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Mission Statement:   

DSDT is a Licensed, Post-Secondary School with training in Diploma and Certificate of Completion programs in the Film 

Production and Information Technology sectors. We are dedicated to providing our students with an innovative 

curriculum that prepares graduates for gainful employment. We strive to inspire individuals and help them to implement 

their learned education into becoming an industry professional within their scope of study.   
  

Overview:                               

The DSDT Employee Handbook (the “Handbook”) has been developed to provide general guidelines about DSDT 

policies and procedures for employees. It is a guide to assist you in becoming familiar with some of the privileges and 

obligations of your employment, including DSDT’S policy of voluntary at-will employment. None of the policies or 

guidelines in the Handbook is intended to give rise to contractual rights or obligations, or to be construed as a guarantee of 

employment for any specific period of time, or any specific type of work.  
Additionally, with the exception of the voluntary at-will employment policy, these guidelines are subject to modification, 

amendment or revocation by DSDT at any time, without advance notice.   

The personnel policies of DSDT are established by the Advisory Committee and the managing members, which has 

delegated authority and responsibility for their administration to the School Director. The School Director may, in turn, 

delegate authority for administering specific policies. Employees are encouraged to consult the School Director for 

additional information regarding the policies, procedures, and privileges described in this Handbook. Questions about 

personnel matters also may be reviewed with the School Director.   

DSDT will provide each individual a copy of this Handbook upon employment. All employees are expected to abide by it. 

The highest standards of personal and professional ethics and behavior are expected of all DSDT employees. Further, 

DSDT expects each employee to display good judgment, diplomacy and courtesy in their professional relationships with 

members of DSDT’S, committees, membership, staff, and the general public.   

Employee Handbook Review:    

All employees will have adequate time to review the Manual and become familiar with the job expectations, corporate 

mission and vision.  The company’s rules and regulations and dress code are outlined in specifics.    
  

Paperwork:    

After manual is read and completed, you will be required to sign documents on policy and procedures, expectations and 

other forms for employment.   
  

Tour Facility:    

After reviewing the employee operational manual, management will take you on a tour of the facility and introduce you to 

co-workers and departmental staff.  You will have time to familiarize yourself with your department and have 

conversations with your colleagues.  
  

Review Goals and Job Expectations:    

Job description and performance expectations will be reviewed for clarity.  Our Mission and Vision are something you 

should practice daily and know verbatim.  This will be listed on the walls of the facility and will be your daily inspiration.  

Each corporation runs differently and although you may be an industry professional, you must know how our corporate 

values differ and how to incorporate them into your daily professionalism.    
  

Training:   

Industry and experienced professionals will all need to be thoroughly trained and shadow another tenured institutional 

employee.  Your comfort level and excellence in job performance is important to us.  Your comfort level will be assessed, 

and training will cease once the employer and employee feel you are ready to be on your own.   



Hours of work attendance and Punctuality:  

Hours of Work:    

The normal workweek for DSDT shall consist of variation of hours. Ordinarily, work hours are from 9:00 a.m. - 9:00 

p.m., Monday through Friday, including one half hour (unpaid) for lunch. Employees may request the opportunity to vary 

their work schedules (within employer-defined limits) to better accommodate personal responsibilities. Subject to DSDT 

work assignments and School Director approval, the employee’s supervisor shall determine the hours of employment that 

best suits the needs of the work to be done by the individual employee.   
  

Attendance and Punctuality:    

Attendance is a key factor in your job performance. Punctuality and regular attendance are expected of all employees. 

Excessive absences (whether excused or unexcused), tardiness or leaving early is unacceptable. If you are absent for any 

reason or plan to arrive late or leave early, you must notify your supervisor and the School Director as far in advance as 

possible and no later than one hour before the start of your scheduled workday. In the event of an emergency, you must 

notify your supervisor as soon as possible. For all absences extending longer than one day, you must telephone your 

immediate supervisor prior to the start of each scheduled workday. When reporting an absence, you should indicate the 

nature of the problem causing your absence and your expected return-to- work date. A physician’s statement may be 

required as proof of the need for any illness-related absence regardless of the length of the absence. Except as provided in 

other policies, an employee who is absent from work for three consecutive days without notification to his or her 

supervisor or the School Director will be considered to have voluntarily terminated his or her employment. The 

employee’s final paycheck will be mailed to the last mailing address on file with DSDT.   

Excessive absences, tardiness or leaving early will be grounds for discipline up to and including termination. Depending 

on the circumstances, including the employee’s length of employment, DSDT may counsel employees prior to termination 

for excessive absences, tardiness or leaving early.   

Qualifications:  Required, salary range, and working conditions affecting the job, e.g., working hours, use of car, etc. The 

supervisor(s) or the School Director shall have discretion to modify the job description to meet the needs of DSDT. 

Paychecks are distributed bi-weekly. If employees do not clock in and clock out before and after shifts for workweek, 

employees will not be paid for the unreported hours.  

All salary deductions are itemized and presented to employees with the paycheck.   

Work Review:    
The work of each employee is reviewed on an ongoing basis with the supervisor to provide a systematic means of 

evaluating performance. The annual performance review is a formal opportunity for the supervisor and employee to 

exchange ideas that will strengthen their working relationship, review the past year, and anticipate DSDT’S needs in the 

coming year. The purpose of the review is to encourage the exchange of ideas in order to create positive change within 

DSDT. To that end, it is incumbent upon both parties to have an open, and honest discussion concerning the employee’s 

performance. It is further incumbent upon the supervisor to clearly communicate the needs of DSDT and what is expected 

of the employee in contributing to the success of DSDT for the coming year. Both supervisor and employee should 

attempt to arrive at an understanding regarding the objectives for the coming year. This having been done, both parties 

should sign the performance review form, which will be kept as part of the employees’ personnel record and used as a 

guide during the course of the year to monitor employee progress relative to the agreed upon objectives. The School 

Director reviews the work of all supervisors. Work reviews for other staff are the responsibility of the appropriate 

supervisor, subject to confirmation by the School Director. All Administrative, Supervisory and Instructional staff are 

mandated to attend professional and career development training seminars with a minimum of two or bi-annual record of 

attendance and participation. All training seminars will be posted on the employee boards and are optional unless the 

mandated two sessions have not been met for the requirements of DSDT’s rules and regulations. All employee meetings 

are mandatory whether bi-annual or monthly with no exceptions.   

  

Return of Property:    

Employees are responsible for DSDT equipment, property and work products that may be issued to them and/or are in 

their possession or control, including but not limited to: In the event of separation from employment, or immediately upon 

request by the School Director or his or her designee, Employees must return all DSDT property that is in their possession 



or control. Where permitted by applicable law(s), DSDT may withhold from the employees’ final paycheck the cost of 

any property, including intellectual property, which is not returned when required. DSDT also may take any action 

deemed appropriate to recover or protect its property.   

EXAMPLES:   

• Credit cards   
• Identification badges   
• Office/building keys   
• Office/building security passes   
• Computers, computerized diskettes, electronic/voice mail codes, and   
• Intellectual property (e.g., written materials, work products).   

Review of Personnel action and Personnel Files  

Outside Employment:   

Employees may request a review of a personnel action or an unsatisfactory performance review. Employees are expected 

first to discuss their concern with their immediate supervisor. If further discussion is desired, the employee may then 

discuss the situation with the School Director. The decision of the School Director is final. Personnel records are the 

property of DSDT and access to the information they contain is restricted and confidential. A personnel file shall be kept 

for each employee and should include the employee’s job application, copy of the letter of employment and position 

description, performance reviews, disciplinary records, records of salary increases and any other relevant personnel 

information. It is the responsibility of each employee to promptly notify his/ or her supervisor in writing of any changes in 

personnel data, including personal mailing addresses, telephone numbers, names of dependents, and individuals to be 

contacted in the event of an emergency. Accurately recording time worked is the responsibility of every employee. 

Tampering, altering, or falsifying time records, or recording time on another employees’ time record may result in 

disciplinary action, including separation from employment with DSDT Individuals employed by DSDT may hold outside 

jobs as long as they meet the performance standards of their job with DSDT. Employees should consider the impact that 

outside employment may have on their ability to perform their duties at DSDT. All employees will be evaluated by the 

same performance standards and will be subject to DSDT scheduling demands, regardless of any outside work 

requirements. If DSDT determines that an employees’ outside work interferes with their job performance or their ability to 

meet the requirements of DSDT, as they are modified from time to time, the employee may be asked to terminate the 

outside employment if he or she wishes to remain employed with DSDT. Outside employment that constitutes a conflict 

of interest is prohibited. Employees may not receive any income or material gain from individuals or organizations for 

materials produced or services rendered while performing their jobs with DSDT.   
  

Non-Disclosure of confidential information:   

Compensation data. Program and financial information, including information related to and pending projects and 

proposals. Any information that an employee learns about DSDT or its members as a result of working for DSDT that is 

not otherwise publicly available constitutes confidential information. Employees may not disclose confidential 

information to anyone who is not employed by DSDT or to other persons employed by DSDT who do not need to know 

such information to assist in rendering services. The protection of privileged and confidential information, including trade 

secrets, is vital to the interests and the success of DSDT. The disclosure, distribution, electronic transmission or copying 

of DSDT’S confidential information is prohibited. Such information includes but is not limited to the following: 

Employees are required to sign a non-disclosure agreement as a condition of employment. Any employee who discloses 

confidential DSDT information will be subject to disciplinary action (including possible separation), even if he or she 

does not actually benefit from the disclosure of such information. Discussions involving sensitive information should 

always be held in confidential settings to safeguard the confidentiality of the information. Conversations regarding 

confidential information generally should not be conducted on cellular phones, or in elevators, restrooms, restaurants, or 

other places where conversations might be overheard.   

  



Computer information and Security:    
This section sets forth some important rules relating to the use of DSDT’S computer and communications systems. These 

systems include individual PCs provided to employees, centralized computer equipment, all associated software, and 

DSDT’S telephone, voice mail and electronic mail systems. DSDT has provided these systems to support its mission. 

Although limited personal use of DSDT’S systems is allowed, subject to the restrictions outlined below, no use of these 

systems should ever conflict with the primary purpose for which they have been provided, DSDT’S ethical 

responsibilities or with applicable laws and regulations. Each user is personally responsible to ensure that these guidelines 

are followed. All data in DSDT’S computer and communication systems (including documents, other electronic files, 

email and recorded voice mail messages) are the property of DSDT. DSDT may inspect and monitor such data at any 

time. No individual should have any expectation of privacy for messages or other data recorded in DSDT. This includes 

documents or messages marked “private,” which may be inaccessible to most users but remain available to DSDT 

Likewise, the deletion of a document or message may not prevent access to the item or completely eliminate the item 

from the system. DSDT systems must not be used to create or transmit material that is derogatory, defamatory, obscene or 

offensive, such as slurs, epithets or anything that might be construed as harassment or disparagement based on race, color, 

national origin, sex, sexual orientation, age, physical or mental disability, medical condition, marital status, or religious or 

political beliefs. Similarly, DSDT systems must not be used to solicit or proselytize others for commercial purposes, 

causes, outside organizations, chain messages or other non-job-related purposes. Security procedures in the form of 

unique user sign-on identification and passwords have been provided to control access to DSDT’S host computer system, 

networks and voice mail system. In addition, security facilities have been provided to restrict access to certain documents 

and files for the purpose of safeguarding information. The following activities, which present security risks, should be 

avoided.   

• Attempts should not be made to bypass, or render ineffective, security facilities provided by the company. 

  

• Passwords should not be shared between users. If written down, password should be kept in locked 

drawers or other places not easily accessible.   

• Document libraries of other users should not be browsed unless there is a legitimate business reason to do 

so.   

• Individual users should never make changes or modifications to the hardware configuration of computer 

equipment. Requests for such changes should be directed to computer support or the Executive Director.   

• Additions to or modifications of the standard software configuration provided on DSDT’S PCs should 

never be attempted by individual users (e.g., autoexec.bat and config.sys files). Requests for such changes 

should be directed to computer support or the School Director.   

• Individual users should never load personal software (including outside email services) to company 

computers. This practice risks the introduction of a computer virus into the system. Requests for loading 

such software should be directed to computer support or the Executive Director.   

• Programs should never be downloaded from bulletin board systems or copied from other computers 

outside the company onto company computers. Downloading or copying such programs also risks the 

introduction of a computer virus. If there is a need for such programs, a request for assistance should be 

directed to computer support or management. Downloading or copying documents from outside the 

company may be performed not to present a security risk.   

• Users should not attempt to boot PCs from floppy diskettes. This practice also risks the introduction of a 

computer virus.   

• DSDT’S computer facilities should not be used to attempt unauthorized access to or use of other 

organizations’ computer systems and data.   

• Computer games should not be loaded on DSDT’S PCs.   

• Unlicensed software should not be loaded or executed on DSDT’S PCs.   

• Company software (whether developed internally or licensed) should not be copied onto floppy diskettes 

or other media other than for the purpose of backing up your hard drive.   

• Software documentation for programs developed and/or licensed by the company should not be removed 

from the company’s offices.   

• Individual users should not change the location or installation of computer equipment in offices and work 

areas. Requests for such changes should be directed to computer support or management.   



• There are a number of practices that individual users should adopt that will foster a higher level of 

security. Among them are the following:   

• Turn off your personal computer when you are leaving your work area or office for an extended period of 

time.   

• Exercise judgment in assigning an appropriate level of security to documents stored on the company’s 

networks, based on a realistic appraisal of the need for confidentiality or privacy.   

• Remove previously written information from floppy diskettes before copying documents on such 

diskettes for delivery outside DSDT.   

• Back up any information stored locally on your personal computer (other than network based software 

and documents) on a frequent and regular basis.   

• Should you have any questions about any of the above policy guidelines, please contact the School 

Director.   

Internet Acceptable Use Policy:    

The internet must not be used to access, create, transmit, print or download material that is derogatory, defamatory, 

obscene, or offensive, such as; slurs. At this time, desktop access to the internet is provided to employees when there is a 

necessity and the access has been specifically approved. DSDT has provided access to the internet for authorized users to 

support its mission. No use of the internet should conflict with the primary purpose of DSDT’S ethical responsibilities or 

with applicable laws and regulations. Each user is personally responsible to ensure that these guidelines are followed. 

Serious repercussions, including termination, may result if the guidelines are not followed. DSDT may monitor usage of 

the internet by employees, including reviewing a list of sites accessed by an individual. No individual should have any 

expectation of privacy in terms of his or her usage of the internet. In addition, DSDT may restrict access to certain sites 

that it deems are not necessary for business purposes.   
  

DSDT’S connection to the internet may not be used for any of the following activities:   
Ethics or anything that may be construed as harassment or disparagement based on race, color, national origin, or sex, 

sexual orientation, age, disability, medical condition, marital status, or religious or political beliefs. The internet must not 

be used to access, send, receive or solicit sexually oriented messages or images. Downloading or disseminating of 

copyrighted material that is available on the internet is an infringement of copyright law. Permission to copy the material 

must be obtained from the publisher. For assistance with copyrighted material, contact computer support or the School 

Director. Without prior approval of the School Director, software should not be downloaded from the internet as the 

download could introduce a computer virus onto DSDT’S computer equipment. In addition, copyright laws may cover the 

software so the downloading could be an infringement of copyright law. Employees should safeguard against using the 

internet to transmit personal comments or statements through e-mail or to post information to newsgroups that may be 

mistaken as the position of DSDT. Employees should guard against the disclosure of confidential information through the 

use of internet e-mail or news groups.  Employees should not download personal e-mail or instant messaging software to 

DSDT computers.  The internet should not be used to send or participate in chain letters, pyramid schemes or other illegal 

schemes. The internet should not be used to solicit or proselytize others for commercial purposes, causes, outside 

organizations, chain messages or other non-job-related purposes. The internet should not be used to endorse political 

candidates or campaigns.   
The internet provides access to many sites that charge a subscription or usage fee to access and use the information on the 

site. Requests for approval must be submitted to your supervisor. If you have any questions regarding any of the policy 

guidelines listed above, please contact your supervisor, or the School Director.   

  

Position Information:    

Introductions to team. Review initial job assignments and training plans.  Review job description and performance 

expectations and standards. Review job schedule and hours. Review payroll timing, timecards (if applicable), and policies 

and procedures.   
  

Grievance Policy and Procedure:    

Please reference the Employee Handbook in section 2.5 for the full policy.  For a copy of the Grievance forms, please go 

to the Director of Administration and Ms. Ismet Khan will provide you with the documents needed.    
  



List of All staff and Faculty with Departments:    

This list can be found in the Operational Procedure Manual listed in the Director of  
Administration’s office and will be available for you to read during orientation and thereafter when needed. You may 

request to view the entire manual between the operation hours of your scheduled work week.    
  

Personnel Employee File:    

You will need to make sure you have a bio, resume, GED/ Diploma or College Transcripts on file in order to receive your 

first check from ADP.   
  

Employee Evaluation Forms:    

If you would like to see an example of the employee evaluation forms, you may request a copy from the Director of 

Administration’s office and will be available for you to read during orientation and thereafter when needed. You may 

request to view the entire manual between the operation hours of your scheduled work week. (Instructors and all staff will 

need to have an annual evaluation).   
  

Email, User ID and Campus Café on boarding:    

You will be given a user name, email and password for campus café portal and will be given a dsdt.edu or dsdt.tech email 

on your first Official start day.    
  

Immediate Supervisor:    

You will be trained by rotating through the different departments within our organization.  You will have many trainers, as 

DSDT believes you will best fit our organization and student needs by having a vast knowledge of every functionality 

within each department. In depth training will be done by your respective department head for the position in which you 

were hired.   
  

Professional Development:    

You will be required to attend mandatory bi-annual professional development seminars provided by DSDT.  This will not 

be optional.   
  

Job Description Information:  

Job description information is provided in the following pages.  Please read your respective description based upon the 

position you were hired for.  
  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Job Title 

Admissions Representative   

Department   Reports To  FLSA Status  Prepared By  Approved By  Last Modified  

Office of Recruitment  Karlos Harris  Non-Exempt  Jamie Harris  Jamie Harris  2020-07-31  

  

Job Summary  

 •  Oversees all aspects of student recruitment.  

General Accountabilities  

• Develops and implements all admissions goals and strategies.  

• Markets the institution to the external community.  

• Ensures each class is filled with the appropriate number of qualified students.  

• Works closely with the institution's leadership.  

• Develops marketing campaigns that relay the institution's mission to prospective students.  

• Works closely with the head of each educational department, as well as the financial aid team.  

• Ensures the admissions process runs smoothly.  

• *The company reserves the right to add or change duties at any time.  

Job Qualifications  

• Minimum Education: High School Diploma or Associates Degree  

• Minimum Experience: 2-3 years of related experience  

• Preferred Education: Bachelor’s degree  

• Preferred Experience: 5-10 years of related experience  

  

Skills  

• Exceptional verbal and written communication  

• Service orientation  

• Presentation  

• Leadership  

• Problem solver  

General Accountabilities   

• Basic computer skills  

• Microsoft Office Basic Skills  

• Ability to troubleshoot  

• Ability to plan and prepare schedules  

• Ability to attend off-campus events in the evenings  

 

 

 

 

 

 



Job Title 

Director of Administration   

Department    Reports to  FLSA Status  Prepared By  Approved By  Last Modified  

Admissions and Enrollment  Kathryn Kothe  Non-Exempt  Jamie Harris  Jamie Harris  2020-07-31  

  

Job Summary  

Provides vision, leadership, and strategic direction for all admissions and enrollment activities while managing the day-to-

day operations of the department.  

  

General Accountabilities  

• Manages and oversees functional areas of the institution.  
• Trains, plans and implements software-based platforms for admissions and enrollments.  
• Plans, coordinates and executes incoming students’ registration, testing, and orientation.  
• Develops, implements, and monitors department policies and procedures.  

• Actively participates in institution planning, development, and team building.  
• Monitors student retention and placement data.  
• Assists others in daily tasks associated with campus cafe.  
• Monitors all student files and maintains proper privacy data protocol.   
• Monitors student satisfaction and coordinates problem resolution with Student Success Director.  

• Ensures compliance at all times with federal and state accreditation laws, standards, and regulations.  
• Develops and manages admissions department budgets and prepares reports.  
• Works with the Director of Financial Aid to ensure all documents are complete and stored with the appropriate 

data privacy.   
• Assists students in enrollment for classes on campus cafe and document management procedures.  
• Performs other related duties as assigned by management.  

  

Job Qualifications  

• Education: Bachelor's degree in education or related field.  
• Experience: Three to five years of related experience.  

  

Skills  

• Excellent written and oral communication  
• Organizational skills  
• Learning orientation  
• Time management  
• Collaboration skills  
• Service orientation  

  

 

 

 

 

 

 



Job Title 

Director of Financial Aid   

Department  Reports To  FLSA Status  Prepared By  Approved By  Last Modified  

Financial Aid  Karlos Harris  Non-Exempt  Jamie Harris  Karlos Harris  2020-07-31  

  

Job Summary  

Provides guidance to prospective loan applicants.  

  

General Accountabilities  

• Ensures federal and state guidelines for student enrollment and financial aid eligibility are met.  
• Consults with students and prospective students to determine and explain financial aid eligibility and sources of 

funding available.  
• Reviews students’ financial aid files to ensure accurate funding and compliance with government and accrediting 

agency regulations.  

• Ensures delivery of funds to students’ accounts and monitors student account payments.  
• Responds to students’ questions regarding financial aid.  
• Monitors students’ academic progress.  
• Maintains thorough knowledge of changes to financial aid programs to ensure compliance with federal and state 

regulations as well as institutional policies.  

• Coordinates preparation for accreditation visits, student financial aid audits, and other reviews/audits.  
• Provides required reports in a timely and accurate manner.  
• Performs other related duties as assigned by management.  

  

Job Qualifications  

• Education: Bachelor's degree in business administration or a related field (preferred)  
• Experience: Three to five years of related experience.  

  

Skills  

• Excellent written and oral communication  
• Organizational skills  
• Time management  
• Technical capacity  
• Service orientation  

• Presentation skills  

  

  

 

 

 

 

 

 

 



Job Title 

Instructor   

Department  Reports To  FLSA Status  Prepared By  Approved By  Last Modified  

Education  Karlos Harris  Non-Exempt  Jamie Harris  Jamie Harris  2020-07-31  

  

Job Summary  

•  Prepares lesson plans and instructs students in activities designed to promote social, physical and intellectual 

growth.  

  

General Accountabilities  

• Instruct students individually and/or in groups, adapting teaching methods to meet student’s varying needs and 

interests.  
• Develops lesson plans and prepares materials and classrooms for class activities.  

• Establishes clear objectives for all lessons and projects and communicates those objectives to students.  
• Assists students who need extra help by tutoring and offering more intimate training sessions  
• Assigns lessons and corrects homework.  
• Establishes and enforces rules for behavior and procedures for maintaining student code of conduct.   
• Meets with students to discuss student progress and to determine priorities for the student and their needs.  
• Prepares students for advancement by encouraging them to explore learning opportunities and to persevere with 

challenging tasks.  
• Observes and evaluates student performance, behavior, and/or job skill development.  
• Assesses the needs of class participants and modifies class content or teaching methods to meet those needs.  
• Conducts quality assurance audits and participates in committees and meetings to receive and report information.  
• Demonstrates the ability to lead and facilitate diverse groups of people with an understanding of group dynamics.  
• Meets with employer affiliates to ensure training is relevant and accurate.   
• Participates in professional training and/or coursework as needed and required.  
• *The company reserves the right to add or change duties at any time.  

Job Qualifications  

• Education: Master's or bachelor’s degree in the field of course instruction  
• Experience: 1-2 years of related experience; or equivalent combination of education and experience  

Skills  

• Excellent verbal and written communication  
• Social perceptiveness/ Active Listening/ Critical Thinker  
• Instructing/ Learning Methodologies/ Complex Problem Solver   



 

Job Title 

Director of Student Services   
Department  Reports To  FLSA Status  Prepared By      Approved By Last Modified  

Student Services  Kathryn Kothe  Non-Exempt  Jamie Harris      Jamie Harris 2020-07-31  

  

Job Summary  

Provides vision, leadership, and strategic direction for student services while managing the day-to-day 

operations of the department.  

  

General Accountabilities  

• Manages and oversees functional areas of the institution.  
• Plans, coordinates and executes incoming students’ registration, testing, and orientation.  

• Develops, implements, and monitors department policies and procedures.  
• Actively participates in institution planning, development, and team building.  
• Monitors student satisfaction and coordinates problem resolution.  
• Ensures compliance at all times with federal and state accreditation laws, standards, and 

regulations.  

• Develops and manages admissions department budgets and prepares reports.  
• Performs other related duties as assigned by management.  

  

Job Qualifications  

• Education: Bachelor's degree in education or related field.  
• Experience: Three to five years of related experience.  

  

Skills  

• Excellent written and oral communication  
• Organizational skills  
• Learning orientation  
• Time management  
• Collaboration skills  
• Service orientation  

  

  

  

 

 

 

 

 



 

Job Title 

School Director/ Chief Operations Officer   
Department  Reports To  FLSA Status  Prepared By Last Modified  

Institutional   CEO or President  Non-Exempt  Jamie Harris  2020-07-31  

  

Job Summary  

• Plans, directs, and coordinates the academic, administrative, and auxiliary activities of school.  

General Accountabilities  

• Prepares, maintains, or oversees the preparation and maintenance of attendance, activity, planning, 

or personnel reports and records.  
• Reviews and approves new programs, or recommends modifications to existing programs, 

submitting program proposals for school Institutional board to review as necessary.  

• Recommends personnel actions related to programs and services.  
• Directs and coordinates activities of teachers, administrators, and support.  
• Participates in special education-related activities, such as attending meetings and providing 

support to special educators throughout the district.  
• Organizes and directs committees of specialists, volunteers, and staff to provide technical and 

advisory assistance for programs.  
• Directs and coordinates school maintenance services and the use of school facilities.  
• Advocates for new schools to be built, or for existing facilities to be repaired or remodeled.  
• Plans and develops instructional methods and content for educational, or student activity 

programs.  
• Develops partnerships with businesses, communities, and other organizations to help meet 

identified educational needs and to provide employer affiliate programs.  
• Meets with federal, state, and local agencies to keep updated on policies and to discuss 

improvements for education programs.  
• Plans, coordinates, and oversees school logistics programs, such as outside vendor events.  
• Reviews and interprets government codes and develops programs to ensure adherence to codes 

and facility safety, security, and maintenance.  

• Collects and analyzes survey data, regulatory information, and data on demographic and 

employment trends to forecast enrollment patterns and curriculum change needs.  
• *The company reserves the right to add or change duties at any time.  

Job Qualifications  

• Education: Master's or bachelor’s degree in School Administration or relevant alternative 

(preferred)  
• Experience: 5-7 years' experience as an education administrator  

Skills  

• Excellent verbal and written communication/ Public Speaker   
• Critical thinking/ Negotiation/ Judgement and Decision Making  
• Coordination/ Judgment and decision making/ Management of personnel resources  



 

Job Title 

Workforce Development/Career Counselor   

Department  Reports To  FLSA Status  Prepared By  Last Modified  

Student Services  Jamie Harris  Non-Exempt  Jamie Harris  2020-07-31  

  

Job Summary  

Provides career counseling to students to assist them with successful entry into the job market.  

  

General Accountabilities  

• Assists students with a variety of career issues.  
• Develops and delivers workshops and classroom presentations addressing career paths for various 

majors and other pertinent topics.  
• Provides individualized attention to students requiring special assistance.  
• Possesses and maintains through understanding of employment market and stays abreast of trends 

and changes.  
• Maintains current workshop and presentation materials and content.  
• Coordinates with education department members to understand individual student needs.  

• Establishes and maintains relationships with industries who seek to employ graduates.  
• Assists with outreach efforts to students.  
• Plans and attends career/job fairs and special events.  
• Represents the career center at campus events and programs.  
• Prepares accurate and timely reports as required.  
• Completes all necessary paperwork and maintains files and records.  

• Performs other related duties as assigned by management.  
• Manages and collects all CPL data for reporting metrics.  
• Assists all students with job readiness, resume and interview training.   
• Assists in interview process with employer affiliates.  
• Management has the right to implement new daily tasks when needed.   

  

Job Qualifications  

• Education: Associate degree or bachelor’s degree.   
• Experience: One to two years of related experience.  

  

Skills  

• Excellent written and oral communication  
• Service orientation  
• Excellent time management skills  

• Thoroughness  



 

FORMS 

Employee Orientation Checklist:  Check as completed, if covered.   

_____ I-9 Employment Eligibility form completed  

_____ W-4 form completed  

_____ State tax form completed, if applicable  

_____ Notice of Coverage Options provided  

_____ State-specific forms and notices completed/provided 

_____ Emergency contact form completed 

Compensation:  

_____ Pay Rate:  $____________ per _________      

_____ Exempt or Non-exempt? _______________  

_____ Pay Day: ___________________________  

_____ Overtime procedures explained  

_____ Automatic Payroll Deposit explained  

_____ Automatic Payroll Deposit Authorization obtained  

Benefits:  

_____ Benefit eligibility rules and benefit summary explained/ None Offered at DSDT  

_____ Enrollment eligibility date is: ______N/A______________  

_____ Enrollment forms completed: ______N/A______________  

Status, Policies and Procedures:  

_____ Employment Status explained – Status: ____________  

_____ At-will employment explained  

_____ Employee handbook provided and explained  

_____ Employee handbook acknowledgement obtained  

_____ Rules and Regulations discussed  

_____ Sexual harassment and discrimination complaint procedure explained 

Other Items:  

_______________________________________________________________________ 

_______________________________________________________________________  

I hereby acknowledge each of the aforementioned items have been discussed with me.   

Employee Signature: ___________________________________ Date: __________________  

  

HR Representative Signature: ____________________________ Date: __________________  



 

Employee Health and Emergency Contact Form  

  

Employee Name:  

_______________________________________________________________  

Address:  ______________________________________________________________ 

   

Home Phone:  _________________________     Alt. Phone: ______________________  

  

In the event of a medical emergency, are there any emergency procedures, 

information concerning medications or restrictions on medications, of which we or the 

emergency personnel should be aware? If yes, please list below:  

_____________________________________________________________________ 

_____________________________________________________________________ 

_____________________________________________________________________ 

_____________________________________________________________________ 

____________________________________________________  
  

Please notify in case of emergency:  

  

Primary Contact  

Name:                     

Address:                     

Phone:                      
  

Secondary Contact  

Name:                     

Address:                     

Phone:                      
  

Physician  

Name:                     

Address:                     

 Phone:     

               

     

Employee Authorization:   

  

I have voluntarily provided the above contact information and authorize DSDT and its 

representatives to contact any of the above individuals on my behalf in the event of any 

emergency.   
  

________________________________      _________________  

Employee Signature          Date  



 

Receipt of Company Property  

  

Employee:                          
  

  

Department:                          
  

I acknowledge receiving the company property listed below.  I will maintain the property 

in good condition and return it upon separation of employment from DSDT or upon earlier 
request.  I will report any loss or damage immediately.  I will use the property for work-
related purposes only.  
  

Received                      Returned      

  

Item      Qty                                        Returned              Date   

                      To (initial) Returned  
                                      

                                     

                                     

                                     

                                     

                                     

                                     

                                     

                                     

                                     

  

  

Employee Signature: ________________________________    Date: __________________  

  

  

HR Representative Signature: ________________________    Date: ___________________  

 

 

 

 



 

Direct Deposit Authorization Form  

  

  

  
 Employee Name:  ________________________________________________  
 Department:  ________________________________________________  
 Social Security #:  ________________________________________________  

  

  
Name, address, and phone number of bank to which funds will be sent:  

 Bank name:   ________________________________________________  
 Bank address:  ________________________________________________  
       ________________________________________________  
 Phone number:  ________________________________________________  

  

  

        
  Bank ABA or Transit Routing Number: __________________________________  

  
Account number(s)* to which funds will be deposited:              $ Amount(s) or %  

 _________________________________________   ________________  
 _________________________________________   ________________  
 _________________________________________   ________________  

  

  

  
Employee Authorization:  
  
I authorize DSDT to deposit my paycheck to the institution(s) specified in the manner and 

amounts stated above. This authorization will remain in effect unless canceled by me in  

writing.   
  

  

  

  
 __________________________________________   __________________  
 Employee Signature            Date  

  

  

  

  

  

  

  

  



 

Employee Acknowledgement of Handbook   

  

  

I acknowledge that I have received and reviewed the employee handbook. I understand and recognize 

that there may be changes to the information, policies, and benefits in the handbook. I understand that 

DSDT may add new policies to the handbook as well as replace, change, or cancel existing policies. I 

understand that I will be told about any handbook changes and I understand that handbook changes can 

only be authorized by DSDT management.   

  

I understand that I became an employee of DSDT voluntarily. I understand and acknowledge that there is 

no specified length to my employment and that my employment is at will. I understand and acknowledge 

that "at will" means that I may terminate my employment at any time, with or without cause or advance 

notice. I also understand and acknowledge that "at will" means that DSDT may terminate my employment 

at any time, with or without cause or advance notice, as long as they do not violate federal or state laws.  

  

I understand that it is my responsibility to read and comply with all policies included within the employee 

handbook. I further understand that I should consult my supervisor regarding any questions I may have.  

  

  

    

 Employee 

Signature  

   

    

    

      

  

  

 Employee signature    

   

       

  

  

  

Date   

    

 Printed Name         Employer Representative    
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