Riverton Community School District #14

Building Intersession Coordinator

Position Summary

Works with each district building principal as needed to implement intersession programs.  Directs and manages intersession affairs for the building.  

Coordinator will perform duties during preparation time, before school, and after school.  

Reports to the building principal

Duties Include:

A. Organizes basic building level intersession programming

1. Schedules teachers and classes.

2. Works with enrichment teachers to develop course offering and summaries.

3. Assists each school with on site programming.

4. Coordinates intersession programming toward enhancement of student growth and achievement in relation to the building expectations.

5. Attends intersessions as needed to ensure smooth and successful programming (this should be coordinated with building principal).

B. Directs building level staff issues

1. Recruits and recommends intersession certified 

teachers, instructors, assistants, and aides.

2. Designs intersession handbook and necessary forms.
3. Conducts regular meetings for intersession teacher.

4. Assists in the planning of intersession instruction.

C. Assists in the development of building level remedial guidelines.

1. Assists with the development of criteria for entry into programs.

2. Assists with the development of individual needs assessment prior to intersession.

3. Assists sending and receiving teacher communications.

4. Communicates with parents to invite students to attend remediation

5. Coordinates contacting parents for verification of attendance

6. Determine the number of teachers needed based on referrals and confirmations of student attendance

7. Assists intersession teachers in the documentation at the completion of intersessions

D. Manages post intersession duties

1. Report attendance numbers to building principal

2. Maintain excel files on attendance data, referral data, credit, etc. (as presented)

3. Turn in attendance information to building secretaries to be entered into SDS

4. Communicate to grade level teams/departments information on student performance at the intersession

5. Maintain student files

E. Manages building level financial budget for intersessions

1. Assists superintendent with the development of intersession budget.

2. Evaluates profit or loss; analyzed quarterly.

3. Helps unit office with management of payroll and time sheets.

F. Provides assistance as needed at each building

1. Prepares timelines and organizational strategies.

2. Designs templates, forms letters, reports, and flyers for use at each site.

3. Assists with the development of building level guidelines for intersessions.

G. Develops promotion and advertising strategies for the purpose of attracting 

and encouraging students to attend intersessions.  The coordinator is responsible for the following:
1. Website management – basic intersession information (building and district)
2. Riverton Register – sign up night and course offerings

3. Commercials for enrichment courses

4. Parent fliers

H. Along with building principal, evaluates the effectiveness of the program in meeting student needs.

I. Maintains strong public relations by representing the program and district in a professional manner.

J. Assists with other duties associated with intersessions as directed by the building principal.

