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BAY DISTRICT SCHOOLS

JOB DESCRIPTION

TITLE: 

Coordinator of Bay BASE 

GENERAL DESCRIPTION OF DUTIES:

QUALIFICATIONS:   
1. 
Hold Master's Degree or higher with certification in Educational Leadership, Administration and Supervision, School Principal or Professional School Principal 

2. 
Have a minimum of five (5) years of successful classroom teaching experience
3. 
Have a minimum of 2 years administrative experience, preferred
4. 
Demonstrate ability to work and successfully communicate with students, parents and co-workers
5.
Demonstrate leadership roles in school, district or state associations, or functions
            6.         Hold or have eligibility for a Professional Educator's Certificate
REPORTS TO: 
As assigned on current organizational chart
SUPERVISES: 
As assigned on current organizational chart

POSITION GOALS: 
1. 
To maintain and enhance existing Bay BASE program
2. 
To provide leadership and guidance to recreation specialists and activity leaders regarding the Bay BASE program
PERFORMANCE RESPONSIBILITIES: 

1. 
Develops and monitors Bay BASE personnel schedules to ensure required coverage of all sites at all times.
2. 
Supports and assists Bay BASE personnel in identifying appropriate activities, organizing and managing the Bay BASE site, selecting materials, and identifying specific needs of children.
3.
Monitors on-site Bay BASE programs as appropriate to assure compliance with regulations and district policy.
4. 
Negotiates contracts with EEC for payment of services to eligible students and families.
5. 
Prepares, recommends and administers the Bay BASE budget.
6.
Trains Bay BASE staff and monitors procedures for collection of payment for services to Bay BASE sites.
7. 
Establishes training programs for Bay BASE personnel.

8. 
Prepares required Bay BASE program reports.

9. 
Serves on district, regional, and community committees/task forces regarding issues related to child care, as appropriate. 

10. 
Remains current in knowledge of research and legislation that affect the Bay BASE Program, and inform supervisors of such. 

11. 
Evaluates all Bay Base staff in conjunction with principal of the site.

12. 
Articulates the objectives of the Bay BASE Program to parents, teachers, support personnel, administrators and members of the public. 

13. 
Facilitates district informational meetings for Bay BASE personnel.

14. 
Maintains up-to-date information of each site's equipment and supplies.

15. 
Serves as liaison with principals and other building staff at all Bay Base sites.

16. 
Other duties as assigned by Supervisors.

TERMS OF EMPLOYMENT: 
Twelve months.  Paygrade as established by the School Board in the current Salary Schedule. 

EVALUATION: 
Performance will be evaluated annually by position supervisor in accordance with School Board Policy.

Adopted by the Bay District School Board on April 11, 2007.
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