CHILD & FAMILY DEVELOPMENT PROGRAMS

Community Action Team, Inc.

Center Manager
Name:_________________________________________________Date: ____________________
_______
_
	  1. UNACCEPTABLE            2. MARGINAL            3. COMPETENT          4. COMMENDABLE         5. DISTINGUISHED


	A.
	
	General Staff Responsibilities:
	
	
	
	
	
	

	1.
	
	Participate in staff meetings, conferences, training sessions and workshops as assigned.
	
	1
	2
	3
	4
	5

	2.
	
	Demonstrate working knowledge of employment policies, Performance Standards, work plan and objectives of Agency/Program.
	
	1
	2
	3
	4
	5

	3.
	
	Maintain congenial and respectful relations with staff, children, families and community.
	
	1
	2
	3
	4
	5

	4.
	*
	Keep current and accurate records that conform to program policies.
	
	1
	2
	3
	4
	5

	5.
	*
	Maintain confidentiality in regards to staff and family information.
	
	1
	2
	3
	
	

	6.
	
	Maintain objectives and professional standards.
	
	1
	2
	3
	4
	5

	7.
	
	Improve self-skills and education.
	
	1
	2
	3
	4
	5

	8.
	*
	Fulfill role as a mandated reporter as stated in Child Abuse and Neglect Policy.
	
	1
	2
	3
	4
	5

	9.
	
	Perform any other work-related duties as requested by your supervisor.
	
	1
	2
	3
	4
	5

	10.
	
	Be a contributory team member in a positive/productive manner.
	
	1
	2
	3
	4
	5

	11.
	*
	Demonstrate commitment to mission, values and policies in the performance of daily duties.
	
	1
	2
	3
	4
	5


*Comments or examples:
	B.
	
	Recruitment and Enrollment Duties:
	
	
	
	
	
	

	1.
	*
	Maintains enrollment levels as prescribed by Head Start policies, Performance Standards and agency guidelines.
	
	1
	2
	3
	4
	5

	2.
	
	Knows agency eligibility requirements.
	
	1
	2
	3
	4
	5

	3.
	
	Implements the agency recruitment process.
	
	1
	2
	3
	4
	5

	4.
	
	Works with Leadership Team to develop agency selection criteria.
	
	1
	2
	3
	4
	5

	5.
	
	Makes a recruitment home visit to complete all applications.
	
	1
	2
	3
	4
	5

	6.
	
	Identifies and recruits children with documented disabilities/special needs.
	
	1
	2
	3
	4
	5


*Comments or examples:
	C.
	
	Parent Education/Parent Involvement Duties:
	
	
	
	
	
	

	1.
	*
	Encourages parents to be involved in all components and programs of the agency.
	
	1
	2
	3
	4
	5

	2.
	
	Provide training for center parents upon request.
	
	1
	2
	3
	4
	5

	3.
	
	Assist in implementing the volunteer training program as requested.
	
	1
	2
	3
	4
	5

	4.
	
	Assist in the development, coordination and implementation of parent involvement activities.
	
	1
	2
	3
	4
	5

	5.
	
	Attend and coordinate parent center meetings.
	
	1
	2
	3
	4
	5

	6.
	*
	Ensure that parent center meeting minutes are completed according to agency guidelines.
	
	1
	2
	3
	4
	5

	7.
	*
	Develop and coordinate a regular schedule of parenting, parent education and parent support opportunities.
	
	1
	2
	3
	4
	5

	8.
	
	Encourage parents to attend parent education programs that have been requested and resolve barriers for attendance.
	
	1
	2
	3
	4
	5

	9.
	
	Provides parenting and parent education training on a regular basis.
	
	1
	2
	3
	4
	5


*Comments or examples:
	D.
	
	Social Service and Health Duties: Mark NA if center has Family Advocate
	
	
	
	
	
	

	1.
	*
	Maintain working relationships with community resources.
	
	1
	2
	3
	4
	5

	2.
	*
	Make home visits with each family for completion of family partnership agreement and follow up on goals established.
	
	1
	2
	3
	4
	5

	3.
	*
	Assist families in identifying resources for resolving emergent social service needs and follow up with families on the appropriateness of the resources.
	
	1
	2
	3
	4
	5

	4.
	
	Refer families to appropriate agencies and follow up on referrals.
	
	1
	2
	3
	4
	5

	5.
	
	Participate in comprehensive staffings for enrolled children.
	
	1
	2
	3
	4
	5

	6.
	
	Ensure that all medical and dental exams and nutrition assessments and follow ups and/or referrals are completed.
	
	1
	2
	3
	4
	5

	7.
	
	Coordinate vision and hearing screenings and follow up.
	
	1
	2
	3
	4
	5

	8.
	*
	Help families to establish an ongoing relationship with health and dental care providers.
	
	1
	2
	3
	4
	5

	9.
	
	Encourage parent to complete required immunizations and follow up with agency fluoride program.
	
	1
	2
	3
	4
	5


*Comments or examples:
	E.
	
	Education and Center Manager Duties:
	
	
	
	
	
	

	1.
	
	Coordinate comprehensive staffings three times a year.
	
	1
	2
	3
	4
	5

	2.
	*
	Ongoing observation and evaluation of staff performance in the classroom and on home visits.
	
	1
	2
	3
	4
	5

	3.
	*
	Maintain attendance that meets agency guidelines.
	
	1
	2
	3
	4
	5


*Comments or examples:
	F.
	
	Supervisory Skills and Duties:
	
	
	
	
	
	

	1.
	
	Provides training to staff so that they can adequately complete their tasks and increase their skills.
	
	1
	2
	3
	4
	5

	2.
	*
	Sets aside sufficient time to meet and plan with staff.
	
	1
	2
	3
	4
	5

	3.
	
	Helps staff become more proficient by:
	
	
	
	
	
	

	
	
	a.
	
	Patiently answering questions
	
	1
	2
	3
	4
	5

	
	
	b.
	
	Giving needed direction pleasantly
	
	1
	2
	3
	4
	5

	
	
	c.
	
	Recognizing accomplishments
	
	1
	2
	3
	4
	5

	
	
	d.
	
	Evaluating staff often and objectively
	
	1
	2
	3
	4
	5

	4.
	
	Delegates effectively and appropriately.
	
	1
	2
	3
	4
	5

	5.
	
	Elicits staff input and acts on it.
	
	1
	2
	3
	4
	5

	6.
	*
	 Assures consistency of procedures and practices among staff.
	
	1
	2
	3
	4
	5

	7.
	
	Acts on staff problems quickly and appropriately.
	
	1
	2
	3
	4
	5

	8.
	*
	Ensures staff are aware of program policies and procedures.
	
	1
	2
	3
	4
	5

	9.
	
	Regularly informs staff of inter-agency communication deadlines and changes in policies and procedures.
	
	1
	2
	3
	4
	5

	10.
	
	Assist in the interviewing and hiring process.
	
	1
	2
	3
	4
	5

	11.
	*
	Ensures that staff is actively engaging in work.
	
	1
	2
	3
	4
	5

	12.
	
	Promotes leadership skills in others.
	
	1
	2
	3
	4
	5


*Comments or examples:
	G.
	
	Staff Managements:
	
	
	
	
	
	

	1.
	
	Helps ensure that the staffing structure supports the program’s mission and goals by maintaining an adequate number of qualified staff who meet position requirements.
	
	1
	2
	3
	4
	5

	2.
	
	Builds a staff that advances the program’s mission by hiring and promoting qualified staff who support the program’s philosophy and goals and who culturally and linguistically represent the community and program and by training all staff on the program’s history, philosophy and requirements.
	
	1
	2
	3
	4
	5

	3.
	
	Advances staff performance by meeting regularly with individual staff to provide performance feedback based on expectations contained in job descriptions, program plans, and policies and procedures.
	
	1
	2
	3
	4
	5

	4.
	
	Promotes staff development by using reflective supervision and the performance appraisal system to assess staff skills and interests, establish professional development goals and plans, and monitors progress
	
	1
	2
	3
	4
	5

	5.
	
	Supports staff retention by creating an environment that fosters equity and provides opportunities for professional growth.
	
	1
	2
	3
	4
	5

	6.
	
	Helps staff advance program quality by supporting them in linking current research, resources and program data to their practice and by discussing program quality issues and ways to advance practice.
	
	1
	2
	3
	4
	5


*Comments or examples:
	H.
	
	Resource Management:
	
	
	
	
	
	

	1.
	
	Exercises prudent stewardship of program resources by making decisions based on program financial reports and applicable federal, state and program financial requirements (e.g., allowable costs, non-federal share, cost-sharing).
	
	1
	2
	3
	4
	5

	2.
	
	Advocates for resources to improve program quality by offering suggestions and providing information about needed resources during the program’s planning and budget development process.
	
	1
	2
	3
	4
	5

	3.
	
	Assists in expanding the program’s funding base by staying informed of state, local and foundation funding opportunities, participating in the development of funding applications and tapping new sources of non-federal share.
	
	1
	2
	3
	4
	5

	4.
	
	Minimizes the program’s financial and legal risk by assessing exposure to liability, improving internal controls and other program practices, training staff and monitoring their compliance with requirements.
	
	1
	2
	3
	4
	5

	5.
	
	Improves efficiency and effectiveness by using technology to enhance and/or create systems to share and track information about service delivery.
	
	1
	2
	3
	4
	5

	6.
	
	Enhances and/or expands services through partnerships and/or sub-contracts (e.g., transportation, food service, child care) by using data to identify service gaps, seeking out viable partners/vendors and participating in the development of detailed written agreements or work scopes.
	
	1
	2
	3
	4
	5

	7.
	
	Ensures a safe, attractive, well-equipped program environment by contributing to the development of sound budgets, purchasing high-quality materials and equipment and establishing and/or implementing systems to monitor and maintain/replace equipment facilities.
	
	1
	2
	3
	4
	5


*Comments or examples:
	I.
	
	Program Planning and Implementation:
	
	
	
	
	
	

	1.
	
	Works collaboratively (directly or through other program leaders) with committees, the policy group, and the governing body by sharing data, problem solving, acting on their recommendations and/or implementing policies and plans generated by them.
	
	1
	2
	3
	4
	5

	2.
	
	Supports the governing body, policy group and advisory committee members in making informed decisions about program plans (e.g., strategic, improvement, and service areas) and policies by training members of the program’s philosophy and requirements and by providing them with accurate and timely information.
	
	1
	2
	3
	4
	5

	3.
	
	Encourages families’ involvement in program decision making by ensuring that families are informed about decision-making opportunities (e.g., policy group, service area committees) and by supporting their involvement (e.g., transportation, training, convenient meeting times).
	
	1
	2
	3
	4
	5

	4.
	
	Work with Leadership Team to develop meaningful and realistic program plans by analyzing results from the previous year’s program improvement efforts and multiple data sources (e.g., community assessment, program self-assessment, Program Information Repots, performance appraisals, federal and state monitoring reports, child outcomes) to identify program improvement needs.
	
	1
	2
	3
	4
	5

	5.
	
	Secures staff buy-in to program and service area goals by eliciting their input and discussing the goals’ content and rationale.
	
	1
	2
	3
	4
	5

	6.
	
	Assist with developing procedures, protocols and schedules that ensure their full implementation.
	
	1
	2
	3
	4
	5


*Comments or examples:
	J.
	
	Observation, Analysis, Planning and Documentation:
	
	
	
	
	
	

	1.
	
	Meets federal, state and program documentation requirements by ensuring that the program maintains accurate, objective, complete, timely and well-organized child, family and program records.
	
	1
	2
	3
	4
	5

	2.
	
	Provides community needs data for the program community assessment as requested. 
	
	1
	2
	3
	4
	5

	3.
	
	Assist with the annual self-assessment by engaging staff, specialists, families, policy group, and community members in examining program operations.
	
	1
	2
	3
	4
	5

	4.
	
	Determines child, family, staff and/or program needs and accomplishments by establishing protocols and schedules for gathering and analyzing initial and ongoing assessment data from a center perspective. 
	
	1
	2
	3
	4
	5

	5.
	
	Monitors staff performance by creating and/or implementing systems for observing practice, reviewing records, gathering feedback from stakeholders and documenting skills.
	
	1
	2
	3
	4
	5

	6.
	
	Promotes effective use of program data by developing and/or implementing a process for creating reports and sharing them with other program decision makers.
	
	1
	2
	3
	4
	5

	7.
	
	Monitors services provided by external consultants, organizations, and/or vendors.
	
	1
	2
	3
	4
	5


*Comments or examples:
	K.
	
	Communication:
	
	
	
	
	
	

	1.
	
	Builds an understanding of the program by communicating the program philosophy, mission and services to staff, families and the community and by supporting staff to do the same.
	
	1
	2
	3
	4
	5

	2.
	
	Demonstrates respect for others by sharing information objectively and non-judgmentally and adjusting verbal and written communication strategies for different audiences.
	
	1
	2
	3
	4
	5

	3.
	
	Facilitates staff’s, families’ and partners’ acceptance of decisions and advice from funders, the governing body, policy group, committees and management by positively presenting decisions, explaining the rationale and openly addressing questions and concerns.
	
	1
	2
	3
	4
	5

	4.
	
	Ensures that all staff follow protocols (e.g., chain of command, confidentiality) when communicating with others in the program, families, governing body, policy group, committees and those in other community programs.
	
	1
	2
	3
	4
	5

	5.
	
	Employs a culturally competent and flexible approach when working with those from various cultures by acknowledging, accepting and accommodating differences (e.g., providing information in an understandable format and/or language for those who have limited/no reading skills or who are English language learners).
	
	1
	2
	3
	4
	5

	6.
	
	Promotes a collaborative, productive working environment by following established communication protocols, clearly articulating expectations, outcomes, and timelines, and using conflict resolution and negotiation skills when needed.
	
	1
	2
	3
	4
	5

	7.
	
	Ensures that own communication is easily understood by speaking and writing clearly and using standard grammar and spelling.
	
	1
	2
	3
	4
	5

	8.
	
	Facilitates communication with others by using available technologies (e.g., fax, voice-mail, computers –email, file sharing) and by supporting staff to do the same.
	
	1
	2
	3
	4
	5


*Comments or examples:
	L.
	
	Professionalism/Leadership:
	
	
	
	
	
	

	1.
	
	Ensures program’s adherence to applicable federal, state, local and program standards, policies and/or procedures by keeping abreast of these requirements and by promoting staff’s understanding and implementation of them.
	
	1
	2
	3
	4
	5

	2.
	
	Promotes a culture of inquiry by exhibiting a commitment to lifelong learning, keeping abreast of new information and research and reflecting on their relevance.
	
	1
	2
	3
	4
	5

	3.
	
	Furthers professional growth by seeking feedback, reflecting on and assessing own practice and taking advantage of opportunities to improve skills and knowledge.
	
	1
	2
	3
	4
	5

	4.
	
	Advances excellence and progress in the field by advocating for high-quality child and family services at the program, community, state and/or federal levels.
	
	1
	2
	3
	4
	5

	5.
	
	Promotes a collaborative, productive working environment by sharing planning, decision making, and problem-solving responsibilities with staff, families, the policy group and governing body.
	
	1
	2
	3
	4
	5

	6.
	
	Ensures staff and family confidentiality by limiting conversations about them and access to their records to those directly involved in providing services to them and by ensuring that confidentiality policies are followed across the program.
	
	1
	2
	3
	4
	5

	7.
	
	Establishes and maintains external professional relationships by participating as a member of community professional organizations.
	
	1
	2
	3
	4
	5

	8.
	
	Represents the community’s cultural and linguistic diversity throughout the program by ensuring that staff, committees, practices, materials and activities reflect this diversity.
	
	1
	2
	3
	4
	5

	9.
	
	Maintains professional boundaries in relationships with staff and families by distinguishing between others’ needs and one’s own, guarding against abuse of power and sexual misconduct and using appropriate language.
	
	1
	2
	3
	4
	5

	10.
	
	Strengthens staff’s, the program’s and the community’s commitment to family empowerment by establishing expectations for engaging with families, acknowledging the contributions they make and modeling approaches for working with families as full partners.
	
	1
	2
	3
	4
	5


*Comments or examples:

	M.
	
	Staff Communication and Team Membership:
	
	
	
	
	
	

	1.
	
	Shares materials and information.
	
	1
	2
	3
	4
	5

	2.
	*
	Uses appropriate channels for concerns and does not interfere in a situation another staff person is handling.
	
	1
	2
	3
	4
	5

	3.
	*
	Supports team members and supervisor verbally and by attitude.
	
	1
	2
	3
	4
	5

	4.
	
	Sets aside sufficient time to meet and plan with team members.
	
	1
	2
	3
	4
	5


*Comments or examples:

	N.
	
	Work Ethics:
	
	
	
	
	
	

	1.
	*
	Comes to work on time.
	
	1
	2
	3
	
	

	2.
	
	Notifies supervisor prior to beginning of work day when they are not able to come to work.
	
	1
	2
	3
	
	

	3.
	*
	Misses little time because of illness.
	
	1
	2
	3
	
	

	4.
	
	Willingly accepts changes in program.
	
	1
	2
	3
	4
	5

	5.
	
	Accepts and acts on constructive criticism.
	
	1
	2
	3
	4
	5

	6.
	
	 Follows through on accepted tasks or agreements.
	
	1
	2
	3
	4
	5


*Comments or examples:
Do you have long-term employment goals? 









What help do you need to accomplish these goals? 









Additional Information: 













Supervisor’s Signature 






 Date 





Teacher’s Signature 






 Date 





Rating Scale Explanation:

1. UNACCEPTABLE – Performance falls substantially short of the expectations for competency. Requires much improvement.

2. MARGINAL – Performance does not meet an acceptable level in all areas, but employee is steadily improving.

3. COMPETENT – Performance is fully acceptable. Performance meets standards set for the position on a consistent basis.

4. COMMENDABLE – Performance is significantly better than average. Consistently exceeds standards; distinctive performance.

5. DISTINGUISHED – Exceptional performance of unusually high caliber. Remarkable achievement and pacesetting performance.
Any task marked 1, 2 or 5 must have a comment written to justify the score.

Any task marked 1 or 2 must have a plan of assistance written and be attached to the performance evaluation.

Any * task (essential job function) marked a 1 or 2, no merit increase will occur until the task is brought up to competency.

Three tasks marked a 1 or 2, no merit increase will occur until the task is brought up to competency.

□
Eligible for merit increase

□
Not eligible for merit increase
