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

JOB DESCRIPTION

Division:

Head Start

Job Title:

Health Associate  

Classification:
Para-Professional

FLSA:


Non-Exempt

Job Summary:

Perform a variety of clerical and secretarial tasks associated with the health aspect of the Head Start program.

I.     Job Requirements:   

1. Education and/or certification:

· High school diploma or GED.

· Minimum of three years of related and progressively more responsible work experience in a health/medical related organization and/or community agency serving children and families.
· Experience working with Microsoft Office and a preferred background in ChildPlus Professional Head Start Management Software or an equivalent data-collection system.  
· In addition, should have knowledge of medical terminology, data entry skills, and recording and tracking of information skills. 
2. Must undergo and satisfactorily pass at the time of hire and periodically thereafter pursuant to federal and state laws, Head Start Program Performance Standards, and Agency Policy and Procedures:

· Criminal History Search

· Child Abuse and Neglect Central Registry Clearance

· Physical examination, Tuberculosis (TB) test and drug screen

· Valid Michigan Operator License or State ID

3. Must possess the ability to:

· Work on multiple tasks and be able to organize and prioritize tasks efficiently.

· Properly stoop, bend, lift, climb stairs, and expend moderate physical exertion.
4. Head Start Program employees are required to be fully COVID-19 vaccinated by 1/31/2022.
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 involvement efforts and activities and encourage family participation in the program.

e. Personal appearance is neat and appropriate.

f. Maintain personal attendance as defined by the Notice of Appointment.

g. Accept responsibility for own words and actions.

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

i. Work at any site with any staff member.

j. Work openly and cooperatively in a team effort approach.

k. 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 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. Adhere to CACS Health Manual.

f. Follow universal precautions.

g. Accept responsibility for generating, documenting, and submitting in-kind to meet program requirements.

Essential Functions (not exhaustive and may be supplanted)

IV.  
Communication and interpersonal relationship skills expected:

a. Open to suggestions and new ideas.

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

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

d. Communicate regularly with supervisor regarding any changes in work schedule, supply and equipment needs, or any issues or concerns.

V.  
Job Duties:
a. Travel to Head Start sites for screening, meetings, training, and other events. 

b. Arranges and ensures active supervision during health screenings, including but not limited to evidence-based hearing and vision, lead, hemoglobin, and blood pressure (HSPPS 1302.42). 
c. Completes evidence-based hearing and vision screens and non-invasive hemoglobin screens for Head Start children, under the direction of the Health Services Manager, (HSPPS 1302.42).

d. Works with medical and dental clinics to obtain follow up on all health requirements needing further evaluation and/or treatment (HSPPS 1302.42).

e. Documents all attempts to obtain health requirements, completed health requirements, and all follow up on children needing further evaluation and/or medical/dental treatment, as described in the CACS Health Manual (HSPPS 1302.42). 

f. Reviews child files to determine each child’s health needs and complete the child’s health summary (HSPPS 1302.42).

g. Answers incoming phone calls and initiates phone contact in a professional and courteous manner as it relates to the health services department.  
h. Retrieves and files health requests and other health related information. 

i. Routes health information and questions to appropriate program staff according to established protocol.

j. Inventories organizes, and helps distribute health materials and supplies.   
k. Makes referrals for internal parent trainings or classes offered onsite or to partner opportunities. 

VI.  
Documentation

a. Document, in ChildPlus, all contacts with families as it relates to health issues.
b. Document attempts to obtain health requirements, completed health requirements, follow up on health requirements needing further evaluation and/or treatment as described in the CACS Health Manual (HSPPS 1302.42). 
c. Proofreads and edits documents for appropriate and consistent format, accuracy of data, correct punctuation, spelling and grammar. 

d. Completes and submits all timesheets, reports and other data requests in a timely and accurate manner.
e. Review and print ChildPlus reports and health consent forms (HSPPS 1302.41). 

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.

Capital Area Community Services is proud to be an Equal Employment Opportunity and Affirmative Action employer. We do not discriminate based upon race, religion, color, national origin, gender (including pregnancy, childbirth, or related medical conditions), sexual orientation, gender identity, gender expression, age, status as a protected veteran, status as an individual with a disability, or other applicable legally protected characteristics.
