
DOWNEY CO-OP PRESCHOOL TEACHER JOB DESCRIPTION

1. New teachers must attend the first available teachers’ training workshop conducted 
by the Teachers’ Study Group of ICPC (Indiana Council of Preschool Cooperatives).

2. Teachers must complete minimum attendance requirements for Teacher Study Group 
professional development experiences.

3. Complete CPR certification every year.

4. Complete a childhood First-Aid course every three years.

5. During the school year, observe another preschool classroom for each class taught.

6. It is strongly recommended that all teachers attend the ICPC Annual conference.

7. Conduct in-home visit for each child prior to the start of school.

8. To aid in your understanding of the children, study health forms collected from each 
family.

9. Conduct two teacher/parent conferences each year,  Complete written evaluation for 
discussion with parent at each conference.

10. Discuss significant daily occurrences with parent(s). Be available for parent concerns 
and questions.

11. Plan and conduct Teacher-led Orientation at the beginning of the school year.  
Include: introduction to the classroom, duties of participating adults, discussion of 
classroom routing, methods of relating to young children, and other topics teacher 
deems necessary and important.

12. Attend Officer-led Orientation, class meetings, and Board meetings.

13. Provide a program and an environment in which the physical, social, emotional and 
intellectual needs of young children are understood and met; creativity is encouraged; 
individuality is appreciated and respected; and self-esteem is nurtured.

14. Provide curriculum that is based on both individual and group needs, interests, and 
abilities.  It should provide young children with appropriate materials and equipment and 
allow them time, space and freedom to choose, observe, experiment, succeed and fail 
when this freedom is not detrimental to the individual or other individuals in the group.

15. Provide a basic well-planned, yet flexible schedule, appropriate to the developmental 
level of the group.  Time classroom activities and determine the responsibilities of the 
participating adults and teacher.  The schedule shall be a balance of active and quiet 
play with occasional short group times.  There shall be allowance for free play during 
which children may choose materials and types of activities and have option of playing 



alone or with others.  There shall be a time for children to rest and relax according to 
group needs.

16. Plan room arrangement and equipment to stimulate creative, imaginative play, and 
provided in a sufficient variety and quantity to meet the needs and interest of that 
particular group of children.  Communicate supply and equipment needs to proper 
committee person.  Assist in setting up the classroom at the beginning of the year.  
Assist in the annual inventory/clean-up at the end of the year. 

17. Inform parents of daily programs.  Post duties of participating parents.  Interpret 
goals and philosophy of cooperative preschool education to parents as they participate.  
Provide guidance to the parents in their roles as parents and in their roles as officer or 
committee members.

18. Provide for the physical care of the children with: responsible safety rules, treatment 
of minor injuries and isolation of a sick child.  Keep records and inform parents of any 
accident or injury.  Maintain emergency phone number file.  Keep written daily 
attendance record.

19. Be responsible for coordinating with other teachers on items including, sharing 
classroom space, coordinating bulletin board, requests for equipment and supplies, etc.

20. Contribute to each newsletter as a means of education and communication with 
parents

21. Work with Class Representative to maintain good communication with parents and to 
plan special experiences in the classroom.

22. Work with Field Trip coordinator to schedule field trips.  Teacher has final decision on 
all field trips.

23. Consult with school president in regard to changes in the program, problem 
situations as they arise, and general exchange of information throughout the year.

24. Be familiar with the ICPC Parent Handbook, ICPC Bylaws and Statement on 
Standards.

25. Serve and/advise of various committees when necessary. 

It is of the utmost importance that each teacher appreciate and implement philosophy of 
cooperative preschool education which is premised on a three-way learning process 
involving children, parents, and teachers.  The teacher’s ideology should include and 
understanding of the parents’ involvement in their child’s learning process, a respect for 
the contribution of every parent and child, and the ability to establish constructive 
relationships with children and parents.


