CLOVIS UNIFIED SCHOOL DISTRICT

Job Description: Child Development Program Supervisor
Salary Grade: 27

Salary Schedule: Classified Management

Department: Child Development

Reports to/Evaluated by: Assistant Director

FLSA: Exempt

SUMMARY

Under the direction of the Assistant Director, the Child Development Program Supervisor assists the
Assistant Director and/or District, and the school sites in the planning, organizing, implementation, and
oversight of expanded learning programs across multiple school sites. The position provides strategic
leadership, supervises program staff, ensures student safety, monitors program quality and compliance,
manages enrollment, and coordinates program operations to achieve District goals.

DISTINGUISHING CAREER FEATURES

The Child Development Program Supervisor is a time-intensive, first-line supervisory position responsible
for supervising, coordinating, and reviewing the work of expanded learning staff at school sites that are
geographically dispersed, requiring extensive use of a personal automobile. The position is accountable
for overseeing the supervision of all students participating in the expanded learning programs managed
by full-time and part-time staff with varying skill levels. Work relations extend to a wide range of contacts
including District staff, program staff, students, parents, public, and outside community agencies;
requires tact, diplomacy, and courtesy.

ESSENTIAL DUTIES AND RESPONSIBILITIES

e Supervises, supports, and evaluates program staff while overseeing daily program operations to
ensure high-quality, student safety, compliant implementation, and adherence to expanded
learning program standards in accordance with California Department of Education guidelines
and District policies.

e Conducts regular site visits and program observations to coach staff, model best practices,
evaluate performance, develop action plans, and support professional growth, ensuring positive
and effective learning environments.

e Supports staff in behavior management and student supervision practices to promote
consistency and safety, ensures incidents and accidents are investigated and documented
thoroughly.

e Facilitates meetings, trainings, and designs professional development sessions to support staff
growth and program improvement.

e Monitors program compliance, safety protocols, and quality standards through site visits and
documentation review.
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¢ Planning and coordinating program activities including activity calendars, enrichment
programming, intersession activities, field trips, and special events.

e Maintains program documentation, including attendance records, incident/accident reports, and
other compliance materials.

¢ Plans and manages staffing coverage or covers program, schedules substitutes, maintains
accurate sub logs, and reviews staffing needs.

e Collaborates with Human Resources to recruit, hire, and onboard program staff.

e Reviews and approves student enrollment applications, manages waitlists, and communicates
promptly with families regarding enrollment status, program participation, and student needs.

¢ Facilitates communication among administrators, program staff, support teams, and families to
address program and student needs while ensuring program quality and success.

e Reviews reports such as attendance records, lesson plans, and other required documentation.

e Maintains accurate operational and staffing records, timesheets, tracks budgets, purchase
orders, and inventory to support program needs.

¢ Monitors program facilities and equipment to ensure safe, clean, and functional environments by
conducting monthly inspections of classrooms and program spaces, and coordinates
maintenance as needed.

e Oversees purchases, distribution and inventory of program supplies, materials, furniture, and
equipment.

o Performs additional tasks and responsibilities as assigned.

QUALIFICATIONS

e Knowledge: The position requires knowledge of principles and practices of school-age and
expanded learning programs, program planning, implementation, and evaluation methods,
behavior management and student supervision techniques, school safety protocols and risk
management procedures, record-keeping and reporting requirements, and computer applications
for word processing, data management, and communication.

e Ability: The Child Development Program Supervisor must be able to supervise, evaluate, and
support program staff across multiple sites, coordinate complex program operations and staffing
needs, communicate clearly and professionally in both oral and written forms, build and maintain
effective relationships with staff, students, parents, and community partners, analyze situations
and implement effective solutions, lead teams to promote morale, accountability, and program
quality, and facilitate meetings and provide presentations to diverse audiences.

e Education and Experience: Bachelor’s degree from an accredited college or university with an
emphasis in education or a related field (preferred). A minimum of three (3) years of experience
demonstrating leadership qualities; preferably at a school site working with school-age students
and adults. Additional experience may substitute for higher education.

Working Conditions:
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e  Work will be performed primarily indoors but may work outdoors while visiting various school
sites.

e Generally, the job requires extensive sitting, with some walking and standing
e Lifting, carrying, pushing, and/or pulling files and other office objects

e Dexterity of hands and fingers to operate a computer keyboard and maintain paper files and
documents

e Hearing and speaking to exchange information

e Visual acuity to see/read documents and computer screen
e Work may require traveling from site to site
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