
21250 Box Springs Road  
Moreno Valley, CA 92557 
Ph 951-275-5055 
Fax 951-275-0025  

Job Description 
Lead Teacher Preschool 

 
Job Summary:  
The Lead Teacher assumes responsibility for the general supervision, development, education and assessment of children. 

Supervises one classroom and up to five staff.  

 
Salary: $18.00 - $24.00 per hour (Non-Exempt) 
 
Essential Duties:  

A. Assumes all duties of the Associate Teachers and Classroom Assistants when necessary. 

B. Administrative 

1. Plans, supervises and implements the program in accordance with the policies and philosophy of FSA. 

2. Completes and maintains the following reports and documents including but not limited to: absence logs, health 

checks, ratios, meal counts, injury reports, unusual mark reports, DRDP, ERS, and lesson plans. 

3. Works with the director on scheduling of staff. Schedules and regulates staff working hours according to 

teacher/child ratio and site needs. 

4. Reviews and evaluates the performance of the Associate Teacher(s) and Classroom Assistant(s) as assigned on a 

monthly and yearly basis. 

5. Responsible for meeting all licensing regulations, agency policies and procedures. 

6. Assists Center Director in the following areas: supervision of staff, conducting parent orientation, conducting PAC 

meetings, conducting site meetings, attending agency functions and other areas as assigned.  

7. Maintains confidentiality of children, families and employees. 

8. Responsible for conducting a DRDP assessment on each child within 60 days of their start date and every 6 

months thereafter. The requirement is a minimum of 48 children’s files for part day programs and 28 files for full day 

programs. The assessments shall include; anecdotal records inputted into the DRDP Tech system, samples of 

children’s work, parent observations, parent teacher conferences after each assessment, DRDP findings 

incorporated into the curriculum planning to address the individual identified needs.  

C. Health and Safety 

1. Assists with monthly health and safety checklist of the site. 

2. Provides and maintains a pleasant, safe, and clean learning environment for children. 

3. Maintains all Title 22 safety standards. 

D. Direct Service 

1. Plan the educational curriculum utilizing DAP, Desired Results, the Preschool Learning Foundations, the 

Preschool Curriculum Framework and current research and techniques to support the early care and education 

program for children 2 – 5 years and in an atmosphere that is respectful of young children.  

2. Create and maintain portfolio assessments for each child enrolled in class. Portfolio will include DRDP Tech Edit 

Child Page (child’s information), any IEPs, photographs, and samples of children’s work, parent conferences, 

along with the anecdotal records from teacher and parent observations and DRDP assessments completed and 

maintained on the DRDP Tech system.  

3. Create lesson plans that specify themes, activities and learning centers where experiences in art, large and small 

motor physical development, dramatic play, science, language (both receptive and expressive) using Guided 

Language Acquisition Design (GLAD), nutrition/health, social-emotional, multi-cultural competency, music and 

cognitive activities are provided based on the needs and interests of each child as determined through the on-

going assessment and developmental profiles.  

4. Develop a daily schedule that allows for a variety of activities that support all aspects of the child’s development, 

with required and appropriate percentages of time for indoor and outdoor activities that support both large and 

small/fine motor development and allows for creative expression.  

5. Greet each new family with introductions, details on how your classroom operates and ways for parents to 



participate in their child’s education experience with FSA.  

6. Responsible for oversight and compliance with all health and safety requirements of the classroom environment 

according to Title 22, assigning tasks to Associate Teachers and Classroom Assistants throughout the day as 

needed to maintain proper standards. Tasks to include washing and disinfecting tables before and after food 

service, shelves, cubbies, toys and materials, floors, sinks and any areas to ensure a clean, safe and organized 

environment. 

7. Act as the Center’s representative regarding its program, policies and activities to parents and the public as 

needed, assigned and in the absence of the Director. 

8. Open, close and secure the Center as assigned. 

9. Other duties as assigned and necessary. 

10. Punctual and  Regular Attendance 

E. Agency Promotion 

1. Works as a member of the agency team by promoting the mission and philosophy of the organization. 

2. Participates in activities that further own professional growth, averaging a minimum of 21 hours per year to 

maintain permit and helps to keep skills current. 

3. Provides accurate information. Gives tours of the site and classrooms as needed. 

4. Maintains and encourages professional, positive, constructive communication with staff and families. 

5. Assists other centers when requested. 

 

Qualification: 
1. A minimum of Teacher level permit, A.A. degree preferred.  
2. Maintain for the duration of employment with FSA, a current and valid EMSA approved Pediatric First Aid/CPR Card. 
3. Knowledge of monitoring program activities for compliance with required guidelines and policies of state and federal 

government (Title 5 of the California Department of Education and Title 22 California Health and Safety Code).  
4. Completion of formal or informal education sufficient to assure the ability to read and write English and to communicate 

at the level required for successful job performance. 
5. Ability and experience in developing lesson plans utilizing Developmentally Appropriate Practices, Early Learning 

Standards, Foundations, Desired Results, GLAD, and Creative Curriculum. 
6. Knowledge of Clifford and Harms Environmental Rating Scales. 
7. Ability to mentor, guide and supervise parent participants in the classroom. 
8. Two years’ experience working with children in a center based learning environment. 
9. Must be willing to work flexible hours in order to meet the needs of the center. 
10. Must be 18 years or older. 
11. 1 year of supervisor experience preferred. 
12. 3 units of adult supervision required 
13. 3 units of infant care preferred.  
14. Ability to provide leadership and accept responsibility as required. 
15. Pass a health screening, Immunized against: Influenza, Pertussis and Measles, TB test and drug screening. 
16. Maintain an active exemption-free status with Community Care Licensing for the duration of employment with FSA. 

 

Licenses & Certifications: 
CA Driver’s License and Proof of Automobile Insurance. 

A minimum of Teacher level permit, 

 
Physical & Mental Demands: 

1. Ability to bend over and lift 40 lbs. 

2. Ability to stand three to four hours per day and to sit on the floor as necessary 

 

Other Requirments: 
Professional Self Development - Attend workshops, conferences, college classes, or in-service staff development opportunities 
as recommended and/or provided that enhances skills and knowledge in Early Childhood Education, Child Development, and 
as required to maintain the appropriate and required Child Development Permit and/or lead to degrees. 

 
 
 
 
 


