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JOB DESCRIPTION 

Position Title:		Program Facilitator - Entry to School 		

Program/Location:	Developmental Services: Government Funded Early Years Programs – 
	30 Bennett Street, Carleton Place, ON 

Reports to:		Program Manager, Gov’t Funded Early Years 

Role Summary:  The Program Facilitator-Entry to School provides support and intervention to children and youth in ConnectWell OAP Entry to School Program. The Program Facilitator-ETS will be responsible for preparing for programs and groups, including curricula, materials and space organization, working directly with the children and youth under the supervision of regulated clinicians/therapists, interacting with families and providing feedback, as well as duties upon completion of a program such as documentation, space clean up, and debriefing. The Program Facilitator-ETS reports to the Team Lead-OAP Early Years, under the supervision of the Program Manager- Government Funded Early Years Programs.
Classrooms are in Carleton Place and Brockville. Travel to other sites can be required. 
POSITION REQUIREMENTS

1. Education
· University degree or diploma in one of the following areas: Early Childhood Education, Communicative Disorders Assistant, Occupational Therapy Assistant, or Behavioural Science.

2. Required Professional Experience: 
· Experience in the early learning or school classroom setting providing direct support to students
· Significant experience supporting Autistic preschool/school-aged children and those with other exceptionalities
· Excellent communication and interpersonal skills in a manner that is child and family-centred, responsive, culturally safe, and respectful to the unique needs of families and children 
· Experience working with families and caregivers, sharing progress and information about their child
· Demonstrated ability and proficiency in communicating with a variety of personnel (i.e., regulated providers such as Speech-Language Pathologists and Audiologists, Occupational Therapists, other community partners and parents) 
· Knowledge of early communication development and behavioural strategies
· Knowledge of neurodiversity-affirming practices

3. Key Competencies
· Strong time management and organizational skills; able to deal with many competing demands in a calm, professional, and independent manner 
· Family-centred, trauma informed, culturally safe approach to care
· Experience in virtual care; supporting families and participating in meetings through tele-health 
· Excellent interpersonal, and oral and written communication skills, with the capacity to relate to clients of different needs
· Ability to work independently, as well as part of an interdisciplinary team, with excellent verbal and written communication skills.
· Ability to receive feedback from Supervising clinicians and management team and integrate into service delivery
· Demonstrates accountability, reliability and takes initiative
· Computer literacy
· Current Vulnerable Sector Criminal Records Check

4. Work Conditions
· Extended periods of sitting while performing required administrative duties. 
· Physical movements related to the care of clients/students in a classroom including bending, kneeling, and sitting in a low/floor position.

POSITION RESPONSIBILITIES

CLIENT-RELATED DUTIES:
1. Lead the Entry to School program classroom of autistic pediatric clients as part of a teaching team
2. Work collaboratively with a team of clinicians (SLP, OT, BA); integrate their recommendations into the classroom environment
3. Creatively problem-solve to provide individualized accommodations and programming
4. Contribute toward necessary documentation and submit to the appropriate sources in a timely manner 
5. Brings classroom concerns or challenges forward to Team Lead for support
6. Employs behavioural strategies as directed by the Supervisory clinicians
7. Follows daily classroom routines, maintains prescribed schedule and adjusts as necessary 
8. Prepares materials for curriculum and classroom
9. Maintains client confidentiality and seeks to minimize risk to clients
10. Supports clients to engage in program and participate to their fullest potential; be able to adapt and employ new accommodations as needed
11. Provides updates of children’s progress & supports caregivers with information & resources for continued practice of skills outside of program
12. Fill in for colleagues in other groups or programs, in the event of an absence
13. Facilitate other group programs outside of the ETS program schedule
14. Other client and program related duties as required

ADMINISTRATIVE DUTIES:
1. Attends all Early Years Team Meetings and ConnectWell Staff Meetings (monthly). Staff affiliated with other programs may be required to attend team meetings at the site where they provide service.  
2. Participates in personal and professional goal-setting with Supervisor.
3. Performs other duties as assigned in accordance with their professional guidelines.
4. Completes statistics/documentation on EMHware as needed
5. Submits mileage claims, timesheets and other administrative duties as assigned

COMMUNITY RESPONSIBILITIES:
1. Prepares, organizes and conducts workshops/presentations presented for parent or service provider education as requested within the community and as time permits.  
2. Consults with community agencies, schools and other external service providers regarding the progress of the clients.

STAFF DEVELOPMENT RESPONSIBILITIES:
1. To keep updated in their field of practice through workshops, videos, readings, conferences and professional associations and as directed through any continuing education requirements.
2. To remain open to new methods, materials and service protocols.
3. To participate in other professional education learning as assigned.

Standard ConnectWell Employee Responsibilities
As an employee of ConnectWell, this position is responsible for the following:
Administrative
· Preserves confidentiality of all client and employee information and seeks to minimize risk while working with data
· Submits records of time worked and time off in a timely manner
· Complies and adheres to all applicable ConnectWell policies and procedures

Organizational Responsibilities
· Respects and values the diversity of the community and individuals
· Supports the organization’s student placement programs
· Contributes to the organization’s work by participation in activities that seek to strengthen collaborative and interdisciplinary teamwork, such as committees and working groups, strategic planning and accreditation
· Contributes to the organization’s practices of hiring, orienting and training of employees
· Participates actively in team meetings
· Consults with and provides support to team members and other ConnectWell employees regarding professional issues
· Participates in the development of policies and procedures by providing feedback in the organization’s policy development process
· Works in a manner that incorporates health promotion and recognizes the determinants of health
· Participates in team and individual professional development opportunities

Occupational Health & Safety
This position must also work within the scope of all legislative and ConnectWell Health and Safety policies.  In this capacity, the employee:
· Works in a manner that promotes a safe, secure environment, and is compliant with the Duties of Workers under the Ontario Occupational Health & Safety Act (Section 28)
· Must read and follow all ConnectWell Occupational Health & Safety policies
· Works safely in consideration of the following job hazards:  noise, workplace violence
· Participates in Occupational health & Safety training as required:
· AODA
· WHMIS
· Employee Safety Training
· Other (as required)



I  __________________________     have read this job description and understand and accept the responsibilities outlined within.  I have also been given a copy of this job description.


_________________________________		____________________________________
Employee Signature			Date


_________________________________		__________________________
Supervisor Signature			Date
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