Program Manager-CASA/FSC
PROGRAM: UMATILLA-MORROW COUNTY HEAD START, INC.

Name: Date:
1. UNACCEPTABLE 2. MARGINAL 3. COMPETENT 4. COMMENDABLE 5. DISTINGUISHED

A. General Staff Responsibilities:
1. Participate in staff meetings, conferences, training sessions and workshops as assigned.......... 12345
2. Demonstrate familiarity with employment policies, performance standards, work plan

AN ODJECTIVES OF AGEINCY ...ttt e e e et e e e e e e s e bbb e et e e e e e e s e anbbbeeeeeeeaan 12345
3. Maintain congenial and respectful relations with staff, children, families and community ............ 12345
4, *Keep current and accurate records that conform to program poliCIeS...........ccccuvvivieieeeeiiiiiiinnnn. 12345
5. *Maintain confidentiality in regards to staff and family information..................ccccviiii e, 12345
6. Maintain objectives and professional StANUArdsS .............ooocuiiiiiiiieeeiii e 12345
7. Improve self-skills and edUCALION ..........cooi i e e 12345
8. *Fulfill role as mandated reporter as stated in Child Abuse and Neglect Paolicy ..........ccccccvvnnnnee. 12345
9. Perform any other work-related duties as requested by your SUPErVISOr..........ccceevveeeeveeeivinnieenn. 12345
10. Be a contributory team member in a positive/productive Manner..............eeeeveeeeinniiiiiieeeeeeeesneiees 12345
11. *Demonstrate commitment to mission, values, and policies in the performance of

AIY AUEIES ...ttt e e e e e et e e e e e e e e e s bbb et e e e e e bt bnr e e e e e e e s 12345
*Comments or examples:
B. Free to Grow Program Development
1. *Communicates regularly With grant SUPPOIEIS ... 12345
2. *Integrates Free to Grow within agency COMPONENTS .......ccooieiiiiii i 12345
3. *Coordinates work flow to ensure deadlines are Met........cccoooiiiiiiiiii e 12345
4, *Submits all reports necessary to carry out the administration & management of

e (=T (o I € (0 TP PP 12345
5. *Maintains design tool and acCtion PIAN .............uuuueeeiieii e ——- 12345
6. *Provide assistance with program planning, development, operations and grant writing ............. 12345
*Comments or examples:
C. Free to Grow Community Development
1. *Maintain working relationships between UMCHS, Inc. & the social service community.............. 12345
2. *Coordinate planning and implementation of Leadership training .........cccccoovoviviieeiieeeeniiniiineee, 12345
3. *Assist in planning and delivery of Motivational Interviewing Training..........cccccceeeeiiiiiiiiiiieiieeennns 12345
4. *Provide support for trained community leaders with action groups ............oooecvvviriiieeeeeniniiiieeee. 12345
5. *Promote networking & collaboration between community/neighborhood coalitions and

community agencies/organizations to iNCrease adVOCACY ............eeeveeeerriiiiirrmreeeeeenaaaninnnneeeeaeeans 12345
6. *Ensure that Incredible Years Trainers within the community are offering classes and

coordinate their partnering with Head Start staff.............ccccooiiiiiiiii e 12345

*Comments or examples



Supervisory Skills and Duties:

Provides training to staff so that they can adequately complete their tasks and

INCrease their SKIllS..... ...ttt eeeeees
*Sets aside sufficient time to meet and plan with Staff............cccooii
Helps staff become more proficient by:

a. Patiently anSWErNG QUESTIONS.........uiiiiieiiiiiiiii e e e e e aeas
b. Giving needed direction pleasantly ...........cooouiiiiiii i e
C. Recognizing aCcCOMPlISHMENTS........oooiiiiiii s
d. Evaluating staff often and 0bjeCtiVEIY ........ccoooi i
4 Delegates effectively and approprialtely .........cc.uuueeiiiiieiiiiiie e
5. Elicits staff INPUt aNd ACLS ON I........euueii e e e e e e ae e e e e e
6. *Assures consistency of procedures and practices among staff............cccocoviiiiiiiiiiiii,
7
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Acts on staff problems quickly and appropriately............c.ueeiiiiiiriiiiiii e

*Ensures staff are aware of program policies and ProCedUreS ............ceevveeiiiiiiiiiiireieee e

Regularly informs staff of inter-agency communication deadlines, and changes in

POlICIES AN PrOCEUUIES ......eeeiieeeee e ettt e e e e e et e et e e e e e e e bbb e et e e e e e e e aannbbbeeeeeeeans
10. Assist in the interviewing and hiring process (if applicable)...........ccovvviiiiiiiiiiicicc e,
11. *Ensures that staff is actively engaging in WOIK............uuiiiiiiiiiiiiiie e
12. Promotes leadership SKillS iN OtNEIS .......ccoo oo e e
*Comments or examples:

E. Staff Communication and Team Membership:
1. Shares materials and INTOrMALION ...........uuiiiiiii e e
2 *Uses appropriate channels for concerns and does not interfere in a situation another

Staff PErsON IS NANGAIING .....uueiiiiiiii e a e e e e e e aaran
3. *Supports team members and supervisor verbally and by attitude...............cooeeei e
4, Sets aside sufficient time to meet and plan with team members...........ccccccviiis

*Comments or examples:

F. Work Ethics:

1. fa{OT0] 00113 (o IR0 Qo 1 1 T UURUUUURRR
2. Notifies supervisor prior to beginning of work day when not able to come towork .....................
3. *Misses little time Decause Of llINESS.......ccoocii e
4, Willingly accepts changes in Program.........cooooie i
5. Accepts and acts 0N CONSLIUCTIVE CIILICISIM .......ueiiiiieeiiiiiiiiie et e e e e e e
6. Follows through on accepted tasks or agreements ...
*

Comments or examples:

Do you have long-term employment goals?

What help do you need to accomplish these goals?




Additional Information:

Supervisor's Signature Date

Employee’s Signature Date

UMCHS/RVS 12/29/98
Rating Scale Explanation:

1. UNACCEPTABLE - Performance falls substantially short of the expectations for competency.
Requires much improvement.

2. MARGINAL - Performance does not meet an acceptable level in all areas, but employee is
steadily improving.

3. COMPETENT - Performance is fully acceptable. Performance meets standards set for the
position on a consistent basis.

4. COMMENDABLE - Performance is significantly better than average. Consistently exceeds
standards; distinctive performance.

5. DISTINGUISHED - Exceptional performance of unusually high caliber. Remarkable
achievement and pacesetting performance.

Any task marked 1, 2, or 5 must have a comment written to justify the score.

Any task marked 1 or 2 must have a plan of assistance written and be attached to the performance
evaluation.

Any * task (essential job function) marked a 1 or 2, no merit increase will occur until the task is
brought up to competency.

Three tasks marked a 1 or 2, no merit increase will occur until the task is brought up to competency.
[] Successful completion of a 6 month introductory period
[] Eligible for merit increase

[] Not eligible for merit increase



