J E - (STAFF EME

Must be at least eighteen years Of age, qualified as a Curriculum Coordinhator
or Administrator through DE First (Or actively pursuing that goal), and meet
the requirements of the licensing agencCy. [Must be able to relate well to
Children, ahd be willing to fulfill responsibilities in accordance with the
Center's program and philosophy.

RESPONSIBILITIES

gcheduling of staff and breaks

Sub in as heeded

Ihterviewing and hiring Of staff

Completing hew hire files and managing all required pieces on to do Checklist
Interface with families/ parent/ staff relations

Monitoring brightwheel for staff ComplianCe/ spot ChecCking (Forms to be Kept
inh compliahce binder)

Monitor staff Classroom daily traCcking attendance sheets and forms reflect
appropriate ratio/compliahce.

Staff Termination Files

Manhage OCCL compliahCe monitoring in Classrooms

Opening/Closing center as needed

Parking Lot Rotation assighment

Handling Corrective Actions/Coaching for Staff

Prepare and give out service awards to Staff

Employee Name Printed
Employee Sighature

Date




