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Fort Bel knap l-lead $tart & nlv H etJ ut

Co-Teacher
Education
Fort Belk Head Start
Fu ll TimelPermanent
Reservation Wide
Education Mana r
Glassroo m Volunteers
Non-N otiable

Department:
Program:
Status:
Location:
Supervision Received:
Supervision Exercised

Position Title:

Wa

JOB SUMMARY:
Head Start Co-Teacher will assist the Lead Teacher in providing instruction and ongoing daily

supervision while providing a safe ano rreatthy learning'environirent for Head start children ages 3-5

Employee will assist with ind help provid" 
"ni 

coordinate educational type services, work in

partnership with tne-paients, and'hblp promote the social, emotional, physical, and cognitive

development of all Head Start children'

Emproyee wi1 arso herp encourage famiry engagement as weil as parent invorvement in all aspects of

the program. co-Teacirer will help Lead reaJrrJr schedule educational home-visits and parent

teacher conferences. Help develop and implement research based classroom curriculum to provide

learning opportunities for individual child development, goals, provide on-going assessment on

progress and facilitate transition to tne etementary scholl setting. co-Teacher may also provide

assistance to specific individual childrln *it' rp".ial/medical/physical/and or personal needs which

may include, but not limited to, toilet training, feeding, dressing, iransferring/lifting and carrying a

student.

GENERAL DESGRIPTION OF DUTIES:

a Learn, possess, and demonstrate a strong working knowledge of the Head start Performance

standards as well as the Fort Belknap lndian community Policies and.Procedures'

will help Lead reacher develop and implement a research based curriculum that promotes the

sociar, emotionar, physicar, and cognitive deveropment of Head start aged children 3-5 years old

Be abre to herp create dairy and weekry resson pi"ll that address the individuar needs and goals

for each child enrolled with the prograt. H"tp provide a comprehensile safe and healthy

rearning environment for tre cnitoren. irprovee wiil arso assist Lead Teacher in including

p#.t."in the ptu*ing process for classroom lesson plans, home visit preparation' group

socializations, ano paient activities. will also help prepare the lesson plans and complete

monthly bulletin boards.

Emproyee wiil arso be responsibre for the education and hearth requirements of each child

assigned to his/her classroom including all required. screenings. co-Teacher will help assess all

child-ren, document behavior, and evaluate all results.

Employee will assist Lead Teacher to establish and maintain good behavior modification

techniques through positive guidance, comfort, and encouragement'
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co nfere n ces with pa re nts to col la hq rate.,,and, d
assist parents as the primary teachersefth€Il
Helps recruit and enroll,all,Head Slart eligible c
commun itv

help with evgry attempt to ac 85
J :..j i;

Teacher to make the first initi
attendance. lf a child has three unexcused absences, em
se

req
$
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Assists Lead Teacher in sharing information with parents anoijt'tne child'J success and progress,

, ispgqi,.ql plogram activitiqg',tlAvetsghedutes for ilile-lqrttp.ro-vj$e,rs,,appq-.opriate co-rymuni!
'resources,,bndrr.elate! 

is,s3res,, ,,,. ,.,, ,,,1 . 
''i, : , ,. , ,, ,.. .. .. .

" Cgnte.rlbgse option, po,s1tio1 proyid.es q! least two,holf.q- yPits annqq,llV for,each chifd,enrolled in

-acgrytgr-Fasepro.glF{r,fglti1Ufor,gryrinfmymo!]anflY:,hou,1s.,.:.,,,j;{.,. ,:.,o Maintains respegtfql. p1o_fe,qsional relationship with parents at alltimes, and enc-ouqa$eg qarent
. invqlVerygn! ip the cJqsstoqm,,fr.gme,vigitg, gloup, sgcials, qclivilies, paqqnt commit[ee-,,and poiicy
council.''"'.':';..]..'..,-.'..':..'',:;

. Establishes and maintains trusting relationships with the families by being courteous, pleas-ant,
respecting cultural ditferences and religious beliefs.

" Assists the Lead Teacher in completing observations and screelings toridentiff each childlls ,,.
strengths and interests within the first 45 days of enrollment. Coiltihues this pr6cesS by following
the gh.ild's,.devg,loprypnt,4l1d grqvvth ,[hr.qughou!,thgyear and usipg this, i4tor,q:al1on,!9 develgp
materialsand,activ_itiesfor,theqhild. ,., ,. ,..I .,,i.,.,-: :...... Facilitatgs leq.!p!4g,for g[i!dre4,bry introducing an{ lfoyi{ing materials a1d activitigs olipterest to
the,ghildren whilg u.ging dgv.qfopme.ntqllyapprqp[igte toqts.., , j ,:: .i: :i , ; , :.::, ;::i :.o Employee will as$ist the !ead. Teqchgrlto maintain and upflatg complete and accurate: j

documentation,,forms, inCiqent,iep6rts, qnd all other required recoids in the teacher's s-ection of
thechildrenisfiles,,, , . . r-.i ;i ...r, . ,. ; i. ., ,., .i 

t. Emp]oyee willrmaintain,regUlar conqultations and.meetiprgs with their irnmediqte supervis-or as
well as attend any end all trainings relevant to their job. This includes developing a prgfessiqnal
work, goals, and training plan that inctudes working toward the overall ggal of baccalaure,ate
degfeei4,earlychildhoo4,educqtign.,,,, ,,'i,, .r.,,. . :. ::.,,.,.:,.r..:. r,,. Accurately, reports moqthly acti,vities and.contacls in !l1e re.qqir:eQ lirqre frgme^,Repgrts ipclude the
monthly newsletter, participation sign-in shee!, family-visit plang/schedyJe-s, faqilV file,up,Qatgs,
menu/mealanalysis, child,obseryations,.,specjal,needs servi-ce infgrmation, qRd group .gxpgrienceplans. . ; .:, ,.: .

r Maintains the highest level of confidentiality at all times in regard to information and records on
families and children enrolled in the Head Start program.



. Assist Lead reacher in preparing an annual inventory. H"lpg develop materiallsupply orders and

provides information to parent c6mmittee so the Proiram birector and Policy council can

develop appropriate budgets r ,-,,
o participate in all formal 

"nd 
informaltraining programs to improve skills and knowledge'

o Attends scheduled parent rneetings and refiorts on Head Start activities, provides parent

educational oPPortunities.
r provides on-rit" supervision of classroom volunteers while in the classroom

: ;;;iJG;J i;h"r1o estanfish, exptain and implement safety rules that are understood and

practiced nv criitoren and adults.'sr6rt-gr fedesirian safety, emergency exits, dialing for help

posted for ihared for subs, parents and volunteers'

r Assist Lead Teacher with implementing safety measures, in-door and outdoors, in the gym, on

the bus, on field trips with material and equipment'

r provide a written incident report on unsafe conditions as well as incldenls.that can and will occur- 
il ir,1" .r"*rioo*, in-door an'd outdoors, in the gym, on the bus, on field trips, etc'

r when riding and'being a monitor on the BUS during pick up a$ drop otf of children',Make sure

someone is home, at least ages t+ y."tr or older ind or a written statement before leaving a

child. Make sure to check the bus each time to see if it's empty upon arriv{ 3nd 
departure

o Do walk througn 
"r 

the bus in the AM and PM bus runs especiallywhen children are delivered'

e Wilt read and comply with all r"gui"tio;r s"tiortL tne ry{.Stai Performance Standards,

ELOF, as well as if'6 Fort Belknap lndian Community Policies and Procedures.

o Regular attendance and punctuallty is required of this position.

r possess, update, and maintain all licenses and/or certifications required for this position'

EDUCATION AND EXPERIENCE: Associates Degree.preferred from an accredited college with a

major in earty childhood education 
"no "t 

least 6 rionttis experience working with small children ages

3 to 5. Previous experience working with tow ineome families is desired.

. lllinir.num Qualifications:
r High-school diploma or Hi"Set Degree
r Must be at least eighteen years of age'
o At least 6 months Jxperience working with children ages three to five years of age'

r Demonstrated leadership skills.
r current preschool child Development Associate credential. A.A.A or or B^A. in Early childhood

Education preferred. lf employee does not meet minimum requirements, must enroll in an

complete iOn program within two years from being hired.

, Willingness to tiavel outside of the community to attend training and conferenees'

. physiial exam and negative TB clearance upon hire, 
,

o Adult, Child, and lnfani CpR and First Aid Certification within 30 days of hire and bi-annually

thereafter
r Must pass background check pursuant to federal lndian child Protection and Family violence

Prevention Act r?quirements'
e Must never been convicted of a Felony or misdemeanor within (1) one year of applying for

position.
r Must be able to work an B hour day that includes 2 fifteen minute breaks (7 .45 am to 3:45 pm)

r Must maintain GoNFIDENTIALITY at all times except when directed to do so and/or when

requested by law enforcement officials.
, Comply w1h the Fort Belknap Community Council substance abuse prevention, drug/alcohol

free, and alcoholtesting PolicY'
. provide three letters of reference. All references will be contacted'



,. : ',,. \. .,': ,ij.,:.:.;r.i:..; , .: , t.; . i i ,. ..: ..

Kqgwled$e.,,Skills :Fnd Abilities :,

1. Strong interpersonal skills must work well with others. . l

2. Demonstrated regpecJ,fof
repre.sent Head,$tart
Must be dependable,

the .family, as the phildl
in the communlty,

s first,teacher and demonstrated ability,to

situation
and community

3.
4. Demonstrated ,rgspectr;
5-. li to
6.

w9lI
responsible, self-motivated

7 Bas

members.

how,to
,. r i\r __; ; _i,,

records
I
o

u
gQlving skills

',",,'. t . \.,:,. I

ri making matuie'deqisibns, bein$'pati6nt,'and understandirig'i.-,.', ,' " .,' :, .', i :: ;.r. :- j, ,, ..,,. .;: .

P

12.
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.,t
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PHYSICAL DEMANDS: While performing the duties of this job; thb€rnptoy"uii"tr"quir"Oto r"guf"rfy
pick up and move objects that might weigh 50 pounds or more. The,employee will be required to
stand, walk, stoop,down,,-kneeliicrouch;iand. crawl,::at,any given time,of,the .day depending:sn,fh6
task especially if needed in the classroom :,, , r .i i .,

:':l.:..,.'r.;..-''l:.l'.i'l':'''jl'

WORK ENVIRONMENT: The,rnajority:of,duties will:primarily be in the dassroom type,setting.
However, the employee when needed will also be working in,rthe,'kitph€r't.&t.eo,:busare;,,and
outdoors with exposure,to,high.npise le,yel, exposure to bqdily ffUids,.,urin-e, and or,fece,_s,of hqhies,
infants, and small children. The employee will.[e expgsgd to,unp,lea.sant o$oqs;and possible
infectious, !isease. Exposu.re !o,naturlqJ Wg€thef ,conditions w4ile perfor:rnin$ Ou,tr.es, outdoors.

16. Must posse-sg ad.equat6'p0blicspear'difig Skills nec'bsSary of the,position; : :': ;':i
17, MLi'sf ptjssess'drbility 1o tdBp'eCt ea0lf family;'their cutture,'customs;'and beliefs,
18.lVlust be able to work a flexible schedule sometimes working evenings and weekends.
19. Must be able'to'Work with minirnum' supervision While imple-mentingind following through on

specifictasksra.ndassi$nmentsiin'a.timely:manner;'.'.'':
20. Must show professionalism'al the highbst'levelwhile in the work setting/enviroriment.

SPECIA!G-ONqfflOllS: T9. perform,this job successfully, the empfoy,ee. muslpg. able to pe,rform
each essential duty and task satisfactorily. All requirerirents listed aboVe are reltirgsentative of the
knowledge,,sklf ls, ind,or ability th,at a1e mandatory of such b positio;r. Reqsonabie accommodations
may be made to enable individuals with Health/Disabilities to perform the essdntialfunctions.

1 , ',. , ,

IMMIGRATION REFORM AND- CONTROL ACT: Requlres that all individuals appoirlted to a position
must present proof of empioyment eligibility. 

'successful 
applicani qitl be aslled to produce ' ' .':'

documentation. :. :


