At Bala House young children discover themselves as creative, independent learners in a diverse, supportive Montessori environment.
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Extended Care Director Job Description



Purpose 
· To provide a warm, nurturing, safe and loving Montessori Extended Care environment where self concepts are enhanced, independence is encouraged and individuality respected.



Key Responsibilities 

· To provide an extended care program consistent with the Montessori program that meets the emotional, physical, intellectual and social needs of both the individual and the group.

· To interact appropriately with children and to encourage their involvement in activities.

· To prepare a warm and safe Montessori environment that is orderly, clean and appealing which permits the child to grow and explore.

· To plan monthly lesson plans and themes. Communicate this information to extended care staff.

· Meet with assistants to coordinate/plan weekly themes, circle times, new work to go out, cooking activity, science experiments, etc.

· Coordinate and meet with late care staff to plan activities.

· When planning a special event with the children, send a note home to parents.

· Assign specific duties to each extended care staff to keep room clean and restocked, clean the kitchen at the end of day, replenish playground bag, closing routine and replacement of parent sign out sheets.

· Responsible for ordering supplies within annual budget.

· Responsible for making lists of when children are dismissed, care bears and rotation of teachers.  

· Responsible for scheduling breaks for extended care staff.

· To supervise, train and evaluate extended care staff, following Bala House Guidebook.

· To establish and maintain good communication with parents.

· To observe, record and report significant group and individual work progress and behavior daily or as needed in the classroom and on the playground.

· Responsible to train staff to keep accurate attendance and role books.

· To use appropriate and positive discipline and to train staff so that discipline is consistent.

· To maintain all records and files on all students in class.

· To keep staff, parents and administration informed of program goals and developments with children.

· To attend staff meetings and at least one professional workshop annually.  To observe a Montessori or Early Childhood program annually.

· To prepare materials needed in programs.  To care for shared materials and return them in good order for other staff to use.

· To observe all school policies and procedures as outlined in the Staff Handbook, your contract and as communicated by the School Director.

· To communicate a positive attitude and set a positive example for the children, your colleagues, parents, visitors and the community at large.

· To meet with assistants and agree together on classroom maintenance responsibilities, as well as, schedules of group and individual lessons.

· To prepare progress reports twice per year for parent conferences. This will include meeting with assistant, specialists and other teachers in preparation to write reports.

· Meet twice a year in fall and spring with parents for an extended care conference.

· To work together with Educational Director and head teachers to provide an Extended Care curriculum that supports the Montessori curriculum and coordinate themes around field trips.

· To be prepared to go outside everyday even in the snow and cold to supervise children.   Extended Care playground time is 3:15~4:00 p.m. but may be subject to change.

· To attend evening and weekend school and parent activities as assigned by the School Director.

· To maintain a pleasant manner with respect to other staff members, to always assume good intent and to solve conflicts between colleagues appropriately and efficiently.  Should interpersonal problems arise, staff is expected to bring them to the attention of the School Director and to make every effort to resolve the issue. Bala House has a Staff Conflict Procedure and all staff members are expected to adhere to this policy. 
· To perform additional duties as assigned from time to time by the School Director.

· Consistent and punctual attendance, unless excused.
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