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Succession Planning Policy 

Succession Planning is the process that an organization uses to identify and prepare candidates 
for high-level management positions that become vacant due to retirement, resignation, death 
or new business opportunities.  Recognizing that changes in management are inevitable, L.E.A.P. 
has established a succession plan to provide continuity in leadership and avoid extended and 
costly vacancies in key positions. 

The Executive Director is responsible for L.E.A.P.’s Succession Plan.  The Executive Director 
ensures succession planning activities as outlined will include Board Members, Human 
Resources Director, Finance Director, Senior Managers and other staff and volunteers as 
appropriate. 

The Executive Director will establish a “Succession Plan” that identifies critical executive and 
management positions, forecasts future vacancies in those positions and identifies potential 
managers who would fill the vacancies.   Appropriate Professional Development plans must be 
implemented for potential promotional candidates.   The Executive Director, based on current 
program needs, and at their discretion, may institute concurrent internal and external searches 
when there is no identified promotional candidate acceptable to fill the position. 

The Succession Plan must be reviewed within one week of any change in the positions included 
in the plan and within one month of the beginning of each calendar year. 

OVERVIEW OF ORGANIZATION: 
L.E.A.P. is a private, non-profit Community Action agency with 50+ years of service.  L.E.A.P.
provides multi-disciplinary resources and services to low-income Washington County resident’s
ages 0-Life.  A one-stop for human services including food, transportation, energy services, day
care, early childhood services, employment and training services, referral and networking with
other community resources and agencies.

Mission 
We support Individuals and Families in attaining Self-Sufficiency  

By providing Services, Sharing Resources and through Community Collaboration. 

We Value: 
The Resiliency of the Human Spirit 

Each Individual’s Right to Self-determination 
The Integrity and Professional Behavior of Our Staff 

Our Customers’ Engagement and Active Participation in the Services Received 
Our Responsibility and Accountability for the Operation of Quality Programs 
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Emergency Succession Plan 

Leadership plays an essential role in the success of a nonprofit organization and a change within 
leadership and management is as inevitable as the passing of time. 

This document exhibits L.E.A.P.’s recognition that planning for planned, unplanned or temporary 
leadership change is extremely important and can establish order in a time of turmoil, confusion 
and high stress. 

Vacancy of the Executive Director 

The Executive Director is the sole employee of The Board of Directors of L.E.A.P.  The Board 
recognizes that this is a plan for contingencies due to the disability, death or departure of the 
Executive Director.  If the organization is faced with the unlikely event of an untimely vacancy of 
the Executive Director, L.E.A.P. has in place the following emergency succession plan to facilitate 
the transition both interim and longer-term leadership. 

L.E.A.P.’s Board of Directors has reviewed the job description of the Executive Director.  The job
description is attached.  The Board has a clear understanding of the Executive Director’s role in
organizational leadership, program development, program administration, operations, board of
director’s relationships, financial operations, resource development and community presence.

Plan in Event of a Temporary, Unplanned Absence:  Short Term 
A temporary absence is one of less than three months in which it is expected that the Executive 
Director will return to his/her position once the events precipitating the absence are resolved.  An 
unplanned absence is one that arises unexpectedly, in contrast to a planned leave, such as a 
vacation or a sabbatical.  L.E.A.P.’s Board of Directors authorizes the Executive Committee to 
implement the terms of this emergency plan in the event of the unplanned absence of the 
Executive Director. 

In the event of an unplanned absence of the Executive Director, the HR Director is to immediately 
inform the Board Chairman of the absence.  As soon as it is feasible, the Chairman should convene 
a meeting of the Board Executive Committee to affirm procedures prescribed in this plan or to 
make modifications as the Committee deems appropriate. 

The Senior Administrative Team will continue to lead their departments as stated in each 
individual job description.    

The Executive Committee of the Board of Directors will may select and appoint an individual(s) at 
the time of the vacancy to an “Interim” Executive Director position. The Executive Committee may 
also consider the option of splitting executive duties among more than one designated appointee 
as recommended herein. 

Authority and Compensation of the Interim Executive Director: 
The person(s) appointed as Interim Executive Director(s) shall have the full authority for decision-
making and independent action as the regular Executive Director. 
The Interim Executive Director(s) may be offered one of the following:   
1. A temporary salary increase to the entry-level salary of the Executive Director.

GUEST
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2. A bonus to be determined at the time of vacancy for the specified period of time as
Interim Executive Director.

3. A salary increase determined by the Board at the time of the vacancy.

Board Oversight: 
The Executive Committee of the Board of Directors will be responsible for monitoring the work of 
the Interim Executive Director(s).  The Executive Committee will be sensitive to the special support 
needs of the Interim Executive Director(s) in this temporary leadership role. 

Communications Plan:
Immediately upon transferring the responsibilities to the Interim Director(s), the Board Chair or 
individual designated by the Board Chair will notify staff members, members of the Board of 
Directors and key volunteers of the delegation of authority. 

As soon as possible after the Interim Executive Director(s) has begun covering the unplanned 
absence, Board members and the Interim Executive Director shall communicate the temporary 
leadership structure to the key external supporters of L.E.A.P.  This may include but not be limited 
to State and Federal funding sources, Washington County Board of Supervisors, County 
Administrator, County Treasurer, departments such as DSS, OFA, Veterans, Local Development 
Corporation, Youth Bureau, Glens Falls National Bank and the various other agencies, businesses, 
etc. as appropriate.  Communication will be completed in written format and phone calls may be 
conducted when appropriate. 

Completion for Short-Term Emergency Period: 
The decision about when the absent Executive Director returns to lead L.E.A.P. should be 
determined by the Executive Director, who will provide a written request and to the Executive 
Committee.  They will decide upon a mutually agreed upon schedule and start date.  A reduced 
schedule for a set period of time can be allowed, by approval of the Executive Committee, with 
the intention of working their way back up to a full-time commitment. 

Plan in the Event of a Temporary, Unplanned Absence:  Long-Term 
A long-term absence is one that is expected to last more than three months.  The procedures and 
conditions to be followed should be the same as for a short-term absence with one addition:  The 
Executive Committee and/or the Board of Directors will give immediate consideration, in 
consultation with the Interim Executive Director(s), to temporarily filling the management 
position left vacant by the Interim Executive Director(s).  This is in recognition of the fact that a 
term of more than three months may not be reasonable to expect the Interim Executive Director 
to carry the duties of both positions.  The position description of a temporary manager would 
focus on covering the priority areas in which the Interim Executive Director(s) needs assistance.  

Completion of Long-Term Emergency Period:
The decision about when the absent Executive Director returns to lead L.E.A.P. should be 
determined by the Executive Director, who will provide a written request, to the Interim Executive 
Director, and the Executive Committee.  They will decide upon a mutually agreed upon schedule 
and start date.  A reduced schedule for a set period of time can be allowed, by approval of the 
Executive Committee, with the intention of working their way up to a full-time commitment.  The 
“Interim” Executive Director position will be reviewed and evaluated at this time to determine 
need and duration of the acting position. 
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Succession Plan in Event of a Permanent Change in the Executive Director: 
A permanent change is one in which it is firmly determined that the Executive Director will not be 
returning to the position: 

The Board of Directors will appoint a Transition and Search Committee within 5 days of receipt of 
a formal notification such as a resignation, retirement, etc. to plan and carry out a transition to a 
new permanent Executive Director.  The Board will also consider the need for outside consulting 
assistance depending on the circumstances of the transition and the Board’s capacity to plan and 
manage the transition and search.   

The Transition and Search Committee will also determine the need for an Interim Executive 
Director, and plan for the recruitment and selection of permanent Executive Director. 

Succession Plan for Senior Management Positions:
The Board of Directors of L.E.A.P. recognizes that this is a plan for contingencies due to the 
disability, death or departure of any L.E.A.P. Senior Management including Human Resources 
Director, Finance Director and department heads as follows; Program Directors for Career and 
Family Services and Head Start/Early Head Start.   

The Board of Directors has designated that the Executive Director is responsible for the 
recruitment and hiring of all staff within L.E.A.P. 

If the organization is faced with the unlikely event of an untimely Senior Management vacancy in 
one of the above-mentioned departments, the Board of Directors delegates the authority to the 
Executive Director to initiate the following emergency succession plan to facilitate the transition 
to both interim and longer-term leadership. 

The Executive Director has reviewed the job descriptions for the Senior Management for the 
above-mentioned departments.  The job description(s) are attached.  The Executive Director has 
a clear understanding of the role of each Senior Manager in overall organizational leadership, 
program development, program administration, operations, board of director’s relationships, 
financial operations, resource development and community presence. 

At the time this Plan was approved, Senior Manager positions are: 

Human Resources Director:  Mary Jarvis Caro 
Finance Director:  Emily Fagle 
Program Director, Career and Family Services:  Nancy Warnock 
Program Director, Head Start/Early Head Start:  Shannon Stockwell

Plan in the Event of a Temporary, Unplanned Absence:  Short-Term
A temporary absence is one of less than three months in which it is expected that the Senior 
Manager will return to his/her position once the events precipitating the absence are resolved. 
An unplanned absence is one that arises unexpectedly, in contrast to a planned leave, such as a 
vacation or a sabbatical.  The Executive Director of L.E.A.P. shall implement the terms of this 
emergency plan in the event of the unplanned absence of a Senior Manager. 
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The Executive Director will work with the Senior Manager to identify and name an Interim 
Manager, qualified to perform the Management responsibilities during the temporary absence.  
If there is no qualified appointee or should appointees to the above positions be unable to serve, 
the Executive Director will oversee the operations of the specific department until a plan for filling 
the vacancy as defined below has been made.  The Executive Director may consider splitting the 
Senior Manager duties among other employees designated as appropriate at the time the vacancy 
takes place. 

Authority and Compensation of the Acting Senior Manager or Designees:
The person(s) appointed to fill the vacant Program Director position and/or duties shall have full 
authority for decision-making and independent action as the regular Senior Manager.  The 
person(s) appointed to fill the vacant Senior Manager position and/or duties may be offered: 
1. A temporary salary increase.
2. A bonus to be determined at the time of vacancy for a specified period of time.

Board Oversight: 
The Board of Directors authorizes the Executive Director as the individual responsible for 
monitoring the work of the Acting Senior Manager.  The Executive Director will be sensitive to the 
special support needs of the Acting Senior Manager in this temporary leadership role. 

Communications Plan:
Immediately upon transferring the responsibilities to the Interim Senior Manager, the Executive 
Director will notify Board members, staff members and key volunteers of the delegation 
authority.  Changes in Senior Management whose salary is more than 50% Head Start will be 
communicated to the Policy Council as appropriate. 

As soon as possible after the Interim Senior Manager has begun covering the unplanned absence, 
the Executive Director and the Interim Senior Manger shall communicate the temporary 
leadership structure to the following key external supporters of the designated department of 
L.E.A.P.  This may include, but not be limited to State and Federal funding sources, Washington
County Board of Supervisors, County Administrator, County Treasurer, departments such as DSS,
OFA, Veterans, Local Development Corporation, Youth Bureau, Prospect, Glens Falls National
Bank and the various other agencies, businesses, etc. as appropriate.

Completion of Short-Term Emergency Period:
The decision about when the absent Senior Manager returns to lead the designated department 
of L.E.A.P. should be determined by the Senior Manager and Executive Director.  They will decide 
upon a mutually agreed upon schedule and start date.  A reduced schedule for a set period of 
time can be allowed, by approval of the Executive Director, with the intention of working their 
way back up to a full-time commitment. 

Plan in Event of a Temporary, Unplanned Absence:  Long-Term
A long-term absence is one that is expected to last more than three months.  The procedures and 
conditions to be followed should be the same as for a short-term absence with one addition: 
If not already filled as in a short- term absence the Executive Director will give consideration to 
temporarily filling the management position left vacant by the Senior Manager.  This is in 
recognition of the fact that for a term of more than three months, it may not be reasonable to 
expect the Executive Director to carry duties of both positions.  The position description of a 
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temporary manager would focus on covering the priority areas which the Executive Director 
needs assistance. 

Completion of Long-Term Emergency Period:
The decision about when the absent Senior Manager returns to lead the designated department 
of L.E.A.P. should be determined by the Senior Manager and Executive Director.  They will decide 
upon a mutually agreed upon schedule and start date.  A reduced schedule for a set period of 
time can be allowed, by approval of the Executive Director, with the intention of working their 
way up to a full-time commitment. 

Succession Plan in Event of a Permanent Change in Senior Manager: 
A permanent change is one in which it is firmly determined that the Senior Manager will not be 
returning to the position.  If not already done the Executive Director will determine the need for 
an interim Manager, and plan for the recruitment and selection of an interim Senior Manager 
and/or permanent Senior Manager. 

The Board of Directors gives authority to the Executive Director to work with remaining Senior 
Management within 5 days of receipt of formal notification such as a resignation, retirement, etc. 
to develop a plan to interview and hire an individual to fill the Senior Manager position.  The 
Executive Director will keep the Executive Committee advised on the status of filling the Senior 
Manager Position and will be included in the process of recruitment and hiring of the permanent 
Senior Manager position. The recruitment procedures and eventual permanent hiring of the 
Senior Manager shall be in the sole discretion of the Executive Director. 

Succession Plan for Key Administrative and Program Staff:
The Board of Directors of L.E.A.P. recognizes that this is a plan for contingencies due to the 
disability, death, or departure of Administrative Staff as listed below.  If the organization is faced 
with the unlikely event or an untimely vacancy, L.E.A.P. has in place the following emergency 
succession plan to facilitate the transition to both interim and longer-term leadership. 

The Board gives authorization to the Executive Director, Senior Managers and other appropriate 
staff as designated by the Executive Director, to immediately address the vacancies of the Key 
Administrative and Program Staff.  This team of individuals will review the specific job 
descriptions.  The team will develop a clear understanding of the job responsibilities of the 
specified position in regard to leadership, program development, program administration, 
operations, board of director’s relationships, financial operations, resource development and 
community presence.  It is the responsibility of each Senior Manager, working with the Executive 
Director and the Human Resources Director to determine a hiring procedure that conforms to the 
Standard established by Federal, State and Local laws. 

Plan in the Event of a Temporary, Unplanned Absence: Short-Term
A temporary absence is one of less than three months in which it is expected that individuals will 
return to his/her position once the events precipitating the absence are resolved.  An unplanned 
absence is one that arises unexpectedly, in contrast to a planned leave such as a vacation or 
sabbatical.  The Board of Directors authorizes the Executive Director to implement the terms of 
this emergency plan in the event of the unplanned absence of staff in all positions. 

In the event of an unplanned absence by an employee the Senior Manager overseeing the position 
will immediately inform the Executive Director and Human Resources Director.  For positions 
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listed above which are supervised directly by the Executive Director, the Executive Director would 
immediately notify the Human Resources Director. 

The Executive Director, together with Senior Managers, as appropriate, will immediately establish 
the transition team.   The transition team may determine that open positions may not be required 
to be filled and may redistribute duties and responsibilities to best meet agency and program 
needs.  The Executive Director, along with the transition team will make the determination 
whether an interim individual will be assigned to the position or job duties of this position will be 
split among other appropriate management employees. 

Authority and Compensation of the Individual Placed in a Specified Job Title:
The assigned employee to the specified position shall have the authority for decision-making and 
independent action as the employee regularly assigned to the position, unless otherwise 
determined by the Executive Director and Senior Manager. 

The employee assigned to cover the specified position may be offered: 
1. A temporary increase in salary to the entry-level salary of the specified position.
2. A bonus to be determined at time of vacancy for a specified period of time.

Board Oversight:
The Board gives authorization to the Executive Director to oversee the process and report back to 
the Board as required and appropriate. 

Communications Plan: 
Immediately upon transferring the responsibilities to the designated employee, the Executive 
Director and Program Director will notify staff members, members of the Board and other agency 
contacts, etc. as required and appropriate.   Changes in staffing within Head Start will be 
communicated to the Policy Council as appropriate. 

Completion of Short-Term Emergency Period:
The decision about when the absent employee returns to the specified department with L.E.A.P. 
should be determined by the employee, Executive Director and Senior Manager.  They will decide 
upon a mutually agreed upon schedule and start date.  A reduced schedule for a set period of 
time can be allowed, by approval of the Executive Director and Senior Manager, with the intention 
of working their way back up to a full-time commitment. 

Plan in Event of a Temporary, Unplanned Absence: Long-Term 
A long-term absence is one that is expected to last more than three months. The procedures and 
conditions to be followed should be the same as for a short-term absence with one addition:  The 
Board of Directors authorizes the Executive Director to work with the Senior Manager of the 
specified department to discuss temporarily filling the vacant position. 

This is in recognition of the fact that for a term of more than three months, it may not be 
reasonable to expect another employee to carry the duties of both positions.  The temporary 
position would focus on covering the priority areas of the absent employee. 

Completion of Long-Term Emergency Period:
The decision about when the absent employee returns to his/her position with the specified 
department of L.E.A.P. should be determined by the Executive Director, Senior Manager of 
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specified department and the employee.  They will decide upon a mutually agreed upon schedule 
and start date.  A reduced schedule for a set period of time can be allowed, by approval of the 
Executive Director and the Senior Manager of the specified department, with the intention of 
working their way up to a full-time commitment. 

Succession Plan in Event of a Permanent Change in One of the Specified Positions: 
A permanent change is one in which it is firmly determined that the employee in the specified 
department and job title will not be returning to the position.  The procedures and conditions 
should be the same as for a long-term temporary absence with one addition: 

The Board of Directors gives authority to the Executive Director to work with the Senior Manager 
of the specified department within 5 days of receipt of formal notification such as a resignation, 
retirement, etc. to develop a plan to interview and hire an individual to fill the vacant position.  
Posting of positions will be conducted internally first.  If no current employee has the 
qualifications and/or meets the requirements of the job description, the position will be 
advertised externally. 

Checklist for Acceptance of All Types of Emergency Succession Plans 

✓ Succession Plan Approval:  This succession plan will be reviewed and approved by the
Board Executive Committee and forwarded to the full Board of Directors for its initial
approval and vote.  This plan should be reviewed annually.  Subsequent Board approval
will be requested when changes are made in Executive Director and Senior Management
Personnel.

✓ Signatories:  The Board Chair, Executive Director, and HR Director shall sign this plan, and
the appointees designated in this plan.

✓ Organizational Charts:  Two types of organizational charts need to be prepared and
attached to this plan.  Prepare organizational charts reflecting staffing positions and lines
of authority/reporting throughout the organization.  Prepare and attach organizational
charts reflecting how that structure will change within the context of an
emergency/unplanned absence by the Executive Director, Senior Manager or other
designated management staff within this plan.

✓ Important Organizational Information:  Complete Information and Contact Inventory
and attach it to this document.  Also attach a current list of the organization’s Board of
Directors.

✓ Copies:  Copies of this Emergency Succession Plan along with the corresponding
documentation shall be maintained by the Board Chair, the Executive Director, the, the
HR Director and the organization’s attorney.
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Information and Contact Inventory for 
L.E.A.P.

Knowing where L.E.A.P.’s key information for all departments is located is critical so that if an 
emergency succession should occur, L.E.A.P. would be able to quickly continue work in the most 
efficient and effective way. 

Department:  __Administration__Career and Family Services __Head Start/Early Head Start 

Onsite Location  Offsite Location 
Nonprofit Status 
IRS Determination Letter 
IRS Form 1023  
Bylaws     

One Drive>LEAP>Board Documents>Agency Documents>IRS_Determination_Letter 

One Drive>Board Documents>Agency Documents 

One Drive>Board Documents>ByLaws

Mission Statement 
Board Minutes  One Drive>Board Documents>Meeting Minutes

Corporate Seal  
  Hutch Program Suite 

Safe kept at 383 Broadway, Stw B010

Financial Information 
Employer Identification Number (EIN) #: 14-1494402 
Employer Identification Number (EIN) ETA #: 14-1561023 

Current & Previous 990s       One Drive>Documents>Finance>Agency Audits_Year End

Current & Previous 
Audited Financial Statements      Q Drive>Board Documents>Agency Documents 

Financial Statements (if not part 
Of the computer system and 
regularly backed-up) FundEZ (Fiscal – Admin)  
State or District Sales Tax 
Exemption Certificate  Fiscal - Admin Q Drive>Board Documents>Audit 

Blank Checks  Fiscal - Admin 
Computer Passwords  Supervisors 
Donor Records  C & F Prog Coord Office / Fiscal -Admin (cash donations) / ChildPlus (In-Kind)
Client Records  Storage – C&FS; ChildPlus - Head Start
Vendor Records  383 Broadway, B010 One Drive>Finance>Contracts

Volunteer Records C & F Prog Office HS Admin- ChildPlus 

Auditor Information: 
Name:  EFPR 
Address: 6390 Main Street, Suite 200, Williamsville, NY 14221 
Phone Number/Email: 716-634-0700 

Legal Counsel: 
Name:  J. Lawrence Paltrowitz, Bartlett, Pontiff, Stewart & Rhodes, PC
Address: One Washington Street, Glens Falls, NY 12801 
Phone Number/Email: 518-792-2117, 518-824-1040 fax 

Information and Contact Inventory continued: 

ELandry
Highlight
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Financial Information continued:
Bank Name: Arrow Financial Corporation (i.e. Glens Falls National Bank & Trust; Saratoga 
National Bank) 
Address: Main 250 Glen St, Glens Falls, NY 12801/FE – 159 Broadway, Fort Edward, NY12828 
Phone Number:  Main – 518-745-1000/Wash Co. 518-747-4165  
Fax Number/Email:        Washington Co. Branch 518-747-9442  
Branch Representative: Amber Mercure  _______ 
L.E.A.P. Bank Account Names – Account Numbers

Debit Card -  10536771  
Community Action Angels - 10409361 
General Checking - 9800036 
Payroll – 9800049 
Policy Council -  9813366 
Accrued Vacation – 10935217 
Certificate of Deposit – 833862  
Line of Credit – 61227070 
Sweep Account (Saratoga National Bank) - 70229390 

Investments/Retirement: 
Financial Planner/Broker Company: NBT Bank 
Address: 86 Glen St, Glens Falls, NY 12801 
Phone Number: 518-745-5203  Fax Number:518-792-8130 
Email: sgrant@nbtbank.com  
Representative: Sheila Grant 
Specify Investment/Retirement Account:  401(k) &Defined Benefit Plan (HS/EHS Only) 

Financial Information continued:
Investment/Retirement- Actuarial Services: 
Financial Planner/Broker Company:  EPIC (HS/EHS only) 
Address: Rochester, NY  
Phone Number:  Fax Number: 
Email:  
Representative:Matt Pine, FSA EA mpine@epicrps.com 

Specify Investment/Retirement Account: Retirement DBPP Head Start/Early Head Start 
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Who is authorized to make transfers? 
Shelley Smith; Emily Fagle
Who is authorized to make wire transfers? 

same 
Are there alternatives? 

no 

Who are the authorized check signers? 
Shelley Smith, Jeffrey Meyer; Policy Council Chair & Treasurer may (but not must) have 
signing authority for the GFNB Policy Council Account Only
Is there an office safe and who has the combination/keys? 

Finance Director 

Human Resources Information 
Department Onsite Location  Offsite Location 

Employee Records 
& Personnel Info*: 
Administration: HR Office Cab - Admin 
Career & Family 
Services:            HR Office Cab - Admin 
Head Start/ 
Early HS            HR Office HS River St Emg contacts at each Center - HS 
*Names, home addresses, phone numbers, email, emergency contacts, etc.

I-9s:
Administration: HR Office Cab - Admin
Career & Family
Services:           HR Office Cab - Admin
Head Start/
Early HS:          HR Office HS River St

Payroll 
Internal: 
Who is responsible for processing payroll internally? 
N/A 
What departments is internal payroll processed for? 
N/A 

External:   
Company Name: Paychex 
Address:  1365 Washington Ave, Suite 201, Albany, NY  12206  
Contact Name: Karla Edelman, 833-804-5728 ext. 5123244   
Email: kedelman@paychex.com
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Facilities Information:
  Onsite Location   Offsite Location 

Office Lease   HS Adm Fiscal Office 
Building Deed 
for:  Specify: 
Warehouse:      Admin  
Cambridge 
HS/EHS:        HR Office Cab #182 

Building Management 
Company Name:    Washington County Buildings & Grounds 
Contact Name: Matt Jones 
Phone Number: (518) 746-2451 Fax Number: 
Emergency Number: (518) 746-2454; (518) 260-2789 

Facilities/Address(es)/Phone Numbers overseen by the above: L.E.A.P.Adm and C & FS both in 
Municipal Building, fiscal offices – HS Dix Ave, HS Admin. and school at 11 St. Paul’s Drive, 
Hudson Falls, Whitehall HS Center;  

Office Security System 
Company Name:  Mahoney Plus  
Account Number: 
Representative:  
Phone Number:  518-793-7788 (code EGO) Fax Number: 
Email:  
Broker Phone Number: Fax Number: 
Email:  

Facilities/Address(es)/Phone Numbers covered by this security system: 
All Head Start sites, with the exception of Granville Head Start – which is covered by 

Granville Central School District. 

Insurance Information 
General Liability/Commercial Umbrella 
Company/Underwriter: Selective Insurance Company of NY 
Policy Number:  S 2091659 
Representative: P. Beames Mang Insurance Agency LLC 
Phone Number: 518-796-0052; 518-798-6203 Fax Number: 
Email: peter.beames@manginsurance.com  

General Liability/Commercial Umbrella 
Company/Underwriter: One Beacon Insurance (Special Matters)  
Policy Number:  219901236      
Representative: R. Jarvis – Carey Insurance      
Phone Number: 518-747-0945 Fax Number: 747-4527 
Email:  

mailto:peter.beames@manginsurance.com


13 

Directors & Officers Liability/Bonding/Fidelity 
Company/Underwriter: Selective Insurance Company of NY 
Policy Number:  S 2091659 
Representative:  P. Beames (Mang Ins)  
Phone Number: 518-796-0052; 518-798-6203 Fax Number:  747-4527; 
Email: peter.beames@manginsurance.com 

Health Insurance 
Company/Underwriter: Marshall & Sterling  
Policy Number(s):  10008872 
Representative: Matt Schuette, Beth Sturtevant  
Phone Number: 518-792-0042 ext 122;  Fax Number:  518-792-0233    Email: 
mschuette@marshallsterling.co
Broker: Matt Schuette, Marshall & Serling  
Phone Number: 518-373-0068 ext 213   Fax Number: 518-761-2962  
Email: bsturtevant@marshallsterling.com 

Unemployment Insurance
Company/Underwriter: 
Policy Number(s): 
Representative:  
Phone Number:  Fax Number: 
Email:  
Broker:  
Phone Number:  Fax Number: 
Email:  

Workers Compensation 
Company/Underwriter: Selective Insurance Company 
Policy Number:    9034702 
Representative:      
Phone Number: 518-817-2742 Fax Number: 518-437-8080 
Email: 
Broker: NBT Mang Insurance 
Phone Number: 607-337-4400 Fax Number: 
Email:  

Disability Insurance  (Short-Term)
Company/Underwriter: Standard Life Insurance Co. of NY (All) 
Policy Number:  753023-A 
Representative:  Gina Sakowski, Matt Schuette, Jaeger and Flynn Assoc. 
Phone Number:  800-538-8439 Fax Number: 877-431-8901 
Email: gina.sakowski@standard.com 

Disability Insurance (Long-Term)
Company/Underwriter:  N/A 
Policy Number:  
Representative:  

mailto:peter.beames@manginsurance.com
mailto:mschuette@jaegerflynn.com
mailto:mschuette@jaegerflynn.com
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Phone Number:  Fax Number: 
Email:  
Broker:  
Phone Number:  Fax Number: 
Email:  

Life Insurance 
Company/Underwriter:  Guardian 
Policy Number:   321599  
Representative:  Beth Sturtevant, Ashley Nichols
Phone Number: 518-373-0069 Ext 213, ext 212 Fax Number: 518-373-0121 
Email: bsturtevant@marshallterling.com , alnichols@marshallsterling.com
Broker: Matt Schuette,  

Fax Number: 518-792-0233 Phone Number: 518-792-0042 ext 122 
Email: mschuette@marshallsterling.com 

Dental Insurance

Company/Underwriter:  Guardian Dental 
Policy Number:  321599  
Representative: Beth Sturtevant
Phone Number: 518-373-0069 Ext 213 Fax Number:   518-373-0121 
Email: bsturtevant@marshallsterling.com 
Broker: Matt Schuette, JFA Fax Number: 518-792-0233 

Phone Number: 518-792-0042 ext 122 Email: mschuette@jaegerflynn.com 

Fax Number: 

Company/Underwriter: 
Policy Number:  
Representative:  Phone 
Number:  Email:  

Long Term Care

mailto:mschuette@jaegerflynn.com
mailto:cparatore@jaegerflynn.com
mailto:mschuette@jaegerflynn.com
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Date of Completion for Information and Contact Inventory: 1/6/2023

Name(s) and Title(s) of Person(s) Completing Document: 

Name/Title 
Shelley Smith – Executive Director

Mary Jarvis Caro– HR Director 
Emily Fagle – Finance Director 

The Emergency Succession Plan and all supporting documents (the information and contact 
inventory, job descriptions, and organizational charts) will be reviewed and updated annually. 

Signatures of Approval:  L.E.A.P.

Board Chair Date 

Executive Director Date 

HR Director Date 

Individual Recommended as Interim Executive Dir. Date 

Adopted by the BOD – 2013 
Revised – 2014, 2015,2018 

The template for this document was developed by the Center for Nonprofit Advancement. 
www.nonprofitadvancement.org 

  Template – 2006 Center for Nonprofit Advancement 
Revised May 2019 

http://www.nonprofitadvancement.org/
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Job Descriptions

Job Title: Executive Director 
Department: Administration 
Status: Exempt 
Location: Admin Suite 
Reports To: Board of Directors 

The Washington County Economic Opportunity Council, Inc. Executive Director is directly 
responsible to the Washington County Economic Opportunity Council, Inc. Board of Directors.  
The Executive Director ensures that all programs are in compliance with Federal, State and Local 
regulations, required performance measures, developed Plan requirements, as well as, all rules, 
regulations and requirements of all funding sources administered through these departments.  
It is the understanding and expectation of this organization that all employees will take the 
opportunity to contribute to the overall success and mission of the agency above and beyond 
the basic requirements of their job.  The Executive Director is responsible for the direct 
supervision of the Chief Financial Officer, Human Resources Director and the Program Directors 
of Career and Family Services and Family Development. 

Responsibilities: 

1. To provide leadership in the formulation, development and execution of all
Community Action Programs in Washington County.

2. Establish, respect and maintain confidentiality of the agency, its employees, its
customers and its governing boards, both within the agency and the community, in
accordance with agency policy and applicable state and federal laws.  Establish,
ensure and adhere to all program policies and procedures.

3. Directly supervise Administrative Staff and ensure that all Program Staff within the
various departments have appropriate supervision and support as required and
appropriate.

4. Hire new Administrative employees in coordination with the EOC Board of
Directors provide them with an orientation, in-service trainings and conduct
Annual staff performance evaluations.

5. Assist in the preparation of all required plans, applications, required documents for
all federal, state, and local funding sources, ensuring appropriate EOC Board,
Management and Staff involvement.

6. Develop and maintain a management system that ensures proper planning and
efficient operation of all programs within the agency.

7. Ensure that a process to annually review and revise the Personnel Policies of the
agency, together with the HR Director, is in place and completed in accordance with
all federal, state labor laws and program performance standards.

8. Ensure that a comprehensive and coordinated financial management system, with
the assistance of the Fiscal Director maintains control over current operations and
provides accurate, current and complete disclosure of financial matters.

9. Conduct, or cause to be conducted, a Community Assessment of Need for the
service area no less than every 3 years in accordance with the requirements of
established performance standards and funding requirements.  It is the
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responsibility of the Executive Director to publish and promote the Community 
Assessment throughout the area. 

10. Maintain staff utilization and develop a program, which ensures an analysis of
current and future staff needs.

11. Ensures and coordinates the annual review, revision, etc. of all program plans,
contracts, agreements, policies and procedures with Program Directors,
administrative employees as required and appropriate.  Assessing staff needs
through this process.

12. Ensure ongoing in-house monitoring of all programs with timely written
reports.  Review of reports and necessary actions made in a timely manner.

13. Establish and maintain an internal communication system which facilitates the
flow of information to and from staff, customers, agency partners, Boards and
the EOC Executive Director.

14. Ensure that all monthly, quarterly and yearly program and fiscal reports are
compiled and submitted according to program rules regulations and
compliance.

15. Develop and maintain community partnerships with other resources and providers,
including social service agencies, educational providers, faith-based organizations,
that support and enhance services to low-income clients.

16. Maintain a positive and active public relations effort within the community in
order that the program’s philosophy and goals are better understood.

17. Conduct and/or participate in all appropriate staff, administrative, Board
committee and Board meetings.

18. Participate in appropriate workshops, conferences, etc. at the local, state and
national levels.

19. Address and complete all activities that are requested by the EOC Board of
Directors.

20. Assure coverage and oversight responsibility in the absence of the Executive
Director.

21. All other duties assigned by the Board of Directors

Qualifications: 

1. Minimum B.A./B.S degree from an accredited college or university with ample
courses in the fields of sociology, psychology and political science;
Or have at least six years of experience in administration in a community related or
public service field.

2. It is highly desirable (though not essential) that the Executive Director have
work experience within a CAP agency or in some capacity of working with
low-income people.

3. Administrative, Leadership and Supervisory experience preferred.
4. Ability to manage and head a multi-purpose organization.

Salary: 

The Executive Director’s salary is established in accordance with the Employee Handbook 
and all existing Grade Scales and policies of the Agency.  Adjustments to salary and benefits 
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outside of those granted to all agency employees is done solely at the discretion of the 
Board of Directors of EOC. 
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Job Title: Director of Human Resources 
Department: Administration 
Status: Exempt 
Location: Broadway, Suite B003A  
Reports To: Executive Director 
Approved By: Board of Directors  
Approved Date: 3/12/14 

SUMMARY
The Washington County Economic Opportunity Council, Inc.’s HR Director is directly 
responsible to the Executive Director.  The HR Director is responsible for the overall 
administration, coordination, and evaluation of the Human Resources function.   It is the 
understanding and expectation of this organization that all employees will take the 
opportunity to contribute to the overall success and mission of the agency above and 
beyond the basic requirements of their job. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be
assigned. 

1. Establish respect and maintain confidentiality of the agency, its employees,
its
customers’ and its governing boards, both within the agency and the
community,
in accordance with agency policies and applicable state and federal laws.

2. Annually reviews and makes recommendations to Executive Management for
improvement of Agency’s policies, procedures, and practices on personnel
matters.

3. Maintains knowledge of industry trends and employment legislation and
insures Agency compliance.

4. Communicates changes in Agency personnel policies and procedures and
insures proper compliance is followed.

5. Responsible for Agency compliance with Federal and State legislation
pertaining to all personnel matters.

6. Assists executive management in the annual review, preparation and
administration of Agency Strategic Plan, Succession Plan and wage and salary
program

7. Consults with legal counsel as necessary and appropriate, and/or as directed
by Executive Director.

8. Works directly with Program Directors and department managers to assist
them in carrying out their responsibilities on personnel matters.

9. Conducts and/or coordinates exit interviews to determine reasons behind
separation and to ensure completion of necessary documentation.

10. Recommends, evaluates and participates in Staff Development for the
Agency.

11. Manages employees’ medical, pension, COBRA and FMLA benefits.  Provides
HR leadership, makes recommendations, facilitates discussions and ensures
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compliance in the areas of employment law, performance management, 
recruitment, organizational development, terminations, compensation and 
benefits.  Represents Agency’s interest in disputes regarding Workers 
Compensation, FMLA, human rights, disability and unemployment claims.  
Investigates, advises and supports management on any grievance, identifying 
trends and potential remedial action. 

12. HRIS implementation to meet and support Agency personnel information
needs.

13. Assists the Executive Director with Board of Directors matters, ensuring that
meeting notices are mailed, meeting minutes taken, compiled and filed in a
timely manner, follow-up as required, and files maintained as necessary.

14. Compile and coordinate required program reporting and submittal of reports
per specified guidelines and timeframes.

15. Attend all staff and other appropriate meetings, trainings and conferences
some of which may require out-of-town travel and evening/overnight
attendance.

SUPERVISORY RESPONSIBILITIES 
Carries out supervisory responsibilities in accordance with the organization's policies and 
applicable laws. Responsibilities include hiring, training, discipline and termination of 
employees; planning, assigning, and directing work; addressing complaints and resolving 
problems.   

QUALIFICATIONS   
To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

EDUCATION and/or EXPERIENCE  
Bachelor’s degree or equivalent of four to ten years related experience and/or training 
or equivalent combination of education and experience. 

LANGUAGE SKILLS  
Superior verbal/written skills and presentation skills.  Good punctuation, spelling, 
grammar and attention to detail a must.  Strong interpersonal skills essential. 

REASONING ABILITY  
Strong analytical and problem solving skills. 

CERTIFICATES, LICENSES, REGISTRATIONS  
HRCI accreditation; A valid driver’s license which meets agency standards. 

WORK ENVIRONMENT 
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The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  

This job description is not intended to be all inclusive.  The employee will perform 
other reasonably related business duties as assigned by the Executive Director. 

Washington County Economic Opportunity Council, Inc. reserves the right to revise or 
change job duties or responsibilities as the need arises.  This job description does not 
constitute a written or implied contract of employment. 
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Job Title: Finance Director 
Department: Administration 
Status: Exempt 
Location: Fiscal 
Reports To: Executive Director 
Prepared By: HR Director
Prepared Date: April 2018
Approved By:   
Approved Date: 

The Finance Director is directly responsible to the Executive Director and is responsible for 
directing the fiscal functions of the corporation with generally accepted accounting principles 
issued by regulatory and advisory organizations and in accordance with financial management 
techniques and practices appropriate within the industry. This position is responsible for the 
direct supervision of the Senior Fiscal Officer and the indirect supervision of fiscal staff.   It is the 
understanding and expectation of this organization that all employees will take the opportunity 
to contribute to the overall success and mission of the agency above and beyond the basic 
requirements of their job. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

1. Respect and maintain confidentiality of the agency, its employees, its clients and its
governing boards both within the agency and the community in accordance with agency
policy and applicable state and federal laws.  Ensure and adhere to all program policies
and procedures.

2. Plan, develop, organize, implement, direct and evaluate the organization’s fiscal
function and performance.

3. Ensures compliance with federal, state and local legal requirements by researching
existing and new legislation, consulting with outside advisors, and filing fiscal reports.
Advises management of actions and potential risks.

4. Participate in the development of the agency’s plans and programs as a strategic partner.
5. Evaluate and advise on the impact of long range planning, introduction of new

programs/strategies and regulatory action.
6. Provide timely and accurate analysis of budgets, financial reports and financial trends in

order to assist the Executive Director, Board of Directors and senior management in
performing their responsibilities.

7. Enhance and/or develop, implement and enforce policies and procedures of the agency
by way of systems that will improve the overall operation and effectiveness of the agency.

8. Manages budget and controls expenses effectively.
9. Provide technical financial advice and knowledge to others within the financial discipline.
10. Continual improvement of the budgeting process through education of program directors

on fiscal issues impacting department budgets.
11. Provide strategic financial input and leadership on decision making issues affecting the

agency.
12. Protects assets by establishing, monitoring and enforcing internal controls.

13. Develop a reliable cash flow protection process and reporting mechanism that includes
minimum cash threshold to meet operating needs.

14. Advise from the fiscal perspective, on any contracts into which the agency may enter.



23 

15. Evaluate the fiscal department structure and team plan for continual improvement of
the efficiency and effectiveness of the group as well as provide individuals with
professional growth opportunities.

16. Attend staff, administrative, Board and Board Committee meetings and all appropriate
trainings, some of which may require out-of-county travel and evening/overnight
attendance.

17. Duties may change at any time with or without notice.

Qualifications: 

1. Certified Public Accountant (CPA) or MBA/MA Finance or equivalent combination of
education and experience (BA/BS with 7 or more years experience) managing fiscal
function in a medium or large size company.

2. Prior auditing and payroll management experience.
3. An understanding of Non-Profit fiscal accounting practices.
4. A valid driver’s license .
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Job Title: Program Director  
Department: Career and Family Services 
Status: Exempt 
Location: Program Suite 
Reports To: Executive Director 
Prepared By: Mary Jarvis, Human Resources Director
Prepared Date: June 1, 2015
Approved By:   Board of Directors 
Approved Date: July 29, 2015 

The Career and Family Services Program Director is directly responsible to the L.E.A.P. 
Executive Director.  The Director ensures that the Career and Family Service programs 
are in compliance with Federal and State regulations, required performance measures, 
developed Plan requirements, as well as, all rules, regulations and requirements of all 
funding sources administered through the Department.  It is the understanding and 
expectation of this organization that all employees will take the opportunity to 
contribute to the overall success and mission of the agency above and beyond the 
basic requirements of their job. 

Responsibilities:

1. Establish, respect and maintain confidentiality of the agency, its employees, its
customers and its governing boards, both within the agency and the community,
in accordance with agency policy and applicable state and federal laws.
Establish, ensure and adhere to all program policies and procedures.

2. Supervise Administrative Staff and Program Staff within the Career and Family

Services Department.
3. Assist the Human Resources Director with hiring of Career and Family Services

employees, provide them with an orientation, in-service trainings and conduct
annual staff performance appraisals.

4. Prepare all required budgets, plans, applications, required documents for all
federal, state, and local funding sources, ensuring appropriate, staff, executive
director and Board involvement.

5. Develop and maintain a management system that ensures proper planning and
efficient operation of all programs within the department.

6. Ensure a financial management system, with the assistance of the Finance
Director and/or Senior Fiscal Officer, that maintains control over current
operations and provides accurate, up-to-date and complete disclosure of
financial matters.

7. Assist the Executive Director and the Human Resources Director in maintaining
staff utilization and developing a program, which ensures an analysis of staff
needs.

8. Ensure and coordinate the annual review, revision, etc. of all program plans,
contracts, agreements, policies and procedures.
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9. Ensure ongoing in-house monitoring of all programs with timely written reports.
Review of reports and necessary actions taken in a timely manner.

10. Establish and maintain an internal communication system which facilitates the
flow of information to and from staff, customers, agency partners, Board of
Directors and the Executive Director.

11. Ensure that all monthly, quarterly and yearly program and fiscal reports are
compiled and submitted according to program rules regulations and compliance.

12. Identify and work closely with other resources and resource providers both in
and outside the local  community, including social service agencies, Office for the
Aging and Housing programs, public and private schools, youth service agencies,
workforce investment board/programs and all other appropriate services.

13. Maintain a positive and active public relations effort within the community in
order that the  program’s philosophy and goals are better understood.

14. Conduct and/or participate in all appropriate staff, administrative, Board
committee and Board meetings.

15. Participate in appropriate workshops, conferences, staff, administrative
meetings.

16. Address and complete all activities that are requested by the Executive Director
and/or the Board of Directors.

17. Assure coverage and oversight responsibility within the Career and Family
Services Department.

18. Assure that all assigned duties and responsibilities to Career and Family Services

staff are completed according to the departments needs and in a timely manner
19. Assures complete oversight of all Career and Family Services fiscal and program

operations in compliance with all Federal, State, Local, etc. rules, regulations,
policies, procedures, etc.

20. All other duties assigned by the Executive Director

Qualifications: 

1. Minimum B.A./B.S. in appropriate field.
2. Administrative and Supervisory experience preferred.
3. An understanding and knowledge of adult, youth, elderly, dislocated

workers, etc. employment needs within Washington County and surrounding
areas.

4. Strong communication and organizational skills.

Washington County Economic Opportunity Council, Inc. reserves the right to revise or change 
job duties or responsibilities as the need arises.  This job description does not constitute a 
written or implied contract of employment. 
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Job Title: Head Start/Early Head Start Program Director 
Department: Head Start/Early Head Start  
Status: Exempt 
Location: River Street Admin 
Reports To: Executive  Director 
Prepared By:
Prepared Date:
Approved By:   
Approved Date: 

The Head Start/Early Head Start Program Director is directly responsible to the Washington 
County Economic Opportunity Council Executive Director and is accountable to the Head Start/ 
Early Head Start Policy Council and the EOC Board of Directors.  The Director ensures that the 
Head Start/Early Head Start program is in compliance with all Performance Standards, Federal 
Laws, and New York State Licensing regulations and with the Washington County Head 
Start/Early Head Start Comprehensive Program Plan.  It is the understanding and expectation of 
this organization that all employees will take the opportunity to contribute to the overall 
success and mission of the agency above and beyond the basic requirements of their job. 

Responsibilities: 

1. Establish, respect and maintain the confidentiality of the agency, it’s employees, its clients
and its governing boards, both within the agency and the community, in accordance with
agency policy and applicable state and federal laws. Establish, ensure and adhere to all
program policies and procedures.

2. Work closely with all program staff to ensure an integrated approach and provide
comprehensive services to children and families.

3. Supervise Administrative Staff, Administrative Assistant, Comptroller and Site Managers (in
facility related issues).

4. Assist the Human Resources Manager in the hiring of new employees, orientation and in-
service training and review of annual staff performance appraisals.

5. Prepare grant applications for local, state and federal funding sources; ensure parent and
appropriate staff input into this process.

6. Utilize professional reading, writing and communication skills in order to carry out necessary
job requirements.

7. Develop and maintain a management system that ensures proper planning and efficient
operation of the program design.

8. Develop, in coordination with staff and parents, and enforce an equitable system of human
resources policies and procedures; ensure that an annual review and/or update of these
policies and procedures is conducted and that a written copy is provided to all employees.

9. Ensure a financial management system, with the assistance of the Comptroller, which
maintains control over current operations and provides accurate, current and complete
disclosure of financial matters.

10. Ensure a fair and equitable staff recruitment and selection system, with appropriate input
from parents and Policy Council.

11. Maintain staff utilization and develop a program, which ensures an analysis of staff needs,
provides job training and career counseling, and provides supervisory training.

12. Ensure and coordinate the annual revision of the Comprehensive Program Plan, Policies and
Procedures, Community Assessment and the program self assessment and incorporate any
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changes or improvement plans 
13. Ensure the timely formation and training of the Head Start/Early Head Start Policy Council,

in coordination with the Family Services Coordinator.
14. Establish and maintain an internal communication system which facilitates the flow of

information to and from staff, parents, Policy Council, Boards and the E.O.C. Executive
Director.

15. Ensure that an annual Community Assessment is completed/updated and is utilized for the
determination of program options and goals.

16. Ensure that the program meets all licensing requirements.
17. Ensure the maintenance of a realistic and effective transportation system, which meets the

primary needs of children and families.
18. Identify and work closely with other resources and resource providers both in and outside

the local community, including social services agencies, the public schools, health providers,
and local and regional training providers.

19. Maintain a positive and active public relations effort within the community in order that the
program’s philosophy and goals are better understood and appreciated.

20. Conduct and/or participate in all appropriate staff and center team meetings, Policy Council,
administrative staff meetings, case conferences, participate in all appropriate staff training
sessions, local, regional, and national conferences some of which may require evening and
overnight attendance.

21. Meet with the Executive Director and other administrative staff on a regular basis to assess
the program’s overall progress and needs.

22. Designate a person responsible for the overall administration of the program in case of the
Director’s absence.

Qualifications: 

1. Minimum B.A./B.S. in appropriate field.
2. Administrative experience required with an understanding of the history and administration

of a Community Action Agency.
3. Experience working with a Board of Directors.
4. Ability to manage and head a multi-purpose organization.
5. Valid driver’s license
6. An understanding of young children and low-income families, and an appreciation of

parents as the primary educators of their children.



28 

Job Title: Assistant Director of Center Services & Education 
Department: Head Start/Early Head Start 
Status:  Full Time, Exempt 

The Assistant Director of Center Services & Education is directly responsible to the Head 
Start/Early Head Start Program Director and is responsible for the planning and 
implementation of the education service area including, but not limited to: curriculum 
oversight, ongoing assessment and evaluation of children, classrooms and overall 
program effectiveness.  Provides oversight in assuring education staff qualifications 
meet Program Performance Standards.  Directly responsible for supervision and on-
going professional development of Center Coordinators, Disabilities Manager, Practice 
Based Coach and monitors professional development of all staff in their division. It is the 
understanding and expectation of this organization that all employees will take the 
opportunity to contribute to the overall success and mission of the agency above and 
beyond the basic requirements of their job and actively support the mission, vision and 
values of L.E.A.P. 

Responsibilities: 
1. Adhere to the agency’s policy on confidentiality both within the agency and the

community and adhere to all program policies and procedures.
2. Work closely with all program staff to ensure an integrated approach and provide

comprehensive services to children and families.
3. Promote and support the program’s School Readiness Goals and the Parent, Family,

and Community Engagement (PFCE) goals.
4. Assess the implementation quality of the curriculum on an on-going basis against its

effectiveness in meeting the Head Start Program Performance Standards.
5. Assures the curriculum and teaching environments in all centers are

developmentally appropriate for young children.
6. Develops a vision of school readiness as it relates to the education of children and

parent involvement in the process (Parent/Teacher conferences).
7. Develops policies and procedures and systems for assessing the achievement of

school readiness for children and uses the CLASS, DECCA and GOLD, etc. to assess
program goals and teacher effectiveness.  Ensures Dual Language Assessments and
services are available.

8. Works with Program Director and Assistant Director of Family and Community
Partnership to meet the needs of the program.

9. Responsible to develop and implement a system to track child outcomes, conduct
analyses and design program improvement strategies for classrooms, teachers and
sites.

10. Develops a system to provide support to classroom staff and monitors for
effectiveness.

11. Ensure the educational/professional development needs of classroom staff,
coordinate the staff training and development activities (coaching, consulting,
mentoring) in order to improve the quality of child development services.
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12. Work cooperatively with the management team and be an active member of the
case management team.

13. Represent Head Start on local collaborative groups.
14. Develop, review and maintain program documentation to include operating plans,

policies, procedures, handbooks, forms, formats and school readiness goals and
objectives.

15. Provide oversight to the gathering and analysis of child outcomes data and prepare
reports (oral and written) for stakeholder groups (partners, Board, Policy Council,
etc.) at least 3 times a year.

16. Develop and implement and interview process for new staff.
17. Develop and implement onsite coaching model.
18. Monitor and assure compliance with all funding source requirements as it relates to

the on-going assessment of children and the evaluation of program, classroom and
teacher effectiveness.

19. Monitor and ensure timely, accurate recordkeeping and data entry into GOLD and in
the Child/Family Files (for Education team items).

20. Assist in the research and development of grant application and assist in the
preparation of the annual refunding application as it relates to the education team.

21. Knows and complies with all fiscal policies and procedures of the agency.
22. Performs other duties as assigned.

Qualifications: 
1. Minimum of a Bachelor’s Degree in Early Childhood Education, Child

Development or other field acceptable to the Office of Head Start which was
received from an accredited college or university.  A Master’s Degree is
preferred.

2. Must have at least 5 years’ Supervisory experience/management experience
3. Previous experience in development of management systems, on-going

assessment systems and policies/procedures.
4. Must have a valid NYS driver’s license and daily access to a reliable and

licensed automobile.
5. An understanding of causes and conditions of poverty in Washington County

and an on-going ability to adapt to changing community need(s) 
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Job Title: Assistant Director of Family and Community Partnerships 
Department: Family Development 
Status:  Full Time, Exempt 

The Assistant Director of Family and Community Partnership is directly responsible to 
the Head Start/Early Head Start Program Director and oversees the activities of the 
program related to involving Head Start/Early Head Start parents in all aspects of the 
program.  The Assistant Director of Family and Community Partnership will assure 
quality services are provided by family development staff of the Head Start/Early Head 
Start program including parent involvement.  In addition, the ADFCP will engage with 
the community to build community relations and develop collaborative projects.  
Directly responsible for supervision and on-going professional development of the 
Family Services Coordinator, Home Based Coordinator and the Health and Nutrition 
Coordinator.   It is the understanding and expectation of this organization that all 
employees will take the opportunity to contribute to the overall success of the agency 
above and beyond the basic requirements of their job and actively support the mission, 
vision and values of L.E.A.P. 

Responsibilities: 

23. Adhere to the agency’s policy on confidentiality both within the agency and the
community and adhere to all program policies and procedures.

24. Work closely with all program staff to ensure an integrated approach and provide
comprehensive services to children and families.

25. Promote and support the program’s School Readiness Goals and the Parent, Family,
and Community Engagement (PFCE) goals.

26. Participate in the development of annual self-assessment process including
development and implementation of protocols for use in the process.

27. Assist with program planning; development of work plans, policies, procedures,
forms and formats for the Family Development.

28. Develops and provides training to Head Start/Early Head Start staff, the community
and the agency at large relative to family development, social services and parent
involvement in Head Start.

29. Works with the Program Director and Assistant Director of Center Services and
Education to meet the needs of the program.

30. Attend all agency and program (Head Start/Early Head Start) required trainings
throughout the year.

31. Support the development and implementation of the ERSEA process.
32. Advance staff performance by meeting regularly with staff to provide performance

feedback based on expectations contained in job description, program plans and
policies and procedures.

33. Assist in the development and implementation of Agency and Head Start/Early Head
Start initiatives using evidence based parent curriculum.
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34. Develop and implement a Family Development advisory committee or work in
partnership with LDSS Advisory Committee to assist in providing input in
development of inter-agency communications.

35. Manage and monitor the child abuse/neglect reporting system.
36. Assist and support the Family Services Coordinator, Home Based Coordinator, Health

and Nutrition Coordinator and Mental Health Counselor.
37. Facilitate the case management model meetings and ensure a system of

documentation.
38. Participate in case management meetings and monthly management team meetings

and other activities of the leadership team.
39. Assures all parent education and training activities, as mandated by the Head Start

Performance Standards, are offered to all parents.
40. Visit Head Start Centers to support Family Advocates and Home Visitors and to

monitor the Family Development program.
41. Monitor program quality by creating and/or implementing systems for observing

practices, reviewing records, gathering feedback and documenting results.
42. Monitor expenses related to Family Development programming.
43. Comply with all fiscal policies and procedures of the agency.

Qualifications: 
1. Bachelor’s Degree in Family Development, social services or a related field
2. Minimum of two years’ experience in management in a Head Start program

is highly desirable
3. Demonstrated ability to plan and use time efficiently and to organize

materials and records of program activities.
4. Must have general knowledge of family involvement practices, parent

involvement practices and working knowledge of family development and
social services

5. Must have a valid NYS driver’s license and daily access to a reliable and
licensed automobile.

6. An understanding of causes and conditions of poverty in Washington County
and an on-going ability to adapt to changing community need(s).




