C.A.C.S. INC. HEAD START & EARLY CHILDHOOD PROGRAMS 
JOB DESCRIPTION

Division:

Head Start
Job Title:

Teacher

Classification:

Professional
FLSA:


Non-Exempt
Job Summary:

Provide children with a rich learning environment and varied experiences based upon their developmental level, which will help them develop socially, intellectually, physically and emotionally.  Screen and assess children for development of appropriate programming and referrals.  Communicate with parents regarding their child’s progress and involve family members in the classroom program.  Maintain compliance with requirements and standards, including required documentation.  

I.     Job Requirements:   
1. Education and/or certification:

· Bachelors Degree or higher in Early Childhood Education required 
· A minimum of one year of related experience in education or child development is 
preferred.

2. Must undergo and satisfactorily pass at the time of hire and periodically thereafter pursuant to federal and state laws, Head Start Performance Standards, and Agency Policy and Procedures:

· Federal Criminal History search with fingerprints. 
· Physical examination, Tuberculosis (TB) test and drug screen
· Valid Michigan Operator License or State ID
3. Must possess the ability to:

· Keep current on professional licenses and certifications as needed.
· Work on multiple tasks and be able to organize and prioritize tasks efficiently.

· Properly stoop, bend, lift, climb stairs, and expend moderate physical exertion.

II.   
Professional Expectations:

a. Maintain professional confidentiality.

b. Attend all required meetings, conferences, trainings, etc.
c. Adapt to a variety of situations.

d. Assist with parent engagement efforts and activities and encourage family participation in the program.
e. Personal appearance is neat and appropriate.
f. Participate in Self Assessment and Peer Review process.
g. Maintain personal attendance as defined by CACS Policies and Procedures.

h. Accept responsibility for own words and actions.

i. Respect team, program, families and community members.

j. Work at any site with any staff.
k. Work openly and cooperatively in a team effort approach.

l. Accept responsibility for team performance

· Actively, willingly and consistently participates in team, parent, and other meetings.

· Contributes ideas and efforts towards common goals

· Helps build and maintain positive attitudes, trust and team spirit.

III.  
Policy requirements:

a. Follow all Head Start Program Performance Standards and all other federal, state, and local regulations.
b. Follow Michigan Child Care Licensing Regulations and all other state regulations.

c. Adhere to CACS Personnel Policies and Procedures

d. Adhere to CACS Program Manual and Mission Statement.

e. Follow universal precautions.
f. Accept responsibility for generating, documenting, and submitting required paperwork on time 

to meet program requirements.
Essential Functions (not exhaustive and may be supplanted)

IV.  
Communication and interpersonal relationship skills expected:

a. Communicate clearly and accurately when writing and speaking, as well as utilizing office and classroom equipment (computer, printer, copier, etc.)

b. Share information with the administrative team, supervisor, and/or support staff regarding areas of success, concern and those which may have an impact on families.

c. Communicate regularly with supervisor regarding any changes in classroom activities, child’s status, work schedule, supply and equipment needs or any issues or concerns.

d. Participate in meetings to provide input regarding special concerns about specific children or families and to assist in developing plans to meet those needs.

e. Make at least two home visits and two parent-teacher conferences per year to involve parents in understanding their child’s developmental needs and progress, and to identify other child and family needs.

f. Distribute program materials in a timely manner.

g. Follow administrative and supervisory directives, verbal or written.

h. Communicate with the Family Advocate on a regular basis to ensure full enrollment and consistent attendance at all times.
i. Work in a team approach with classroom team, other teachers and support staff to achieve educational goals and to provide high quality comprehensive programming for each child and family.

j. Provide input in the evaluation of the classroom staff when requested.

k. Involve Teacher Assistants in classroom planning to the fullest extent possible.

l. Assist in planning, supporting and executing parent and family events or trainings (Family Activity Nights, FSC trainings, Family Fun Nights, etc.)
m. Prepare and distribute a bi-weekly classroom newsletter for families.
V.  
Classroom Management and Environment:
a. Orient, train and provide leadership to classroom staff.

b. Know the whereabouts of children at all times.

c. Complete assignments accurately and on time.
d. Maintain an environment that is conducive to learning.
e. Establish a classroom learning environment that provides a rich array of learning opportunities based upon the developmental levels of the children, diminishes negative behaviors, and is clean, safe, and attractive.
f. Demonstrate necessary organizational skills in directing classroom and other personnel

g. Conduct and manage required child assessments, anecdotal notes, documentation and reporting of child outcomes, IEP’s, Developmental Screenings, etc.

h. Plan classroom activities that are culturally sensitive, avoid stereotyping, and involve and challenge children with disabilities and at all developmental levels.

i. Supervise all meal and snack service following CACFP guidelines

j. Physically interact with children at all times in an appropriate and safe manner.

VI.  
Documentation
a. Develop and implement a weekly written lesson plan and provide an organized program according to the identified curriculum.
b. Submit assessments, home visits, and paperwork for all departments on time.

c. Maintain child records, lesson plans, and inventory of equipment and materials.

d. Assure that parent and volunteer in-kind forms are completed and submitted in a timely manner.

e. Develop an ongoing weekly individualization plan for each child based on needs and strengths identified through screening, assessment, and from the input from specialists and parents.

f. Accurately complete and submit all timesheets, reports and other data requests in a timely and accurate manner.  
VII.  
Other

           
Assist with other duties as defined and/or requested by an Administrator or Supervisor when additional work 
is necessary to fulfill the obligations of the program.

