
SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: INFANT-TODDLER SITE SUPERVISOR

BASIC FUNCTION:

Under the direction of the Assistant Manager, Early Head Start Program, responsible for the daily
supervision of the teachers and associate teachers at infant/ toddler center and home visiting specialists;
provides oversight of assigned Early Head Start partner sites; ensures teachers and home visiting
specialists are supported, and comply with program policies and procedures, including federal, state and
local requirements; provides coaching and support to assigned home- based and center-based sites;
responds to and resolves partner, parent and child issues; trains and evaluates the performance of
assigned personnel.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Organizes and directs the activities and operations of center and home based sites, and monitors

activities; responsible for curriculum fidelity and high- quality teaching practices; ensures screening and
assessment timelines are met for each child and results are used to individualize services including
follow-up on positive screening, assessment and evaluation results.

Assists with analyzing ongoing assessment data including literacy specific assessments to measure
improvement in child outcomes; conducts regular observations of staff interactions with parents and
children and observations of parent- child interactions to promote developmental appropriate practices,

sound program approaches to delivery of services, and impart culturally and linguistically appropriate
practices.

Supervises and evaluates the performance of assigned staff; participates in the selection of employees,
and recommends transfers,  reassignments,  terminations,  and disciplinary actions;  manages and

monitors staff and substitute attendance at the site; and supervises teaching and home visiting staff.

Implements professional development activities that will support staff and partner sites with their

relationship and responsiveness with families, as well as their facilitation of teacher or parent-child

interactions; provides informal learning opportunities for teachers to reflect on and apply theory and
learning to everyday practice; provides group and individual training on infant/ toddler growth and
typical and atypical development, including the needs of children with disabilities, and challenging
behaviors.

Reviews and approves referrals made for health, mental health, and developmental services; maintains

safe environments by monitoring site activities and compliance with Community Care Licensing
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