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This allocation memorandum provides resources supporting New York State certified Early Childhood Social Workers and Family Workers servicing pre-kindergarten classes in public schools throughout the city.  These social workers work with the Office of Early Childhood Education (OECE) to support students in Early Childhood classrooms, with assistance from Family Workers.  Their duties include:

· Assisting classroom pre-kindergarten staff in creating emotionally responsive environments for students by collaborating with classroom staff on a regular basis.  

· Encouraging parents to visit the school, confer with the teachers, attend family meetings and continue involvement in school functions as needed.

· Developing, arranging, and conducting family workshops based on assessed needs in consultation with school administration on such topics as Parenting Skills, Child Development, Health, Nutrition, Community Services, and Transitions.

· Assisting families in navigating DOE processes such as enrollment, CPSE, and Turning 5, etc. 

Please note, Early Childhood Social Workers will, at times, provide support to children in other Early Childhood grades, especially around transitions. Family Workers assist social workers with carrying out the duties mentioned above.  
There is an Early Childhood Program Specialist assigned to each OECE Field Office (Manhattan/Bronx; Queens; Brooklyn/Staten Island) who is responsible for supporting the Early Childhood Social Worker in fully implementing their roles and responsibilities within their assigned schools.  All communications, questions, concerns regarding the Early Childhood Social Worker should be directed to the corresponding OECE Program Specialist.

Early Childhood Social Workers service more than one school.  However, only one school is designated as their payroll school.  For the 2012-2013 school year, Early Childhood Social Workers will only be funded on his/her payroll school. The Principal of the payroll school and their staff monitor all matters pertaining to attendance, payroll, and Cumulative Absence Reserve (CAR).  For example, entering absences, leaves, lateness etc. as well as maintaining all relevant documentation for the Social Worker’s files.
All Early Childhood Social Workers are required to follow the time keeping procedures of each school they service.  Therefore, if a particular school’s practice is for its staff is to use a timecard, then the Early Childhood Social Worker does the same; if the practice is that staff is required to sign an attendance book, the Early Childhood Social Worker must follow that protocol.  Each principal will determine the timekeeping procedure the social worker will follow in his/her building.  In addition, social workers will record and certify their time on the Office of Early Childhood Education Timesheet.  This timesheet will need to be signed by the payroll school’s principal at the end of each month to confirm the receipt of this document. We encourage communication between the payroll secretaries of all schools supported by the social worker to ensure that their payroll school’s secretary always has accurate information. 

In the event of an absence or change in schedule, the Early Childhood Social Worker is required to call the school(s) he/she services on that day, their Program Specialist, as well as the payroll school.  The social worker will follow up with an official email regarding their attendance as well as change of schedule including arrival and/or departure.  The payroll school is responsible for recording time, attendance, leaves and documentation in the CAR.  All personnel information is also kept in the social worker’s file. The Program Specialist is to receive copies of all time, attendance and documents supporting performance throughout the year.  

The payroll school principal is responsible for entering the social worker’s end of year rating.   Each principal of the assigned schools will provide feedback on the social worker’s overall performance to the Program Specialist which will then be communicated to the payroll school principal.    

Ongoing communication, via email, phone calls or in-person discussions, between principals of assigned schools and the Program Specialist will help in facilitating this process.

If you have questions about Early Childhood Social Workers or use of funds to support them, please contact the Office of Early Childhood Education at 212-374-0351.
Allocations should be scheduled in TL PreK Program Support Shared.
Click here to download a copy of the School Allocation Memorandum
Table 1:  School Allocations Summary   (click here for a downloadable Excel file)
Table 2:  School Allocations Detail (click here for a downloadable Excel file)
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