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Site Supervisor-Leadership
Evaluation for Probationary Teacher
Listed below are the Site Supervisor-Leadership responsibilities.  Please rate the Site Supervisor-Leadership 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
	Site Supervisor-Leadership duties
	4
	3
	2
	1
	UA
	Comments

	Complies, assists with, and implements updates of the Parent Handbook, Operational Manual, ECE Lab School website, enrollment packets, parent contracts, and EZ Care program as needed.
	
	
	
	
	
	

	Assists with budget development and submits receipts for Cal Card/pay voucher purchases. 
	
	
	
	
	
	

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

	Assists in developing program philosophy, goals and objectives with staff, the Child Development Department, and parent input.
	
	
	
	
	
	

	Assists with enrollment and the application process for current and new families; provides ECE Lab School information and tours when appropriate.
	
	
	
	
	
	

	Supervises staff, families, and children of an assigned site.


	
	
	
	
	
	

	
	4
	3
	2
	1
	UA
	Comments

	Orients new staff to ECE Lab School policies and procedures.  Informs/trains staff, parents, and child development students of ECE Lab School policies and regulations.  Assists in providing in-service training for staff.
	
	
	
	
	
	

	Assists with reports and gathers documentation for the State of California, California Department of Education, Community Care Licensing, and Food Nutrition; assists with compliance meetings with these agencies.
	
	
	
	
	
	

	Maintain all Community Care Licensing policies and procedures.  Meet with licensing representative as needed and submits reports as necessary.
	
	
	
	
	
	

	Maintains up-to-date records on staff, children and/or families. 
	
	
	
	
	
	

	In the absence of ECE Lab School staff members, arranges for substitute Site Supervisors, Master Teachers, Teachers, Assoc. Teachers, Assist. Teachers, short-term workers, and student workers as needed.
	
	
	
	
	
	

	Fills in for classroom staff when needed to maintain staff to child ratios; when in the classroom, plans, organizes, supervises and teaches a developmentally appropriate program for children ages 18 months to five years, including the current DRDP and appropriate Env. Rating Scale requirements.
	
	
	
	
	
	

	Attends and participates in regular site and ECE Lab School staff meetings; in the absence of the Coordinator, leads staff meetings when necessary or for site.
	
	
	
	
	
	

	Participates and assists in planning of ECE Lab School events/functions including, but not limited, to orientation, open house, end of the year party, and parent breakfast.  Assists and participates in regular Parent Advisory Council (PAC) meetings.
	
	
	
	
	
	

	
	4
	3
	2
	1
	UA
	Comments

	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.  
	
	
	
	
	
	

	Develops and implements conflict management and problem-solving strategies with children; assists children to identify and verbalize concerns and issues and helps them identify compromises and solutions to those issues.
	
	
	
	
	
	

	Assists children with hygiene procedures as necessary; follows universal health precautions; follows a written plan for dealing with blood or bodily fluid spills, and ensures that Assistant Teachers understand and follow as well.
	
	
	
	
	
	

	Maintains a safe environment for young children; inspects and reports replacement/repair needs to ensure that the physical plant is maintained in good repair; monitors outdoor play areas to ensure that children cannot gain access to unsafe or unsupervised areas.
	
	
	
	
	
	


	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.
	
	
	
	
	
	

	Interpersonal communications, including skill in negotiation and conflict resolution.
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