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Job Description – Director, Prairies Discovery Summer Program 

Reporting to:

Regional Program Manager
Time Commitment:
6-month contract, full time during program dates
The Director will coordinate, implement and evaluate all aspects of the Program within their region.  The Director will ensure that National strategies are implemented at the Regional level by working with the local Vice-Chair and Program Managers.  They will lead a team of Counsellors and Counsellors-In-Training (“CIT’s”) to ensure the safe, enjoyable and professional implementation of the program.

The Director will be responsible for the execution of the tasks outlined below.  The Assistant Director, Counsellors, and CIT’s should be involved in completing tasks, as needed.

Marketing and Recruitment

· Assist with the coordination of a marketing campaign within the region- ensuring the programming is marketed to potential participants and staff

Communication and Documentation

· Respond to staff inquiries in a timely manner 
· Prepare a participant package to ensure parents are informed of all program details

· Prepare materials for Parent Information Session(s), allowing parents to get more information about the programs, meet the staff, ask questions, etc.
· Respond to parent concerns regarding occurrences during program time
· Engage participants during regular program time
Staff Selection
· Assist Program Managers with interviews and staff selection for all positions, or as deemed fit by Program Managers.
Planning and Logistics
Pre- program

· Establish a process for communicating with parents for the duration of the program

· Attend all staff training sessions prior to the program, including curriculum and leadership development.  
· Work with appropriate staff to create a program schedule
· Work with staff to develop a sound understanding of the curriculum and assign counsellor and CIT’s appropriate responsibilities
· Work with Program Manager(s) to plan program field trips

Program Time
· Ensure safety and precautions are exercised throughout the program
· Maintain complete list of all participant information including emergency contact, allergy info, and other medical conditions
· Ensure guidelines are followed with respect to use of space, activities, supplies, room allocation, meals, etc. as necessary

· Maintain organization and inventory of supplies throughout the program.  Communicate supplies needed (etc.) to Program Managers
· Ensure supplies are ready for each activity well in advance
· Ensure counsellors review lesson plans daily and that they are adequately prepared for each activity
· Work with Assistant Director to monitor all modules and activities to ensure proper facilitation by Counsellors/CIT’s
· Monitor participant and staff attendance 
· Conduct daily staff meetings to review successes/failures and prepare for following day
· Provide regular updates for parents and ensure that all concerns are addressed 
Administration

· Report to the local Program Managers with regular status updates
· Adhere to the Staff Code of Conduct and all supplementary policies and regulations
· Maintain the confidentiality of all participant and staff information
· Ensure that professional standards are met during program time with respect to participants, staff members, and facility; take necessary steps to uphold expectations in consultation with Program Managers and regional Vice-Chair
· Create and distribute Staff Binder and any other required documentation to all staff members
· In conjunction with Assistant Director, create staff and CIT schedules and participant classroom assignments 

· Document and report all incidents of concern to the Program Managers
· Complete a staff evaluation, detailing recommendations for future sessions
· Ensure that all staff and participants complete an evaluation form after the program
Time Commitment

Requirements will vary according to the timeline and deadlines determined by the Program Manager(s), Vice-Chair, and National team. Hours will fluctuate during the contract. The position will involve work outside of regular program time and training sessions, in addition to any required during training sessions. Directors are required to work full-time hours during the program session.
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