Huntingdon County Child & Adult Development

Job Description

Job Title:     
Pa Pre-K Teacher

Department: 
Pa Pre-K Program


Position Grade: 
Date: 

05-11  UPDATE



FLSA – non exempt

Approved: 
Louise Ketner



Executive Director

Positions Functions:

Responsible for the overall management, supervision, and operations of a classroom in a preschool center. Supervises children, classroom staff and volunteers.  Conducts home visits to children enrolled in the classroom.  

Job relationships:

Supervised by:  State Child Development/Head Start Programs Mental Health Manager
Workers Supervised:  Pa Pre-K Teacher Assistant

FUNCTIONS, DUTIES & 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 and other Pa Pre-K program management/supervisory staff.
Participate in supervisory and team meetings and trainings.

Convey a positive, respectful, courteous, cooperative attitude and demeanor with others.

Communicate completely and effectively with others.
PLANNING/ TEACHING/CURRICULUM IMPLEMENTATION
Know the Creative Curriculum and ensure its implementation in assigned classroom.
Know and follow Pa Pre-K classroom/center operational policies, practices and procedures.
Plan and submit stimulating and developmentally appropriate lesson plans within required time frames and consistent with the Creative Curriculum and best practice, while incorporating all areas of the Pa Pre-K program.

Plan, organize and implement developmentally appropriate activities consistent with lesson plans.

Provide for a variety and sufficient amount of appropriate materials in all areas of classroom.

Organize classroom and equipment to ensure a safe and interesting environment for children.

Engage in and ensure the application/implementation of developmentally appropriate practices by other classroom staff in regard to the guidance, interactions, communication, behavioral management techniques, types, length of scheduled activities for the children.

Provide consistency from child to child while individualizing to meet all children’s needs. 
Participate actively in all aspects of the Pa Pre-K classroom’s daily schedule and routines.  
CLASSROOM MANAGEMENT & OPERATIONS

Know all Performance Standards and Pa Pre-K Program Plan, particularly teacher accountabilities as set forth in it.
Complete all required screenings, assessments and on-going observations within the required time frames.

Know, implement and ensure the implementation by other classroom staff of health and safety practices and procedures in regard to first aid kits, diapering/toileting, hand-washing, universal precautions about body fluids, materials and equipment usage, emergency evacuations (fire drills), transitioning from one area to another, transitioning from one activity to another and departure of children.

Know , use, and ensure the use of  age appropriate behavioral management and shaping techniques with children in accordance with HCCADC’s Child Behavior Management policy/procedure.

Maintain routine, effective and immediate communications with parent(s) about all aspects of the child’s activities and adjustment in the classroom/center.

Attend and participate in teacher’s meetings and other meetings with management and supervisory staff as needed.

Maintain and ensure the maintenance of materials, play equipment, toys and furniture following established policies, practices and procedures.

Promote active parent involvement within the Pa Pre-K program.

Complete Home Visits and Parent/Staff Conferences as required by the Pa Pre-K program.

SUPERVISION OF STAFF AND VOLUNTEERS

Serve as a mentor/role model for subordinate staff and volunteers in the classroom.

Act as liaison between classroom staff and supervisory/management personnel.

Train and supervise Teacher Assistants and Classroom Volunteers in the Creative Curriculum, classroom management and operational policies and procedures.

Monitor/review subordinate staff’s compliance with and implementation of above areas.

Take needed actions with staff to immediately and effectively correct any problem areas/concerns/issues.

Complete performance appraisals as per the program’s established time frames.

Conduct classroom staff and individual supervisory meetings as needed.

Qualification Standards:

Bachelor’s or advanced degree in early childhood education.  Must possess a valid PA driver’s license.  The employee must possess initiative and be flexible.  PA Child Abuse, PA State Police, and FBI clearances required.
Working Conditions; Tools and Equipment Used:

Work is usually performed in a classroom setting and the job requires occasional walking, standing, stooping, bending, kneeling and lifting of children.  Normal visual and auditory acuity is required, since a major responsibility of the job requires coordination/communication between/among other program area staff and parents, supervision of children indoors and outdoors and participation in all planned activities.  The employee is required to operate personal computers, photocopying equipment, fax machine, etc. and may occasionally be required to operate a motor vehicle.

Other Information:
A normal work week consists of 40 hours.   Employee is required to work evenings and Saturdays as requested and may also 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, employees will be assigned to such additional duties as are deemed necessary or desirable to 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

