Personnel Policies

Attachment 8f


Program Administrator or Director

Job Description 

· Oversee the day to day activity of the center including; supervision of staff, program development and evaluation, and enrollment of student population. 

· Communication a clearly defined philosophy of child care

· Create an atmosphere for children and staff that is supportive, safe, challenging and provides families with confidence in the care the children receive

· Maintain a fiscal responsive and sound system of child care

· Self-direct organizational priorities and responsibilities

· Implement and maintain Connecticut Department of Public Health license regulations

Specific Responsibilities

A. Program development and evaluation responsibilities include:

· Work with staff to devise a sound educational program to meet school’s objectives;

· Facilitate the planning , implementation, and evaluation of program;

· Report formally to the administrator/owner the program’s progress; and

· Identify resources needed to implement program.

· Maintain current working knowledge of best practice in the early childhood education field

B. Fiscal Management and record keeping responsibilities include:

· Collect fees on designated schedule and maintain accurate record of payment;

· Maintain accurate payroll records;

· Follow purchasing policy and maintain accurate records related to receipts, bills and other appropriate records related to purchasing;

· Assist in development of monthly budgets.

C. Staff Supervision responsibilities include:

· Assign staff schedules to maintain proper state mandated child/teacher ratio;

· Plan and schedule staff; 

· Hiring and termination of staff members;

· Develop in-service staff development opportunities; 

· Clearly communicate staff roles and responsibilities; and

· Maintain license requirements for staffing.

D. Student Enrollment responsibilities include:

· Maintain necessary paperwork and child attendance, emergency information, health records, etc.; 

· Facilitate Head Teachers with developing student portfolios that demonstrate Connecticut Curriculum standards; and

· Maintain license requirements for student enrollment.

E. Parent Communication

· Contact parents regarding staffing changes

· Maintain monthly newsletter to inform parents of curriculum and community issues

· Provide resourceful information on as needed basis

Qualifications

· Early Childhood Education Background of equivalent

· Bachelor’s Degree/Master’s Degree in Early Childhood Ed, Child Development or closely related field, 12 credits in Early Childhood Education or working toward Early Childhood Education

· Minimum of one year of Preschool teaching experience or other relevant teaching experience

· Demonstrated Leadership and Self Direction Skills

· Physical statement stating good health current within last 12 months and every two years thereafter

· Criminal and DCF background checks upon hire

· Negative Tuberculosis result within last 12 months upon hire

· First aid training and CPR certifications preferred

Assisting Administrator or Assistant Director 

Job Description 

· Assist with overseeing the day to day activity of the center including; supervision of staff, program development and evaluation, and enrollment of student population. 

· Maintain role as Head Teacher/Lead Teacher

· Assist the Job Description assigned to Program Administrator or Director 

Specific Responsibilities to the Assisting Role

A. Program development and evaluation responsibilities include:

· Report formally to the administrator/owner the program’s progress; and

· Identify resources needed to implement program.

· Maintain current working knowledge of best practice in the early childhood education field

B. Fiscal Management and record keeping responsibilities include:

· Collect fees on designated schedule and maintain accurate record of payment;

C. Staff Supervision responsibilities include:

· Assign staff schedules to maintain proper state mandated child/teacher ratio;

· Plan and schedule staff; 

· Hiring and termination of staff members;

· Clearly communicate staff roles and responsibilities; and

· Maintain license requirements for staffing.

D. Student Enrollment responsibilities include:

· Maintain necessary paperwork and child attendance, emergency 

· Maintain license requirements for student enrollment.

E. Parent Communication

· Contact parents regarding staffing changes

· Maintain monthly newsletter to inform parents of curriculum and community issues

Qualifications

· Early Childhood Education Background of equivalent

· Bachelor’s Degree/Master’s Degree in Early Childhood Ed, Child Development or closely related field, 12 credits in Early Childhood Education or CDA equivalent; or working toward Early Childhood Education

· Minimum of one year of Preschool teaching experience or other relevant teaching experience

· Demonstrated Leadership and Self Direction Skills

· Physical statement stating good health current within last 12 months and every two years thereafter

· Criminal and DCF background checks upon hire

· Negative Tuberculosis result within last 12 months upon hire

· First aid training and CPR certifications preferred

Curriculum Coordinator

Job Description

Responsible for supporting curriculum elements such as portfolios, NAEYC standards, lesson planning, and professional development activities related to curriculum program wide.

Specific Responsibilities

· Assist staff members in maintaining timelines for portfolio assessment

· Assist staff members with designing lesson plans that target framework benchmarks

· Assist staff members in collecting appropriate assessments

· Inform staff members of resources and materials related to curriculum themes and pedagogy

· Assist Director in maintaining NAEYC standards

Qualifications

· Early Childhood Education background which could include Bachelor’s Degree in Early Childhood, Elementary Education or related field, CT Head Teacher state certification

· Experience in an early childhood learning facility

· Physical statement stating good health current within last 12 months and every two years thereafter

· Criminal and DCF background checks upon hire

· Negative Tuberculosis result within last 12 months upon hire

· Maturity and good judgment to function in crisis situations

· Strong verbal and written communication skills

· First Aid trained and/or CPR preferred 

· Working knowledge of current curriculum philosophy and benchmarks

· Working knowledge of NAEYC standards

· Working knowledge of Microsoft Word and email systems

· Ability to effectively communicate curriculum expectations to staff members

Head Teacher

Job Description

· Develop and implement a flexible curriculum that is based on assessed needs of the individual children and the group as a whole

· Prepare for daily classroom activities in advance 

· Assess children’s progress on an ongoing basis

· Involve and inform parents

· Supervise and train Assisting Teachers 

· Substitute for Program Administrator or Director as needed

· Maintain inventory of necessary supplies

· Clean and organize learning environment

· Project an image and maintain an atmosphere that will gain the confidence of parents

· Encourage children to grow and develop physically, mentally, and socially

Responsibilities

· Instruct student classroom using lesson plans 

· Plan a flexible monthly / daily curriculum outline that reflects the standards outlined in the Connecticut Preschool Framework

· Supervise staff in the implementation of the curriculum

· Communicate child’s progress with parents

· Interact and provide opportunities for children to effectively communicate

· Follow and encourages others to follow procedures and policies outlined in the Employee Handbook.

· Promote physical growth and development by encouraging outdoor and indoor play

· Maintain current working knowledge of best practice in the early childhood education field

· Encourage development of self sufficiency, resilience, and a helping attitude toward others in the care of self and their center

· Create a learning environment that meets the philosophy of the center

· Follow Statutes and Regulations for licensing Child Day Care Centers issued by the State of Connecticut Department of Public Health.

· Implement standards required to maintain NAEYC accreditation.

· Other duties as required

Qualifications

· Early Childhood Education background which could include Bachelor’s Degree in Early Childhood, Elementary Education or related field, CT Head Teacher state certification

· Experience in an early childhood learning facility

· Physical statement stating good health current within last 12 months and every two years thereafter

· Criminal and DCF background checks upon hire

· Negative Tuberculosis result within last 12 months upon hire

· Maturity and good judgment to function in crisis situations

· Strong verbal and written communication skills

· First Aid trained and/or CPR preferred 

· Working toward Early childhood degree or CDA

Lead Teacher

Job Description

· Develop and implement a flexible curriculum that is based on assessed needs of the individual children and the group as a whole

· Prepare for daily classroom activities in advance 

· Assess children’s progress on an ongoing basis

· Involve and inform parents

· Supervise and train Assisting Teachers 

· Substitute for Program Administrator or Director as needed

· Maintain inventory of necessary supplies

· Clean and organize learning environment

· Project an image and maintain an atmosphere that will gain the confidence of parents

· Encourage children to grow and develop physically, mentally, and socially

Responsibilities

· Instruct student classroom using lesson plans 

· Plan a flexible developmentally appropriate monthly / daily curriculum outline that reflects the standards outlined in the Connecticut Preschool Framework 

· Supervise staff in the implementation of the curriculum

· Communicate child’s progress with parents

· Communicate parent concerns to the Director or Program Administrator

· Interact and provide opportunities for children to effectively communicate

· Promote physical growth and development by encouraging outdoor and indoor play

· Maintain current working knowledge of best practice in the early childhood education field

· Follow and encourages others to follow procedures and policies outlined in the Employee Handbook.

· Encourage development of self sufficiency, resilience, and a helping attitude toward others in the care of self and their center

· Create a learning environment that meets the philosophy of the center

· Follow Statutes and Regulations for licensing Child Day Care Centers issued by the State of Connecticut Department of Public Health.

· Implement standards required to maintain NAEYC accreditation.

· Other duties as required

Qualifications

· Experience in an early childhood learning facility

· Physical statement stating good health current within last 12 months and every two years thereafter

· Criminal and DCF background checks upon hire

· Negative Tuberculosis result within last 12 months upon hire

· Maturity and good judgment to function in crisis situations

· First Aid trained and/or CPR preferred 

· Strong verbal and written communication skills

· Working toward Early childhood degree or equivalent or CDA

Assisting Teacher

Job Description

· Assist one or more group of teachers in the daily program conducted for the children.

· Assist in the supervision of play activities

· Assist with positive interactions with the children

· Project an image and maintain an atmosphere that will gain confidence of parents and encourage children to grow and develop physically, mentally, and socially

Responsibilities

· Supervise children’s interactions and activities

· Participate with children in group games, songs, and other activities

· Enforce safety rules

· Intervene when children are likely to injure themselves or others

· Remain with children until relieved by another teacher

· Prepare supplies, snacks and orderly environment for groups

· Assist children with self-care activities

· Assist individual children who experience difficulty in the group or who temporarily lose their self control

· Follow and encourages others to follow procedures and policies outlined in the Employee Handbook.

· Follow Statutes and Regulations for licensing Child Day Care Centers issued by the State of Connecticut Department of Public Health.

· Other duties are required

Qualifications

· Early childhood experience and / or education

· Physical statement stating good health current within last 12 months and every two years thereafter

· Criminal and DCF background checks upon hire

· Negative Tuberculosis result within last 12 months upon hire

· Maturity and good judgment to function in a crisis situation

· First Aid or CPR trained preferred

· Strong verbal and written communication skills

· Working toward Early childhood education or equivalent

Students’ Assistant

Job Description

· Assist students with social and emotional interactions. 

· Develop individual behavior plans to develop and grow social emotional health

· Assist one or more group of teachers in the daily program conducted for the children.

· Assist in the supervision of play activities

· Assist with positive interactions with the children

· Project an image and maintain an atmosphere that will gain confidence of parents and encourage children to grow and develop physically, mentally, and socially

Responsibilities

· Supervise children’s interactions and activities

· Maintain individual behavioral plans for students in the center, prioritizing by student need

· Communicate regularly with Head and Lead Teachers as to learning strategies the will promote effective outcomes for the individual student.

· Participate with children in group games, songs, and other activities

· Enforce safety rules

· Intervene when children are likely to injure themselves or others

· Remain with children until relieved by another teacher

· Assist children with self-care activities

· Assist individual children who experience difficulty in the group or who temporarily lose their self control

· Follow and encourages others to follow procedures and policies outlined in the Employee Handbook.

· Follow Statutes and Regulations for licensing Child Day Care Centers issued by the State of Connecticut Department of Public Health.

· Other duties are required

Qualifications

· Early childhood experience and / or education or background in the mental/social health field

· Physical statement stating good health current within last 12 months and every two years thereafter

· Criminal and DCF background checks upon hire

· Negative Tuberculosis result within last 12 months upon hire

· Maturity and good judgment to function in a crisis situation

· First Aid or CPR trained preferred

· Strong verbal and written communication skills

· Working toward higher education degree

Substitute

A substitute’s job description is dependent upon the role they are hired to replace. All qualifications and expectations apply.

Volunteer & Interns

Volunteers and Interns are unpaid staff. Volunteers and interns are not permitted to be in a supervisory capacity of the children at any time. Volunteers and interns may not feed or change children, discuss the children with the parents, discipline the children. 

The expectations for volunteers and Interns are outlined in the Volunteer & Intern Handbook. 

Required Qualifications

· Criminal Background check and DCF background check (16 years and older)

· Verified personal reference

· Negative Tuberculosis result within the last 12 months (16 years and older only)

· Physician statement of good health within last 12 months (16 years and older only)

