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Mental Health Manager
Job Description

Reports to:  Early Childhood Director
Employment Classification:  Non-Exempt


Updated:  October 2021
JOB SUMMARY:  The Early Childhood Mental Health Manager (ECMHM) is responsible for the daily operations and management of the behavioral health services to children and families and staff wellness. The ECMHM will provide a broad range of services, including collaborating with the mental health consultation to provide support in classrooms and in the home with families through home visits; training and coaching staff; screening, assessment and referral services and parent trainings. The ECMHM will also collect data, maintain records, and support compliance in all facets of Head Start Performance Standards and State Regulations.
Essential Job Functions:
	· Work with the Early Childhood Director and program management to implement strategies to identify and support children with mental health and social emotional concerns.
· Implement a program wide culture of wellness that promotes mental health and social and emotional well-bring of children, families, and staff. 

· Obtain parental consent for mental health consultation services.

· Provide child development information related to social-emotional development and mental health. And ensure the completion of the 45 day social-emotional screenings (DECA).
· Conduct an initial classroom observation in all classrooms within the first 45 days of programming.
· Visit classrooms on a regular basis and conduct formal classroom observations and individual child observations as initiated by teacher or parent referral and provide timely feedback to classroom staff.
· Provide guidance and model developmentally appropriate activities with staff for children and effective ways to work with and support young children and families.

	· Meet with classroom teams to review classroom observations and develop and implement plans in conjunction with the mental health consultant as needed.

	· Provide ongoing consultation in conjunction with the mental health consultant and coaching/mentoring within the classroom related to early behavioral interventions and protocols.

	· Act as a source for referral to various community resources as needed.

	· Initiate FAST referrals to families as needed.

	· Recruit participants for at least one parent training per year with collaborating agencies. 
· Coordinate and facilitate at least 2 parent workshops per year.
· Plan in conjunction with Family Partnership Coordinator in order to implement the Conscious Discipline Parent Curriculum. 

· Conduct home visits as needed to support the mental health needs of families and children.

· Build and maintain strong collaborative relationships with service providers and families.

· Provide guidance and support to the Behavior Support Specialist (BSS); assign the BSS with a classroom schedule and team meeting and monitor the delivery of services.

· Provide guidance and support to classroom staff, including implementing staff wellness activities.

· Provide supports for effective classroom management and positive learning environments; supportive teacher practices; and, strategies for supporting children with challenging behaviors and other social, emotional, and mental health needs. 

	· Work with supporting agencies and mental health consultant to provide staff training related to social-emotional and mental health. 

	· Interpret and Report results of the DECA conducted by staff.

	· Work collaboratively with Special Services Coordinator to provide additional support to children with disabilities. 
· Work collaboratively with Play Therapist to ensure continuum of care for children and families.

	· Actively participate in the Advisory Committee and provide input and program assessment.

	· Use the COPA database as a source of documentation for observations and other interventions provided to children or families.

	· Keep record of referrals, staff consultations, meetings with parents, or other activities in the COPA system.  Also keep written record of tasks that are not documented in COPA due to confidentiality.

	· Responsible for receiving and documenting RICS and CPS referrals. 

	· Participate actively in management staff meetings.

	· Participate in the annual self-assessment of program with management team, parents, Policy Council members, and staff to ensure compliance with Head Start Performance Standards, Regulations, and Performance Measures.

	· Review and annually revise the Mental Health Policies and Procedures in conjunction with the mental health consultant, management team, Policy Council, staff, and parents.

	· Support the Head Start anti-bias curriculum and High Scope curriculum.
· Maintain personal and professional boundaries and awareness of Head Start Performance Standards, NYS Daycare Regulations, and program policies/procedures. 

· Attend meetings and trainings, including evening meetings and occasional out-of-town travel.
· All other duties and responsibilities as requested by the Early Childhood Director and/or the Executive Director.



Supervisory Responsibilities:
Behavioral Support Specialist
Qualification Standards:

The Mental Health Consultant must meet the following minimum qualifications:

· Must possess a Bachelor’s degree in Behavioral Health, Psychology, Early Childhood Education, Counseling, Social Services, or a related field. Masters Preferred.
· Must have a minimum of one year (1) experience working with preschool children.

· Must have computer experience and be proficient in Microsoft Word.
· Must have good administrative, organizational and communication skills (listening and speaking).

· Proven ability to assume responsibility and to follow through independently as well as work well with a team.
· Knowledge of professional standards governing child welfare critical services.
· Must possess the ability to work cooperatively with Early Childhood Program staff.

· Must have experience in working with families and staff of various backgrounds.

· Strong organizational skills.

· Ability to collaborate with a wide range of service providers. 

· Ability to build positive rapport and communicate effectively with children and families and the ability to maintain clear and professional boundaries with customers

· Ability to work independently, utilize problem solving skills and excellent follow through.

· Ability to relate to all socio-economical segments of the community and work well with both professional and non-professional individuals.

· Must have reliable transportation and a clean, valid NYS driver’s license.

Equipment, Machines and Software Used:

· Computer skills that include the ability to send/receive email messages, post information to a database or spreadsheet, perform word processing, and basic data entry.  
· Ability to use software programs such as Microsoft Office and COPA.
· Ability to use telephone.
Physical and Mental Requirements:
· Moderate mental and visual attention that requires frequent decisions, and the ability to analyze and determine appropriate course of actions to take.  
· Constantly sits, talks, hears and uses repetitive motion of hands or wrists; frequently walks and occasionally pushes, pulls and reaches with arms and/or hands, fingers grasps, feels or handles materials; crouches, bends or kneels and/or climb stairs. 
· Occasionally lifts up to 25 pounds.
Environmental Conditions:
Typically works in an office environment where there is heat and protection from weather conditions.  
Employer’s Disclaimer:

· All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.
· This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by their supervisor.  Furthermore, the company reserves the right to add to or revise an employee's job duties at any time at its sole discretion.
· This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship.
	I acknowledge that I have received and read the Job Description.

	Employee’s Signature:
	

	Date:
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