Huntingdon County Child & Adult Development

Job Description

Job Title:     
HS Family Service Worker

Department: 
Head Start Programs


Position Grade: S2
Date: 

11-16 UPDATE



FLSA – non exempt

Approved: 
Louise Ketner



Executive Director/Head Start Programs Director

Positions Functions:

Responsible for carrying out the operations and delivery of the services of the Family and Community Partnerships area of the HS Program in compliance with HCCADC policies, Head Start performance standards, guidance, and the Program Plan.
Job relationships:

Supervised by:  Family and Community Services Supervisor

FUNCTIONS, DUTIES and RESPONSIBILITIES:

GENERAL

Know and follow Corporation personnel policies including confidentiality policies and practices.

Know and follow sound health and safety practices and procedures.

Complete work related tasks, not specifically set forth in the job description, as requested by Supervisor, Program Director or Executive Director.


Participate in supervision, team meetings and training etc.

Communicate completely and effectively with others. 

Convey a positive, respectful, courteous, cooperative attitude and demeanor with others. 
RECRUITMENT AND ENROLLMENT
Know the HS Performance Standards and program plan/policies governing recruitment and enrollment. 

Coordinate and complete recruitment events throughout the program year as assigned.

Coordinate and distribute flyers and posters with active parent and center participation each spring.

Assist in  registration events at each respective center each spring.

Explain preschool programs to parents interested in program and complete referral forms.

ATTENDANCE

Track and monitor children’s attendance in the classroom on a daily basis. Follow-up with families as necessary.

Make follow–up contact with family when child is absent for 3 consecutive days. Complete necessary forms and submit to supervisor immediately upon completion.
HEALTH SERVICES

Ascertain at time of enrollment, if child has primary health and dental care providers, and medical and dental insurance coverage. Assist family in finding primary health and dental care providers and/or insurance for child if needed. 

Obtain information on the status of immunizations, medical and dental exams, upon enrollment. Obtain documentation of child’s immunizations within 10 days of enrollment. 

Provide parents with information on EPSDT guidelines in relation to health check-ups, immunization schedule, and dental care.  Also provide parents with information on effects of lead and importance of having lead/Hemoglobin levels obtained and on the importance of fluoride.

Assist parents to arrange for child to begin or resume immunizations and well child check-ups, including a dental examination and ongoing health care. Ensure that within 90 days of enrollment, all children have met necessary health requirements. 

Encourage, assist, and follow through with families to ensure that children receive recommended health and dental care treatment. 

Coordinate and provide transportation for medical, dental and mental health appointments as needed by the family. 

Complete release for Health Care Providers to receive pertinent health paperwork. Monitor and track the completion of health requirements for each child on caseload. 

PARENT INVOLVEMENT

Promote active parent involvement in the Head Start program.

Send flyers to each family on the caseload regarding the monthly parent meeting.

Plan and coordinate with parents the monthly parent meetings.  
Coordinate activities and speakers according to the training needs of the specific parent group.

Arrange for transportation for parents to the parent meeting and trainings.

Arrange child care for parent meetings, including requesting a substitute to assist as needed.
Provide child care and transportation of children and families for program wide events/activities as assigned. 

Provide the PVSS meeting minutes and agendas monthly. 

CASE MANAGEMENT SERVICES

Complete at a minimum seven home visits with each family on their caseload within the program year. Dependent upon the family’s needs, this number could vary.
Know community agencies and other programs within HCCADC.

Encourage, assist and support parents to participate in parent trainings/ education opportunities, support groups, parent meetings and/or Policy Council.

Promote parent participation in community services and programs that meet their needs.

Work with other service providers to assure the continuity of services to mutually served families

FAMILY PARTNERSHIPS

Complete the Family Interview with the family in the first 30 days of enrollment. Complete the Scaled Family Assessmentand FPA (Family Partnership Agreement) with active parent participation establishing family goals and realistic strategies, by November 30th or within 60 days of enrollment. 

Encourage, assist and support parents to accomplish their goals.

Complete, with parents, reviews of FPAs monthly; document progress on goals and incorporate changes into plans as appropriate.  

Connect families with services to meet their needs and goals, providing family with information, making referrals, coordinating/providing transportation arrangements and/or accompanying them to services, if appropriate, and making follow-up contacts.

RECORD-KEEPING/ DOCUMENTATION

Maintain files on each family on caseload, including home visit forms, contact logs, the Scaled Family Assessment , and Family Partnership Agreements. 

Complete and submit home visit reports to Supervisor on a weekly basis. 

Keep record of all assistance to families in meeting health requirements; this must be included in the family file.

Secure the completion of in-kind documentation; submit to Program Assistant on a monthly basis.

Complete forms/reports for data collection and reporting; submit to Supervisor as requested.

Prepare for and participate in family staffing within the program and with other agencies.
Qualification Standards:

Qualification Standards:

Bachelors Degree in Human Development Family Studies or Social Work preferred; or Associate Degree in Human Services ; or Family Service Worker Credentials or a related degree or High school diploma and obtain a Family Services credential within 18 months of hire. ..   Possession of a valid Pennsylvania driver’s license and an accident free driving record required.  PA Child Abuse, PA State Police, and FBI clearances required.

Working Conditions; Tools and Equipment Used:

Position is a direct service line position.  Work is generally performed in family homes and an office setting.  The job is mostly sedentary, but does require walking, standing, stooping, bending, kneeling, and occasional lifting and carrying of children and supplies.  Normal visual and auditory acuity are required. The employee is required to operate personal computers, photocopying equipment, fax machine, and a motor vehicle.

Other Information:
Normal working hours are from 9:00 a.m. to 4:30 p.m. Monday through Friday with occasional evening and Saturday work.  Employee may be required to attend out of town and/or overnight trainings.

The foregoing job description is not all-inclusive of the duties to which the employee may be assigned; in order to ensure maximum flexibility and efficiency, to meet Management’s needs and expectations, to meet changing program needs as deemed necessary or desirable by HCCADC Management.

This job description is not an employment contract.  Your employment relationship with Huntingdon County Child and Adult Development Corporation is of an “at will” nature.  You may resign at any time and HCCADC may discharge you at any time with or without cause.

My signature below certifies that I understand the functions, duties and responsibilities set forth in this job description and I am qualified and capable of performing them.

________________________________________________


____/____/____



Signature





         Date
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