Position Description

llentown
CHOOL DISTRICT

Virtual Campus Teacher

Salary Level: AEA Revised Date: July 8, 2021

Contract/Benefits: AEA Prepared by: Jennifer Bryant,
Executive Director of Elementary
Education

Melissa L. Smith, Executive Director
of School Improvement and
Compliance

Department or Area: Virtual Campus Approved By: Anthony Pidgeon,
Executive Director of Human
Resources

Reports To: TBA

Funding: This position is a grant funded position.

Qualifications:

1. Bachelor’s Degree

2. Valid and active Pennsylvania Instructional Certificate

3. Criminal history and child abuse clearances (Acts 34, 151 and FBI).

4. To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below are representative of the knowledge,
skill, and/or ability required. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

5. Such additional or alternatives to the above qualifications as the board or superintendents
may determine appropriate and acceptable.

6. At least five years of teaching experience in an urban setting preferred.

7. Has in-depth and specific knowledge in content, curriculum, instruction, and
assessment.

8. Experience teaching in a virtual learning environment preferred.

9. Has demonstrated skills in the use of technology to enhance student learning

10. Excellent interpersonal, problem-solving, organizational, and communication skills.

Performance Responsibilities of Virtual Campus Teachers:
1. Collaborates with other staff members in the education process and assists with the smooth
operation of the building.

2. Displays an interest in and participates in the Virtual Campus Program and designated school
program.



3. Exhibits dependability and punctuality in assigned duties, attendance at meetings and in the use
and care of equipment and facilities.

4. Displays positive personal traits, such as neatness, integrity, character, good citizenship, respect
for others, honesty and responsibility as an appropriate model for students.

5. Abides by the Pennsylvania School Code and the terms of the Collective Bargaining Agreement.
6. Upholds and enforces school rules, administrative regulations and Board policy.

7. Maintains open lines of communication with administrators, parents, students, staff members and
the general public.

8. Participates in curriculum review and redesign as required by department, subject area or grade
level.

9. Maintains an ongoing program to enhance professional competence for the attainment of a job
goal.

10. Incorporates the philosophy, objectives and expectations of the Teacher Expectations, Evaluation
and Development plan in the attainment of professional goals.

11. Recognizes the basic structural framework for the development of instructional programs and
works toward the achievement of the objectives.

12. Develops, maintains and completes all required written records and reports within established
timelines.

13. Utilizes a variety of instructional strategies to attain lesson objectives and provides students
opportunities which extend beyond the classroom.

14. Diagnoses and evaluates student abilities and progress to develop effective instructional strategies
to help students meet instructional objectives and provides timely feedback to student concerning
their progress.

15. Recognizes and uses appropriate technological enhancements relevant to the curriculum taught.
16. Demonstrates understanding and concern for each student in meeting his or her educational
needs.

Essential Duties and Responsibilities of Virtual Campus teachers:

1. Knowledge of curriculum and instructional best practices for online learning and willingness to
stay current through professional development

2. Demonstrate operational knowledge of Internet and Web-related technologies
3. Ability to use effective strategies in differentiating instruction

4. Design the virtual campus instructional program so that it is consistent with the educational
philosophy of the district, state standards and, where applicable, core program curricular
materials

5. Implement instructional activities that contribute to a positive environment where students are
actively engaged in meaningful learning experiences

6. Provide differentiated instruction to meet the needs of all students



7. Collaborate with school leadership and instructional teams concerning student educational needs
as requested

8. Clearly articulates deadlines, schedules, and procedures to students and parents to ensure
students complete coursework in a timely manner

9. Assist students and parents with technical support requests relating to the course interface,
instructional platforms and student information systems

10. Uses a variety of programs and software applications, as appropriate, to complete
instructional and administrative tasks

11. Administer and analyze the data from formative, summative and benchmark
assessments to differentiate and improve instructional practices and strategies

12. Evaluate student performance on a regular basis and provide feedback to students

13. Ensures that student growth and achievement is continuous and appropriate for age group,
subject area, and/or program classification

14. Collaborate with ESL and Special Education teachers and counselors, administrators and/or
school nurses in response to student needs

15. Meet program expectations for instruction/instructional model, progress monitoring and
assessment, and parent/student communication and conferencing

16. Maintain records including: parent and student contact; recording daily attendance according to
District protocol; progress reports and/or report cards

17. Refer students who are not complying with course or program policies to the site
administrator for necessary interventions

18. Alert supervisor when a student, parent, supporting teacher or guidance counselor fails to
respond to attempts to communicate

19. Perform other duties as assigned

Essential Duties and Responsibilities of all ASD teachers

Virtual Campus Planning and Preparation

Summary

Through their knowledge of content and pedagogy skills in planning and preparation, teachers make
plans and set goals based on the content to be learned, their knowledge of student and their
instructional context

1. Demonstrates in-depth and thorough knowledge of PA Core standards, content, pedagogy.

2. Assesses student needs to direct and guide instruction.

3. Writes clear and appropriate instructional goals that reflect PA Core standards and high
expectations for students.

4. Exhibits an in-depth and thorough awareness of resources, materials and technology available
through the school, district and professional organizations.



5. Prepares an appropriate instructional design in which plans for various elements are aligned with
the instructional goals and have a recognizable sequence and required adaptations for individual
student needs.

6. Designs and implements assessments appropriate for student learning completely aligned to the
instructional goals and adapted as needed for student needs.

7. Collaborates with all stakeholders (colleagues, parents, students, and school community) to design
instruction to promote best practices.

Virtual Campus Environment

Summary

Teachers establish and maintain a purposeful and equitable environment for learning, in which
students feel safe, valued and respected by instituting routines and by setting clear expectations for
student behavior.

1. Establishes high and clear expectations for student achievement with value placed on the quality of
student work.

2. Places significant attention to equitable learning opportunities for students.

3. Demonstrates appropriate and highly respectful interactions between teacher and students and
among students.

4. Implements highly effective virtual classroom routines and procedures resulting in little or no loss
of instructional time or student engagement.

5. Maintains clear standards of conduct and effective management of student behavior.

6. Provides safe and skillful organization of the virtual environment, to the extent it is under the
control of the teacher, that provides accessibility to learning and to the use of resources.

7. Demonstrates knowledge and appreciation of the culture and language of all students.

Virtual Campus Instruction

Summary

Through their knowledge of content and their pedagogy and skill in delivering instruction, teachers
engage students in learning by using a variety of instructional strategies.

1. Demonstrates clear and appropriate communication of procedures and high quality explanations of
content.

2. Employs highly effective questioning and discussion strategies that encourage student
participation.

3. Creates a high level of student engagement in learning and pacing of instruction.
4. Provides equitable, accurate and constructive feedback to students on their learning.

5. Utilizes informed and appropriate use of informal and formal assessments to meet learning goals
and to monitor student learning.

6. Displays a high degree of flexibility and responsiveness in meeting the learning needs of students.

7. Demonstrates a clear knowledge of research-based instructional techniques and methods and
presents them with fidelity to meet the needs of all learners.



Professional Responsibilities

Summary

Professionalism refers to those aspects of teaching that occur in and beyond the classroom/building
1. Demonstrates full adherence to school and district policies, procedures and regulations and
Pennsylvania's Code of Professional Practice and Conduct for Educators.

2. Maintains accurate and complete records in compliance with school and district requirements.

3. Communicates with families regarding student needs and improvement in compliance with school
and district requirements.

4. Participates in school and district initiatives and events.
5. Interacts with colleagues and supervisors in a supportive and cooperative manner.

6. Engages in professional development events and opportunities, applies new learning and shares
experiences with colleagues. Expected to participate in professional development opportunities
related specifically to virtual teaching and learning.

7. Enriches and improves the quality of teaching and learning through self-reflection and collegial
discussions.

8. Fulfill teaching responsibilities in a designated ASD building.

9. With approval, adjust instructional hours as needed to meet the needs of students in a virtual
campus setting.

Other
1. Performs such other tasks and assumes such other responsibilities as may be assigned or delegated
by the supervisor or other designated administrator.

Competencies
To perform the job successfully, an individual should demonstrate the following competencies:

Interpersonal Skills
Manages difficult or emotional situations judiciously; Responds to parent and supervisory requests for
service and assistance; Solicits parent feedback to improve effectiveness; Meets commitments made to
students, parents, supervisor and the community; Maintains confidentiality; demonstrates objective
approaches to communicating with students, parents, supervisor and community; Exhibits objectivity and
openness to the views of others; Speaks clearly and persuasively in positive or negative situations; Listens
and solicits clarification; Responds appropriately to questions; Writes clearly and effectively; Edits work
for spelling and grammar; Varies writing style to meet needs of the audience; Presents numerical data
effectively; Works well with others.

Leadership Skills
Develops workable lesson plans; Makes self-accessible to principals and colleagues; Looks for ways to
improve and promote quality; Demonstrates accuracy and thoroughness; Adheres to safety and security
procedures; Identifies and resolves problems in a timely manner.

Organizational Skills
Works with accuracy when monitoring all cost-related tasks; Shows respect and sensitivity for cultural
differences; Follows policies and procedures; Completes administrative tasks and reports correctly and on
time; Supports district’s goals and values.

Personal Competencies



Exhibits sound and accurate judgment; Treats people with respect; Works ethically and with integrity;
Respects confidentiality; Demonstrates persistence and overcomes obstacles; Prioritizes and plans work
activities; Uses time efficiently; Approaches others in a tactful manner; Reacts well under pressure;
Demonstrates accuracy and thoroughness; Follows instructions, responds to supervisory direction; Takes
responsibility for own actions.



Physical Demands

The physical demands described here are representative of those that must be met by a teacher to
successfully perform the essential duties of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential duties.

While performing the duties of this job, the teacher is regularly required to talk or hear. The teacher
is frequently required to walk, climb stairs, and bend. The teacher is required to use hands to fingers
or handle documents, telephone, etc. The teacher is occasionally required to stand; sit and reach with
hands and arms. Specific vision abilities required by this job include close vision, distance vision,
and ability to adjust focus.

Evaluation

The person filling this position will be evaluated according to the teacher evaluation procedure
adopted by the Allentown School District.

Reviewed and read by: Date:

Individual serving in this position



