
 

Program Manager 

 

Qualifications: The program manager must have the following experience:  

1. A minimum of a Bachelor’s Degree in Education or related field, and/or 2+ years of childcare experience.  
2. Experience working in childcare, with children, and/or teaching.  
3. Customer service and/or previous work experiences. 

Curriculum Expectations: Much of the curriculum is planned for each site. Each activity has components that will 
need to be elaborated on based on the children’s needs, interests, and behaviors.  

1. One week out of the month will need to be planned by the Program Manager and his/her team. The week must 
will follow a theme and provide a meaningful and educational experience for the children.  

2. Petty cash will be provided for each Program Manager based on daily average per month.  
3. Shopping for materials each week will be a responsibility of the program manager.  
4. Tutoring/homework: if a parent checks a box for homework completion and/or tutoring the program manager 

must ensure those children go to tutoring/homework help before any other activities.  

Program Expectations: The Program Manager is responsible for keeping the look of the site clean, cheerful, and 
professional. This includes but is not limited to parent communication, assisting in marketing, behavior management, and 
collecting payment.  

1. Strong communication with parents regarding program events, marketing, positive and behavioral information 
about their child(ren) each day.  

2. Collect payments from parents at site. Credit card payments, cash, and checks can be accepted at pick-up each 
day. ONLY the program manager is to accept these payments. 

3. Check all I.D. for all the people who pick a child up.  
4. If there are children with behavior issues the program manager will need to implement a behavior plan that will 

help guide the child down a positive path.   
5. The look of the site is left up to the program manager’s discursion. Any additional organizational, decorative, or 

other aesthetic details are left up to the program managers’ discursion.  

Administrative Expectations: The Program Manager is expected to take care of clerical duties while at site and within 
the LE3 office.  

1. The Program Manager is expected to manage all staff and visitors at site.  
a. Ensure LE3 policies and best practices are being followed each day.  
b. Ensure safety of children is the main priority for all children. 
c. Approve all staff time sheets and request for time off.  

2. There will be weekly meetings at the main office with the team and/or the Director to discuss marketing, program, 
and any other pressing concerns.  

a. At these meeting timesheets, RTO forms, parent payments, and sign ins and outs are to be turned in to the 
office manager.  

b. Pick up/exchange books, games, manipulatives, and sports equipment in the supply room.  

Training Expectations: There are mandatory trainings that each program manager must obtain.  

1. CPR/First Aide: each manager must obtain these certifications within the first week of their employment.  
2. If at a Catholic School VIRTUS Training must be completed and stay current. 
3. Bi-monthly Meeting: program manager will hold an afterhours meeting with all site staff every other month to talk 

about policies, changes, the good, the bad, and the ugly happening at site.  
4. Attend all mandatory LE3 trainings.  

Hours: If there is the option for a morning program to run within the site then the hours will include the below morning 
program. If not, then the hours could pertain just to the PM hours.  

1. PM: 1:30 p.m. to 6:00 p.m. Monday through Friday  
2. Planning Time: Each Program Manager will be allotted planning time. This time will be determined based on 

enrollment.  
3. Wage: TBD based of experience, qualifications, performance reviews.  


