[image: image1.jpg]HIPPYUGA

Home Instruction for Parents of Preschool Youngsters




Key Tasks and Responsibilities
HIPPY Coordinator 





 Hours Dedicated Weekly: 



	Task
	Frequency
	Performed by Coordinator
	Performed by Other Staff
	Title

	Recruit Families
	Periodic
	
	
	

	Conduct Family Intake
	Annual
	
	
	

	Conduct Family Orientation
	Annual
	
	
	

	Interview Home Visitors
	Annual
	
	
	

	Select Home Visitors
	Annual
	
	
	

	Provide Home Visitor Orientation
	Annual
	
	
	

	
	
	
	
	

	Supervise Home Visitors
	On-going
	
	
	

	Prepare for Weekly Staff Meetings
	Weekly
	
	
	

	Conduct Weekly Staff Meetings
	Weekly
	
	
	

	Coordinate additional Staff Professional Development
	Periodic
	
	
	

	Make Observation Home Visits
	On-going
	
	
	

	Place Curriculum Orders
	Periodic
	
	
	

	
	
	
	
	

	Plan Group Meetings
	Monthly
	
	
	

	Create Flyers, Agendas, etc.
	Monthly
	
	
	

	Prepare Group Meeting Materials/Supplies
	Monthly
	
	
	

	Coordinate Group Meetings
	Monthly
	
	
	

	Organize Field Trips (optional)
	Periodic
	
	
	

	Attend Field Trips (optional)
	Periodic
	
	
	

	Organize Special Events (i.e, end of year, etc.)
	Annual
	
	
	

	
	
	
	
	

	Oversee ETO / Electronic  Data Collection System
	Weekly
	
	
	

	Review Reports Submitted by Home Visitors
	Weekly
	
	
	

	Oversee Record Keeping System
	Weekly
	
	
	

	Produce Data Reports
	Periodic
	
	
	

	
	
	
	
	

	Update Community Services Directory/List
	Annual
	
	
	

	Make Family Referrals
	Periodic
	
	
	

	
	
	
	
	

	Handle Public Relations
	Periodic
	
	
	

	Meet w/Advisory Council
	Periodic
	
	
	

	Meet/Work w/Volunteers or Partners
	Periodic
	
	
	

	Produce Correspondence for Families (letters, newsletter)
	Periodic
	
	
	

	
	
	
	
	

	Fund Development
	Periodic
	
	
	

	Prepare Budget Forecast
	Annual
	
	
	

	Prepare and Process Payroll Documentation
	
	
	
	

	
	
	
	
	

	Coordinate Research/Evaluation (optional)
	Periodic
	
	
	


