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GETTYSBURG & ADAMS COUNTY
Position: Assistant Group Supervisor/Aide- Floater

Responsibilities:

Assistant Group Supervisor will maintain and ensure direct supervision and care of children by:

1. Administering to the specific needs of the children.

2. Insuring appropriate supervision of children at all times. Children should be within eyesight at all times.

3. Expressing respect for and affection toward children by smiling, touching, holding and speaking to children at their eye level through out the day.

4. Accepting and trying to understand a range of children’s feelings and helping children deal with them.

5. Speaking with children in a friendly, positive, courteous manner. 

6. Fostering independence in routine activities such as picking up, wiping up spills, toileting, hand washing, and other self help skills.

7. Using positive techniques of guidance.

8. Helping children to identify feelings reflect feelings and use words to solve their problems. Helping them to see how their actions affect others and to help them find solutions to their problems.

9. Helping children to set their own rules and understand rules that others have set. Helping children solve problems that may come up when rules are broken. Staff will try to use natural and logical consequences when possible.

Assistant Group Supervisor/Aide will ensure and maintain proper parent/staff relations by:

1. Exhibiting a friendly, respectful, positive and receptive attitude when coming in contact with parents at all times.

2. Keeping parents informed about their children and the child care program through written communication and conversations.

3. Keeping parents informed daily of ant supplies that their child may need such as diapers, wipes, extra clothes, etc. giving them plenty of notice.

4. Encouraging parents to tell staff about news from home, for example recent illnesses, changes in pick up plans and family changes.

Assistant Group Supervisor/Aide will assist supervisor with development and implementation of lesson plans and daily schedules as needed by:

1. Assisting with daily schedule and lesson plans which offer a balance of developmentally appropriate activities based on the following dimensions.

a. indoor/outdoor

b. quiet/active

c. individual/small group/large group

d. large muscle/small muscle

e. child initiated/staff initiated

2. Assisting supervisor with implementation of daily schedule and weekly lesson plans which group supervisor has created and received approval for by CY director.

3. Provides a variety of developmentally appropriate activities and materials that are selected to emphasize concrete experimental learning and to achieve the following goals.

a. foster positive self concept

b. develop social skills

c. develop self help skills

d. encourage language development

e. enhance physical development and skills

f. encourage and demonstrate sound health, safety, and nutritional practices

g. encourage creative expression and appreciation for the arts

4.  Providing materials and time for children to select their own activities during the day

5. Conducting smooth unregimented transitions between activities. 

Assistant Group Supervisor/Aide will follow proper diapering procedures

1. Wash your hands

2. Prepare changing table by getting out

1. Diaper

2. 3 Wipes (1 staff wipe, 2 child wipes more if BM)

3. Gloves

3. Lay child on changing table

4. Remove soiled diaper

5. Use 1 wipe to clean child

6. Use 2nd wipe to wipe Staff’s hands

7. Use 3rd wipe to wipe Child’s hands

8. Put on clean diaper

9. Wash child’s hand’s w/ soap and water

10. Clean changing table w/ soapy water

11. Spray table w/ bleach water – let sit for 2 minutes

12. Wash Staff hands w/ soap and water.

Assistant Group Supervisor/Aide will assist with maintenance of health and safety regulations as stated in the DPW regulation manual. Listed below are some of the rules and regulations.

1. Staff should wear gloves when diapering and dealing with injuries.

2. Toys should be disinfected / sprayed down with bleach water on daily basis. Toys should be washed with soap and water on a weekly basis.

3. Staff should know when children depart from the program and with whom they have permission to leave with.
4. Children should be under adult supervision at all times.
5. Extra clothing and protective clothing are kept on hand to insure children are dressed appropriately for indoor/outdoor play
6. Staff should wash hands with soap and water before feeding, preparing or serving food, after diapering, assisting children with toileting, nose wiping and handling pets.
7. Children should wash hands after toileting/diapering and before eating.

8. All chemicals and potentially dangerous products are stored in original, labeled containers in a cabinet inaccessible to children.

9. Electrical outlets are covered with protective caps.

10. Staff should monitor to insure proper sign in/out procedure is followed.

11. Program visitors are screened.

12. Staff checks periodically to make sure equipment is in acceptable condition, and notifies CY director if anything is in need of repair.

13. Climbing equipment should have mats/cushioning underneath.

14. Each program should have adequately stocked first aid kits. First aid kits should be inventoried annually.

15. Medication log should be completed accurately by both parent and staff when administration of medicine is requested.

16. All tables are cleaned daily with approved cleaner.

17. Written emergency procedures and evacuation plans are posted.

18. Written emergency numbers (police, fire, ambulance, poison control) posted by telephone.

19. Incident reports should be completed for any injury requiring first aid.

20. Staff should know procedures for reporting suspected incidents of child abuse and/or neglect.

Assistant Group Supervisor/Aide will assist in keeping classroom stocked with appropriate paper, cleaning and art supplies.

1. CY director should be notified when running low on supplies.

Assistant Group Supervisor/Aide will attend monthly staff meetings as well as special seminars and training sessions as required by DPW and the CY director

STARS Requirements:

The YWCA is committed to full participation in the PA Keystone STARS program.  The standards for Keystone STARS measure four areas within Pennsylvania childcare facilities, including: professional development, learning environment, leadership and management, and family and community partnerships.  All full-time and part-time childcare staff is required to adhere to the guidelines of the STARS program.  

1. All new staff must complete the New Staff Orientation packet within 90 days of the start of their employment with the YWCA.  The cost of the packet is $5.00 and both the completed packet and the registration fee should be returned to the Children & Youth Director for submission.

2. After one year of employment, all staff members are required to complete professional development trainings (usually $5.00 per training) according to the current YWCA STAR level.

a. STAR 2:  12 credit hours per year

b. STAR 3:  18 credit hours per year

c. STAR 4:  24 credit hours per year

3. All staff must complete and maintain a Professional Development Record (PDR) in order to keep track of all professional trainings they attend.

4. Must maintain current fire safety and water safety status.

Assistant Group Supervisor/Aide will maintain a current file status

1. Documentation of 24 hours of training should be turned in to CY director to be stored in your staff file.

2. Training must be attended on an annual basis, always within a year’s time from your 

original hire date.

3. Staff health assessments must be done every two years.

4. TB tests must be done with the initial health assessment.

5. Must maintain current fire safety and water safety status.

6. Must provide current clearances (within one year prior to hire date) and updated every 3 years as stated by DHS (2015)

7. Must complete the Mandated Reporter Training within 90 days of hire and renew every 5 years as stated by DHS (2015)
Assistant Group Supervisor/Aide will maintain a current PDP

1.  All trainings should be current on the PA Keys website.

Assistant Group Supervisor/Aide will assist with any necessary paperwork.

1. Attendance sheets should be completed on a daily basis.

2. Sign in/sign out sheets should be filled in by parents daily. Please make sure they fill in emergency contact number.

3. Children’s files should be maintained on a regular basis. Every file should include the following information:

a. Welcome letter

b. Fee agreement

c. Family History form

d. Civil Rights compliance form

e. Photo release form

f. Emergency Contact form

g. Health Assessment form

h. All other slips such as sunscreen or diaper cream permission forms.

i. All forms should be accurate, current and completed in full.

j. Any changes in address, phone numbers, work ect. Should be changed by the parent as needed.

k. Emergency contact and fee agreement forms should be updated every 6 months.

l. Health assessments should be updated as stated in the guidelines located on the back of the health assessment forms. Please send out reminder notices at least one month prior to their specified assessment due date. Parents should give you a scheduled appointment soon after they receive this notice.

4. Accident reports should be filled out completely and filed appropriately.

a. Three copies should be made.

(1.) Parent- original (2.) Child’s File- pink (3.) Office file - yellow
5. Meal attendance sheets should be completed at each meal and tallied at the end of the day.

6. Time sheets should be filled out on a daily basis and turned in to Group Supervisor.

7. Developmental assessments should be done as instructed three times a year. 

Parent conferences will be offered at the completion of each assessment.

Assistant Group Supervisor/Aide will perform other duties as assigned

Physical Requirements:

All staff members should be able to physically handle the position of a childcare worker.  This includes being about to stand and sit easily, pick up children when necessary, and participate in an active lifestyle while at work.

Assistant Group Supervisor/Aide should report to classroom supervisor with any issues of concern.

WORK STATUS:

Full Time

Work Location:

YWCA Main 909 Fairfield Road, Gettysburg

ACCOUNTABILITY:


Reports directly to the Child Enrichment Program Director

JOB CLASSIFICATION:

Hourly

FLSA CLASSIFICATION:

Non-Exempt

YWCA MISSION:

The YWCA Gettysburg & Adams County is dedicated to eliminating racism, empowering women and promoting peace, justice, freedom and dignity for all.

I, _________________________ agree to follow policies and procedures as listed in this job description and      manuals provided.

________________________________


_________________________

Staff Signature




Date

Revised May 2015

