









LOCATOR 1.260
TITLE:

Early Childhood Center Director (Certified)

QUALIFICATIONS:

Certification by Kentucky Department of Education with proper endorsement in elementary or preschool education, plus responsible experience in teaching and supervision of preschool-age/school age children, or any equivalent combination of experience or training.
REPORTS TO:

Franklin Elementary Principal, District Chief Financial Officer, and the Superintendent

PRIMARY JOB GOAL:

To direct the learning experiences of students in all activities sponsored by the Early Childhood Center and to interpret and execute Board of Education and state-mandated policies and regulations to students, parents, and patrons from within the community; to plan and implement an instructional program incorporated through child care and provide related educational services for students enrolled in the Early Childhood Center; to implement an educational and child care program that serves as a transitional phase from the home to entry level education or during non-school calendar time/days.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:

Comprehensive knowledge of principles and practices of modern public school preschool, primary, and elementary education and the ability to apply them to the needs of the center/district; knowledge of the mission, goals, and organization of public education; ability to apply knowledge of current research and theory as they relate to content, curriculum, materials, and instructional practices; knowledge of early childhood/childhood growth and development; ability to plan, organize, and implement appropriate lessons, units, and learning centers based on district, school, and state-mandated objectives and the needs and abilities of students to whom assigned; ability to utilize multimedia and computer technology as appropriate; ability to move about to monitor students and check work in the center with a varied seating and desk organization; ability to communicate clearly both orally and in writing; ability to develop positive, effective, loving working relationships with the entire school community; commitment to education reform; ability to be assertive enough to supervise staff members of the center; ability to be flexible to adjust the instructional program to any unanticipated interruptions/changes;  ability to exhibit patience and compassion to at-risk children; ability to work flexible hours; trained in CPR/First Aid.
PERFORMANCE RESPONSIBILITIES:

-Maintains at all times an orderly learning atmosphere and keeps the Principal fully informed of the center's education program's activities and problems.

-Strives to implement by instruction and action the district's philosophy of education and instructional goals and objectives.

-Greets and receives all visitors courteously; determines their needs and either schedules appointments with them or escorts them to the proper person.

-Assists in the orientation of new and substitute employees.

-Employs a variety of instructional techniques (with priority to teaching readiness skills) consistent with the physical limitations of the location provided and within the needs and capabilities of each student involved.

-Utilizes a variety of instructional materials and available multimedia and computer technology to enhance learning.

-Manages allotted learning time to maximize student achievement.

-Instructs pupils in citizenship and basic subject matter in conjunction with the school district.

-Develops lesson plans, instructional materials, learning centers, thematic units, and appropriate tasks, and provides individualized and small group instruction in order to adapt the curriculum to the individual needs of each pupil.

-Prepares, presents, and evaluates material for learning, and tries innovative instructional techniques in keeping with program requirements and education reform.

-Takes an active part in the professional development program of the school and the district, and participates in the planning and evaluation of the school's curriculum and extra-curricular activities.

-Develops knowledge of Kentucky Daycare Licensing Regulations and implements them at the Early Childhood Center.

-Maintains professional competence through professional development activities provided by the district, the Regional Training Center, and/or consortia, and through self-selected professional growth activities.

-Assists in the selection of books, computer software, equipment, and other instructional materials, and keeps abreast of new trends and research in education reform.

-Works cooperatively with the administration, other teachers, support personnel, and the SBDM Council in planning instructional goals, objectives, methods, and evaluation.
-Works cooperatively with the administration and other Early Childhood Center workers.

-Collaborates with other professionals (guidance counselors, librarians, etc.) to carry out center instructional or related activities; coordinates instructional activities and collaborates with other professional staff, both school-based and from other community agencies, to maximize learning opportunities.

-Strives constantly to determine if factors that contribute to low academic performance are present, and makes any necessary referrals for specialized instructional help or services to various agencies; requests assistance of, and works with, resource personnel as needed.

-Collaborates regularly with the district preschool, entry level, and other teachers in order to establish appropriate instructional practices in the center.

-Counsels and evaluates students by providing guidance to pupils to promote their welfare, self-esteem, and educational development.

-Assesses student abilities as related to desired educational goals, objectives, and outcomes in collaboration with district schools.

-Evaluates student progress on a regular basis using anecdotal records, teacher observation, and regular center performance.

-Regularly communicates with parents through conferences and other means to discuss pupil's progress and interpret the center program.

-Makes provisions for being available to students and parents for education-related purposes including, under reasonable terms, time outside the instructional day.

-Assumes responsibility for center management by establishing and maintaining consistent center organization in accordance with district regulations.

-Assists in insuring proper filing and maintenance of student records.

-Assists in the preparation of any center reports.

-Assists in the collection of student fees including any necessary record keeping.

-Assists in working on student immunizations and physicals by monitoring expiration dates, sending proper information out as needed, etc.

-Creates a safe, disciplined, and effective environment for learning through functional and attractive displays, bulletin boards, and learning centers, and through making sure all materials are in good condition and accessible to the students.

-Assists with staff and student punctuality in making sure all timelines are met (arrival, departure, etc.)

-Weighs and considers the best plan of action to carry out the instructional programs as they relate to scheduling, group size, and room arrangement.

-Assesses resources such as student interests, facilities, funds for motivating materials, and adequate equipment.

-Assists the administration in implementing all policies and/or rules governing student life and conduct, and, for the center, develops reasonable rules of behavior and procedures, and maintains order in a fair and just manner.

-Takes all necessary and reasonable precautions to protect students, equipment, materials, and facilities.

-Maintains proper inventories of non-expendable center supplies, materials, and equipment assigned to the center.

-Assists in upholding and enforcing center rules, administrative regulations, Board of Education policies, and SBDM Council policies.

-Maintains accurate, complete, and correct records as required by law and Board policies and regulations.

-Establishes and maintains consistent standards of pupil behavior needed to achieve a functional learning atmosphere in the center.

-Shares duties of the center as assigned by the building Principal, and supervises pupils in out-of-classroom activities during the assigned working day.

-Secures substitutes as needed in the event of a center employee absence.

-Observes the Board approved "chain of command" in airing grievances and in communicating suggestions for improving center operations. 

-Teaches students on an as-needed basis.

-Plans and supervises purposeful assignments for center workers and cooperatively works with the supervisor in evaluating their job performance.

-Attends necessary meetings.

-Communicates and confers with parents via parent conferences and written communication on a regular basis.

-Conducts student program performances for parents and community.

-Supports or participates in district-wide student activities and social events and approved fund-raising activities if applicable.

-Always maintains the highest professional standards in personal conduct.

-Performs related duties and assumes other responsibilities as may be assigned by the supervisor or the Superintendent.

	PHYSICAL REQUIREMENTS AND WORK ENVIRONMENT

	1. Check the frequency and number of hours a day the worker is required to do the following specific types of activities:

	ACTIVITY
	FREQUENCY
	# OF HOURS A DAY

	
	CONTINUOUS
	INTERMITTENT
	1
	2
	3
	4
	5
	6
	7
	8
	8+

	a. Sitting
	
	x
	
	
	
	
	
	
	
	
	

	b. Walking
	
	x
	
	
	
	
	
	
	
	
	

	c. Standing
	
	x
	
	
	
	
	
	
	
	
	

	d. Bending
	
	x
	
	
	
	
	
	
	
	
	

	e. Squatting
	
	x
	
	
	
	
	
	
	
	
	

	f. Climbing
	
	x
	
	
	
	
	
	
	
	
	

	g. Kneeling
	
	x
	
	
	
	
	
	
	
	
	

	h. Twisting
	
	x
	
	
	
	
	
	
	
	
	

	i. Lifting
	
	x
	
	
	
	
	
	
	
	
	


	LIFTING

______ 0-10 lbs.          ______ 11-15 lbs.        _______ 16-30 lbs.        ___X____ Over 31 lbs.

	2a. HAND MANIPULATION REQUIRED?   _______ Yes (If yes, complete 2a,2b,2c,2d,2e)

                                                                               ___X____ No

	2b. Repetitive hand movements?  _______ Yes          ____X____ No 

	2c. Simple Grasping?
	Right Hand

Yes_____ No_____
	Left Hand

Yes_____ No_____

	2d. Power Grasping?
	Right Hand

Yes_____ No_____
	Left Hand

Yes_____ No_____

	2e. Pushing Pulling?
	Right Hand

Yes_____ No_____
	Left Hand

Yes_____ No_____

	2f. Fine Manipulation:
	Right Hand

Yes_____ No_____
	Left Hand

Yes______ No_____


	3. (a) Does the job require worker to reach or work above the shoulder? __X__ Yes  _____ No  

Frequency? __occasionally_______

   (b) Reaching at or below shoulder level? ___X__ Yes  _____ No 

Frequency? ___often______

	4. Does the job require use of his/her feet to operate foot controls or repetitive movement?  ____ Yes _X__ No

	5. Are there special visual or auditory requirements?  ___X___ Yes _______ No 

If yes, please describe (i.e. working with computer terminal): computer, visually & auditorily supervise students

	WORK ENVIRONMENT:

a. Does the employee work near moving mechanical parts; in high, precarious places; and in outside weather conditions?  ______ Yes ____X____ No

b. Is the employee exposed to fumes or airborne particles? _____ Yes  ___X____ No

If yes, please specify:  


	BLOOD/FLUID EXPOSURE RISK:  (check the right category) 

______ Category I: Tasks involve exposure to blood, fluid, or tissue

__X____ Category II: Usual tasks do not involve exposure to blood, body fluid, or tissues but job may require performing unplanned Category I tasks.

______ Category III:  Tasks involve no exposure to blood, body fluids, or tissues.  Category I tasks are not a condition of employment.


TERMS OF EMPLOYMENT:

Up to 242 days of employment; salary to be established by the Board of Education.

EVALUATION:

Performance of this job will be evaluated in accordance with the provisions of the Board's policy on Evaluation of Professional Personnel.

Date of Approval:  April 19, 2001

Revised:  August 12, 2008

Revised:  November 20, 2008

Revised:  November 19, 2019

I have read and understand the terms set forth in this job description.

Signature of Employee_______________________________

Date Signed_________________________
