordinate the annual induction ceremony.
V. Other duties assigned by the Principal.

TERMS OF EMPLOY MENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the
job, either at present or in the future.

Approved: November 9, 2010



PCES Content L eader

CAPE ELIZABETH SCHOOL DEPARTMENT
Job Descriptions - Co-Curricular
TITLE: PCES Content Leader

QUALIFICATIONS:

¢ Maine Department of Education teacher certification

e Knowledge of and interest in curriculum alignment and proficiency-based education as they relate to a particular
content area (ELA, math, science, and socia studies)

¢ Strong communication and facilitation skills
REPORTS TO: PCES Principa and Director of Teaching and Learning

SUPERVISES: N/A JOB GOAL: To assist the PCES Principal and Director of Teaching and Learning in guiding alignment
of curriculum and implementation of proficiency-based education within a particular content area (ELA, math, science, and
social studies)

PROFESSIONAL RESPONSIBILITIES:

Act as aliaison between teachers and school/district administrators regarding a particular content area

Assist in planning professional development for the early release Wednesdays

Meet monthly with the PCES Principal and Director of Teaching and Learning

Facilitate curriculum work/professional development on the early release Wednesdays, as appropriate

Oversee content-specific budgeting and ordering, as appropriate

Collaborate with CEMS counterpart, as appropriate

TERMS OF EMPLOYMENT: Academic year with compensation in accordance with the fee structure of the negotiated Cape
Elizabeth Education Association agreement.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully completed and the extent to which yearly job goas are met. The PCES Principal and Director of Teaching and
Learning will perform the evaluation. The Cape Elizabeth School Department expects that all employees will perform
assigned duties diligently, professionally and efficiently and in compliance with all district policies and procedures as well as
all federal and state laws.

NOTE: The above job description reflects the general requirements necessary to describe the principal functions or
responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
beinherent in the job, either at present or in the future.

APPROVED: August 28, 2018



PCES Grade Level Team Leader

CAPE ELIZABETH SCHOOL DEPARTMENT
Job Descriptions - Co-Curricular
TITLE: PCES Grade Level Team Leader (7 positions. K, 1, 2, 3, 4, AA, Special Ed)

QUALIFICATIONS:

Maine Department of Education teacher certification

At least two years experience at Pond Cove

Strong communication and facilitation skills

Demonstrate a willingness to share resources, materials and expertise REPORTS TO: PCES Principa

SUPERVISES: N/A JOB GOAL:

¢ To support strong two-way communication between administration and all staff members

e To ensure that building goals are accomplished and that our students’ learning environment is best supported
through our collaborative efforts

e Tofoster optimal learning for al students through facilitation of efforts and discussions related to student needs
aswell as curriculum, instruction, and assessment.

PROFESSIONAL RESPONSIBILITIES:

¢ Develop, maintain, and share rolling agenda/minutes of all meetings with relevant links attached

¢ Use protocols to examine data and engage RT!1 specialists and educational technicians in collaborative
conversations

e Facilitate the planning of units and assessments

e Support the development of early release day and staff meeting agendas
¢ Use student work to calibrate practice as well as to adapt instruction

¢ Manage resources effectively, including identifying budget needs

¢ Organize special events/tripg/etc.

e Meet at least monthly with the building leadership team to review work in progress and plan for the future

TERMS OF EMPLOYMENT: Academic year with compensation in accordance with the fee structure of the negotiated Cape
Elizabeth Education Association agreement.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully completed and the extent to which yearly job goals are met. The PCES Principal will perform the evaluation.
The Cape Elizabeth School Department expects that al employees will perform assigned duties diligently, professionally
and efficiently and in compliance with all district policies and procedures as well as all federal and state laws.



NOTE: The above job description reflects the general requirements necessary to describe the principal functions or
responsibilities of the job identified and shall not be interpreted as a detailed description of all work requirements that may
beinherent in the job, either at present or in the future.

APPROVED: August 28, 2018



Pond Cove Student Support Team L eader

CAPE ELIZABETH SCHOOL DEPARTMENT
Job Descriptions - Co-Curricular
TITLE: Pond Cove Student Support Team L eader

QUALIFICATIONS:

At least three years of teaching experience

At least two years of teaching experience at Pond Cove preferred

Demonstrated positive interpersonal skills

Demonstrate success as an organized |eader

Demonstrated success as a creative problem solver

Demonstrated success as a reliable team member

Knowledge of RTI process

Ability to work with students, teachers and school leaders, and committed to collaboration with all stakeholders
for the benefit of students

REPORTS TO: PCES Principal
SUPERVISES: NA

JOB GOAL:

e Tolead the SST team in the oversight of the Response to Intervention (RTI) process at Pond Cove
e To participate in effective data-based inquiry, guide colleagues to make instructional decisions informed by the

professional knowledge base, and cultivate a professional culture of shared ownership for student learning in the
school

PROFESSIONAL RESPONSIBILITIES:

¢ Schedule and develop agenda for SST meetings

Meet regularly with administration (principal/assistant principal)

Consult with classroom teachers and other speciaists, as heeded

Collaborate with colleagues to analyze student data to identify student needs across the school.

e Serveas aresource for colleagues looking for assistance with the RTI process

Collaborate with building leadership teams to identify areas for instructional improvement to support all students

TERM OF EMPLOYMENT: Applicable terms of the Cape Elizabeth Education Association agreement.



EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of thejob are
successfully completed and the extent to which yearly job goals are met. Pond Cove Principal or Assistant Principal will
perform the evaluation. The Cape Elizabeth School Department expects that all employees will perform assigned duties
diligently, professionally and efficiently and in compliance with all district policies and procedures as well as all federal and
state laws.

NOTE: The above job description reflects the general requirements necessary to describe the principal functions or
responsibilities of the job identified and shall not be interpreted as a detailed description of all work requirements that may
be inherent in the jab, either at the present time or in the future.

APPROVED: August 28, 2018



Pond Cove Student Support Team Member

CAPE ELIZABETH SCHOOL DEPARTMENT
Job Descriptions - Co-Curricular
TITLE: Pond Cove Student Support Team Member

QUALIFICATIONS:

At least three years of relevant experience

At least two years of relevant experience at Pond Cove preferred

Demonstrated positive interpersonal skills

Demonstrated success as a creative problem solver

Demonstrated success as areliable team member

Knowledge of RTI process

Ability to work with students, teachers and school |eaders, and committed to collaboration with all stakeholders
for the benefit of students

REPORTS TO: PCES Principa and Assistant Principal
SUPERVISES: NA

JOB GOAL:

e Work as part of ateam to oversee the Response to Intervention (RTI) process at Pond Cove

¢ Participate in effective data-based inquiry, guide colleagues to make instructional decisionsinformed by the
professional knowledge base, and cultivate a professional culture of shared ownership for student learning in the
school

PROFESSIONAL RESPONSIBILITIES:

Attend and actively participate in SST meetings

Consult with classroom teachers and other speciaists, as needed

Coallaborate with colleagues to analyze student data to identify student needs across the school.

Document student discussion notes, and communicate with SST |eader and classroom teacher
o Serve asaresource for colleagues looking for assistance with the RTI process

¢ Collaborate with building leadership teams to identify areas for instructional improvement to support al students
TERM OF EMPLOYMENT: Applicable terms of the Cape Elizabeth Education Association agreement.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of thejob are
successfully completed and the extent to which yearly job goals are met. Pond Cove Principal or Assistant Principal will



perform the evaluation. The Cape Elizabeth School Department expects that all employees will perform assigned duties

diligently, professionally and efficiently and in compliance with al district policies and procedures as well as al federal and
state laws.

NOTE: The above job description reflects the general requirements necessary to describe the principal functions or
responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the jab, either at the present time or in the future.

APPROVED: August 28, 2018



Recertification Committee Representative

TITLE: Recertification Committee Representative

QUALIFICATIONS:

e State of Maine professional or educational technician certification

o At least three (3) years of experience working in the Cape Elizabeth schools

¢ Working knowledge of information included in the Cape Elizabeth School Department Recertification Plan

¢ Strong organizational, communication, and technology skills
REPORTS TO: Assistant Superintendent
SUPERVISES: N/A
JOB GOAL: To oversee the recertification process for educators employed by the Cape Elizabeth School Department.

PROFESSIONAL RESPONSIBILITIES:

I. Attend monthly Recertification Committee meetings and additional Recertification Committee meetings
as scheduled.

I1. Review the recertification process with educators on an annual basis and as needed throughout the year.

I11. Assist educators new to the Cape Elizabeth School Department in retrieving from their prior district
evidence of any hours documented toward recertification.

IV. Create Recertification Folders for educators new to the district.
V. Assist educatorsin completing the Recertification Documentation Form.

V1. Review and approve Recertification Documentation Forms and update total number of hours within each
educator's Recertification Folder (shared via Google Drive).

VII. Inform the Assistant Superintendent of educators eligible to be recommended for renewal.
VIII. Inform educators once they can renew their certification online.
IX. Stay current on Maine Department of Education rules and regulations governing recertification.

X. Annually review the Recertification Plan and make changes as needed, including tutorials for educators.

TERMS OF EMPLOYMENT: Academic year with compensation in accordance with the fee structure of the negotiated Cape
Elizabeth Education Association agreement.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully completed and the extent to which yearly job goals are met. The Assistant Superintendent will perform the
evaluation.

NOTE: The above job description reflects the general requirements necessary to describe the principal functions or
responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
beinherent in the job, either at present of in the future.


https://core-docs.s3.amazonaws.com/documents/asset/uploaded_file/1243451/Recertification_Plan.pdf

APPROVED: November 9, 2010

REVISED: May 11, 2021



Student Advisory Council Advisor

TITLE: CEHS Student Advisory Council (Student Government) Advisor

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member strongly preferred.

I11. An adult with strong organizational and communications skillswho is familiar with and able to effectively
instruct approximately 20 elected student representatives so that they develop their leadership and problem
solving skills, as applied to various school issues. The advisor is also able to inspire them to work
effectively together in a productive, collaborative way so that CEHS' s student government has a voice at
the table shaping CEHS's culture in a positive way that is perceived by students as providing an important
and effective outlet.

REPORTS TO: Building Principal or Assistant Principal
SUPERVISES:

Group of approximately 20 elected student representatives from grades 9-12 and a smaller core group of elected officers who
shape the agenda and direction of the group in a concerted, effective way.

JOB GOAL:

To provide an effective outlet for CEHS' s students to shape their school culture in a positive and constructive way through
an effective process that tackles school issues of interest to students and engages students in a consideration of varied points
of views held by students, teachers, school staff, and administrators. Participation in student government will help develop
students’ leadership and communication skills and introduce them to ways that groups work together effectively to identify
problems, consider solutions, determine solutions, and communicate to varied audiences with different perspectives and roles
within the school. SAC participation will enhance skills that are central to effective leadership and citizenship in awide
variety of contexts outside school.

PROFESSIONAL RESPONSIBILITIES:

|. To prepare and oversee the SAC budget.
I1. To coordinate and advise students during regular (usually every other week or monthly) meetings.

I11. To meet on aregular (usually at least every other week) basis with the executive group of officersto plan
agendas and meetings.

IV. To develop and/or follow a process described in a constitution that guides the SAC process; to ensure that
the constitution is understood by all SAC members and that there is a process in place to regularly review
and consider amendments to the constitution.

V. To develop student individual communication and leadership skills and group collaboration skills that are
essential and effective problem solving.

V1. To communicate with the Principal concerning matters connected to the SAC.

VII. To attend regional and statewide student government meetings, as available and appropriate and as funds
permit.



VIIl. To oversee and coordinate elections of representatives to the SAC to ensure that the prescribed and fair
processis followed, free of flaws that undermine the credibility of the SAC.

IX. To communicate clearly, as necessary, with parents/guardians and with other members of the staff
(custodians, community services, teachers, etc.) concerning issues connected to the team.

X. Other duties assigned by the Principal.
TERMS OF EMPLOY MENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:
The basis of the evaluation will be the extent to which the performance responsihilities of the job are successfully handled

and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsihilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the
job, either at present or in the future.

Approved: November 9, 2010



Student Support Coordinator

TITLE: Student Support Coordinator

QUALIFICATIONS:

e Maine Department of Education certification in one of the following:

o 282 Teacher of Children with Disabilities

o

079 Special Education Consultant

o

035 Assistant Administrator of Special Education

o

030 Administrator of Special Education

e Minimum of 5 years relevant experience
REPORTS TO: Director of Specia Services

JOB GOAL: The Student Support Coordinator will work as a colleague with special and regular education teachersto
support student learning. This person will ensure that all special education services are being delivered and provide support
for personnel in the implementation of accommodations and modifications as appropriate. This position will act asaliaison
between our three schoolsin order to align a K-12 approach to curriculum, culture, and support for all students.

RESPONSIBILITIES:

Leadership

¢ In conjunction with building administrators, facilitate special education team meetings
e Provideinstructiona guidance and team leadership within the school setting

e Initiate, prepare, and facilitate various forms of staff devel opment activities to address personnel readiness and
skill development

Assist teachers in examining teaching practices in order to effectively meet the needs of all students and assist
with classroom/RTI interventions prior to areferral to specia education

Support supervision and evaluation of all special education Ed Techs

Support classroom teacher with implementation of supplemental aids and services

Facilitate Student Support Team meeting across three buildings

Sit on other committees that the Director and Principal deem necessary

Programmatic

¢ Facilitate the necessary communications and programmatic linkages with adult education (7-12 position),
aternative education, vocational education, preschool programs (K-6 position), specia education, and regular
education personnel to address programming needs



e Assist in the development and coordination of RTI services

¢ Develop and utilize atransition process to support students mobing between buildings

Case Management

e Coordinate specia education referrals

e Communicate with parents to facilitate understanding of any instructional support processes

Testing

e Administer academic achievement testing and student observations

Administrative and Reporting

e In conjunction with building administration, may act as the administrative designee and facilitate | EP meetings

e Prepares and delivers reports, plans, and program descriptions as requested by the school and district
administrators

e Monitor specia education documentation, record-keeping, and communications to assure compliance with state
regulations and district policies

e Communicate with administrative and district office staff regarding necessary census, finance, personnel, and
program data

TERMS OF EMPLOYMENT: Applicable terms of the Cape Elizabeth Education Association agreement

EVALUATION: The basis of the evaluation will the extent to which the performance responsibilities of the job are
successfully handled and the extent to which yearly action plans and job goals are met. The Director of Specia Services will
perform the evaluation.

The Cape Elizabeth School Department expects that all employees will perform assigned duties diligently, professionally,
and efficiently and in compliance with all district policies and procedures as well as all federal and state laws.

NOTE: The above job description reflects the general requirements necessary to describe the principle functions or
responsibilities of the job identified and shall not be interpreted as a detailed description of all work requirements that may
be inherent in the job, either at present or in the future.

School Board Approved: March 15, 2017



Technical Director for Theater

TITLE: Technical Director for Theater

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member preferred.

I11. An adult with a strong organizational and communication skills and a strong background and skill set
connected with the technical/set design aspect of theater productions.

REPORTS TO: Building Principal or Assistant Principal
SUPERVISES:

Approximately 5-10 students and parent volunteers involved in the technical/set design aspect of Cape Elizabeth High
School’ s technical/set design theater productions.

JOB GOAL:

The goal of the Technical Director is to support the set design needs of Cape Elizabeth High School’s musical theater
productions. The Technical Director develops the individua creative and technical skills of the tech crew, involving
individual membersin set design decisions as appropriate to their background and skill level. The tech crew gains an
appreciation for the complexities of being part of a complex production and pride and confidence in their own abilities.
Many members of the tech crew are students who are often not involved in multiple school activities so their successful work
on the tech crew is an important source of pride, self confidence, and sense of competence.

PROFESSIONAL RESPONSIBILITIES:

I. In collaboration with the Theater Director, to plan for and implement the set design aspects of the various
theater productions, including the creative planning for sets, manufacturing of sets, and the taking up and
putting down of sets before and during theatrical productions.

I1. To recruit students who can fill the various set design needs for a particular production.

I11. To develop the necessary technical and creative skills in those students to successfully meet the set design
challenges of each theater production.

IV. To study and practice the play in preparation for rehearsals and productions and their own rolein the
production.

V. To study the set design of other theater productions, including productions of the plays that are being
produced by the Cape Elizabeth High School theater program.

V1. To attend theater rehearsals as requested by the Director to fit the needs of a particular production. In
general, thisinvolvement will entail at least 2-3 rehearsals per week from mid-September until late
November. Set design will also entail many weekend and weekday hours for construction of sets outside
of and in addition to rehearsal time.

VII. Other duties assigned by the Principal.

TERMS OF EMPLOY MENT:



Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



Theater Assistant

TITLE: Theater Assistant

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member preferred.

I11. An adult with a strong organizational and communication skills and a strong background and skill set
connected with the costuming aspect of theater productions.

REPORTS TO: Building Principal or Assistant Principal
SUPERVISES:

Approximately 5-10 students and parent volunteers involved in the costuming aspect of Cape Elizabeth High School’s
theater productions.

JOB GOAL:

The goal of the Theater Assistant is to support the costuming needs of Cape Elizabeth High School’ s theater productions.
The Theater Assistant develops the individual skills of the costuming cream involving individual crew membersin
costuming decisions as appropriate to their background and skill level. The costuming crew gains an appreciation for the
complexities of being part of acomplex production and gains pride and confidence in their own abilities. Many times,
costuming student crew members are students who are not frequently involved in other school activities so that their rolein
this aspect of the theater production is critical to their self-worth and contribution.

PROFESSIONAL RESPONSIBILITIES:

I. In collaboration with the Theater Director, to plan for and implement the costuming needs of the various
theater productions, including scrounging or purchasing materials, developing student technical skills
(sewing, etc.) related to costuming.

I1. To organize the costume archives of the theater department in accordance with the needs of the
department and safety codes.

I11. Other duties assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principa or Assistant Principal will perform the
evaluation.

NOTE:



The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the
job, either at present or in the future.

Approved: November 9, 2010



Theater Manager

TITLE: Theater Manager

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member preferred.

I11. An adult with a strong background in directing small ensemble theater with cast members of all ages and
knowledge and expertise in al of the support, behind the scenes tasks including costuming, technical
theater, etc.

REPORTS TO: Building Principal or Assistant Principal
SUPERVISES:

Custodians and maintenance stagg in the actual upkeep and cleaning of the auditorium facility, although the priority of that
work is determined by the Principal, Maintenance, and Community Services Director in consultation with the Theater
Manager.

JOB GOAL:

The goal of the Theater Manager is, in consultation with the Principal and Community Services Director, to coordinate a
calendar of events related to the use of the Cape Elizabeth High School Auditorium. The Theater Manager also is responsible
for the overall upkeep of the physical plant of the auditorium, including lighting, other equipment, curtains, and electrical.
The Theater Manager coordinates equipment purchases and works cooperatively with the Maintenance Director and
Community Services Director to perform long-term planning for the physical plant of the auditorium.

PROFESSIONAL RESPONSIBILITIES:

|. To prepare and oversee the purchase of lighting and other equipment needed to support the utility of the
auditorium for its varied uses, including the theater productions held in the venue.

I1. Towork with the Maintenance Director, Community Services Director, and Principal in long term
planning for the physical needs of the auditorium.

I11. To plan and oversee the expenditures of the Equipment and Equipment Repairs accountsin the theater
budget and the portions of the Maintenance budget, in cooperation with the Maintenance Director,
targeted at auditorium upkeep and improvement.

IV. To schedule all uses of the auditorium in cooperation with the Principal, Community Services Director,
and Maintenance Director.

V. Other duties assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:



The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The Principal or Assistant Principal will perform the
evaluation.

NOTE:
The above job description reflects the general requirements necessary to describe the principal functions or responsihilities of
the job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the

job, either at present or in the future.

Approved: November 9, 2010



Visual Arts Club Advisor

TITLE: Visual Arts Club Advisor (1st Semester or 2nd Semester)

QUALIFICATIONS:

I. Hold avalid State of Maine Criminal History Records Check Approval.
I1. CEHS teacher or staff member strongly preferred.

I11. An adult with strong organizational and communications skills who has strong skillsin the visual arts or
crafts and has demonstrated strong ability to instruct and enhance students' abilitiesin avisual art or craft
that artistically-inclined students are not able to develop within the CEHS visual arts program.

REPORTS TO: Building Principal or Assistant Principal
SUPERVISES:

The Visual Arts Club advisor(s) supervises two separate groups of students, one group of 6-10 students meeting semester
one, and another group 6-10 students meeting semester two.

JOB GOAL:

The goal of the Visua Arts program isto introduce a small group of artistically-inclined and interested students to visual arts
or craft skills that are typically outside or beyond the range of skills taught in our visual arts curriculum. For example,
students have typically been introduced to such skills as jewelry making taught by a professional jewelry maker or a
speciaized form of ceramics that extends student skills beyond what is taught in our ceramics classes. The Visual Arts
program develops practical skills that could be sources of income in the future and introduces students to standards of artistic
excellence and to techniques that are prevalent in the professional arts and craft world. The Visual Arts club typically attracts
students who are passionate about art and who are often not extensively involved in other school activities, thereby providing
aforum of skills development and recognition that are otherwise lacking for these students.

PROFESSIONAL RESPONSIBILITIES:

|. To prepare and oversee the Visual Arts budget.

I1. Towork with the school’ s arts teachers to coordinate the use of facilities, storage of supplies, and
logistical issues as necessary.

I11. To meet with students on aregular (usually every other week to monthly) basisto provide oversight,
instruction, and feedback in an artistic skill of interest that has application in the arts and crafts
community.

IV. To communicate with the Principal concerning matters connected to the Visual Arts club.

V. To communicate clearly, as necessary, with parents and with other members of the staff (custodians,
community services, teachers, etc.) concerning issues connected to the Visual Arts club program.

VI. Other duties assigned by the Principal.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.



EVALUATION:
The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully handled

and the extent to which yearly action plans and job goals are met. The Principa or Assistant Principal will perform the
evaluation.

NOTE:

The above job description reflects the general requirements necessary to describe the principal functions or responsibilities of
the job identified and shall not be interpreted as a detailed description of al work requirements that may be inherent in the
job, either at present or in the future.

Approved: November 9, 2010



Webmaster

TITLE: Webmaster

QUALIFICATIONS:

|. Education/Certification:
I. High School diploma, or equivalent.

Il. Hold avalid State of Maine Criminal History Records Check Approval.

Il. Specia Knowledge:
|. Excellent communications skills.
I1. Thoroughness and an eye for detail.

I11. Understanding of html and web databases.

REPORTS TO: Technology Coordinator
SUPERVISES: NA
JOB GOAL:

Maintain the school district website which communicates school-related information to parents, students, and the
community-at-large.

PROFESSIONAL RESPONSIBILITIES:

I. Maintenance, on-going development of the school district website; including, but not limited to, assisting
administration and teachers to post information on aregular basis.

I1. Oversee the editing, updating, and development of all new and existing web pages on the Cape Elizabeth
School District (CESD) website.

I11. Ensuresthat all information posted on the CESD website follows al district policy, procedures, and state
laws.

IV. Designing new online services. Administering systems storing data and content to support websites and
online services.

V. Other duties as assigned to support district-wide online initiatives and various other technology projects.
TERMS OF EMPLOYMENT:

Twelve months per year with compensation in accordance with the fee structure of the negotiated Cape Elizabeth Education
Association agreement.

EVALUATION:



The basis of the evaluation will be the extent to which the performance responsibilities of the job are successfully completed
and the extent to which yearly job goals are met. Technology Coordinator will the perform the evaluation.

NOTE: The above job description reflects the general requirements necessary to describe the principal functions or

responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present or in the future.

APPROVED: November 9, 2010



