AVID COORDINATOR/ELECTIVE TEACHER

ROLES AND RESPONSIBILITIES


	AVID Program Essentials
	Site Coordinator Responsibilities
	Elective Teacher Responsibilities

	Student Selection
	· Obtain test and grade data of potential students.

· Coordinate/collaborate with feeder school to implement recruitment process.

· Schedule assemblies.

· Distribute applications.

· Set up interviews and initial parent meeting.
	· Assist recruitment process as needed.

· Read applications.

· Conduct student interviews.

· Establish waiting list.

· Attend and help organize parent meetings.



	Voluntary Participation and Parent Involvement
	· Ensure voluntary participation for both students and teachers.

· Ensure that students are not automatically placed in the AVID elective throughout the year.

· Organize/coordinate family workshops throughout the year.
	· Voluntarily participates in teaching the AVID elective.

· Belief in the AVID mission and goals.

· Encourage/support parent attendance at workshops.

· Involve students in taking responsibility for planning and presenting at the parent workshops.

	Tutors
	· Establish a recruitment process for tutors.

· Recruit tutors.

· Establish and monitor time sheets/payroll procedure for tutors.

· Collaborate with elective teachers in evaluating tutor performance.

· Ensure consistent tutorial practices throughout all AVID sections.

· Ensure tutors attend training.
	· Supervise/coach tutors in own classroom.

· Meet biweekly or monthly to gather tutor input regarding tutorials and binders checks.

· Establish agreed-upon procedures to follow in own classroom.

· Provide ongoing modeling for tutors regarding the use of higher level questions and pushing the students’ thinking.

· Evaluate tutor performance and give feedback.

	AVID Elective Offered as Part of the Regular School Day
	· Ensure placement of the AVID elective in the master schedule.

· Check that AVID students’ schedules are correct every Fall.

· As program expands ensure AVID electives are offered back to back.

· Create relationship/system with counseling team to address student needs.

· Create a communication system to address ongoing scheduling changes.


	· Use system established by coordinator and counselor(s) to communicate needs for schedule changes.

· Help problem-solve schedule changes that promote equity and access.

	Enrollment in Rigorous Curriculum
	· Recruit content area teachers to be trained using AVID methodologies.

· Ensure AVID students are programmed in trained teachers’ rigorous classes.

· Provide progress report printout to AVID teacher for all AVID students.
	· Establish a relationship with AVID students’ teachers.

· Stay abreast of how AVID students are progressing in all classes.

· Implement “unsatisfactory grade” contracts for students receiving grades of “D” or lower.

· Initiate parent contact regarding student progress.

	AVID Curriculum WIC-R
	· Ensure elective teachers have appropriate materials.

· Coordinate/facilitate site level curriculum conversations.
	· Be knowledgeable about AVID objectives and grade level curriculum.

· Participate in countywide curriculum articulation training.

· Touch base weekly with other AVID elective teachers on-site in terms of curriculum ideas and lessons.

· Call on regional AVID coach for additional support.

	Program Analysis and Data Collection
	· Complete/submit the AVID Center Data Forms online yearly.

· High Schools complete/submit the AVID Senior Data Collection Forms for each senior student.

· Coordinate/facilitate collection of site data to help analyze progress of program.

· Establish a relationship/system to have district data personnel assist in data collection efforts.

· Ensure that all AVID students are tagged in the computer system in order to collect data systemically.


	· Assist coordinator with data collection as needed.

	Certification, Staff Development and Site Teams
	· Ensure the 11 essentials are met through the work of the AVID site team to attain certification status.

· Complete the Initial Self Study (ISS) in the Fall and the Certification Self Study (CSS) in the Spring before the Certification visit.

· Assist in the compilation of the certification portfolio.

· Coordinate efforts and assignments in preparation for certification, including collection of evidence for the portfolio.

· Attend all regional AVID trainings.

· Attend AVID Summer Institute along with a site team and complete an AVID site plan each year.

· Support elective teachers to attend necessary training.

· Ensure budget for subs and registration fees when applicable.

· Coordinate/organize schoolwide training using AVID methodologies.

· Schedule/plan/facilitate regular site team meetings.

· Recruit members as needed.

· Collaborate with district liaison and RIMS coach to plan and develop work of the site team.

· Maintain and disseminate agenda and minutes for meetings.

· Ensure attendance of principal at site team meetings as necessary.
	· Assist in preparing for certification as needed.

· Collect sample lessons displaying use of writing, inquiry, collaboration and reading for the certification portfolio.

· Attend all AVID teacher workshops locally and in San Diego.

· Share AVID methodologies with colleagues.

· Implement AVID methodologies in regular content classes.

· Model AVID methodologies for other colleagues.

· Attend site team meetings.

· Support coordinator as needed.

	Field Trips
	· Coordinate arrangements for college/cultural trips.
	· Disseminate info to students.

· Participate in trip.

· Collaborate on lesson plans for field trip.

· Collect parent permission slips from students and invite parents to attend.


