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DIRECTOR ADDENDUM
Name: _________________________________________________________


Position: YPW School Director 

Reports To: Executive Director – Monica Moreno - 


Position Status: Full Time, Exempt

Monthly Salary: ____________________________________

Retention Bonus: YPW is offering you a retention bonus in the amount of: 


First Retention Bonus (given after the first year of employment):       $_________________
Will vest and be paid of ________________________________
Second Retention Bonus (given after the second year of employment): $_________________
Will vest and be paid of ________________________________
Third Retention Bonus (given after the third year of employment):      $_________________
Will vest and be paid of ________________________________

These amounts are subject to applicable taxes and withholdings that the time of payout. These payments will vest at the time of payout and if you leave the Employer before the payment due date for any reason, you will forfeit the retention bonus.

Work Schedule: The school working hours are from 7 am to 6 pm. The director will establish his/her schedule in such a manner that he/she can perform his/her duties to the best of their ability. This will include but is not limited to a 40 –hour work week.  The school director must be at the school at opening time at least 2 days a week. The school director must be at the school at closing time at least 2 days a week. 
Employee understands and agrees that her position entails certain responsibilities which might require her to work in excess of forty (40) hours per week. The hours worked in excess of forty (40) shall not be compensated by Employer. Employer may, at its own discretion, grant Employee compensatory or administrative time off. 

Position Summary

The YPW School Director will be responsible for the operation of the YPW Spanish Immersion School for compliance with regulations, and for communications with the school staff; and has the authority to acknowledge receipt of deficiency notices and to correct deficiencies that constitute immediate threats to children’s health and safety. The School Director reports to the YPW Executive Director – Monica Moreno – 

Scope of Responsibility 
 The school and childcare director is responsible to plan, organize, implement, coordinate, and control services of the childcare and school program, exercising independent judgment and decision-making authority as delegated, including budget, policies, procedures, and staff supervision. Under general supervision, the director operates the childcare program in conformance with institutional regulations and Texas day care licensing provisions. Responsibilities include the overall management of the school early childhood program and its operation, facilitating, planning and coordinating of the children's educational programs and activities. The director works with the teachers to facilitate their teaching of early childhood care. 
ESSENTIAL FUNCTIONS
Job Responsibilities and Duties – General - : 

1. Develop and implement program operating policies and activities as required; develop cost estimates for future program needs 
2. Prepare and maintain administrative and business reports and records of the school; record all fee payments and prepare billing late payments and follow-up actions when necessary; review income and expense, statistical, and budget status reports to develop and maintain sound financial status of program; analyze problems in these areas and make recommendations to resolve them or take corrective action; prepare billing reports on child care center use

3. Formulate the annual and quarterly program budget and expend funds according to YPW and state guidelines; responsible for ensuring that program operates within budgetary parameters established. If circumstances cause budget to exceed or create potential for budget to be exceeded, plan and implement cost reduction sops and arrange for increased funding. 
4. Accountable for the general supervision of the School and for the establishment of policies concerning its operation. 

5. Knowledge of the requirements for providing the type of care and supervision children need, and the ability to communicate with such children as well as his/her parents. 

6. Knowledge of and ability to comply with applicable laws and regulations regarding a 

Preschool / Daycare Center. 

7. Ability to create, enhance and maintain the school’s policies and program. 

8. Responsible for ensuring age-appropriate curriculum is being taught in all classrooms. 

9. Plan, develop, schedule, and/or provide in-service training and evaluation of child care staff; - 
10. Provides ongoing training and support to all preschool staff by conducting quarterly trainings and providing feedback through classroom observations. 

11. Responsible for ensuring personal and professional leadership growth through weekly and/or monthly meetings with the YPW Executive Director and implementing any new techniques. 

12. Develops and maintains positive relationships with the preschool staff and is available to assist in conflict resolution using good sound moral principles. 

13. Responsible for recruiting, employment, training, terminating, directing and evaluating staff. 
14. Recruit and schedule children for the child care center; maintain accurate records on children enrolled in the program to include their development, attendance, immunization and general health; conduct program registration, and maintain appropriate files and waiting lists
15. Confer with parents on a regular basis to discuss the development of their enrolled children; 
16. Conduct marketing campaigns, maintain public relations with parents, prospective clients; and local community

17. Order and maintain child care supplies and equipment; 

The above summary of duties represents the major tasks and duties. This is not intended to be an exhaustive list of all responsibilities. Therefore, the individual may perform other related tasks under the direction of the Executive Director.
Job Skills and Requirements:

1. Bachelor’s Degree in Child Development preferred but not required. 

2. A minimum of three-year experience as a Preschool Director. 

3. Must have current Pediatric CPR and First Aid Certification. 
4. General knowledge of federal, state and local laws regarding employment practices. 

5. Must complete at least 30 hours of training pursuant to DFPS Regulations
6. Must have at least 3 units in each of the following Child Development courses: Child 

Development Administration, Infant/Toddler, Family Child & Community, Principals of Child Development; Child Development-Supervision. 

1. Ability to recognize and maintain confidentiality as appropriate. 
2. Good Spanish verbal and written communication skills. Legible writing skills. 

8. Good English verbal and written communication skills. Legible writing skills. 

9. Good organizational skills. 

10. Self-motivated and flexible. 

11. Ability to work well under pressure and in a fast paced working environment with minimal supervision. 

12. Ability to think promptly and professionally. 

13. Experience in conflict resolution. 

14. Hands-on PC compatible computer knowledge, understanding and skill. 

15. Proficient in MS Window operating system, MS Word, MS Excel, Internet E-mail and Internet usage. 

16. Basic typing (30 wpm)
Expectations of Staff:

1. Treating teachers and staff with dignity, respect, compassion and integrity. 

2. 4. Successful completion of a background check. 

3. Pleasant and professional personality and appearance. 

4. Attendance at all mandatory meetings (and events, as needed). 

5. Read, acknowledge and sign a receipt that you have knowledge of and understand what is expected of you in regard to your responsibilities, duties, and qualifications as an employee of YPW as stated in the job description and staff handbook. 
Physical Requirements: 

Ability to function independently and ability to speak. Physically able to lift up to 50 lbs. (with or without assistance). This position also may require long periods of standing up and walking. 
Dress:

Uniform as provided by the school.
Employment At-Will:

All employees of YPW are at-will, as such, are free to resign any time without reason. YPW Spanish Immersion School likewise, retains the right to terminate and employee’s employment at any time with or without reason or notice. 

Nothing contained in this job description or any other document provided to the employee is intended to be, nor should it be, construed as a guarantee that employment or any benefit will be continued for any period of time. Any salary figures provided to an employee in annual or monthly terms are stated for the sake of convenience or to facilitate comparisons that are not intended and do not create an employment contract for any specific period of time. 

No manager, supervisor or employee of YPW has any authority to enter into any agreement for employment for any specified period of time or to make any agreement for employment other than at-will. 
Accepted:

I understand my employment is contingent upon completion of a background check.



____________________________


___________________

Signature






Date

____________________________


_____________________

Director






Date

