
July 11, 2019 
 

POSITION OPENING 
 
Position: Coordinator/Lead Teacher Alternative/Adult Education 
 
Reports to: Director of Specialized Learning; Superintendent 
 
General Responsibilities: The Coordinator/Lead Teacher is primarily responsible for planning, 
administering and directing the school district’s alternative/adult education program. Formulate and 
interpret policies and procedures and ensure compliance with state and federal regulations. 
 
Responsibilities: 
1. Create and maintain an atmosphere conducive to learning. 
2. Assists Director with the following: 

a. Prepare and administer a budget for the assigned program areas, prepare grant applications and 
solicit funds to provide financial support for program. 

b. Formulate proposals for the development and revision of policies pertaining to assigned program 
c. Interpret alternative education instruction to staff, parents and the community 
d. Establish and monitor procedures for the screening, placement, evaluation, assignment, and 

reappraisal of students with regard to alternative education. 
e. Ensure compliance with state and federal regulations regarding alternative education. 
f. Provide expenditure controls and regular accounting to the Programs Coordinator for requisitions 

of materials and equipment to support program.  
g.  Assist with interviewing and recommending qualified candidates for alternative education staff 

positions. 
h. Supervise, evaluate and direct the work of alternative education personnel  
i. Supervise, plan and provide staff development for assigned professional staff as appropriate. 
j. Prepare or direct the preparation of reports to state, federal, and local regulatory and grant 

agencies as required. 
3. Coordinate the development, implementation and revision of the curriculum for alternative 

education with curriculum supervisors.  
4. Assist principals, administrators and teachers with understanding alternative education and 

making appropriate referrals for student placement. 
5. Meet with parents/guardians and students to resolve concerns and determine appropriate 

educational placements. 
6.  Evaluate alternative education program to ensure that program objectives for student 

achievement are met.  
7. Assess and identify program needs and provide recommendations regarding future equipment, 

site, program and personnel requirements.  
8. Assist with transitioning students who have attended an alternative education facility back to 

the comprehensive school setting.  
9. Instruct students. 
10. Communicate with the transportation department to arrange transportation as needed for 

alternative education students. 



11. Facilitate interagency planning between the school division and external service providers such 
as regional programs, court services, and detention centers.  

12. Work collaboratively with the special education department to coordinate services to special 
needs students served in alternative education.  

13. Ensure accurate record keeping of students receiving alternative education instructional 
services. 

14. Inspire and motivate students to achieve the maximum of their capabilities in learning new skills 
and to absorb knowledge. 

15. Implement the various programs designed to achieve the educational objectives of the District. 
16. Seek assistance from building level administration and/or the Curriculum Coordinator, as may 

be necessary. 
17. Conduct ongoing professional communication with parents of students, including parent-

teacher conferences. 
18. Participate in in-service training programs authorized by the District Superintendent. 
19. Participate in workshops and clinics as assigned by the Curriculum Coordinator. 
20. Evaluate English Learner Program. 
21. Create and or update plans for all EL students. 
22. Assess students using WIDA English Screener.   
23. Support and collaborate with teachers as needed. 
24. Oversee instructional paraprofessionals working with EL students. 
25. Perform related work as required. 
 
KNOWLEDGE, SKILLS AND ABILITIES:  Thorough knowledge of the principles, practices and procedures of 
school administration; skill in grant writing and monitoring; comprehensive knowledge of area of 
specialty; ability to develop and present ideas effectively, orally and in written form; ability to establish 
and maintain effective working relationships with school principals, associates and the general public. 
 
EDUCATION AND EXPERIENCE: Master’s Degree in education, certification in 
administration/instructional leadership focus preferred; considerable teaching experience; experience 
with adult and alternative setting required.  A comparable amount of training and experience may be 
substituted for the minimum qualifications. English as a Second Language Endoursement or willingness 
to receive endorsement. 
 
Salary:  Per Master Agreement 
 

Application procedure:  Apply in writing to Karen Gavin-McCarthy: kmccarthy@cassopolis.org 
Cassopolis Public Schools, 725 Center St., Cassopolis, MI  49031 

Or email Dr. Angela Piazza, Superintendent, apiazza@cassopolis.org 
 
It is the policy of Cassopolis Public Schools that no person shall on the basis of race, color, religion, national origin, or ancestry, age, sex 

or disability be excluded from participating  in employment or any of its programs or activities. 
 
(Posted 07/11/19 - Until Filled) 


