[image: image1.png]Hidalgo County Head Start Program

Policy Council Agenda
DATE: November 14, 2007
SUBJECT: Discussion/Approval to Reassign Support Service

Assistants to Report to Center Managers

RATIONALE/NEED:  This new arrangement will improve our communication
system and supervision of center staff.

RECOMMENDATION: Administration recommends approval.
COST: None

RELATED INFORMATION INCLUDES: Organizational Chart
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INITIATED BY: Teresa Flores, Executive Director

REVIEWED BY: Teresa Flores, Executive Director
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Effective Date Revised Policy Council Approved
April 28, 2004 February 2005 March 16, 2005
Position Title Department EEOC Classification
Support Service Assistant Education Non-Exempt
FUNCTION:

To provide “holistic and integrated” center-based support services to children and their families
in the following service areas: disability, family, health, family literacy, transition to and from
the program, mental health, and nutrition.

To engage the child’s family in the development, implementation and monitoring of a plan that
ensures progress toward breaking the cycle of poverty.

To support the classroom teacher and the teacher assistant in meeting educational outcomes that
contribute to a child’s successful transition to public school setting and the mastery of pre-
requisites to the pre-kindergarten and kindergarten program.

REPORTING RELATIONSHIP:
Reports to: Center Manager

DUTIES/RESPONSIBILITIES:

1 Assists in the implementation of procedures related to the Performance Standards in the
areas of nutrition, mental health, health and safety, transition, and parent literacy.

74 Assists with the implementation of procedures related to the Family Partnerships
including:

* establishing and maintaining partnership agreements with local agencies
» family goal setting
* parent involvement in child development
* education
* nutrition
» mental health education
* community advocacy
* transition activities
* conducting home visits
Assists in implementation of parent curriculum (Exploring Parent).
Monitors daily attendance of assigned case load and works with parents to maintain at
least 85% attendance.
Assists with monthly parent committee meetings.
Provides follow-up with children with irregular attendance patterns.
Assists with preparing and completing of Program Information Reports (PIR).
Participates in staff development to acquire and to improve skills related to job
assignment.
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[image: image5.png]9 Assists in the development and implementation of the Disabilities Services Plan
including the following:
* monitoring plan implementation
« identification of children
* scheduling services related to child’s disability
* the development of the Individual Education Plan (L.E.P.)
* the provision of special equipment, supplies, and instructional material
+ tracking and monitoring required information and records on children with
disabilities and sharing this information with interested parties
» the recruitment, assessment, placement and evaluation of children in the

program
10. Assists parents in meeting their own literacy goals.
1 Assist parents in securing materials and services for literacy development.
12 Performs other duties as assigned by the immediate supervisor or Executive Director.
JOB STANDARDS:

Must have a High School diploma or GED. Must have completed twelve (12) college hours with
one (1) year experience in Social Services, Education Services, Health Services, Mental Health
Services, Nutrition Services, and Transition Services. Must be Bilingual (English/Spanish).
Must have automobile and current liability insurance for job related travel. APPLICANT IS
REQUIRED TO PROVIDE COPIES OF DIPLOMAS AND CERTIFICATES OF
ACHIEVEMENTS WITH APPLICATION.

PHYSICAL DEMANDS:

Maintains physical condition appropriate to the performance of assigned duties and
responsibilities which may include walking or standing for extended periods of time. Maintains
mental capacity which permits making sound decisions, effective interaction and communication
with others. Maintains effective audio-visual discrimination and perception needed for making
observations, reading and writing, and operating assigned equipment. Effectively handles a
work environment and conditions which involve exposure to various weather conditions.
Occasionally carry 25 to 50 pounds. This job is an indoor office setting. Employee must be
willing to travel to parents’ homes from center locations. Some irregular hours may be required.
There may be some exposure to outdoor conditions. Equipment to be used will be copy machine,
computer, fax machine, and telephone.

Employee Signature (Emp. No) Date Received

Print Name




