Grace Episcopal School Extended Day Staff Job Description

As extended day staff, you are responsible for:

Being certified in CPR/1st Aid

e Outside Time/Movement
o outdoor activities for a minimum of 30 minutes every day.
o engaging with students in activities that are age appropriate to each age level.
o supervising children. All children must always be in visual range of staff.
o using the Parish Hall as an alternative when the weather does not permit outdoor
activities.

¢ Good Hygiene
o hand washing
o toileting
e Enrichment/Art Activity (Curriculum)
o planning daily activities for all age groups.
o following curriculum schedule.
o adapting program activities to meet the individual needs of the children in your
classroom.
o using a variety of developmentally appropriate materials.
interacting with the children to support play, exploration, and learning that are
appropriate to the child’s age and developmental level.
o providing a balance between teacher-directed and child-directed activities.
o supporting social and emotional development.
e Preparing
o assessing and gathering supplies and materials needed prior to implementing activities.

¢ C(Cleaning

o sanitizing tables before and after eating.

o checking bathrooms in between children.

o washing hands and wearing gloves when serving food, cleaning, and diapering.

o sanitizing the changing table before and after use according to the sanitizing
procedures.
sweeping the floors after meals, snacks, and as needed.
removing and disposing of trash and recycling in the dumpster.

o taking all dishes and water containers to the kitchen between meals and at the end of
the day.



Reporting
o accidents that occur during school hours.
o suspicion of child abuse/neglect to TXDFPS, DOTX and local authority.
Documenting
o unusual discipline problems.
o illnesses or communicable disease
Family Communication
o communicating information from lead teacher to families.
o establishing positive and productive relationships with families.
o relaying information from families to lead teacher and administration.
Continuing Education
o 24 hours continuing education annually. Keeping a record of hours taken and those
needed by filling out the necessary forms in personnel file and submitting
documentation and copies of certificates.
o trained in Safeguarding God’s Children and Safeguarding God’s People- Harassment
(every 5 years).
Attending
o scheduled meetings, including but not limited to staff meetings and any other meetings
deemed necessary.
Policies
o State Minimum Standards
* complying with child/teacher ratios. Children are never to be left unattended.
o GES Handbook
* understanding and implementing emergency procedures.
* communicating appropriately and professionally.



