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Coordinator Job Description

The Parent-Child Home Program site Coordinator, is an employee of the local partner organization, and oversees all aspects of the local implementation of the Program.  The site Coordinator is trained by the Parent-Child Home Program’s national center staff, a state director, or a regional trainer certified by the national center.  The site Coordinator’s responsibilities include:

Staff supervision/Administration
· Recruits, interviews, and hires Early Learning Specialists, and in some cases, support personnel, for employment at the PCHP site.

· Recruits, interviews, and invites families to participate in the Program.

· Plans and implements the training of Early Learning Specialists in accordance with the Parent-Child Home Program National Center’s curriculum, both the required 16 hours of training in the model prior to beginning home visits and the two-hour weekly staff meetings that are mandatory throughout the year.

· Maintains personnel records on all Parent-Child Home Program staff.

· Serves as site liaison with the PCHP state director and PCHP national center staff.

· Supervises and evaluates Early Learning Specialists through home visit records, audio/video recordings, weekly staff meetings, personal conferences, and in-person observations of home visits.

Budgets and Financing
 (These responsibilities vary by local partner organization; some local partners have other staff who fulfill all or some of these responsibilities)
· May prepare, or assist in preparing, the Program’s yearly budget and monitor the Program spending.

· May prepare, or assist in preparing, grant/funding proposals.

· May advocate for Program with public officials to ensure ongoing support from city, county, school district, state and/or a variety of local and state agencies.

Creating a Community Network

· Establishes relationships with organizations and agencies providing services in the community to create a network of support and referral for participating families. 

· Works with community agencies to identify eligible PCHP families.

· Community agencies like those listed below will be part of the support services network:

· Health Clinics

· Faith-based Organizations 

· Food Pantries

· WIC programs

· Schools/School Districts – administration, faculty, social workers, parent groups

· Early Intervention Services

· County Boards of Health

· Teen Pregnancy/Parenting Programs

· Head Start programs

· Social Service and Mental Health Agencies

· Family Resource Centers
Selecting and Purchasing Materials for Home Visits 

· Selects and orders curricular materials (books, toys, educational and art materials) for home visits in accordance with Parent-Child Home Program standards. 

· Orders, maintains, monitors, and distributes inventory of curricular materials (books and toys).

· Prepares curriculum guide sheets, as needed.
Recruiting/interviewing Families 

· Makes presentations about the Program at schools, health care clinics, social service agencies, and a broad range of community and faith-based organizations to enlist support in referring families to the Program. 

· Visits schools, community programs, clinic waiting rooms, laundromats, playgrounds, and supermarkets at times when parents are present to talk with families about the Program. 

· Interviews parent(s) to determine whether they are interested in participating and whether they meet the Program’s eligibility criteria.

· Visits and/or talks individually with all Program families at least twice a year.

Family Support

· Works closely with community agency personnel who provide supportive services to participating families, including social workers, visiting nurses, youth outreach workers, church outreach workers, local health clinic personnel, etc.

· Works closely with school district personnel who provide and/or will provide supportive services to participating families, including pre-k and kindergarten teachers, school administrators, school social workers/psychologists, special education evaluators, adult education staff, etc.

· Assists participating families, at their request, in accessing school, government and community resources.

· Assists participating families, at their request, in interpreting and responding to evaluations and recommendations that have resulted from a Parent-Child Home Program referral.

Participant Evaluation

· Prepares and maintains assessments records, reports and/or test data on participating children (coordinators may conduct assessments, or may train and oversee early learning specialists in conducting them, or may work with their agency’s assessment staff).

· Reviews the results of such assessments and makes recommendations to families and program staff in response to them.

data collection/evaluation
· Collects and preserves data on participating families as required/requested by the Parent-Child Home Program’s national center, funders, school district, etc.

· Ensures that all site data is entered in a timely fashion in the PCHP Management Information System.

· Supports research activities conducted by the Parent-Child Home Program’s national center, the local partner organization, and/or independent evaluators
· Supports follow-up research on families.
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