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COMPETENCY INDICATORS LEVEL INDICATORS

C. Program Organization and Administration Awareness Development Achievement N/A

1. Follows applicable business and financial regulations and 
completes required documentation.

1,2,3

2. Complies with local, state, and federal regulations. 1,2,3

3. Demonstrates awareness of the purpose of contracts and 
policies.

1,2,3

4. Shows awareness of program accreditation and other systems 
of quality standards.

1,2,3

5. Follows required procedures for the protection of children and 
youth when applicable.

1,2,3

6 . Maintains an inventory of supplies and equipment. 1,2,3

7 . Plans and operates within a budget. 2,3

8. Assists in marketing the program and recruiting children and 
families.

2,3

9. Assists in evaluating program goals. 2,3

10 Describes and discusses the concept of reasonable accom-
modations for individual needs of children.

2,3

11. Manages contracts and policies as needed. 2,3

12. Conducts annual program evaluation and assessment. 3

13. Creates program policies and tools (e.g. handbooks, con-
tracts, form). 

3

14. Addresses facility needs. 3

15. Develops and manages an annual budget. 3

16.  Creates and implements a sustainability plan. 3

17. Understands the laws and regulations pertaining to program. 3

18. Initiates program quality assessment (e.g. STARS or NAA) 3

19. Leads strategic planning for the program. 3

20. Communicates effectively with advisory or governance 
boards.

3

Competency Area:  Professionalism and Program Organization

16
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