









Policy # FCSS-0218.10
FAMILY & COMMUNITY SUPPORT SERVICES (FCSS)

RIMBEY COMMUNITY HOME HELP SERVICES (RCHHS)

POLICY
NAME:  


EDUCATION CO-ORDINATOR
DEPARTMENT:

JOB DESCRIPTIONS
EFFECTIVE DATE:

2010
Position Summary:
This is a casual position, working up to one day a week and reports directly to the Rimbey Community Home Help Services Association Coordinator/FCSS Executive Director.  

Duties and Responsibilities  

1.
Maintain records of certification dates for each student who completes training courses.

2.   Evaluate Health Care Aide staff educational needs on a continuing basis.

3.   Responsible for ensuring that staff receive CPR and First Aid training.
4.   Manage preparation and class time effectively.

5.   Interpret, apply and present textbook material. 

6.   Prepare learning scenarios and give instructions clearly and concisely when    

      assigning tasks.

7.   Adjust to group and individual response and stimulate participation as needed.

8.   Set and maintain an effective learning climate in which class discussion 

      facilitates learning.

9.   Plan and manage the physical environment of the classroom (tables, seating,  

      audiovisual aides, papers).

10.  Administer a current written examination to each participant at the end of

       the course as necessary.  
11.  Evaluate participants’ achievement of the course learning objectives.
12.  Monitor and evaluate staff learning needs.

13.  Participate in Risk Management and Quality Assurance processes.

Other Duties

1.   Responsible to self-identify areas of learning needs.

2.   Attend re-certification classes as required by certification bodies to maintain instructor status.
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