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Mission
The mission of BI-CAP Head Start: Prenatal to Five is to give children and families a head start for Kindergarten and for life.
Job Summary
The Professional Development/Classroom  Coordinator supervises Teachers and the PD Coach while leading professional development that advances school readiness. The role supports teachers in implementing and adapting curriculum to meet classroom and individual child needs, promotes Conscious Discipline as the program’s social-emotional and behavioral framework, and helps onboard new staff to ensure a smooth transition into program expectations, culture, and classroom practices.
Professional Development and Staff Growth
· Coordinate and support professional development opportunities aligned with program goals and classroom needs. 
· Plan, organize, and facilitate trainings, workshops, and reflective learning opportunities. 
· Support continuous quality improvement through coaching cycles and follow-up support. 
· Assist staff in setting professional growth goals and action plans. 
· Promote reflective practice and positive team collaboration. 
· Maintain coaching documentation, observation notes, and professional development records.
· Train staff for Curriculum and Assessment fidelity.
New Staff Onboarding and Orientation
· Coordinate onboarding and orientation for new classroom staff. 
· Support new employees in understanding: 
· Head Start Performance Standards 
· Minnesota Licensing Regulations 
· Head Start Program policies and procedures 
· Conscious Discipline practices and expectations 
· Classroom routines and safety procedures 
· Serve as a mentor and support-person for newly hired staff during transition into their role. 
· Provide classroom modeling, check-ins, and ongoing support for new staff members. 
· Assist with implementation of curriculum, assessments, and school readiness goals
· Assist new staff build confidence, relationships, and understanding of program culture and expectations. 
· Collaborate with supervisors and leadership teams to ensure successful onboarding experiences.
CDA Support Responsibilities
· Support staff participating in the Child Development Associate (CDA) credentialing process. 
· Monitor CDA coursework attendance and completion requirements. 
· Maintain accurate CDA tracking records and documentation. 
· Update Child Plus notes and CDA tracking spreadsheets with completed hours and progress updates. 
· Meet regularly with CDA candidates to provide encouragement, accountability, and reflective support. 
· Assist candidates in understanding CDA requirements, timelines, and portfolio expectations. 
· Coordinate with Education Manager, coaches, and leadership regarding candidate progress and support needs. 
· Notify leadership and staff when candidates fall behind in coursework or requirements and assist in creating improvement or catch-up plans. 
· Support candidates in applying classroom practices aligned with CDA competencies and Conscious Discipline principles. 
· Help create a positive and encouraging professional growth experience for CDA candidates.
Coaching 
· Utilize Practice Based Coaching including observation, reflective feedback and modeling of effective practices with emphasis on tools and techniques for service delivery to fidelity
· Facilitates on-going learning for staff through TLC (Teachers Learning and Collaborating) groups
· Provide reflective coaching that builds staff awareness of emotional responses and their impact on interactions with children and families.
· Support staff in teaching children emotional regulation, conflict resolution, and problem-solving skills.
· Refer individual case management and transition services as appropriate
· Support team planning for parental involvement activities.
· Partner with families to extend Conscious Discipline practices into the home through education and communication.
Classroom Coordinator duties
· Act as a substitute teacher and/or assist in the classroom when substitutes are unavailable.
· Support, assist, and coach staff to meet ongoing expectations and thresholds for quality programming;
· Coordinate and support educational services through consultation with Manager, Coordinators and staff to ensure children’s development toward the overall goal of school readiness
· Review classroom lesson plans;
· Assist staff in developing individual and classroom child assessment reports, analyzing child and classroom outcomes, and developing improvement plans to meet school readiness goals
· Integrate Conscious Discipline strategies into coaching, including modeling self-regulation, connection rituals, and positive guidance techniques.
· Support staff in creating safe, inclusive, and emotionally responsive classroom environments
Collaboration and Communication
· Build trusting and respectful relationships with staff, children, and families. 
· Maintain open, supportive, and professional communication. 
· Participate in team meetings, planning sessions, and program initiatives. 
· Foster a positive school-family culture among staff and classrooms.
· Advocate for families through connections with other service providers and community agencies
· Develop a positive team approach to meeting the needs of children and families
Core Beliefs: The Classroom/Professional Development Coordinator believes:
· Relationships are the foundation for learning and growth. 
· Adults and children thrive in safe, connected environments. 
· Coaching and mentoring should be supportive, reflective, and strengths-based. 
· Social-emotional learning is essential for school readiness and lifelong success. 
· Building adult capacity strengthens outcomes for children and families
Qualifications
· Per Head Start Program Performance Standards 1302.91 (d)(2) Coordinators (f) Coaches. A program must ensure coaches providing the services described in 1302.92(c) have a minimum of a baccalaureate degree in early childhood education or a related field.
· Per Head Start Program Performance Standards 1302.91(2) Education management. As prescribed in section 648A(a)(2)(B)(i) of the Act, a program must ensure staff and consultants that serve as education managers or coordinators, including those that serve as curriculum specialists, have a baccalaureate or advanced degree in early childhood education or a baccalaureate or advanced degree and equivalent coursework in early childhood education with early education teaching experience.
· 2 + years prior classroom and/or supervisory experience is preferred.
· Applicant must have a valid driver’s license and auto insurance. Must have transportation available to attend meetings and home visits as appropriate. Must have a strong commitment to BI-CAP’s values of collaboration, innovation and compassion as well as a respect for diversity.
Knowledge, skills and abilities include:
· Knowledge of Head Start Performance Standards;
· Knowledge of Minnesota Rule 3 and Certified Exempt Licensing requirements where applicable;
· Must meet requirements of Head Start and Minnesota Department of Human Services background checks;
· Ability to understand and follow all policies and procedures in the Employee Handbook;
· Must have excellent reading, writing and communication skills;
· Proficient in the use of technology and learning new programs;
· Requires strong attention to detail;
· Requires CPR and First Aid Training;
· Must be unbiased toward low-income families, other racial and ethnic groups, and have an appreciation of cultural diversity and differing values;
· Ability to establish and maintain effective working relationships with others, including parents and other staff members.
· Experience or willingness to learn and implement Conscious Discipline practices preferred.
· Perform other duties and activities as assigned.
Physical Demands & Working Conditions
May experience stress from working with families experiencing difficult situations. Occasional driving to attend meetings.  Occasional lifting up to 50 pounds. 
Some requirements in this job description may exclude individuals who pose a direct threat or significant risk to the health and safety of themselves or other employees.  All requirements are subject to modification to reasonably accommodate individuals with disabilities.
Requirements are representative of minimum levels of knowledge, skills, and experience required.  To perform this job successfully, the worker must possess the abilities and aptitudes to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an "at will" employment relationship.  The Executive Director retains the discretion to add duties or change the duties of this position at any time.
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