									
Job Description/Contract:  Education Director
Date

Contract Dates:
Between: Educator’s Name and the Institutions Name

Education Director:  The position is intended to be X hours per week and is based on X (#) work weeks per year.  For (calendar year), a salary of $.  Extensions of the contract are subject to budgetary commitments.  The budget is intended to be determined (date)

Responsibilities of the position include the following:  (List of goals/responsibility areas with  “measurables” that can change each year)
	
1. Provide leadership, supervision and administration for the (SCHOOL/INSTITUTION NAME) education programs.
a. Increase efforts for recruitment and retention for school.
      i.  Work toward a goal of 10-15 students/grade.
     ii.  Focus on community building for (Calendar Year/Time Frame).
    iii.  Design a proposal for outreach, publicity & public relations.			    
b. Build the concept of education into a Lifelong Learning process.
(Calendar Year/Time Frame)
i. Integrate team of Teen, Family & School programming.
ii. Start a conversation of the role of summer camp.
iii. Initiate conversations with Adult Education and other committees doing “education.” 
     (Calendar Year/Time Frame)
iv. 	Implement the outreach, publicity, public relations proposal.
v.  Work with Adult Education to define parameters and integration.

2. Provide oversight and integration of education programs into (SCHOOL/INSTITUTION NAME) systems (e.g. holiday observances), regional collaborations, and local resources where expedient to do so. 
a. Work with the Rabbi, Religion Committee, and Family Educator to link monthly holiday celebration to the (SCHOOL/INSTITUTION NAME) community programming as per family education grant (6 programs to help integrate ritual and education). 

3. Develop, evaluate, and adjust curriculum as needed, with the assistance from the Rabbi, Education Committee, and qualified/interested parents, congregants and/or specialists.
a. Build on the expertise of returning teachers to monitor programming by having semi-annual assessment meetings. 
b. Update the curriculum summary for parent information meetings starting in November and the website by March. 
c. Refine programming as targeted by survey results:  1) Improve Hebrew retention by beginning the year with student assessments & goal setting, followed by mid-year and year-end “check-ups; ” 2) Supply the parents with tools to help their children achieve goals, and 3) Offer electives.
d. Work with Teen Director on Judaic curriculum & programming administration.


4. Hire, train, supervise and evaluate teachers, aides and assistants.
a. Increase teacher skills by including a teacher-training component during the monthly teacher meetings.  Four of the meetings will include a local specialist. (E.g. to discuss building success with challenging students, website tools)
(Calendar Year/Time Frame):  Focus on helping teachers to develop tools for assessments..	

5. Select education supplies and equipment, including books and teacher materials. Facilitate the ordering of such supplies.

6. Meet with individual families in the school community and support work of parent groups as appropriate for school related activities.
(Calendar Year/Time Frame):  
a. Develop model for family/child Hebrew covenants in (SCHOOL/INSTITUTION NAME) grades 3-6.
b. Continue working with grade level parent initiatives & the Education Committee to build a room parent network so by October each grade/class has a room parent with a list of projects to support the teacher and students for the year and a class communication system.
c. Provide 3 opportunities for parents to learn about their child’s curriculum.

(Calendar Year/Time Frame):  
a. Pilot family covenants for household education goals.

7. Meet regularly with the Rabbi to facilitate his/her integration into education planning and activities.
a. Develop linkages between the school Hebrew program, Learner’s Minyan, and Shabbat Services. (Calendar Year/Time Frame):  Pilot Shabbat morning children’s service 
b. Assist in monitoring committees offering programs for adults (Calendar Year/Time Frame). Work with Rabbi and Adult Ed. representative to prioritize and clarify direction for Adult Education as relates to other programming (Calendar Year/Time Frame).   
c. Provide interface with Rabbi and Teen Director as relates to Teen Programs Calendar Year/Time Frame)

8. Develop and manage the annual budget for the religious school.  
a. Assist Education Committee and/or Treasurer/Finance Committee in grant application and management. 
b. Work with treasurer on budget cycle for education programming.

9. Meet with the Education Committee regularly and such other committees and groups as may be required.  
a. Meet with the Board of Directors when required.
b. Meet with the Education Committee 1/month. 
c. Work with committees toward the proposed committee structure supporting our Education Director model with integrated Family Ed, Teen, and School.

10.  Schedule school related activities in the community on an annual and on-going basis, and work to ensure that facilities and space are available as needed.
a. Interface with (SCHOOL/INSTITUTION NAME) publicity and the region on community calendar and publicity protocols related to education programming.

11.  Oversee school registration and enrollment.

12. Provide on-going communication with the (SCHOOL/INSTITUTION NAME) community through the monthly newsletter, Thursday email and other appropriate means.
      a.  Expand the use of technology
i. Explore website options for school information.
ii. Explore data base options.
 
13. Act as the link with the regional and national Jewish education communities as prioritized.
a. Represent the (SCHOOL/INSTITUTION NAME) at the BJE monthly meetings.
b. Attend the national CAJE conference and facilitate the appropriate application of information gathered. 
c. Maintain contact with Reconstructionist Educators of North America (RENA).

14.  Supervision of key part-time staff
a. Meet once a month as a group with part-time key staff  (e.g. Teen Director, Family Educator, and Camp Director) to provide mutual support and to develop joint administrative and programming protocols. 
b. Meet every 2 weeks or as needed with Teen Director & Family Educator individually.  Including an of the year evaluation of Teen Director and Family Educator. 
c. Supervise workload distribution for education program support staff in collaboration with the office manager. Facilitate transition to shared protocols under one position.  (Calendar Year/Time Frame): Registration processes of school, teens, camp and adult education.

Supervision, direction and support provided by the (SCHOOL/INSTITUTION NAME) Education Committee or its designee.   Current designee is (Name and position).  To include a monthly meeting to help prioritize projects, facilitate time management, and monitor Education Committee interface communication & delegation.

Salary is negotiated every two years.  Salary adjustments begin August 1 of each year.


Additional Page:

Education Director 
Summary Comparison between year xxxx-xxxx (old) and year xxxx-xxxx (new) Contracts:

List contrasting elements between old and new contracts….
Benefits are as follows: 

	Benefit
	Benefit Description

	Sick Leave
	Six Days

	Vacation (from # week base period)
	Three weeks per year

	Funeral Leave
	Five working days for immediate family

	Holidays (specific days to be mutually agreed upon)
	Six paid holidays

	Personal Days
	Three days

	Medical Benefits
	90% of full coverage as offered by the (SCHOOL/INSTITUTION NAME) or a mutually agreed upon equivalent to cost.  

	Maternity/Adoption Leave
	Two months unpaid leave.  (If circumstances arise that a different arrangement may be in the best interest of the employee and the (SCHOOL/INSTITUTION NAME), the Board of Directors will have discretion to modify this benefit subject to the employee’s approval.  If agreement cannot be reached then the original two months unpaid leave will be granted.)

	Life Insurance
	Benefit equivalent to 75% of the benefit available to Rabbi. 

	Disability Insurance
	In the event of long-term disability which requires you to exceed sick leave, salary  and health insurance will continue for three months.

	Pension/Retirement Benefit
	10% per year based on salary.  Funds are deposited into the 403 B account in employees name.



In the event that either party wishes to terminate this agreement, a three-month written notice is required.  If the terms and conditions of this contract are acceptable, please sign both copies and return one copy of this contract to the (SCHOOL/INSTITUTION NAME) President at your earliest convenience.

_____________________________________________    Date: ____________        
			(Name), President

Accepted: _____________________________________	Date:  __________
			(Name of Educator)
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