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CLASSIFICATION:	Regular Full Time/240 days/Exempted
COST ALLOCATION:	77% Head Start; 23% Early Head Start
This position will devote 32 hours per month towards CACFP related duties.
SUPERVISOR:	Head Start Director
POSITIONS SUPERVISED:	Joint Supervision of Program Services Assistant
	Nutrition Support/Educational Assistant
	Program Nurse
FISCAL RESPONSIBILITIES:	None
POSITION QUALIFICATIONS:	Education: Baccalaureate degree required. Preferably in Health, Nutrition, or Behavioral/Mental Health.
Experience: At least one-year experience in pediatric mental health or behavioral health or QMHP preferred. Experience in management and oversight preferred.
GENERAL REQUIREMENTS:	Must be at least 18 years of age; must have a valid driver’s license, insurance, and access to automobile for use on the job; willing to drive program vehicle; provide employee physical form indicating ability to perform job functions; submit to a criminal record check; provide documentation of TB/skin test/x-ray results; must keep CPR/First Aid certification current
PHYSICAL DEMANDS:	The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. While performing the duties of this job, the employee is regularly required to stand, walk, use hands to finger, handle, or feel, reach with hands and arms and talk or hear. The employee frequently is required to climb or balance; stoop, kneel, crouch, or crawl. The employee is occasionally required to sit and taste or smell. The employee must regularly lift and/or move up to 10 pounds, frequently lift and/or move up to 25 pounds, and occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to focus.
SALARY RANGE:	See current approved salary scale

MAJOR DUTIES/FUNCTIONS/RESPONSIBILITIES
1. General
· Responsible for functioning as the Health Services Coordinator in overseeing health, safety, and mental health. 
· Responsible for ensuring staff comply with Head Start performance standards, Head Start program policies and procedures, state and local regulations.
· Serves as an advocate for early childhood programs and families by demonstrating willingness to promote the value of the family and the program in the community.
· Maintains confidentiality of all records and information regarding staff and families enrolled in the program.
1. Planning
· In coordination with management staff, plans and delivers program professional development.
· Plans annual health screening with other agencies/groups.
· Develops and revises program written plans annually with other Management Team members, parents, and policy council members.
· Prepares and implements training plans for staff, parents, and volunteers based on assessed needs of the participants.
· Plans work in conjunction with other staff.
· Keeps supervisor and other appropriate staff informed of work schedule and developments.
· Maintains a planning calendar and tracking system of activities and updates of developments in program and families.
· Keeps a tracking system of family service delivery of health, dental health, nutrition, and mental health.
· Keeps children’s files current in the centers and office.
1. Implementation
· Ensures lead screenings stay up to date.
· Ensures child health records are completed in a timely manner.
· If needed, assists parents in scheduling medical and dental follow-up services.
· Collects health data from health service providers as needed to keep centers and office files current.
· Organizes and delivers Kindergarten packets to school nurse in spring.
· Keeps staff updated with pertinent information on a need to know basis.
· Ensures nutrition assessments are completed in a timely manner and that Nutrition Consultants follow through with referrals.
· Monitors classroom grocery lists.
· Creates nutritious breakfast and snack menus compliant with CACFP regulations.
· Maintains CACFP training compliance.
· Ensures food purchased by staff is claimable and cost effective and in the absence of available staff purchases food for centers if needed. 
· Monitors each classroom’s mealtime at least 3 times per year. (CACFP)
· [bookmark: _GoBack]Implements a process for monitoring each classroom for safety at least 3 times per year. 
· Ensures the Health Advisory Committee meets at least twice annually and addresses pertinent issues.
· Collaboratively develops procedural manuals and handbooks for staff and parents.
· Prepares and implement training plans for staff, parents, and volunteers on assessed needs.
· Utilizes the Teaching Pyramid Infant-Toddler Observation Scale (TPITOS) and (TPOT) to support individual teachers in effectively implementing the Pyramid Model.
· Develops and monitors observation schedule with Mental Health Specialist for classroom observations and follow ups during the year.
· Coordinates with education staff to help identify children who show signs of mental health problems.
· Reviews mental health observations and assist children and families in accessing the services of a mental health professional.  
· Coordinates and oversees program health and safety practices.
· Monitors each centers health/safety checks and conducts quarterly health/safety checks.
· Ensures completion of 45 & 90-day health screens on all enrolled children: vision, dental, hearing, behavioral.
· Notifies parents of screening results and follows up on all referrals.
· Utilizes the PTR-YC approach to developing and implementing behavior intervention plans within a team setting.
· Assists in developing strategies/resources with education staff to reduce challenging behaviors.
1. Component Coordination
· Coordinates with Child Development and Family Resource staff to ensure completion of child health records.
· Collaborates with applicable individuals on health/safety services: health department, safety and building maintenance vendors, fire marshal.
· Monitors and review accident/incident reports and assist with development of prevention plan.
· Checks and reviews children’s files for required documentation in health areas.
· Collaborates for services with health providers.
· Coordinates with Program Coordinator by reviewing CACFP regulations, licensing regulations, and performance standards.
· Collaboratively develops procedure manual and handbooks for staff and parents.
· Makes referrals to appropriate staff of agencies as necessary and network with other resources for services for children and families.
1. Professional Development
· Demonstrates flexibility in accepting directions from program supervision as needed.
· Participates in all training and professional development activities planned or provided by the program.
· Attends pre-service, in-service, and staff meetings.
· Participates in conducting self-assessment or evaluation of professional development with supervisor each year.
· Maintains an annual log of all training and or professional development opportunities to be placed in personnel file each program year-end.
1. Employee Conduct
· Employee will be relied upon to accept responsibility for and complete job assignments. 
· Employee will function as a team member by working cooperatively with other staff.
· Employee is to follow agency rules, regulations, and policies to seek clarification from supervisor when in need of assistance.
· Employee will observe scheduled work time and report absences as required. Employee will report to work on time.


I have received a copy of this job description and understand it will be used as a basis for my evaluation.

_________________________________			____________________
Signature of Employee					Date

_________________________________			____________________
Signature of Supervisor					Date

