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Child Care Coordinator   - Responsibilities 

 

- Review/revise/disseminate pre-registration form (May); complete registration 

packet (June) 

- Compile data from registration process to determine staffing needs of six-to-

seven schools 

- Contact employees and see if they are returning to work and if there are any 

changes in their availability (currently we have 40 employees) 

- Interview and hire employees when necessary 

- Supervise child care employees 

- Set up individual employee work schedules based on employee availability and  

staffing needs per school 

- Maintain staffing needs on a daily basis due to employee absences (employees 

can call my home any time in the evening/night to call out sick or as early as 

4:00 AM in the morning to call out sick.  I must then make arrangements  for 

coverage of the employee by moving around other staff) 

- Oversee the registration of all children being enrolled in child care. (currently 

there are over 500 children registered to use the program) 

- Create the weekly attendance sheets for the before school and after school 

program per school, indicating drop off time of each child, days registered, 

and, pick-up time. 

- Emailing building secretaries, teachers, and administrators of any changes 

made to the attendance sheets (Registration is ongoing throughout the school 

year.  Parents may make changes in their registration throughout the school 

year also) 

- Calculating the individual bills the children registered in the program. The bills 

are calculated by the amount of hours a child is registered for per day 

multiplied by the amount of calendar days that school is in session. 

- Creating an individual “Quickbooks” account for all children in the child care 

program 

- Oversee the day to day operation of both the before and after school program 
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- Updating weekly attendance sheets and billing system due to changes made 

by parents 

- Order necessary games, equipment, food, and general supplies for the 

program on an ongoing basis (Purchase Orders) 

- Process monthly and extra hour invoices on a continuous basis. 

- Operate separate half-day programs that are open to all district children, not 

just those registered in child care. 

- Receive, post, and process all payments including preparation of deposits 

- Oversee a budget of over $300,000. 

- Handle discipline issues with parents up to and including suspension from child 

care. 

- Create and implement behavior plans for students in child care 

- Contact parents through phone calls, letters, and past due notices to collect 

unpaid child care bills and monies from bounced checks 

- Keep office open until 6:30 PM on a daily basis to meet needs of parents. 

Relieve employees at school if parents are late after latest pick-up time, if 

necessary.  

 

 

 

 

 

 

 

 

 

 

 

 


