Approved ECELS Coordinator Evaluation Matrix - December 2017

Coordinator: 
________________________
    

Semester:  ________________________

Date:  ________________________

Name of Evaluator: 
 ________________________
    

Position of Evaluator:  ________________________


Evaluator’s Signature:
  ________________________
Coordinator
Evaluation Matrix for Probationary Coordinators
Listed below are the Coordinator responsibilities.  Please rate the Coordinator on each item using the rating scale.  If you are unable to rate an item, select UA (unable to answer).  Comments may be made in the space provided. 
4=Very Effective,  3=Effective,  2=Somewhat Effective,  1=Not Effective,  UA=Unable to answer
	Coordinator duties
	4
	3
	2
	1
	UA
	Comments

	Follows all policies and procedures set forth in the Agreement Between the Palomar Faculty Federation, CFT/AFT and Palomar Community College District (“PFF Contract”) Appendix L; Parent Handbook; Operational Manual; and follows and implements all District policies and procedures.
	
	
	
	
	
	

	Develops and maintains a balanced budget for both ECE Lab Schools. 
	
	
	
	
	
	

	Submits work orders and purchasing requests and receipts following the college guidelines and timelines.
	
	
	
	
	
	

	Develops, prepares and maintains program philosophy, goals and objectives (including Env. Rating Scales and DRDP) with employees from the Child Development Department and parent input.
	
	
	
	
	
	

	Supervises enrollment of children, gives tours; assists with and completes the enrollment process as needed.

	
	
	
	
	
	

	
	4
	3
	2
	1
	UA
	Comments

	Hires, supervises, trains, evaluates, disciplines, and terminates ECE Lab School staff under the guidance and functional direction of the Dean, Liaison to the ECELS, and HR and in accordance with TERB procedures; provides in-service trainings to staff.
	
	
	
	
	
	

	Submits all reports and schedules compliance meetings for the State of California, California Department of Education, Community Care Licensing, and Food Nutrition; submits complete reports on time.
	
	
	
	
	
	

	Maintain all Community Care Licensing policies and procedures; meets with licensing representatives when needed; submits reports as necessary, maintains current license.
	
	
	
	
	
	

	Implements and develops the Parent Advisory Council; leads regularly-scheduled meetings.
	
	
	
	
	
	

	In the absence of ECE Lab School staff members, arranges for substitute Site Supervisors, Master Teachers, Teachers, Associate Teachers, Assistant Teachers, short-term employees, and student workers as needed, and substitutes in the classroom for staff members to maintain child-staff ratios.
	
	
	
	
	
	

	Responsible for organizing and leading ECE Lab School bi-monthly staff meetings and staff in-service training days; attends and participates in regular departmental and District meetings.
	
	
	
	
	
	

	Develops and implements emergency procedures as required; provides information about emergency procedures and health, safety, and transportation policies to all ECE Lab School staff and parents; plans and assists with monthly fire and other emergency drills.

	
	
	
	
	
	

	
	4
	3
	2
	1
	UA
	Comments

	Plans, organizes, and participates in ECE Lab School events and functions including, but not limited, to orientation, open house, end of the year party, and parent breakfast.
	
	
	
	
	
	

	Invites and encourages family participation in children’s activities; provides information about community resources to parents and staff including health, social services, mental health, developmental, and family support services.  Participates in parent-teacher conferences and provides referrals when requested or necessary.  
	
	
	
	
	
	


	Communication 
	4
	3
	2
	1
	UA
	Comments

	Maintains confidentiality of child/family conversations, records, and reports.
	
	
	
	
	
	

	Communicates clearly and concisely, both orally and in writing.
	
	
	
	
	
	

	Establishes and maintains effective working relationships with those contacted in the course of work.
	
	
	
	
	
	

	Prepares, maintains, and completes, in a timely manner, clear and concise reports and documentation.
	
	
	
	
	
	

	Demonstrates skill with interpersonal communication, negotiation and conflict resolution.
	
	
	
	
	
	

	Submits monthly ECE Lab School reports to the Liaison to the ECE Lab School.  Attends monthly meetings with the Dean.
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