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Montclair Public Schools 

Personnel Department 
 

 
JOB DESCRIPTION 

Structured Learning Coordinator 
 
Qualifications: 1/ NJ Instructional Certification, 2/Possess the ability to work with children with disabilities, 3/
 Demonstrated aptitude or competence for assigned responsibilities,  4/ Ability to meet the requires of NJ Title 6A:9-
5.22 regarding teaching,  child labor laws and safety and health programs 5/ Required criminal background check & proof of 
U.S. citizenship or legal alien status,  6/  Ability to work on site during the hours required,   
6/  Such alternatives to the above qualifications as the Board may find appropriate and acceptable.  
 
Responsible to: Director of Pupil Services, Building Principals. 
 
Job Goal: Provide coordination of vocational and life skills training to students with disabilities assigned to the 
program.  The facilitator will develop , monitor and document  vocational opportunities for students with employers and serve 
as a liaison with  teachers, counselors, CSTs, administrators and the home. 
  
Performance Responsibilities: 1/  Assist other school personnel and employers in maintaining a learning environment that 
is safe, respectful and effective for students to learn and progress,  2/  Assist in designing and monitoring community based 
employment opportunities which support each students transition plan,  3/  Work collaboratively with other faculty and 
administrators, employers, Department Heads,  Administrative Committees and School Improvement Teams to ensure a 
collaborative approach that promotes student success, 4/  Monitor student’s progress while in vocational environment--consult 
with teachers and other support staff on an as-needed basis,  5/  Act as a resource to other faculty, staff and administrators with 
respect to students enrolled in/returning to/entering  the transitional program,  6/  Review and have knowledge of each student’s 
transition plan, 7/ Work collaboratively and supportively with parents,  8/  Develop liaisons and collaborative relationships with 
potential employers,  9/ Plan and confer with the classroom teacher of students as requested concerning any problems or 
impediments to success,  10/  Coordinate career goals with career exploration, classroom counseling and coaching activities,  
11/ Participate in staff meetings relative to student academic and vocational transitioning training,  12/ Maintain appropriate 
records on occupational competencies,  job site performances, readiness skills, life skills, etc., 13/ Enforce all board policies, 
administrative directions and state laws/regulations,  14/ Other duties as assigned. 
 
Terms:  Salary as negotiated for teaching staff members.   11 month position. Benefits as provided full time teaching 
employees.  Services are annually renewed until  tenured as per state law. 
 
Evaluation: Performance of this job will be evaluated annually in accordance with the Board's policy on evaluation of 
certified staff. 
 
Established: 2003,  
Revised:  7/08 
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6A: 9- 5. 22 St r uct ur ed l ear ni ng exper i ences/ car eer  or i ent at i on 
coor di nat i on 
( a)  St r uct ur ed l ear ni ng exper i ences/ car eer  or i ent at i on coor di nat i on 
i ncl ude 
exper i ences desi gned f or  car eer  awar eness,  car eer  expl or at i on and/ or  
car eer  
or i ent at i on.  These exper i ences must  be i n non- hazar dous occupat i ons i n 
any 
car eer  c l ust er .  
( b)  The chi ef  school  admi ni st r at or  may assi gn an i ndi v i dual  t o 
coor di nat e st r uct ur ed 
l ear ni ng exper i ences/ car eer  or i ent at i on i f  t he i ndi v i dual :  
1.  Hol ds a st andar d i nst r uct i onal  cer t i f i cat e;  
2.  Pr esent s evi dence of  one year  of  f ul l - t i me,  successf ul  c l assr oom 
t eachi ng exper i ence;  
3.  Compl et es t r ai ni ng i n Chi l d Labor ,  Wage and Hour ,  and Wage Payment  
l aws and r egul at i ons,  as r equi r ed by t he Depar t ment  of  Labor  and 
Wor kf or ce Devel opment  and t he U. S.  Depar t ment  of  Labor  i n accor d 
wi t h N. J. S. A.  34: 2- 21 and 57,  N. J. S. A.  34: 11- 4 and 56,  N. J. A. C.  12: 56 
and 12: 58 and 29 CFR 570 and 1900;  and 
4.  Compl et es a mi ni mum of  20 hour s of  t r ai ni ng or  a Depar t ment - appr oved 
equi val ent  pr ogr am i n saf et y and heal t h and r equi r ed Depar t ment  
pr ocedur es and pl anni ng f or  SLEs pur suant  t o N. J. A. C.  6A: 19,  
Vocat i onal - Techni cal  Educat i on.  
( c)  The chi ef  school  admi ni st r at or  of  t he empl oyi ng di st r i ct  boar d of  
educat i on 
shal l :  
1.  Annual l y not i f y t he count y super i nt endent  of  al l  per sons assi gned t o 
coor di nat e st r uct ur ed l ear ni ng exper i ences/ car eer  or i ent at i on;  and 
2.  For war d t o t he count y super i nt endent  copi es of  cer t i f i cat es of  
compl et i on f or  t he r equi r ed t r ai ni ng hour s pur suant  t o ( b) 3 and 4 
above.  
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6A: 9- 13. 19 Cooper at i ve educat i on coor di nat or  – hazar dous occupat i ons 
( a)  The cooper at i ve educat i on coor di nat or  ( CEC)  – hazar dous occupat i ons 
endor sement  i s r equi r ed f or  an i ndi v i dual  t o ser ve as a coor di nat or  
super vi s i ng 
vocat i onal  st udent s who ar e par t i c i pat i ng i n cooper at i ve educat i on 
exper i ences 
269 
i n hazar dous occupat i ons i n accor dance wi t h New Jer sey Chi l d Labor  
Laws,  
N. J. S. A.  34: 2- 21,  and New Jer sey Depar t ment  of  Educat i on r ul es at  
N. J. A. C.  
6A: 8 and 6A: 19.  Thi s endor sement  aut hor i zes t he hol der  t o pl ace and 
super vi se 
vocat i onal  st udent s i n school - sponsor ed cooper at i ve educat i on 
exper i ences as 
par t  of  a vocat i onal - t echni cal  educat i on pr ogr am.  Thi s endor sement  al so 
per mi t s t he i ndi v i dual  t o super vi se st udent s par t i c i pat i ng i n any ot her  
st r uct ur ed 
l ear ni ng exper i ence ( SLE)  i n any car eer  c l ust er .  
 


