Job Description – Lead School Age Teacher

Mission: The mission of Gateway Association, Inc. is to help young children of all abilities reach their highest potential through education and other support systems.

Description: The Lead School Age Teacher works with children ages 6-12.  Gateway’s school age classroom is open all day when the children are out of school for breaks (summer, fall, winter, and spring).  Gateway follows the Anderson Community School calendar.  During breaks this is a full-time, 40 hour a week position.  During the school year, the school age classroom is open for a few hours in the morning before getting the children on the buses (6:30-9:00 am) and off to school and for a few hours in the afternoon (3:00-5:30 pm) to get the children off the buses and until they are picked up. The room also stays open for 2-hour delays and all day when the schools close for weather and e-learning days.  

Qualifications:	
· Must be 18 years old or older  
· Must have a high school diploma or GED
· Preferred: Have or maintain enrollment in a CDA (Child Development Associate), Associate, Bachelors, or Master’s in Early Childhood, Child Development, Early Childhood Special Education, Elementary Education degree or closely related field is preferred.
· Must maintain current certifications in CPR and First Aid   
· Must maintain current training in Universal Precautions
· Must pass a 5 phase drug screen
· Must pass a fingerprint background check through the FBI
· Must have a current TB test or chest x-ray with negative results
· Meet continuing education requirements set by state licensing, Paths to Quality, and NAEYC Accreditation

Direct Supervisor:
· Director of Early Childhood Programs
	
Physical and Mental Demands:
· Ability to lift 60 pounds
· Ability to reach over head
· Ability to kneel at a child’s level
· Ability to sit on the floor and interact with children
· Finger dexterity
· Ability to communicate orally, visually, and in writing
· Ability to read all necessary documents
· Computer literacy
· Basic mathematical abilities
· Basic organizational abilities
· Ability to present a pleasing image of the organization through interaction with the public
· Ability to maintain confidentiality and professional standards
· Ability to cope with stress
· Demonstrate appropriate professional reaction to other’s behavior 

Responsibilities: 
Note: Numbering does not indicate priorities; all responsibilities are of equal importance.
1. Plan and implement developmentally appropriate curriculum which provides for the development of physical, cognitive, social/emotional, and language skills
2. Establish a warm, loving, safe, and secure classroom environment
3. Provides for the health and safety of the client
4. Interact with children in a positive manner
5. Implement the Program’s discipline policy to provide guidance
6. Promote family involvement 
7. Supervise and evaluate Assistant Teachers
8. Maintain professional standards
9. Maintain records in an orderly manner
10. Assist with program management as needed
11. Comply with all Program policies and procedures
12. Comply with all policies of regulatory agencies
13. Other duties as assigned


Evaluation – Lead School Age Teacher

Name: 										

Hire Date: 									

Date of Evaluation: 								

Name of evaluator: 								

Note the following points will be rated on a scale from 1 to 4. 
1 - Poor or unacceptable performance
2 - Improvement is needed
3 - Good performance
4 - Excellent/outstanding performance

1. Plan and implement developmentally appropriate curriculum which provides for and fosters the development of physical, cognitive, social/emotional, and language skills

Lesson planning
		1	2	3	4	

	Follows the lesson plan, documenting changes or adaptations
		1	2	3	4	

Learning centers
		1	2	3	4		

Identify special needs of each child and plan accordingly
		1	2	3	4		

Recognize A-typical development and make appropriate referrals
		1	2	3	4		

Implement individual behavior and education plans as needed and encourage activities that will help children reach individual goals, remain conscious of individual goals established by therapists
	1	2	3	4		

Incorporate children’s interests in daily planning
		1	2	3	4		

Provide for a variety of developmentally appropriate activities
		1	2	3	4		


Continually evaluate curriculum and make necessary modifications
		1	2	3	4		

Requisition supplies for classroom as needed
		1	2	3	4	

Provides for daily opportunities for learning in these areas:
		Social & Emotional	1	2	3	4	
Reading & Writing 	1	2	3	4	
		Math Concepts	1	2	3	4	
		Fine Motor		1	2	3	4		
		Large Motor		1	2	3	4		
		Creative Arts		1	2	3	4		
		Music			1	2	3	4		
		Science		1	2	3	4
		Technology		1	2	3	4
		Health & Safety	1	2	3	4
		Social Studies		1	2	3	4

Effective use of transition times
		1	2	3	4	

Effective use of prep time
		1	2	3	4		

Comments:										

											

2. Establish a warm, loving, safe, and secure classroom environment

Appealing to young children
1	2	3	4		

		Nap/Rest time guidelines are followed
			1	2	3	4	N/A

		Mealtimes are pleasant and relaxed
			1	2	3	4	

		Warm, loving
			1	2	3	4		

		Safe, secure
			1	2	3	4	

Maintain classroom and storage areas in good order
		1	2	3	4	


Interact with visitors in a respectful, positive and encouraging manner
	1	2	3	4	

Comments:										

											

3. Provides for the health and safety of the client

General cleanliness of the classroom
		1	2	3	4		

Encourages health and sanitation habits (i.e. hand washing, diapering)
	1	2	3	4		

Monitor bathroom
1	2	3	4	

Monitor playground
		1	2	3	4	

	Monitor gym
		1	2	3	4		

Staff models appropriate standards of sanitation
		1	2	3	4	

Storage of materials
		1	2	3	4	

Room arrangement
		1	2	3	4		

Comments:										

											

4. Interact with children in a positive manner

Assist with arrival and departure of children 
1	2	3	4	

Interact daily with each child in a respectful, positive, and encouraging manner	
		1	2	3	4	

Play with the children during learning centers
		1	2	3	4	

Play with the children on the playground
		1	2	3	4	

Play with the children in the gym
		1	2	3	4	

Assist with toileting needs
		1	2	3	4	NA 

Most conversation with the children is done one on one not in large groups
		1	2	3	4	

Avoid labeling children
		1	2	3	4	

Comments:										

											

5. Implement the Program’s discipline policy to provide positive guidance and redirection in order to foster self-esteem in the children

Redirect misbehavior in a positive manner
		1	2	3	4	

Teach appropriate behavior
		1	2	3	4	

Plan developmentally appropriate activities
		1	2	3	4		

Provide sufficient developmentally appropriate activities to occupy children throughout the day
		1	2	3	4		

Tone of voice
		1	2	3	4	

Amount of praise and positive reinforcement
		1	2	3	4	
Positive role model for children
		1	2	3	4	

Comments:										

											

6. Promote family involvement

Positive, professional, and respectful interaction with each parent/family daily
		1	2	3	4	

Conducts effective parent-teacher conferences as needed
		1	2	3	4	NA

Maintains a professional relationship with parents/families
		1	2	3	4	

Respect for parents/families
		1	2	3	4	

Work cooperatively with parents/families
1	2	3	4	

Supports positive parenting skills
		1	2	3	4	

Monthly classroom newsletter
		1	2	3	4	

Provides periodic positive updates on each child’s development
		1	2	3	4	

Encourage parent/family participation in classroom events and activities
		1	2	3	4		

	Encourage parent/family participation in program events and activities
1	2	3	4

Comments:										

											




7. Supervise and evaluate Assistant Teachers	N/A

Provide guidance, leadership, and training to aid their professional development
		1	2	3	4	

Correct inappropriate actions or behaviors
		1	2	3	4	

Monitor progress
		1	2	3	4	

Distribution of tasks and assignments
		1	2	3	4	

Enforcing compliance with the Center’s policies and regulations
		1	2	3	4	

Comments:										

											

8. Maintain professional standards

Respect for co-workers
		1	2	3	4	

Work cooperatively with co-workers
1	2	3	4	

Attend staff meetings
			1	2	3	4	

Represent Gateway in community activities as needed, including fund raising events and community events
		1	2	3	4	

Maintain confidentiality
		1	2	3	4	

Appearance
		1	2	3	4	

	Follows agency dress code
		1	2	3	4	


Verbal communication skills
		1	2	3	4	

Written communication skills
		1	2	3	4	

Computer skills
1	2	3	4	

Attitude
			1	2	3	4	

Dependability	
		1	2	3	4	

Punctuality
		1	2	3	4	

Notify immediate supervisor in the event of absence or appointments
1	2	3	4	


Cooperation/Teamwork
		1	2	3	4	

Flexibility
		1	2	3	4	

Continuing education/skill improvement
		1	2	3	4	

Keeps current on trends in early childhood education
		1	2	3	4	

Reports suspected abuse and neglect
		1	2	3	4	

Comments:										

											

9. Maintain records in an orderly manner

Confidentiality of records
		1	2	3	4	

Documentation
		1	2	3	4	

CACFP paperwork
		1	2	3	4	

Attendance
		1	2	3	4	

Sign in/out book
		1	2	3	4	

Neatness and accuracy
		1	2	3	4	

Assistant Teacher evaluations
		1	2	3	4	N/A	

Pick-up box
		1	2	3	4	

	Current lesson plans are posted
		1	2	3	4	

	Current newsletters are posted
		1	2	3	4

[bookmark: _Hlk77248210]	Current menu is posted
		1	2	3	4	

Comments:										

											
	
10. Assist with program management as needed

Work effectively with other professionals
		1	2	3	4

	Assist with fundraising for the Agency
		1	2	3	4		

Comments:										

											

11. Comply with all Program policies and procedures
1	2	3	4	

Comments:										

											

12. Comply with all policies of regulatory agencies
1	2	3	4	

Comments:										

											

13. Other duties as assigned
1	2	3	4	

Comments:										

											


Employee’s comments in response to the evaluation:

												

												

												

												

												

												

												

												

Individual Growth and Training Plan

Name: 							Position: 					

Hire Date: 			Date Completed: 			Reevaluation Date: 		

Individuals involved in creating this plan: 								

Strengths to build on: 											

													

Focus areas in need of improvement: 								

													

	List Goals and the desired Outcomes that will result from the action steps created.

	Goal 1:




	What resources are needed to make progress toward this goal? (Provide detailed descriptions. Examples may include specific materials, technical assistance, professional development, etc.)




	Action Step/Strategy
	Person Responsible
	Time Frame
	Date Completed

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	

	Goal 2:




	What resources are needed to make progress toward this goal? (Provide detailed descriptions. Examples may include specific materials, technical assistance, professional development, etc.)




	Action Step/Strategy
	Person Responsible
	Time Frame
	Date Completed

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	

	Goal 3:





	What resources are needed to make progress toward this goal? (Provide detailed descriptions. Examples may include specific materials, technical assistance, professional development, etc.)




	Action Step/Strategy
	Person Responsible
	Time Frame
	Date Completed

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	



Signature of employee: 										

Signature of Executive Director: 											
Progress Notes:
	Date
	Notes
	Follow Up

	



	
	

	



	
	

	



	
	

	



	
	

	



	
	

	



	
	



Attestation:  I have received, reviewed, and understand the job description and job duties herein.

Job Description & Evaluation Title:								

Date Written: 						Date Updated: 			

Signature: 								Date: 			

Printed Name: 										


Date Written: 7/2021	Date Updated:	Lead School Age Teacher
