NOTE: Although the Religious School normally meets on Thursdays and Sundays, it is understood that the calendar will be designed with up to six Shabbat events; on those weeks, the religious school will not meet on Sunday. 

RESPONSIBILITIES OF DIRECTOR

ANNUAL

Review, revise, and develop curriculum as needed for all educational programs in collaboration with the Rabbi and the education committee. 

Work with the Rabbi in setting up the curriculum before start of school. 

Recruit and hire staff (teachers, aides, tutors, substitutes)

Coordinate and arrange specialists (music, dance, art, other?)

Coordinate and arrange workshops (Chabad, other?)

Order appropriate books and materials

Prepare yearly calendar in the spring (including children’s services, festivities, etc.)

This includes coordinating days with the Jewish calendar and the Petaluma public school calendar (available from the District Office on Douglas Street) and the synagogue. 

Attend synagogue yearly calendar meeting in June with prepared school calendar.

Create a calendar or list of dates with highlights noted on cover sheet

Establish emergency procedures for synagogue and individuals.

Create/update registration packets. Photocopy and send out registration forms.  Have extra copies at the synagogue for new member packets.

Collect student info, including medical and emergency.  Distribute to appropriate teachers.  

Create behavior contract to be signed by all students and parents 

Create/adhere to budget and requisite expenditure record.

Create program for parent involvement, including: classroom help; event help; parent participation in Shabbat or Holiday events involving the religious school, and b’nai mitzvah meetings (4 per year). 

BJE funding. Prepare yearly statistics for BJE funds and paperwork in order for B’nai Israel to get base funding, School Improvement funding and other grants. Do yearly grant proposals for the Hebrew reading program through the BJE.  

Be aware of other relevant grants and offers through the Jewish Community and others sources which could be helpful to the school. Write grants.

WEEKLY

Curriculum and Programming

Implement and supervise curriculum and all programs.

Coordination with Rabbi 

Meet regularly to discuss religious school issues.
Supervision and Training of Staff  

teachers/aides/tutors/substitutes/ specialists 

Work with teachers to implement curriculum and develop lesson plans. 

Observe classes and offer guidance.

Develop behavior standards and contract, assist with classroom discipline, suggest methods. Monitor difficult students and remove students from room as needed.

Keep current updates of student information including medical and emergency, special needs.  Disseminate information to teachers as needed.

Make sure staff knows emergency procedure (1st staff meeting and throughout year)

Keep staff informed, in writing, of upcoming events, scheduling changes, etc.

Collect class attendance sheets and staff time sheets

Collect info for biweekly newsletter

Arrange for substitutes as needed.  If a teacher is absent, either arrange for  a substitute for the classroom or a substitute for the office so that the director can teach.

Arrange for necessary photocopying. 

Arrive onsite at least 30 min. ahead of school opening to open supplies closet and office

Remain on premises during entire school session. School is in session from 3:30 until 6 pm on Thursday and from 9:30 until 12 noon on Sunday, unless a Shabbat activity is planned.

After school, make sure that the building is closed up, cleaned up, and all school supplies are locked back in closet.

Order any needed books, materials, art supplies, food for in-class projects or events (through purchase orders or reimbursable with receipts at the end of the month)

Students

Be aware of any special health/social/psychological needs of particular students.  Make sure that the teachers are also aware and keep all information confidential.

Monitor student attendance.  

Monitor students who are being difficult or having problems.  Bring them to the office or sit them in the sanctuary.  Make sure they are supervised and comforted during their ‘cooling off’ period.

Work with Hebrew reading groups during Sundays and Thursdays.

Establish schoolwide behavior standards and enforce standards. 

Hold emergency procedure assembly and building tour (1xyear at beginning) and drills (2x/year)

Contact with Parents

Greet parents at drop off and pick up times. 

Be available for parents to discuss their concerns.

Keep parents informed of problems, changes and events both with their own children and with the school in general.

Call home regarding excessive absenteeism (two times in a row without notification or missing more than three times per month)

BI-WEEKLY

Write brief biweekly newsletter with overview of curriculum and reminders of upcoming events.  

Write occasional, as need, school updates to the parents with notices of upcoming eve
MONTHLY

Attend monthly Education Committee meetings. Submit items for agenda by mail or in person ahead of time.

Write monthly article for synagogue bulletin

Write thank you notes for all contributions received for the religious school and the scholarship fund.

Keep track of teachers’ hours and salaries and present a monthly accounting to Phyllis by the morning of the first day of the month in order for salaries to be drawn up in a timely manner.

Utilize the purchase order system or, in exceptional cases, turn in all receipts for reimbursement at end of month (including books, food, supplies, art materials, etc.) to Phyllis with notation indicating the line item number of the various items. 

Stay within the budget.  Going over the budget needs board approval.

BJE-Educator’s Council. Attend mandatory meetings held at Bureau of Jewish Education in San Francisco on the second Tuesday of every month from 10am—12noon, September through May.

Maintain positive working relationship with the BJE 

Attend BJE continuing education workshops as appropriate and relevant.

2-8 TIMES PER YEAR STAFF MEETINGS AND DEVELOPMENT depending on need and Budget.  Prepare agenda and run meetings, Inservice Days before school starts and during the year.

Note: Taste of Pardes, BJE event Nov. 7, 2004   

2 TIMES/ YEAR  (Fall and Spring)

Supervise teachers’ preparation of report card and conclude response section

Evaluate teachers 

PROGRAMS

Religious School

Bar/Bat Mitzvah Program (with Rabbi)

Mitzvah Projects

Family Education

CHAGIM

Sukkot

Chanukah

Take part in Purim Carnival and  Megilla reading/or Purimspiel.

Passover Seder on Sunday before Pesach in Religious school. 

EVENTS

Festive Opening and End of Year Event

Co-ordinate and arrange Field Trips

Simcha Sunday – information/craft table.

