


































































































SCHEDULE 1 
 

METHOD OF SELECTION RESOLUTION 
AUTHORIZING RESOLUTION 

 
 

	
  













SCHEDULE 2 
 

ARTICLES OF INCORPORATION 
 
 
 

	
  



















SCHEDULE 3 
 

BYLAWS 





























SCHEDULE 4 
 

FISCAL AGENT AGREEMENT 
 
 
 

	
  















SCHEDULE 5 
 

MASTER CALENDAR OF REPORTING REQUIREMENTS 
 
 
 
 

	
  



  

Public School Academy / School of Excellence 
Master Calendar of Reporting Requirements 

July 1, 2021 – June 30, 2022 
 
 

DUE DATE 
 

REPORT DESCRIPTION 
 

SUBMIT TO: 
July 12 Board Adopted 2021-2022 School Calendar/School Day Schedule.    CSO 
July 12 Board adopted Annual Calendar of Regularly Scheduled Meetings for 

2021-2022. 
CSO 

July 12 Board Adopted Annual Operating Budget for the General Fund and 
School Service Fund for 2021-2022.   

CSO 

July 12 Copy of Notice of Public Hearing for Annual Operating Budget for 
2021-2022. 

CSO 

July 12 Budgeted Enrollment Number for 2021-2022. CSO 
July 26 DS-4168 Report of Days and Clock Hours of Pupil Instruction for 2020-

2021 academic year, if applicable (See MDE website, 
www.michigan.gov/mde, for MDE due date and form). 

CSO 

August 3 Board Resolution appointing Chief Administrative Officer for 2021-
2022.  Must be a board member.  

CSO 

August 3 Board Resolution appointing Freedom of Information Act Coordinator 
for 2021-2022. 

CSO 

August 3 Board Designated Legal Counsel for 2021-2022. CSO 
August 3 School Safety Liaison for 2021-2022. CSO 
August 16 Special Education Procedures; Section 504 Data Report.  Use GVSU 

Templates located within the task in Epicenter.   *Cohort only  
CSO 

August 16 Special Education Data Report CSO 
August 30 4th Quarter Financial Statements – quarter ending 06/30.   CSO 
September 7 GVSU Check Directions (Where do we send checks for the 2021-2022 

year?).   
CSO 

September 7 Updated Waitlist Number for 2021-2022. CSO 
September 7 Board approved Student Handbook 2021-2022. CSO 
September 7 Board approved Employee Handbook 2021-2022. CSO 
September 7 Copy of School Improvement Plan covering 2021-2022 academic year. 

 
CSO 

September 7 School Contacts Update Certification. CSO 
September 15 Hylant Insurance Policy Submission. CSO 
October 4 Schedule 6 Certification CSO 
October 4 Staff Roster (GVSU Format). CSO 
October 4 Annual Nonprofit Corporation Information Update for 2021.   CSO 
October 4 Board adoption of the Statewide Safety Information Policy (see MCL 

380.1308 for more information- new schools only. 
CSO 

October 11 Unaudited Count Day Submission.  CSO 
October 11 Criminal History Record Registration- New Schools. CSO 



  

 
DUE DATE 

 
REPORT DESCRIPTION 

 
SUBMIT TO: 

October 11 DS-4898 PSA Preliminary Pupil Membership Count for September 
2021 Enrollment and Attendance for 1st & 2nd Year PSAs and 
Academies who added grade levels. (See MDE website, 
www.michigan.gov/mde for MDE due date).  

CSO 
 

November 1 Audited Financial Statements for fiscal year ending June 30, 2021. (See 
MDE Website, www.michigan.gov/mde, for MDE due date. 

CSO 

November 1 Management Letter (comments and recommendations from independent 
financial auditor) for fiscal year ending June 30, 2021, if issued.  If a 
management letter is not issued, a letter from the Academy stating a 
management letter was not issued is required to be submitted. 

CSO 

November 1 Annual A-133 Single Audit for year ending June 30, 2021, is required if 
over $750K in federal funds have been expended.  If a single audit is 
not necessary, a letter from the Academy stating as such is required to 
be submitted. 

CSO 

November 1 1st Quarter Financial Statements – quarter ending 09/30. CSO 
December 2 Special Education Population Data request sheet.  CSO 
December 30 Transparency Page Update Certification. CSO 
January 13 Staff Roster (GVSU Format).   CSO 

January 13 School Contacts Update Certification. CSO 

January 31 2nd Quarter Financial Statements – quarter ending 12/31. CSO 
January 31 Board Member Annual Conflict of Interest. CSO 

January 31 Annual Education Report.  The deadline changes for this each year.  
Please be sure to check mischool.net for the updated templates, or find 
them in the Epicenter Task. 

CSO 

February 14 Unaudited Winter Count Day Submission.   CSO 

March (TBD) Anti-Bullying Policy, in accordance with Matt’s Safe School Law (new 
schools). 

CSO 

April 27 3rd Quarter Financial Statements – quarter ending 03/31. CSO 
May 17 Notice of Open Enrollment & Lottery Process or Open Enrollment & 

Lottery Process Board Policy for 2022-2023.  Must include board 
approved offered seat schedule. 

CSO 
 

June 1 Certificate of Boiler Inspection covering years 2022-2023. CSO 

June 14 Waitlist for 2022-2023. CSO 
June 14 Board Adopted 2022-2023 School Calendar/School Day Schedule.    CSO 

June 14 Board adopted Annual Calendar of Regularly Scheduled Meetings for 
2022-2023. 

CSO 

June 14 Board Adopted Annual Operating Budget for the General Fund and 
School Service Fund for 2022-2023.   

CSO 



DUE DATE REPORT DESCRIPTION SUBMIT TO: 
June 14 Copy of Notice of Public Hearing for Annual Operating Budget for 

2022-2023. 
CSO 

June 14 Budgeted Enrollment Number for 2022-2023. CSO 

June 28 2021-2022 Log of emergency drills, including date, time and results.  
See Epicenter Task for template.  

CSO 

June 28 Board adopted Letter of Engagement for year ending June 30, 2022, 
independent financial audit. 

CSO 

June 28 Food service license expiring in 2023. CSO 

June 28 Special Education Population Data request sheet. CSO 

Ongoing Reporting Requirements 
July 1, 2021 – June 30, 2022 

The following documents do not have a set calendar date; however, they require submission 
within a certain number of days from board action or other occurrence. 

DUE DATE REPORT DESCRIPTION SUBMIT TO: 
Date notice is 
posted 

Academy Board Meeting Record of Postings – cancellations, changes, 
special meetings, emergency etc.  Must include time and date of actual 
posting. 

CSO 

7 days prior to 
meeting 

Board packet- including Agenda and all attachments. CSO 

14 days after 
Board meeting 

Draft Academy Board Meeting Minutes and Resolutions of regular, 
special & emergency board meetings. 

CSO 

14 days after 
Board approval 

Approved Academy Board Meeting Minutes and Resolutions of regular, 
special & emergency board meetings. 

CSO 

30 business days 
after board 
approval 

Board Adopted Annual Operating Budget for 2021-2022 including 
Salary/Compensation Transparency Reporting to be available on school 
website per the State School Aid Act as amended  

No submission 
needed. 

14 days after 
Board approval 

Oath of Office and written acceptance for each Board Member. CSO 

10 business days 
after Board 
approval  

Board adopted Amended Budget and General Appropriations 
Resolution. 

CSO 

10 days of receipt Correspondence received from the Michigan Department /State Board 
of Education requiring a formal response. 

CSO 

10 days of receipt Correspondence received from the Health Department requiring a 
formal response. 

CSO 



  

 
DUE DATE 

 
REPORT DESCRIPTION 

 
SUBMIT TO: 

10 days of receipt Written notice of litigation or formal proceedings involving the 
Academy. 

CSO 

30 days prior to 
board execution 

Board proposed draft Educational Management Company Agreements 
or Amendments thereto. 

CSO 

5 business days of 
receipt 

Request and Responses to Freedom of Information Requests. CSO 

 
 

Original/Subsequent Board Policy Reporting Requirements 
July 1, 2021 – June 30, 2022 

 
The following documents do not have a set calendar date; however, they require an original 

submission and subsequent submission if Board action is taken making amendments/changes. 
 

 
REPORT DESCRIPTION 

 
SUBMIT TO: 

Articles of Incorporation.  Must have GVSU Board approval before modifying. CSO 
Board of Director Bylaws. CSO 
Educational Service Provider Agreements/Amendments CSO 
Academy’s Educational Goals. CSO 
Office of Fire Safety (OFS-40) – original occupancy permit and permits for 
renovations/additions, etc.  

CSO 

Lease, Deed of Premises or Rental Agreement and subsequent amendments (includes 
modular units).   

CSO 

Curriculum including any additions/deletions. CSO 
Asbestos Hazardous Emergency Response Act (AHERA) Management Plan.  Visit 
www.michigan.gov/asbestos for Michigan’s model management plan.  A copy of the 
“acceptance” letter sent by MIOSHA is also required. 

CSO 

Communicable Disease Curriculum (including minutes of board approval). CSO 
Job Descriptions for all employee groups CSO 
 

REQUIRED BOARD POLICIES 
Board adopted Purchasing Policy (date of approval or revision).  
Reference: MCL 380.1267, MCL 380.1274  

CSO 

Use of Medications Policy (date of approval or revision). 
Reference:  MCL 380.1178, 380.1178a, 380.1179 

CSO 

Harassment of Staff or Applicant Policy (date of approval or revision). 
Harassment of Students Policy (date of approval or revision) 
Reference:  MCL 380.1300a 

CSO 

Search and Seizure Policy (date of approval or revision). 
Reference:  MCL 380.1306 

CSO 

Emergency Removal, Suspension and Expulsion of Students Policy (date of approval or 
revision). 

CSO 



  

Reference:  MCL 380.1309; MCL 380.1312(8)&(9); MCL 37.1402  
Parent/Guardian Review of Instructional Materials & Observation of Instructional 
Activity Policy (date of approval or revision). 
Reference:  MCL 380.1137 

CSO 

Board Member Reimbursement of Expenses Policy (date of approval or revision). 
Reference: MCL 380.1254; MCL 388.1764b 

CSO 

Equal Access for Non-School Sponsored Student Clubs and Activities Policy (date of 
approval or revision). Reference:  MCL 380.1299 

CSO 

Electronic or Wireless Communication Devices Policy (date of approval or revision). CSO 
Preparedness for Toxic Hazard and Asbestos Hazard Policy (date of approval or 
revision). 
Reference:  MCL 324.8316, 380.1256 

CSO 

Nondiscrimination and Access to Equal Educational Opportunity Policy (date of 
approval or revision). 
Including, but not limited to, Michigan Constitution, Article I, §26, Elliott-Larsen Civil 
Rights Act, Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments 
of 1972, Section 504 of the Rehabilitation Act of 1973, and the Age Discrimination Act of 
1975. 

CSO 

Academy Deposit Policy (date of approval or revision). 
PA 105 of 1855, being MCL 21.146, Section 11.10 of the Charter Contract 

CSO 

Parental Involvement Policy (date of approval or revision). 
Reference: MCL 380.1294 

CSO 

Wellness Policy (date of approval or revision). 
Reference:  42 USC §§ 1751, 1758, 1766; 42 USC § 1773 

CSO 

Corporal Punishment Policy (date of approval or revision). 
Reference: MCL 380.1312(8)&(9); 

CSO 

Anti-Bullying Policy (Matt’s Safe School Law) (date of approval or revision). 
Reference: MCL 380.1310b 

CSO 

Cardiac Emergency Response Plan (date of approval or revision). 
Reference: MCL 29.19 

CSO 

Emergency Operations Plan (date of approval or revision). 
Reference: MCL 380.1308 

CSO 

Data Breach Response Plan (date of approval or revision). 
The Academy Board shall design and implement a comprehensive data breach response plan 
that is made available to Academy personnel and Educational Service Providers.    

CSO 

 
 
 

Calendar of Additional Reporting Requirements and Critical Dates 
July 1, 2021 – June 30, 2022 

 
The following reports Academies must submit to the local ISD, MDE, CEPI and other 

organizations throughout the year. 
 



  

 
DUE DATE 

 
REPORT DESCRIPTION 

 
SUBMIT TO: 

TBD Student Count Day for State Aid F.T.E. No submission 
required. 

August 4094 Transportation Report from 2020-21. CEPI (online) 
September  SE-4096 Special Education Actual Cost Report (Contact ISD for due 

date).   
ISD 

Sept. *Special Education Findings – Sept. Strand Report for: B-1, B-2, B-9, 
B-10, and B-13.  Data review and complete corrective actions if 
required.  Corrective Action  

Catamaran 

October  Eye Protection Certificate (#4527 Certification of Eye Protective 
Devices Electronic Grant System [MEGS] if applicable). 

CEPI 

October  Certification of Constitutionally Protected Prayer. MDE 
October  SE-4094 Transportation Expenditure Report (Contact ISD for due date). ISD 
October 1 – 
October 31 
(as scheduled) 

Teacher Certification/Criminal Background Check/Unprofessional 
Conduct. This is an onsite review scheduled and conducted by Quality 
Performance Resource Group.  No submission required. 

No submission 
needed. 

Oct/Nov Deadline for MEIS/Single Record Student Database (“SRSD”) 
electronic file (Contact the local ISD for due date.) 

CEPI 

November Deadline for Immunization Records Report – IP100.  (Contact Health 
Dept. for due date). 

Local Health 
Dept. 

November 14 Deadline for electronic submission to the Financial Information 
Database (FID, formerly known as the Form B).  State aid will be 
withheld if the submission is not successful.  

CEPI 

Nov/Dec Special Education Count on MI-CIS.  Special education data must be 
current and updated in the Michigan Compliance and Information 
System (MI-CIS).  This information is used to determine funding for 
next year (Contact local ISD for due date). 

ISD 

December 1 -
December 31 
(as scheduled) 

Teacher Certification/Criminal Background Check/Unprofessional 
Conduct.   This is an onsite review scheduled and conducted by Quality 
Performance Resource Group.  No submission required. 

No submission 
required. 

Nov/Dec Registry of Educational Personnel (REP) Submission. CEPI 
December 30 Municipal Finance Qualifying Statement, if applicable (online 

submission). 
MI Dept. of 

Treasury 
January *Special Education Findings – January Strand Report for: B-11, B-12. 

Data review and complete corrective actions if required.  
Catamaran 

Feb 1 Deadline for Immunization Record Report – IP100 (Contact Health 
Dept. for due date).  A financial penalty of 5% of a school’s state aid 
allocation can be assessed if the immunization rate is not at 90% or 
above. 

Local Health 
Dept. 

Feb Supplemental Student Count for State Aid F.T.E. No submission 
required. 

March FS-4731-C – Count of Membership Pupils eligible for free/reduced 
breakfast, lunch or milk (official date TBD). 

MDE 



  

 
DUE DATE 

 
REPORT DESCRIPTION 

 
SUBMIT TO: 

March  MEIS/Single Record Student Database (“SRSD”) electronic file 
(Contact local ISD for due date.) 

ISD, CEPI 

March  Special Education:  Maintenance of Effort (MOE) Eligibility Test. Catamaran 
(online) 

May 1 –  
May 31  
(as scheduled) 

Teacher Certification/ Criminal Background Check/Unprofessional 
Conduct.  This is an onsite review scheduled and conducted by Quality 
Performance Resource Group.  No submission required. 

No submission 
required. 

May *Special Education Findings – May Strand Report for: B-3, B-4, B-5, 
B-6, and B-13.  Data review and completion of corrective actions as 
required. 

Catamaran 

June MEIS/ Single Record Student Database (“SRSD”) electronic file 
(Contact local ISD for due date). 

ISD, CEPI 

June  Registry of Educational Personnel (REP). CEPI 
June  School Infrastructure Database (SID). CEPI 
June 4107 – Bus inventory CEPI (online) 

 
*Monthly special education compliance updates, all special education complaints, and the 
annual Maintenance of Effort (MOE) Eligibility Test and corrective measures are 
communicated and submitted through Catamaran.  Regular monthly (or more frequently) 
review of special education information is recommended to assure compliance with state 
reporting requirements.  Catamaran can be accessed at:  https://training.catamaran.partners/.  
Timelines and Due Dates are located on bottom left side of the screen under Deadlines.  User 
account and login information is located at:  
https://catamaran.partners/Login.aspx?APPTHEME=MICIMS&ReturnURL=/ 
 
 
 
 
 
 
 
 
 
 
 
 



SCHEDULE 6 
 

INFORMATION TO BE PROVIDED BY ACADEMY AND EDUCATIONAL 
MANAGEMENT COMPANY 

 
 
 

	
  



SCHEDULE 6 
 

INFORMATION TO BE PROVIDED BY ACADEMY AND 
EDUCATIONAL MANAGEMENT COMPANY 

 

A. The following described categories of information are specifically included within those 
to be made available to the public and the University Charter Schools Office by the Academy in 
accordance with Section 11.17(a). Information to be Provided by the Academy, of the Terms and 
Conditions: 

1. Copy of the Contract 

2. Copies of the executed Constitutional Oath of public office form for each serving 
Director 

3. List of currently serving Directors with name, address, and term of office 
4. Copy of the Academy Board ‘s meeting calendar 

5. Copy of public notice for all Academy Board meetings 

6. Copy of Academy Board meeting agendas 

7. Copy of Academy Board meeting minutes 

8. Copy of Academy Board approved budget and amendments to the budget 

9. List of bills paid for amounts of $10,000.00 or more as submitted to the Academy Board 

10. Copy of the quarterly financial reports submitted to the University Charter Schools Office 

11. Copy of curriculum and other educational materials given to the University Charter 
Schools Office 

12. Copy of School improvement plan (if required) 

13. Copies of facility leases, mortgages, modular leases and/or deeds 

14. Copies of equipment leases 

15. Proof of ownership for Academy owned vehicles and portable buildings 

16. Copy of Academy Board approved management contract with Educational Service 
Provider 

17. Copy of Academy Board approved services contract(s) 

18. Office of Fire Safety certificate of occupancy for all Academy facilities 

19. MDE letter of continuous use (if required) 

20. Local County Health Department food service permit (if required) 



21. Asbestos inspection report and asbestos management plan (if required) 

22. Boiler inspection certificate and lead based paint survey (if required) 

23. Phase 1 environmental report (if required) 

24. List of current Academy teachers and school administrators with their individual salaries 
as submitted to the Registry of Educational Personnel 

25. Copies of administrator and teacher certificates or permits for all current administrative 
and teaching staff 

26. Evidence of fingerprinting, criminal back-ground and record checks and unprofessional 
conduct check required by the Code for all Academy teachers and administrators 

27. Academy Board approved policies 

28. Copy of the annual financial audit and any management letters issued to the Academy 
Board as part of the audit 

 
29. Proof of insurance as required by the Contract 
 
30. Any other information specifically required under Public Act 277 of 2011 
 
 
B. The following information is specifically included within the types of information 
available to the Academy by the Educational Management Organization (if any) in accordance 
with Section 11.17(b). Information to be provided by Educational Management Company, of the 
Terms and Conditions: 

1. Any information needed by the Academy in order to comply with its obligations to 
disclose the information listed under (a) above. 
 
 
 
C.   In accordance with Section 11.13. Additional Required Provisions for Educational 
Service Provider Agreements, of the Terms and Conditions, the following categories must be 
clearly defined within each ESP agreement that the Academy is a party to:    
 

1.   Roles and responsibilities of the parties 
2.   Services and resources provided by the ESP 
3.   Fee or expense payment structure 
4.   Financial control, oversight, and disclosure 
5.   Renewal and termination of the agreement” 
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SCHEDULE 7 
 

ACADEMY SPECIFIC INFORMATION & EDUCATIONAL PROGRAM 
 
 
 
 
 

	
  



SCHEDULE 7-1 
 

EDUCATIONAL GOALS AND PROGRAMS 
 
 
 
 

	
  





SCHEDULE 7-2 
 

CURRICULUM 
 
 

	
  



The	
  Academy	
  will	
  comply	
  with	
  the	
  requirements	
  of	
  MCL	
  380.552(20).	
  	
  The	
  Academy	
  
will	
  submit	
  a	
  report	
  to	
  the	
  MDE,	
  in	
  a	
  form	
  or	
  manner	
  prescribed	
  by	
  the	
  MDE,	
  that	
  
reports	
  the	
  number	
  of	
  pupils	
  enrolled	
  in	
  an	
  online	
  or	
  distance	
  learning	
  program	
  
during	
  the	
  immediately	
  preceding	
  month.	
  	
  





SCHEDULE 7-3  
 

STAFF RESPONSIBILITIES 
 
 

	
  



 
 

 
 

 
 
 
 
 
 
Except as otherwise provided by law, the Academy shall use certificated 
teachers according to state board rule.  The Academy may use noncertified 
individuals to teach as follows: 
 
(a) A classroom teacher in any grade a faculty member who is employed full-time 
by the state public university and who has been granted institutional tenure, or 
has been designated as being on tenure track, by the state public university, and 
 
(b) In any other situation in which a school district is permitted under this act to 
use noncertificated teachers. 
 
All administrators or other person whose primary responsibility is administering 
instructional programs or as a chief business official shall meet the certification 
and continuing education requirements as described in MCL 380.1246. 
 

 

 



Administrator and Teacher Evaluation Systems.  The Academy Board shall adopt and 
implement for all teachers and school administrators a rigorous, transparent, and fair 
performance evaluation system that complies with sections 1249 and 1250 of the Code.  
If the Academy enters into an agreement with an Educational Service Provider, then the 
Academy Board shall ensure that the Educational Service Provider adopts a performance 
evaluation system that complies with this section.   
 
Performance Evaluation System Commencing with the 2013-2014 School Year.  If the 
Academy Board adopts and implements for all teachers and school administrators a 
performance evaluation system that complies with section 1249(7) of the Code, then the 
Academy Board is not required to implement a performance evaluation system that 
complies with section 1249(2) and (3).  If the Academy enters into an agreement with an 
Educational Service Provider, then the Academy Board shall ensure that the Educational 
Service Provider adopts a performance evaluation system that complies with this section. 
 
Parent Notification of Ineffective Teacher Ratings.  Beginning with the 2015-2016 school 
year and continuing on during the term of this Contract, if a pupil is assigned to be taught 
by a teacher who has been rated as ineffective on his or her 2 most recent annual year-end 
evaluations under section 1249, the Academy Board shall notify the pupil’s parent or 
legal guarding that the pupil has been assigned to a teacher who has been rated as 
ineffective on the teacher’s 2 most recent annual year-end evaluations.  The notification 
shall be in writing and shall be delivered to the pupil’s parent or legal guardian by U.S. 
mail not later than July 15th immediately preceding the beginning of the school year for 
which the pupil is assigned to the teacher, and shall identify the teacher who is the subject 
of the notification. 
 
Teacher and Administrator Job Performance Criteria.  The Academy Board shall 
implement and maintain a method of compensation for its teachers and school 
administrators that includes job performance and job accomplishments as a significant 
factor in determining compensation and additional compensation earned and paid in 
accordance with Applicable Law.  The assessment of job performance shall incorporate a 
rigorous, transparent, and fair evaluation system that evaluates a teacher’s or school 
administrator’s performance at least in part based upon data on student growth as 
measured by assessments and other objective criteria.  If the Academy enters into an 
agreement with an Educational Service Provider, then the Academy Board shall ensure 
that the Educational Service Provider complies with this section.   
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WHO WE ARE 
Cornerstone Education Group is a non-profit organization that manages the Cornerstone Charter School network in 
Detroit, serving the community for nearly 30 years. Our mission is to provide students with the tools to lead fulfilling 
lives. We do this by providing an excellent education, a foundation of strong character, meaningful relationships, and 
real-world experiences that prepare them for career and college. We are hiring top talent to help us fulfill this great 
mission. 

THE CORNERSTONE FAMILY 

Our faculty, staff, parents and students are all part of the Cornerstone family. We work hard together to help each 
other succeed. If you want to work alongside a group of people who are passionate about what they do, the city in 
which they do it, and the families they serve, then Cornerstone is the right place for you.  

THE ROLE 

Join the Cornerstone family! We are looking for a Paraprofessional Cornerstone Education Group.   Our 
Paraprofessionals work with motivated young people at the assigned grade level and will assist the teacher in their 
designated classroom with general student management and supervision and the delivery of academic instruction. We 
are looking for someone who reflects a standard of excellence in achieving goals and will interact with students in 
accordance with Cornerstone’s high standards. 

TITLE:                      Paraprofessional   
FLSA STATUS:        Exempt 
REPORTS TO:          Building Leader  
SUPERVISES:          N/A 
  

HERE’S WHAT YOU’LL DO 

● Assists teacher with general classroom management and supervision 
● Establishes and maintains an orderly and supportive learning environment that maximizes student learning 
● Provides interventions and small group support based on individual learning plans 
● Supports high levels of student engagement in academic instruction 
● Implements creative methods of instruction (exercises and activities) that will help students learn and 

improve their academic performance 
● Maintains open communication with teacher(s) about any student issues or special information 
● Assists and supports high quality of student activities including alignment with organization and state 

standards  
● Maintains a high standard of professionalism, including confidentiality and adherence to FERPA standards 
● Conducts individual or group tutoring sessions with students to help them master and reinforce concepts 
● Prepares and maintains accurate student records, including progress and attendance reports 
● Communicates continually with students on learning and achievement expectations and their progress in 

meeting those expectations 
● Maintains continuous communication with parents/guardians to keep them informed of the progress of their 

child 
● Performs other job relevant duties as assigned 
 
HERE’S WHAT EVERYONE AT CORNERSTONE DOES 

 
● Support and actively engage in the alignment of Career Pathways’ workforce readiness initiatives and 

curriculum 



 
 

● Provide excellent customer service to students, parents, staff, vendors and other visitors 
● Leverage data to drive decision making 
● Build, further develop and maintain positive relationships with students, parents, staff, community members 

and others 
● Consistently maintain work habits, appearance and behavior that serve as a positive model for students 
● Expand your knowledge and skills by participating in professional development opportunities 

  
HERE’S WHY WE WILL LOVE YOU 

● You have obtained an associate’s degree, and if you have a bachelor’s degree, that’s a plus! 
● You have unique talents and know how to bring your own brand of creativity and passion to your work 
● You demonstrate a confident and working knowledge of multiple teaching techniques and academic 

programs 
● You have the analytical ability to plan engaging individual and group activities that stimulate growth and 

learning for each student 
● You possess excellent written and verbal communication skills 
● You enjoy shaping the minds and experiences of young people  
● You communicate with others in a tactful and respectful manner 
● You know how to engage students and positively redirect undesirable behaviors, as well as manage conflict 

in a professional manner 
● You thrive in a collaborative and team-centered environment 
● You possess attributes inherent in our Love. Learn. Lead. philosophy 

 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an employee to  
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable  
individuals with disabilities to perform the essential functions. 
 

o Sitting, standing and walking for extended periods of time 
o Dexterity of hands and fingers to operate assigned equipment and a computer keyboard 
o Hearing and speaking to exchange information in person and on the telephone 
o Reaching overhead and above shoulders to retrieve files and materials 
o Bending at the waist, kneeling or crouching to file materials 
o The employee must occasionally lift and/or move up to 25 pounds 
o Eyesight to read a variety of materials 

 
WORK ENVIRONMENT 
 
Indoor/school office environment. Constant interruptions. The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise 
level in the work environment is usually moderate. 
 
 
This job description is intended to describe the general nature and level of work being performed by an employee in this position 
and the qualifications needed. The job description should not be construed as an exhaustive list of all duties that may be performed 



 
 
by a person so classified and should not be taken as a comprehensive list of all qualifications that may be required. Cornerstone 
Education Group is an equal-opportunity employer.  

 
I acknowledge and accept the responsibilities and duties of this position.  

 
__________________________________________      _________________________________________________   
Employee Name (signature)    Date  
 
 

 

 



 
 
WHO WE ARE 

Cornerstone Education Group is a non-profit organization that manages the Cornerstone charter school network in 
Detroit, serving the community for nearly 30 years. Our mission is to provide students with the tools to lead fulfilling 
lives. We do this by providing an excellent education, a foundation of strong character, meaningful relationships, and 
real-world experiences that prepare them for career and college. We are hiring top talent to help us fulfill this great 
mission. 

THE CORNERSTONE FAMILY 

Our faculty, staff, parents and students are all part of the Cornerstone family. We work hard together to help each 
other succeed. If you want to work alongside a group of people who are passionate about what they do, the city in 
which they do it, and the families they serve, then Cornerstone is the right place for you.  

THE ROLE 

Join the Cornerstone family! Our Reading Interventionist works with students by providing supplemental academic 
instruction. This role will also be responsible for coaching targeted students and/or classrooms. We are looking for 
someone who reflects a standard of excellence in achieving goals and will interact with students in accordance with 
Cornerstone and MDE standards. 

TITLE:                Reading Interventionist 
FLSA STATUS:               Exempt 
REPORTS TO:  Building Leader  
SUPERVISES:  N/A 
 

HERE’S WHAT YOU’LL DO 

o Work closely with faculty, staff and parents to identify students who need tutoring and extent of tutoring 
required 

o Deliver supplemental instruction to individual students and/or classrooms as needed to help increase learning 
and comprehension 

o Implement creative methods of instruction/coaching (exercises and activities) that will help students learn 
and improve their academic performance in their classes 

o Support the integration of technology in effective academic instruction 
o Maintain a high quality of student activities including alignment with organization and state standards  
o Prepare and maintain accurate and complete student records including student achievement and progress  
o Demonstrate a confident working knowledge of assigned content area(s) including appropriate instructional 

strategies, available resources and the use of technology to enhance instruction and organization  
o Communicate continually with students on learning and achievement expectations and their progress in 

meeting those expectations 
o Maintain continuous communication with parents/guardians to keep them informed of the progress of their 

child 
o Perform other job relevant duties  

 

HERE’S WHAT EVERYONE AT CORNERSTONE DOES 

o Support and actively engage in the alignment of Career Pathways’ workforce readiness initiatives and 
curriculum 

o Provide excellent customer service to students, parents, staff, vendors and other visitors 
o Leverage data to drive decision making 



 
 

o Build, further develop and maintain positive relationships with students, parents, staff and others 
o Consistently maintain work habits, appearance and behavior that serve as a positive model for students 
o Expand your knowledge and skills by participating in professional development opportunities 
o Model Love, Learn, Lead 

 

HERE’S WHY WE’LL LOVE YOU 

o You have obtained a bachelor’s degree in education (required) and if you have a master’s degree, that’s a 
plus!   

o You have a valid Michigan teaching endorsement with certification in Reading 
o You have current certifications, licensure and registrations as required by the Michigan Department of 

Education  
o You comply with Michigan teacher continuing education requirements 
o You have five years (or more) of experience teaching  
o You have unique talents and know how to bring your own brand of creativity and passion to your work 
o You have proven success teaching at-risk students in the area of literacy 
o You have knowledge of current state literacy standards for high school grades 
o You have strong instructional skills and a working knowledge base of literacy components, such as 

phonics, fluency, vocabulary and comprehension 
o You have the analytical ability to plan engaging individual and group activities that stimulate growth and 

learning for each student 
o You are willing to attend meetings or trainings outside of work hours 
o You enjoy shaping the minds and experiences of young people  

 

HERE’S WHY YOU’LL LOVE US 

o We offer a competitive compensation and benefits package commensurate with experience and subject to 
plan eligibility 

o Medical, Dental and Vision Coverage 
o Retirement Savings Plan with Employer Match 
o Paid Time-Off  
o Performance and Referral Bonuses 
o Advanced Degree Stipend 
o Short- and Long-Term Disability 
o Flexible Care Spending Account 
o Dependent Care Spending Account 
o Group Life Insurance 
o Optional Income Protection Plans 

o We operate a positive and supportive working environment 
o We foster and encourage innovation in student education and career development 
o We facilitate professional development and other faculty and staff experiences 
o We provide opportunities to engage in the Partner Program, Career Pathways and other sponsored 

Cornerstone community programs 
PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an employee to  
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable  
individuals with disabilities to perform the essential functions. 
 



 
 

o Sitting, standing and walking for extended periods of time 
o Dexterity of hands and fingers to operate assigned equipment and a computer keyboard 
o Hearing and speaking to exchange information in person and on the telephone 
o Reaching overhead and above shoulders to retrieve files and materials 
o Bending at the waist, kneeling or crouching to file materials 
o The employee must occasionally lift and/or move up to 25 pounds 
o Eyesight to read a variety of materials 

 
WORK ENVIRONMENT 
 
Indoor/school office environment. Constant interruptions. The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise 
level in the work environment is usually moderate. 
 
 
 

 
This job description is intended to describe the general nature and level of work being performed by an employee in 
this position and the qualifications needed. The job description should not be construed as an exhaustive list of all 

duties that may be performed by a person so classified and should not be taken as a comprehensive list of all 
qualifications that may be required. Cornerstone Education Group is an equal-opportunity employer.  

 

I acknowledge and accept the responsibilities and duties of this position.  
 

__________________________________________      _________________________________________________   
Employee Name (signature)    Date  
 
 

 

 



 
 
WHO WE ARE 

Cornerstone Education Group is a non-profit organization that manages the Cornerstone charter school network in 
Detroit, serving the community for nearly 30 years. Our mission is to provide students with the tools to lead 
fulfilling lives. We do this by providing an excellent education, a foundation of strong character, meaningful 
relationships, and real-world experiences that prepare them for career and college. We are hiring top talent to help us 
fulfill this great mission. 

THE CORNERSTONE FAMILY 

Our faculty, staff, parents and students are all part of the Cornerstone family. We work hard together to help each 
other succeed. Our ten Character Words are a core component of our culture, and we exemplify those traits with 
each other and the world around us. The Character Words are: Kindness, Love, Patience, Peace, Self-Control, 
Citizenship, Faithfulness, Gentleness, Goodness, and Gratitude. If you want to work alongside a group of people 
who are passionate about what they do, the city in which they do it, and the families they serve, then Cornerstone is 
the right place for you.  

THE ROLE 

Join the Cornerstone family! Our Reading Specialist works with inspiring young people by providing supplemental 
academic instruction. This role will also be responsible for coaching targeted students and/or classrooms. We are 
looking for someone who reflects a standard of excellence in achieving goals and will interact with students in 
accordance with Cornerstone and MDE standards. 

TITLE:   Reading Specialist 
FLSA STATUS:  Exempt 
REPORTS TO:  School Principal 
SUPERVISES:  N/A 
 

HERE’S WHAT YOU’LL DO 

o Work with administration to develop specific criteria for students to work with  
o Work closely with faculty, staff and parents to identify students who need tutoring and extent of tutoring 

required 
o Deliver supplemental instruction to individual students and/or classrooms as needed to help increase 

learning and comprehension 
o Implement creative methods of instruction/coaching (exercises and activities) that will help students learn 

and improve their academic performance in their classes 
o Support the integration of technology in effective academic instruction 
o Maintain a high quality of student activities including alignment with organization and state standards  
o Prepare and maintain accurate and complete student records including student achievement and progress  
o Demonstrate a confident working knowledge of assigned content area(s) including appropriate instructional 

strategies, available resources and the use of technology to enhance instruction and organization  
o Communicate continually with students on learning and achievement expectations and their progress in 

meeting those expectations 
o Maintain (at minimum) monthly communication with parents/guardians to keep them informed of their 

child’s progress 
o Prepare and present Family Literacy Nights  
o Meet with Administration monthly to review student data/ progress  
o Provide training for teachers for KRA administration  

 



 
 
HERE’S WHAT EVERYONE AT CORNERSTONE DOES 

o Support and actively engage in the alignment of Career Pathways’ workforce readiness initiatives and 
curriculum 

o Leverage data to drive decision making 
o Build, further develop and maintain positive relationships with students, parents, staff and others 
o Consistently maintain work habits, appearance and behavior that serve as a positive model for students 
o Expand your knowledge and skills by participating in professional development opportunities 

 

HERE’S WHY WE’LL LOVE YOU 

o You have obtained a bachelor’s degree in education (required) and if you have a master’s degree, that’s a 
plus!   

o You have current certifications, licensure and registrations as required by the Michigan Department of 
Education  

o You comply with Michigan teacher continuing education requirements 
o You have a Michigan endorsement with certification in Reading 
o You have five years (or more) of experience teaching in grades K-3 
o You have unique talents and know how to bring your own brand of creativity and passion to your work 
o You have proven success teaching at-risk students in the area of literacy 
o You have knowledge of current state literacy standards for grades K-3 
o You have strong instructional skills and a working knowledge base of literacy components, such as 

phonics, fluency, vocabulary and comprehension 
o You have the analytical ability to plan engaging individual and group activities that stimulate growth and 

learning for each student 
o You are willing to attend meetings or trainings outside of work hours 
o You enjoy shaping the minds and experiences of young people  
o You possess attributes inherent in the ten Cornerstone Character Words 

 

HERE’S WHY YOU’LL LOVE US 

o We offer a competitive compensation and benefits package commensurate with experience and subject to 
plan eligibility 

o Medical, Dental and Vision Coverage 
o Retirement Savings Plan with Employer Match 
o Paid Time-Off  
o Performance and Referral Bonuses 
o Advanced Degree Stipend 
o Short- and Long-Term Disability 
o Flexible Care Spending Account 
o Dependent Care Spending Account 
o Group Life Insurance 
o Optional Income Protection Plans 

o We operate a positive and supportive working environment 
o We foster and encourage innovation in student education and career development 
o We facilitate professional development and other faculty and staff experiences 



 
 

o We provide opportunities to engage in the Partner Program, Career Pathways and other sponsored 
Cornerstone community programs 
 

 
This job description is intended to describe the general nature and level of work being performed by an employee in this position 

and the qualifications needed. The job description should not be construed as an exhaustive list of all duties that may be 
performed by a person so classified and should not be taken as a comprehensive list of all qualifications that may be required. 

Cornerstone Education Group is an equal-opportunity employer.  



 
 
WHO WE ARE 
Cornerstone Education Group is a non-profit organization that manages the Cornerstone Charter School network in 
Detroit, serving the community for nearly 30 years. Our mission is to provide students with the tools to lead fulfilling 
lives. We do this by providing an excellent education, a foundation of strong character, meaningful relationships, and 
real-world experiences that prepare them for career and college. We are hiring top talent to help us fulfill this great 
mission. 

THE CORNERSTONE FAMILY 

Our faculty, staff, parents and students are all part of the Cornerstone family. We work hard together to help each 
other succeed. If you want to work alongside a group of people who are passionate about what they do, the city in 
which they do it, and the families they serve, then Cornerstone is the right place for you.  

THE ROLE 

Join the Cornerstone family! We are looking for a Resource Room Teacher for Cornerstone Education Group.   Our 
Resource Room Teachers works with inspiring young people at the assigned grade level and will assist the teacher in 
their designated classroom with general student management and supervision and the delivery of academic instruction. 
We are looking for someone who reflects a standard of excellence in achieving goals and will interact with students 
in accordance with Cornerstone and MDE standards. 

TITLE:                      Resource Room Teacher  
FLSA STATUS:        Exempt 
REPORTS TO:          Director of Special Education  
SUPERVISES:          N/A 
  

HERE’S WHAT YOU’LL DO 

● Assists teacher with general classroom management and supervision 
● Provides timely and consistent Special Education services as specified on Individualized Education 

Programs (IEP) 
● Establishes and maintains an orderly and supportive learning environment that maximizes student learning 
● Supports high levels of student engagement in academic instruction 
● Implements creative methods of instruction (exercises and activities) that will help students learn and 

improve their academic performance in their classes 
● Maintains open communication with teacher(s) about any student issues or special information 
● Maintains a high quality of student activities including alignment with organization and state standards and 

IDEA generated guidelines and timelines 
● Conducts individual or group tutoring sessions with students to help them master and reinforce concepts 
● Assists the teacher in preparing lesson plans and activities for the students 
● Supervises lunchroom and recess activities 
● Prepares and maintains accurate student records 
● Maintains a high standard of professionalism, including confidentiality and adherence to FERPA standards 
● Performs other job relevant duties as assigned 
 
 
 
 
 
 



 
 

HERE’S WHAT EVERYONE AT CORNERSTONE DOES 
 

● Support and actively engage in the alignment of Career Pathways’ workforce readiness initiatives and 
curriculum 

● Provide excellent customer service to students, parents, staff, vendors and other visitors 
● Leverage data to drive decision making 
● Build, further develop and maintain positive relationships with students, parents, staff, community members 

and others 
● Consistently maintain work habits, appearance and behavior that serve as a positive model for students 
● Expand your knowledge and skills by participating in professional development opportunities 

  
HERE’S WHY WE WILL LOVE YOU 

● You have obtained, at minimum, a Bachelor’s degree in Education  
● You have current Michigan state certification in Special Education 
● You have knowledge of IDEA guidelines and regulations 
● You have previous experience working with children  
● You comply with Michigan teacher continuing education requirements 
● You have unique talents and know how to bring your own brand of creativity and passion to your work 
● You demonstrate a confident and working knowledge of multiple teaching techniques and academic 

programs 
● You have the analytical ability to plan engaging individual and group activities that stimulate growth and 

learning for each student 
● You enjoy shaping the minds and experiences of young people  
● You possess attributes inherent in our Love. Learn. Lead. philosophy 

 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an employee to  
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable  
individuals with disabilities to perform the essential functions. 
 

o Sitting, standing and walking for extended periods of time 
o Dexterity of hands and fingers to operate assigned equipment and a computer keyboard 
o Hearing and speaking to exchange information in person and on the telephone 
o Reaching overhead and above shoulders to retrieve files and materials 
o Bending at the waist, kneeling or crouching to file materials 
o The employee must occasionally lift and/or move up to 25 pounds 
o Eyesight to read a variety of materials 

 
WORK ENVIRONMENT 
 
Indoor/school office environment. Constant interruptions. The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise 
level in the work environment is usually moderate. 
 



 
 
 
This job description is intended to describe the general nature and level of work being performed by an employee in this position 
and the qualifications needed. The job description should not be construed as an exhaustive list of all duties that may be performed 
by a person so classified and should not be taken as a comprehensive list of all qualifications that may be required. Cornerstone 
Education Group is an equal-opportunity employer.  

 
I acknowledge and accept the responsibilities and duties of this position.  

 
__________________________________________      _________________________________________________   
Employee Name (signature)    Date  
 
 

 

 



 
 
WHO WE ARE 
Cornerstone Education Group is a non-profit organization that manages the Cornerstone Charter School network in 
Detroit, serving the community for nearly 30 years. Our mission is to provide students with the tools to lead fulfilling 
lives. We do this by providing an excellent education, a foundation of strong character, meaningful relationships, and 
real-world experiences that prepare them for career and college. We are hiring top talent to help us fulfill this great 
mission. 

THE CORNERSTONE FAMILY 

Our faculty, staff, parents and students are all part of the Cornerstone family. We work hard together to help each 
other succeed. If you want to work alongside a group of people who are passionate about what they do, the city in 
which they do it, and the families they serve, then Cornerstone is the right place for you.  

THE ROLE 

Join the Cornerstone family! We are looking for a School Social Worker for Cornerstone Education Group.   The 
School Social Worker is responsible for providing services related to students’ social, emotional and life adjustment 
to school and/or society.  This role is the link between the home, school and community in providing direct as well as 
indirect services to students, families and school personnel to promote and support students' academic and social 
success.  

TITLE:                      School Social Worker 
FLSA STATUS:        Exempt 
REPORTS TO:          Building Leader  
SUPERVISES:          N/A 
  

HERE’S WHAT YOU’LL DO 

● Conduct individual behavioral/emotional evaluations, prepare written reports and participate in multi-
disciplinary team meetings to determine eligibilities for special education services 

● Identify and assess academic problems through analysis of factors impinging on student adjustment including 
factors in the home, school and community 

● Determine and implement appropriate therapeutic strategies to effect changes in behavioral/social 
interactions of students and their families 

● Provides individual and group therapeutic counseling to students 
● Collaborates with school staff in implementing strategies to promote student learning 
● Participate as member of the IEP and other school-based teams to develop interventions for promoting 

students’ academic success 
● Provide crisis intervention services to staff and students 
● Provide staff consultation on behavioral/emotional/environmental issues affecting student participation in the 

learning process 
● Conduct staff development on issues related to social/emotional/environmental factors that impact learning 
● Complete functional behavior assessments and behavior plans on identified students 
● Complete classroom observations 
● Serves as liaison with community agencies and assists in fostering communication between schools, 

parents/guardians, and community leaders 
● Participate in Child Study Team process as needed 
● Interpret behavioral/emotional information to school personnel and parents 



 
 

● Consult with school personnel, parents and community agencies 
● Maintain accurate and complete records, according to district policies/procedures and IDEA law 
● Support special and general education teachers through the use of student/classroom observations and 

intervention strategies 
● Attend all Special Education meetings, and appropriate building staff meetings 
● Participate in building and/or district committees 
● Maintaining current licensure by attending appropriate accredited social work workshops/seminars 
● Maintain confidentiality, while upholding FERPA and mandated reporting requirements   
● Perform other job relevant duties as assigned 
 
HERE’S WHAT EVERYONE AT CORNERSTONE DOES 

 
● Support and actively engage in the alignment of Career Pathways’ workforce readiness initiatives and 

curriculum 
● Provide excellent customer service to students, parents, staff, vendors and other visitors 
● Leverage data to drive decision making 
● Build, further develop and maintain positive relationships with students, parents, staff, community members 

and others 
● Consistently maintain work habits, appearance and behavior that serve as a positive model for students 
● Expand your knowledge and skills by participating in professional development opportunities 

  
HERE’S WHY WE WILL LOVE YOU 

● You possess a Master’s Degree in Social Work from an accredited university 
● You possess current LMSW (Licensed Master Social Work degree) OR LLMSW (Limited Licensed Master 

Social Work degree with supervision) 
● You are approved to work as a school social worker as documented in the State of Michigan Department of 

Licensing and Regulatory Affairs 
● You have the ability to show professional and personal characteristics necessary for working effectively with 

all students, parents and school personnel 
● You have a firm understanding of the School Social Work profession including laws (IDEA, ADA, HIPAA, 

Section 504, MDHHS – Child Protection Law Act 238 of 1975, attendance, etc.) 
● You have working knowledge in MTSS / RTI – identifying research-based Tier I, Tier II and Tier III 

Academic and Behavioral Interventions 
● You demonstrate strong consultation skills for supporting special education in inclusive settings 
● Ability to maintain appropriate levels of confidentiality 
● You have highly effective communication skills both in person and in writing 
● You have fantastic interpersonal skills and know how to establish and maintain positive and effective 

relationships with students, parents/guardians and other staff 
● You have knowledge of resources to aid in student success both within and outside of schools 
● You know what it means to be customer-focused and results-oriented 
● You have strong organizational and problem-solving skills 

 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an employee to  
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable  
individuals with disabilities to perform the essential functions. 



 
 
 

o Sitting, standing and walking for extended periods of time 
o Dexterity of hands and fingers to operate assigned equipment and a computer keyboard 
o Hearing and speaking to exchange information in person and on the telephone 
o Reaching overhead and above shoulders to retrieve files and materials 
o Bending at the waist, kneeling or crouching to file materials 
o The employee must occasionally lift and/or move up to 25 pounds 
o Eyesight to read a variety of materials 

 
WORK ENVIRONMENT 
 
Indoor/school office environment. Constant interruptions. The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise 
level in the work environment is usually moderate. 
 
 
This job description is intended to describe the general nature and level of work being performed by an employee in this position 
and the qualifications needed. The job description should not be construed as an exhaustive list of all duties that may be performed 
by a person so classified and should not be taken as a comprehensive list of all qualifications that may be required. Cornerstone 
Education Group is an equal-opportunity employer.  

 
I acknowledge and accept the responsibilities and duties of this position.  

 
__________________________________________      _________________________________________________   
Employee Name (signature)    Date  
 
 

 

 



 
 
WHO WE ARE 
Cornerstone Education Group is a non-profit organization that manages the Cornerstone Charter School network in 
Detroit, serving the community for nearly 30 years. Our mission is to provide students with the tools to lead fulfilling 
lives. We do this by providing an excellent education, a foundation of strong character, meaningful relationships, and 
real-world experiences that prepare them for career and college. We are hiring top talent to help us fulfill this great 
mission. 

THE CORNERSTONE FAMILY 

Our faculty, staff, parents and students are all part of the Cornerstone family. We work hard together to help each 
other succeed. If you want to work alongside a group of people who are passionate about what they do, the city in 
which they do it, and the families they serve, then Cornerstone is the right place for you.  

THE ROLE 

Join the Cornerstone family! We are looking for a Speech Language Pathologist for Cornerstone Education Group.   
Our SLP’s assist the Director of Special Education in diagnosing and treating language challenges in the student body. 
She/he works daily with inspiring young people to encourage and assist them with speech improvement and 
communication skills. We are looking for someone who reflects a standard of excellence in achieving goals and will 
interact with students in accordance with Cornerstone and MDE standards. 

TITLE:                      Speech Language Pathologist 
FLSA STATUS:        Exempt 
REPORTS TO:          Director of Special Education  
SUPERVISES:          N/A 
  

HERE’S WHAT YOU’LL DO 

● Performs assessments and evaluations to discover and diagnose student language or communication 
challenges and create treatment plans based on the diagnosis 

● Provides consistent quality in speech and language services as specified on Individualized Education Plans 
● Plans, directs and conducts rehabilitative treatment programs 
● Monitors and tracks student achievement and growth towards communication goals 
● Demonstrates a confident working knowledge of assigned content area(s) including appropriate instructional 

and rehabilitative strategies and available resources 
● Complies with IDEA (Individuals with Disabilities Education Act) generated timelines and guidelines 
● Assists in management and development of staff regarding the speech and language needs of students 
● Promotes clear communication and collaboration with students, faculty and staff 
● Organizes data to develop student, classroom and school profiles 
● Continually communicates with students on instructional expectations and their progress in meeting those 

expectations 
● Ensures continuous communication with parents/guardians to keep them informed of the progress of their 

child 
● Serves as a case coordinator and Multidisciplinary Evaluation Team representative for students with 

speech/language impairments  
● Maintains a high standard of professionalism, including confidentiality and adherence to FERPA standards 
● Performs other job relevant duties as assigned 
 
 
 



 
 

HERE’S WHAT EVERYONE AT CORNERSTONE DOES 
 

● Support and actively engage in the alignment of Career Pathways’ workforce readiness initiatives and 
curriculum 

● Provide excellent customer service to students, parents, staff, vendors and other visitors 
● Leverage data to drive decision making 
● Build, further develop and maintain positive relationships with students, parents, staff, community members 

and others 
● Consistently maintain work habits, appearance and behavior that serve as a positive model for students 
● Expand your knowledge and skills by participating in professional development opportunities 

  
HERE’S WHY WE WILL LOVE YOU 

● You have obtained a master’s degree in a speech-related field  
● You have current relevant certifications, licensure and registrations as required by the Michigan Department 

of Education 
● You have an updated Certification of Clinical Competence (CCC) 
● You have the ability to review data and make recommendations based on the information 
● You have a creative and positive approach to problem-solving  
● You have experience working in challenging situations and doing so with wisdom and grace 
● You have fantastic communication skills whether you are speaking with children or adults 
● You show a familiarity with a variety of concepts, practices and procedures in the field 
● You have a strong understanding of formative assessment strategies  
● You operate in an upbeat and positive attitude 
● You have fantastic interpersonal skills and know how to establish and maintain effective relationships with 

students, parents/guardians and other staff 
● You have strong organizational skills 
● You enjoy shaping the minds and experiences of young people  
● You possess attributes inherent in our Love. Learn. Lead. philosophy 

 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an employee to  
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable  
individuals with disabilities to perform the essential functions. 
 

o Sitting, standing and walking for extended periods of time 
o Dexterity of hands and fingers to operate assigned equipment and a computer keyboard 
o Hearing and speaking to exchange information in person and on the telephone 
o Reaching overhead and above shoulders to retrieve files and materials 
o Bending at the waist, kneeling or crouching to file materials 
o The employee must occasionally lift and/or move up to 25 pounds 
o Eyesight to read a variety of materials 

 
WORK ENVIRONMENT 
 
Indoor/school office environment. Constant interruptions. The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this job. Reasonable 



 
 
accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise 
level in the work environment is usually moderate. 
 
 
This job description is intended to describe the general nature and level of work being performed by an employee in this position 
and the qualifications needed. The job description should not be construed as an exhaustive list of all duties that may be performed 
by a person so classified and should not be taken as a comprehensive list of all qualifications that may be required. Cornerstone 
Education Group is an equal-opportunity employer.  

 
I acknowledge and accept the responsibilities and duties of this position.  

 
__________________________________________      _________________________________________________   
Employee Name (signature)    Date  
 
 

 

 



 
 
WHO WE ARE 
Cornerstone Education Group is a non-profit organization that manages the Cornerstone Charter School network in 
Detroit, serving the community for nearly 30 years. Our mission is to provide students with the tools to lead fulfilling 
lives. We do this by providing an excellent education, a foundation of strong character, meaningful relationships, and 
real-world experiences that prepare them for career and college. We are hiring top talent to help us fulfill this great 
mission. 

THE CORNERSTONE FAMILY 

Our faculty, staff, parents and students are all part of the Cornerstone family. We work hard together to help each 
other succeed. If you want to work alongside a group of people who are passionate about what they do, the city in 
which they do it, and the families they serve, then Cornerstone is the right place for you.  

THE ROLE 

Join the Cornerstone family! We are looking for a Student Advocate for Cornerstone Education Group.   The Student 
Advocate shall implement high-quality student supports around creating a positive student culture, implementation of 
system-wide character education initiatives, discipline, and overall good citizenship.   

TITLE:                      Student Advocate  
FLSA STATUS:        Exempt 
REPORTS TO:          Dean of Students   
SUPERVISES:          N/A 
  

HERE’S WHAT YOU’LL DO 

Foundational Norm  
Care - 

● Possess the strong desire and ability to build meaningful, caring relationships with students in order to 
motivate and exert character, academic, and post-secondary influence 

● Maintain confidentiality, while upholding FERPA and mandated reporting requirements   
● Assist in maximizing instructional time for students 

Technical Norms 
Support -  

● Collect, input and analyze data to support instructional decisions (behavior, attendance, truancy interventions, 
parent call logs, etc. in MiStar)  

● Leverage the student support network to ensure that students’ social, emotional, nutritional and health needs 
are addressed 

● Actively participate in ongoing student need-specific conversations designed to improve student learning 
● Support student learning/behavior plans (medical, behavioral, instructional), building safety plans  

Safety -  
● Create and maintain a safe environment in which the focus is on the promotion of positive behavior, under 

the direction of the building leaders 
● Guide children in working and playing harmoniously and safely with other children 
● Provide an atmosphere based on the principles of firm, fair, and consistent practices 

Citizenship - 
● Communicate accurately and timely with students and their families 
● Respect for individual children, and development of responsible citizenship 



 
 

● Seek out knowledgeable teachers, peers, coaches or administrators for support in the never-ending quest to 
deliver the vision of MTSS every day 

Collective system-wide norms: 
● Help create and thrive in a professional environment that is one of mutual respect, teamwork, and 

accountability 
● Prioritize student-learning needs over the customs, routines, and established relationships that can stand in 

the way of necessary change 
● Achieve results by reflecting and acting on lessons learned 
● Maintain his/her drive for results by demonstrating persistence, directness, and the ability to monitor and 

plan ahead 
● Commit to the relentless pursuit of increasing student learning 
● Improve professional competence through professional development 
● Collaboratively create and execute clear, logical plans that produce strong results in student learning 
● Utilize the building systems (communication, problem-solving, performance management)  
● Perform other job relevant duties as assigned 
 
HERE’S WHAT EVERYONE AT CORNERSTONE DOES 

 
● Support and actively engage in the alignment of Career Pathways’ workforce readiness initiatives and 

curriculum 
● Provide excellent customer service to students, parents, staff, vendors and other visitors 
● Leverage data to drive decision making 
● Build, further develop and maintain positive relationships with students, parents, staff, community members 

and others 
● Consistently maintain work habits, appearance and behavior that serve as a positive model for students 
● Expand your knowledge and skills by participating in professional development opportunities 

  
HERE’S WHY WE WILL LOVE YOU 

● You possess a Bachelor’s Degree in a Human Service Field.  Extensive experience working with youth in 
an urban setting is preferred 

● Ability to maintain appropriate levels of confidentiality 
● You have highly effective communication skills both in person and in writing 
● You have fantastic interpersonal skills and know how to establish and maintain positive and effective 

relationships with students, parents/guardians and other staff 
● You have knowledge of resources to aid in student success both within and outside of schools 
● You know what it means to be customer-focused and results-oriented 
● You have strong organizational and problem-solving skills 

 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an employee to  
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable  
individuals with disabilities to perform the essential functions. 
 

o Sitting, standing and walking for extended periods of time 
o Dexterity of hands and fingers to operate assigned equipment and a computer keyboard 
o Hearing and speaking to exchange information in person and on the telephone 



 
 

o Reaching overhead and above shoulders to retrieve files and materials 
o Bending at the waist, kneeling or crouching to file materials 
o The employee must occasionally lift and/or move up to 25 pounds 
o Eyesight to read a variety of materials 

 
WORK ENVIRONMENT 
 
Indoor/school office environment. Constant interruptions. The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise 
level in the work environment is usually moderate. 
 
 
This job description is intended to describe the general nature and level of work being performed by an employee in this position 
and the qualifications needed. The job description should not be construed as an exhaustive list of all duties that may be performed 
by a person so classified and should not be taken as a comprehensive list of all qualifications that may be required. Cornerstone 
Education Group is an equal-opportunity employer.  

 
I acknowledge and accept the responsibilities and duties of this position.  

 
__________________________________________      _________________________________________________   
Employee Name (signature)    Date  
 
 

 

 



 
 
WHO WE ARE 
Cornerstone Education Group is a non-profit organization that manages the Cornerstone Charter School network in 
Detroit, serving the community for nearly 30 years. Our mission is to provide students with the tools to lead fulfilling 
lives. We do this by providing an excellent education, a foundation of strong character, meaningful relationships, and 
real-world experiences that prepare them for career and college. We are hiring top talent to help us fulfill this great 
mission. 

THE CORNERSTONE FAMILY 

Our faculty, staff, parents and students are all part of the Cornerstone family. We work hard together to help each 
other succeed. If you want to work alongside a group of people who are passionate about what they do, the city in 
which they do it, and the families they serve, then Cornerstone is the right place for you.  

THE ROLE 

Join the Cornerstone family! We are looking for a Student Dean/Character Coach for Cornerstone Education Group.   
The Student Dean/Character Coach is responsible for providing a safe and nurturing environment conducive to student 
learning and assists in fostering a positive building culture.  He/she inspires students through engagement and helps 
them proactively work towards reaching their full potential, particularly in building good character and habits.  He/she 
adopts a conscious discipline approach to ensure school responses are tied to the students’ social-emotional 
development.  This colleague reflects a standard of excellence in achieving goals and interacts with students in a 
positive and meaningful way. 
 
TITLE:                      Student Dean/Character Coach, Grades K-8 
FLSA STATUS:        Exempt 
REPORTS TO:          Building Leader  
SUPERVISES:          Student Advocate (if applicable) 
  

HERE’S WHAT YOU’LL DO 

• Assist in the management and development of student incentive and behavior programs 
● Works with Principal to proactively build positive culture, in conjunction with other team members who 

are helping to drive/shape the character formation of our students (e.g., Character Pillar Team) 
● Partners with families and serves as a parent liaison to aid in student retention, as needed 
● Plans, monitors and evaluate Positive Behavior Systems 
● Promote an environment of collaboration and learning for students and staff 
● Assist in the development and management of staff, under the guidance of the Principal and CEG 

leadership  
● Provides supervision and oversight of Student Advocates, if applicable 
● Assists in providing a safe environment for students and staff 
● Works with faculty to implement ways to provide additional interventions to at-risk students 
● Demonstrates strong desire and ability to build meaningful, caring relationships with students to help them 

to build good character and habits  
● Maintains confidentiality, while upholding FERPA and mandated reporting requirements  
● Assists in creating an orderly environment  
● Records the following points and measure growth versus target: 

○  Student attendance 
○  Student satisfaction 
○  Enrollment levels, in collaboration with the enrollment team 
○  Engagement level of students, parents/guardians and staff, in conjunction with the Principal 



 
 

● Collects, inputs and analyzes data (behavior, attendance, truancy interventions, parent call logs, etc. in 
MiStar) to support school priorities 

● Leverages the student support network to ensure that students’ social, emotional, nutritional and health 
needs are addressed, working closely various members of the team 

● Actively participates in ongoing student need-specific conversations designed to improve student learning 
● Supports student learning/behavior plans (medical, behavioral, instructional), building safety plans 
● Creates and maintains a safe environment in which the focus is on the promotion of positive behavior, 

under the direction of the building leaders 
● Guides students in working and socializing harmoniously and safely with other students 
● Provides an atmosphere based on the principles of the firm, fair, and consistent practices 
● Communicates accurately and timely with students and their families 
● Respects each student as an individual, and helps them to develop good character, habits and behaviors 
● Promotes and supports the integration of Cornerstone’s Three Pillars of Academics, Career and Character· 
● Performs other job-relevant duties as assigned 

 
HERE’S WHAT EVERYONE AT CORNERSTONE DOES 
 

● Support and actively engage in the alignment of Career Pathways’ workforce readiness initiatives and 
curriculum 

● Provide excellent customer service to students, parents, staff, vendors and other visitors 
● Leverage data to drive decision making 
● Build, further develop and maintain positive relationships with students, parents, staff, community 

members and others 
● Consistently maintain work habits, appearance and behavior that serve as a positive model for students 
● Expand your knowledge and skills by participating in professional development opportunities 

  
HERE’S WHY WE WILL LOVE YOU 

● You have obtained a BS in Education or similar field (i.e.  psychology, social work, or counseling) 
● You are experienced in building good character, habits and behaviors in young children (K-8) 
● You have direct experience via Scouting, Military, Athletic Coaching and/or other types of youth 

leadership to build and shape good character in young people is preferred 
● You have highly effective communication skills both in person and in writing 
● You have fantastic interpersonal skills and know how to establish and maintain positive and effective 

relationships with students, parents/guardians and other staff 
● You have knowledge of resources to aid in student success both within and outside of schools 
● You know what it means to be customer-focused and results-oriented 
● You have strong organizational and problem-solving skills 
● You enjoy shaping the minds and experiences of young people 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an employee to  
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable  
individuals with disabilities to perform the essential functions. 
 

o Sitting, standing and walking for extended periods of time 
o Dexterity of hands and fingers to operate assigned equipment and a computer keyboard 
o Hearing and speaking to exchange information in person and on the telephone 
o Reaching overhead and above shoulders to retrieve files and materials 
o Bending at the waist, kneeling or crouching to file materials 



 
 

o The employee must occasionally lift and/or move up to 25 pounds 
o Eyesight to read a variety of materials 

 
WORK ENVIRONMENT 
 
Indoor/school office environment. Constant interruptions. The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise 
level in the work environment is usually moderate. 
 
 
This job description is intended to describe the general nature and level of work being performed by an employee in this position 
and the qualifications needed. The job description should not be construed as an exhaustive list of all duties that may be performed 
by a person so classified and should not be taken as a comprehensive list of all qualifications that may be required. Cornerstone 
Education Group is an equal-opportunity employer.  

 
I acknowledge and accept the responsibilities and duties of this position.  

 
__________________________________________      _________________________________________________   
Employee Name (signature)    Date  
 
 

 

 



 
 
WHO WE ARE 
Cornerstone Education Group is a non-profit organization that manages the Cornerstone Charter School network in 
Detroit, serving the community for nearly 30 years. Our mission is to provide students with the tools to lead fulfilling 
lives. We do this by providing an excellent education, a foundation of strong character, meaningful relationships, and 
real-world experiences that prepare them for career and college. We are hiring top talent to help us fulfill this great 
mission. 

THE CORNERSTONE FAMILY 

Our faculty, staff, parents and students are all part of the Cornerstone family. We work hard together to help each 
other succeed. If you want to work alongside a group of people who are passionate about what they do, the city in 
which they do it, and the families they serve, then Cornerstone is the right place for you.  

THE ROLE 

Join the Cornerstone family! We are looking for a Student Services Coordinator for Cornerstone Education Group.   
The Student Services Coordinator is responsible for the coordination of departmental administrative projects and 
processes toward the successful admission of new students to Cornerstone Schools. Plans and executes on and off 
campus recruiting events, including but not limited to new student orientations, campus visit days and so forth 
designed to attract, engage, and enroll new students and their families. Ensures consistency and integrity of data in 
MiStar, the student information system, and provides support to system users on site. This position is also responsible 
for coordinating student compliance within the admissions process. 

TITLE:                      Student Services Coordinator  
FLSA STATUS:        Exempt 
REPORTS TO:          Senior Director of Compliance and Enrollment  
SUPERVISES:          N/A 
  

HERE’S WHAT YOU’LL DO 

● Coordinates the process for prospective student inquiries and applications working collaboratively with 
enrollment staff. Assists with callbacks to prospective students from phone inquiries, high school visits, 
educational fairs, and from any other source in a timely and professional manner. Work with prospective 
students and enrollment staff to better understand information required for admission. Track all inquiries, 
intakes, and new enrollments providing necessary enrollment data information and reports. 

● Ensures that all prospective students and other community members are greeted by department staff offering 
a strong, customer-oriented service to each who calls or walks in the office.  

● Provides support to other department members by communicating and conducting campus visits/tours for 
prospective student campus visits when ambassadors or advisors are not available. Conducts outbound phone 
calls to students regarding enrollment documents as needed. 

● Works in cooperation with the enrollment staff to plan, organize, and facilitate recruitment events, with 
emphasis to campus visits by prospective students and their families, as well as high school and community 
college administrators regarding bus trips and other campus visits. 

● Provides support and coordination to the unit’s annual strategic plans, goals, and enrollment initiatives, 
working with the enrollment staff toward the goal of increasing institutional recognition as well as the 
prospective student pool 

● Manage data entry and student information in MiStar. 
● Understands Cornerstone’s offerings and admission criteria necessary to recruit and admit students 
● Understands and exercises the established process related to each prospective student’s entry into 

Cornerstone Schools.  



 
 

● Helps manage day to day activities and performs miscellaneous assignments and projects as assigned by the 
Sr. Director of Enrollment and Compliance 

● Respects the needs and privacy of students and staff who may be involved in particular matters or incidents 
● Supports school office personnel in intake, enrollment, and lottery processes 
● Supports school office personnel in student demographic and attendance tracking and reporting 
● Supports the monitoring of the charter renewal process, audits, and authorizer oversight visits including: 

tracking timelines, authorizer specific requirements, and compiling required documents 
● Maintains confidentiality, while upholding FERPA and mandated reporting requirements   
● Performs other job relevant duties as assigned 
 
HERE’S WHAT EVERYONE AT CORNERSTONE DOES 

 
● Support and actively engage in the alignment of Career Pathways’ workforce readiness initiatives and 

curriculum 
● Provide excellent customer service to students, parents, staff, vendors and other visitors 
● Leverage data to drive decision making 
● Build, further develop and maintain positive relationships with students, parents, staff, community members 

and others 
● Consistently maintain work habits, appearance and behavior that serve as a positive model for students 
● Expand your knowledge and skills by participating in professional development opportunities 

  
HERE’S WHY WE WILL LOVE YOU 

● You have 1 to 2 years of professional work experience in a business or school office setting preferably from 
a customer service background 

● You preferably have a background in admissions or student advising 
● You have demonstrated proficiency using MS Excel and MS Word 
● You compose documentation with a high level of accuracy and attention to detail 
● You have excellent interpersonal and communication skills, particularly in the telephone medium 
● You are a critical thinker, able to analyze data, and generate conclusions logically 
● You are able to work well independently, but also contribute to a team 
● You have the ability to work a flexible schedule including occasional evenings and weekends 
● You have advanced written, verbal, and listening skills; excellent organizational skills 
● You are highly detail-focused and results-oriented 
● You prioritize tasks well in a fast-paced environment 
● You possess a work ethic and personal belief system that aligns with the mission and vision of CEG 
 

PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an employee to  
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable  
individuals with disabilities to perform the essential functions. 
 

o Sitting, standing and walking for extended periods of time 
o Dexterity of hands and fingers to operate assigned equipment and a computer keyboard 
o Hearing and speaking to exchange information in person and on the telephone 
o Reaching overhead and above shoulders to retrieve files and materials 
o Bending at the waist, kneeling or crouching to file materials 
o The employee must occasionally lift and/or move up to 25 pounds 



 
 

o Eyesight to read a variety of materials 
 
WORK ENVIRONMENT 
 
Indoor/school office environment. Constant interruptions. The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise 
level in the work environment is usually moderate. 
 
 
This job description is intended to describe the general nature and level of work being performed by an employee in this position 
and the qualifications needed. The job description should not be construed as an exhaustive list of all duties that may be performed 
by a person so classified and should not be taken as a comprehensive list of all qualifications that may be required. Cornerstone 
Education Group is an equal-opportunity employer.  

 
I acknowledge and accept the responsibilities and duties of this position.  

 
__________________________________________      _________________________________________________   
Employee Name (signature)    Date  
 
 

 

 



 
 
WHO WE ARE 
Cornerstone Education Group is a non-profit organization that manages the Cornerstone Charter School network in 
Detroit, serving the community for nearly 30 years. Our mission is to provide students with the tools to lead fulfilling 
lives. We do this by providing an excellent education, a foundation of strong character, meaningful relationships, and 
real-world experiences that prepare them for career and college. We are hiring top talent to help us fulfill this great 
mission. 

THE CORNERSTONE FAMILY 

Our faculty, staff, parents and students are all part of the Cornerstone family. We work hard together to help each 
other succeed. If you want to work alongside a group of people who are passionate about what they do, the city in 
which they do it, and the families they serve, then Cornerstone is the right place for you.  

THE ROLE 

Join the Cornerstone family! We are looking for a Teacher for Cornerstone Education Group.   Our teachers will work 
with inspiring young people at the assigned grade level and will be responsible for the planning and successful delivery 
of instruction.  We are looking for engaging professionals who reflect a standard of excellence in achieving goals and 
will interact with students in accordance with Cornerstone’s high standards. 

TITLE:                      Teacher   
FLSA STATUS:        Exempt 
REPORTS TO:          Building Leader  
SUPERVISES:          N/A 
  

HERE’S WHAT YOU’LL DO 

● Creates a classroom that is conducive to learning and appropriate to the maturity and interests of students 
● Develop and implement course objectives and outlines, which provide appropriate student learning 

experiences 
● Support and actively engage in the alignment of the Career and Character Pillars 
● Maintain a high quality of student activities including alignment with organization and state standards  
● Prepare and maintain accurate and complete student records, including student achievement and attendance  
● Demonstrate a confident working knowledge of assigned content area(s), including appropriate instructional 

strategies and available resources 
● Plan and execute individual and group activities that stimulate growth in the cognitive, affective, and physical 

dimensions of each student 
● Utilize a variety of instructional materials/resources and multiple strategies, including technology, to enhance 

student learning 
● Establish and maintain an orderly and supportive classroom environment that maximizes student learning 
● Communicate continually with students on learning and achievement expectations and their progress in 

meeting those expectations 
● Maintain continuous communication with parents/guardians to keep them informed of the progress of their 

child 
● Assign work to and supervise assigned paraprofessional, if applicable 
● Leverage data to drive decision making 
● Build, further develop, and maintain positive relationships with students, parents, staff, and others 
● Consistently maintain work habits, appearance, and behavior that serve as a positive model for students 
● Expand knowledge and skills by participating in professional development opportunities 
● Maintains confidentiality, while upholding FERPA and mandated reporting requirements   
● Performs other job relevant duties as assigned 



 
 

 
HERE’S WHAT EVERYONE AT CORNERSTONE DOES 

 
● Support and actively engage in the alignment of Career Pathways’ workforce readiness initiatives and 

curriculum 
● Provide excellent customer service to students, parents, staff, vendors and other visitors 
● Leverage data to drive decision making 
● Build, further develop and maintain positive relationships with students, parents, staff, community members 

and others 
● Consistently maintain work habits, appearance and behavior that serve as a positive model for students 
● Expand your knowledge and skills by participating in professional development opportunities 

  
HERE’S WHY WE WILL LOVE YOU 

● You have earned a minimum of a Bachelor's degree in Education or additional area (MDE alternative path 
to certification accepted) 

● Current State of Michigan certification in subject/grade level of consideration  
● You have previous experience working directly with children and enjoy working with them 
● You have demonstrated computer skills (MS Word, Web Navigation, etc.) and are not intimidated by 

technology 
● You love building positive rapport with staff, students, parents and others 
● You possess strong written and verbal communication skills 
● You know how to bring your own brand of creativity and passion to your work in order to enhance learning. 
● You are able to successfully manage a classroom of students to foster an environment of learning and 

development 
● You have the ability to plan engaging individual and group activities that stimulate growth and learning for 

each student 
● You are flexible in terms of taking teaching assignments across the network (not limited to a single school 

or class) 
● You possess attributes inherent in our Love. Learn. Lead. philosophy. 

 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an employee to  
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable  
individuals with disabilities to perform the essential functions. 
 

o Sitting, standing and walking for extended periods of time 
o Dexterity of hands and fingers to operate assigned equipment and a computer keyboard 
o Hearing and speaking to exchange information in person and on the telephone 
o Reaching overhead and above shoulders to retrieve files and materials 
o Bending at the waist, kneeling or crouching to file materials 
o The employee must occasionally lift and/or move up to 25 pounds 
o Eyesight to read a variety of materials 

 
WORK ENVIRONMENT 
 



 
 
Indoor/school office environment. Constant interruptions. The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise 
level in the work environment is usually moderate. 
 
 
This job description is intended to describe the general nature and level of work being performed by an employee in this position 
and the qualifications needed. The job description should not be construed as an exhaustive list of all duties that may be performed 
by a person so classified and should not be taken as a comprehensive list of all qualifications that may be required. Cornerstone 
Education Group is an equal-opportunity employer.  

 
I acknowledge and accept the responsibilities and duties of this position.  

 
__________________________________________      _________________________________________________   
Employee Name (signature)    Date  
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LKA AY Academy
Student Admission Lottery Procedures 

2021-2022 academic year  
POLICIES 

1. Maximum Enrollment

At Lincoln-King Adams-Young Academy the maximum enrollment goal for 
2021-2022 school year shall be 1447 students for grades K-12 
Proposed School Location/Address: 
1. Adams Young Academy: (K-5):13130 Grove Street Detroit: 495 Students
2. Adams-Young Academy (6th -8th) 13436 Grove Street Detroit: 252 Students
3. Lincoln-King Academy: (9th-10th): 17351 Southfield Fwy, Detroit: 350 Students
4. Lincoln-King Academy (11th-12th): 13436 Grove Street Detroit: 350 Students

2. Preference for students of school employees.

Per state law the students of school employees will be given enrollment preference 
as long as they submit an application and all required materials by the deadline for 
new student applications and have been hired prior to the date of the enrollment 
lottery. Students of employees hired after the lottery date will be receive no 
enrollment preference.  

3. Enrollment for under-subscribed grades/sibling preference

a. All students will automatically be enrolled in grades that are not over-enrolled.
b. Siblings of students enrolled in grades not at maximum enrollment will be enrolled 
next.
c. If the siblings of enrolled students fill a grade, that grade will have a sibling lottery.
d. The Academy will continue to receive applications for that grade level as long as 
necessary, to complete full enrollment.  Such applications received after the deadline 
will be enrolled in order received.

4. Random selection lottery for over-subscribed grades

Students will be selected for admission by random lottery for each grade that exceeds 
the maximum number of students per grade if their applications were received by the 
deadline due date which shall be June 10th 2021.  Applications received after the 
deadline date for each grade that has reached full enrollment will be added to the 
official waiting list in the order which they are received. Notice of re-enrollment 



procedures must be published in a local newspaper at least two weeks prior to the deadline. 

5. Lottery date

The Academy will hold the random selection lottery on the evening of 06/11/21 beginning at 

 2 p.m. at Washington-Parks Academy 11685 Appleton, Redford Charter Twp. MI 48239 

6. Record of enrolled students

As the numbers which represent the students are selected, their acceptance will be 
recorded via electronic means.  

PROCEDURES   

Step 1: Pre-lottery setup 

Each student applicant will be assigned a number according to an alphabetical listing in 
each grade level.  A list of applicants to each grade level with their assigned numbers 
will be posted. Numbers will be randomly selected. Students will be selected for 
enrollment based on their assigned number being randomly selected. Positions for the 
wait list, once all of the openings in each grade level have been filled then a wait list will 
be established. Positioning on the wait list will be assigned through the same lottery 
method. 

Step 2: Admission of currently enrolled students and their siblings 

The Academy will begin with the lowest grade and work to the highest grade during the 
lottery process. If an applying student has siblings who are currently enrolled, those 
students will also be automatically enrolled as space is available. If space is not available 
for enrollment then those students will be placed at the front of the wait list based on 
selection.  NOTE:  The term “siblings” is defined as brothers or sisters living full-time in 
the same household who have at least one parent or legal guardian in common. 

Step 3: Admission of applicants for under-subscribed grades 

If fewer students apply to grade levels then space available, then all those who have 
applied are admitted, providing they have completed their application in its entirety and 
have submitted all required documents.  



Step 4: Admission of applicants for over-subscribed grades 

Beginning with the lowest grade level and working to the highest, each student 
applicant will be assigned a number according to an alphabetical listing in each grade 
level.  A list of applicants to each grade level with their assigned numbers will be posted. 
Numbers will be randomly selected. Students will be selected for enrollment based on 
their assigned number being randomly selected. Positions for the wait list, once all of 
the openings in each grade level have been filled then a wait list will be established.  
Positioning on the wait list will be assigned through the same lottery method if the 
selected student has siblings who are also applying for admission, those students will be 
enrolled as space is available. If space is not available for enrollment then those 
students will be placed at the front of the wait list based on selection.   
NOTE:  The term “siblings” is defined as brothers or sisters living full-time in the same 
household who have at least one parent or legal guardian in common. 

Step 5: Closing grade levels 

When all openings for a given grade level have been filled, the individual managing the 
Accepted Student Grade Level File for that grade will announce that the grade level is 
fully enrolled. 

Step 6: Waiting List Priority 

After a grade level is fully enrolled, the lottery officials will continue to draw 
cards one at a time until each name is called.  All remaining names will be placed on the 
waiting list and numbered in the order in which they were drawn. 
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