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UNITED CEREBRAL PALSY ASSOCIATION OF MIAMI, INC.

EMPLOYEE JOB DESCRIPTION
NAME:                                                                                  


DEPARTMENT:   EBA CIVIC                                                                                          

POSITION:  TEACHER’S ASSISTANT______________  


DATE EMPLOYED: _             ____________

	Specific Duties & Responsibilities


	1) Learn and carry out appropriate positioning and handling techniques.

	2) Physically prompts and assists children back to any designated area.

	3) Places and picks up children from the floor to the changing table.

	4) Places and picks up infants from their cribs.

	5) Picks up mats and toys from the floor.

	6) Interacts with children physically both on the playground and in the gross motor room.

	7) Remains at an assigned playground station while outside.

	8) Learn and carry out specific feeding techniques and procedures. 

	9) Conduct specific small group educational activities as prescribed by the teacher.

	10) Accurately chart and report upon the individual child’s progress.

	11) Carry out specific behavior management techniques as prescribed by the teacher.

	12) Assist in classroom maintenance.

	13) Supervise and insure the safety of the children during the school day, field trips, and at nap time (report any accident, no matter how minor, to the teacher immediately).

	14) Alert the teacher and/or nurse of any concerns regarding the children’s health, cleanliness, or general wellbeing.

	15) Participate in in-service training.

	16) Discuss with the teacher any concerns that may arise about the job responsibilities re: the children when they arise.

	17) Implements and/or supports behavioral interventions as recommended.

	18) Interacts with consumers in an appropriate and positive manner, fostering independence.

	TRANSPORTATION

	1) Driver or aide assists adults/children in safe manner (i.e. holding each child by the hand, not leaving children unattended, strapping children in car seats, adults in seatbelts.)

	2) Driver and aide must insure that the van/bus is empty upon route completion and that no children/adults remain on the van/bus.

	3) Driver or aide maintains van in clean and safe condition.

	4) Driver or aide is courteous to parents/adults.

	5) Punctual in picking up aide and adults.

	6) Notifies parents of any changes regarding run.

	7) Notify administration of mechanical failures or needs.

	8) Notify administration of any address changes or route changes prior to implementing changes.

	9) Is responsible for first aid kit, fire extinguisher, spare tire, and jack.

	10) Does NOT use van for personal use.

	11) Completed Transportation Daily Attendance Log accurately, submits daily and identifies problems/issues in comment section.


SPECIFIC DUTIES & RESPONSIBILITIES



Job Title:  TEACHER’S ASSISTANT                   




Supervisor:  TEACHER                                        




Dept/Div.:  PRESCHOOL/DIV. 110                       





 XX       Non-Exempt (hourly)                 : Exempt (salaried)

QUALIFICATIONS:(Education/Experience/Licenses/Personal Characteristics)

Non-Exempt hourly                    
TEACHER ASSISTANT  
(POSITION)

1. High School Diploma or GED required 

2. 45 hour child care training course (preferred if not must be enrolled within 90 days and completed by first anniversary.

3. Ability to bend at the knees and comfortably lift a child that weighs up to 40 lbs.

4. Prior experience with children preferred                                  

5. Can comfortably bend up and down from low chairs for approximately 75% of an eight hour day

6. Valid Florida driver’s license, 3 years driving experience and an acceptable MVR.

7. Must be able to qualify for chauffer’s registration (pass physical, defense driving, private school bus training, CPR and first aide.

8. Acceptable charter background screening (charter school and DCF)

9. Ability to bend at the knees and lift 40lbs.

10. Able to place and pick up children who are in a swing, high chair, ball pit, or saucer.

11. Able to transition from sitting to standing from a chair/bench/ cube with and without a child.

12. Able to transition from standing to kneeling and then to sitting on a mat with a child.
JOB DESCRIPTION COMMITMENT:

A.
I have read and am fully aware of all the responsibilities indicated in this position description, and I acknowledge the fact that I will be held accountable for insuring that all duties are carried out as deemed appropriate.  The job description reflects the general details considered necessary to describe the principal functions of the job.  It should not be construed as a complete description of all the work requirements that may be inherent to the job.

B.
As an employee of United Cerebral Palsy, I understand that I am required to report to work (before, during and after) a period of civil unrest or natural disaster in accordance with the agency emergency procedures.

C.
As an employee of United Cerebral Palsy, I am aware of and committed to a Drug Free Workplace.

D.
As an employee of United Cerebral Palsy, I am aware of the reasonable risk of exposure and of the probability of exposure to bloodborne pathogens relative to my specific job duties.  I have been trained on the use, purpose and location of personal protective equipment (PPE) and may use additional PPE as I wish.

E.
As an employee of United Cerebral Palsy, I understand I am required to comply with all safety and health related policies.

SIGNATURES:  Sign and Date at review meeting.
                                   
                                      
                                        
___________________                        Employee

Date


Supervisor

Date
                                   
                                      
                                        
___________________                        Director


Date


Executive Director 
Date    
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