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Format
• Presentation and discussion.

Presentation slides focus on:
• Core tasks for new administrators to help ensure 

a strong start.

• A landscape view of knowledge and 
competencies relevant to administration and 
leadership.

• Strategies for program operations.

Welcome to the world of early childhood leadership!

The quality of an early childhood education program is largely dependent on an often overlooked
group of professionals: school or program leaders. After teachers, research shows that school leaders

are the greatest in-school factor impacting student achievement. Abbie Lieberman, p. 5

from National Graphic Learning

https://www.newamerica.org/education-policy/policy-papers/tale-two-pre-k-leaders/
https://eltngl.com/sites/WOW2e/home


Our Time Together

Our Time Together

• Facilitators and group members

• Adult learners

• Learning and conversing

• Commitment to the work

• Why have a community of practice? 

“We learn better when we learn together”
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New Coordinators’ Community of Practice

This learning community is designed to be an informal, unstructured time and 
space for early childhood administrators/leaders to meet together virtually to:

• Learn from each other – Learn with each other.

• Network and share experiences.

• Share ideas, strategies, resources, etc.

• Provide collegial support and guidance.

• Develop personally/professionally, and advance our practice, both 
individually and collectively.
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1. Understanding the Roles and Responsibilities of 
Your Position

2. Understanding Program Requirements and Policies
3. Understanding Our Programs within Districts and 

Communities
4. Program Finance and Budgeting
5. The Role of Data
6. Community Engagement, Collaboration and 

Mixed Delivery
7. Continuous Improvement to Achieve Coherence 

and High Quality

Community of Practice Sessions
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1. Participants understand how to connect with others locally, regionally, and statewide.

2. Participants gain an understanding of potential roles and responsibilities associated with their 
position.

3. Participants understand how to find out about the requirements of the programs they supervise 
and lead.

4. Participants understand the role policies and procedures play in the operation and functioning of 
early childhood education and family programs.

5. Participants discuss and understand district and community data/information relevant to early 
childhood education and family programs.

6. Participants learn some strategies for essential program operations, like budgeting and state 
reporting.

7. Participants learn about the importance of continued learning and continuous improvement.

Learning Objectives of this Community of Practice



Keep in Mind
1. Virtual session reminders

2. Lifelong learning is who we are

3. Goals and values

4. Organize and prioritize
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Before We Begin…



Virtual Session Reminders

• This community of practice is intended to be a safe place for sharing and 
learning.

• Make sure that your audio is muted when not speaking/sharing.

• Use the “chat” function to send comments/questions throughout the 
presentation.

• Please place resource links that are pertinent to the discussion in the chat 
box so that we can share the information after the session ends.

• Slides from this session will be shared with participants.
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Starting with Lifelong Learning as a Disposition



Ten Minnesota Commitments to Equity

1. Prioritize equity. 

2. Start from within. 

3. Measure what matters. 

4. Go local. 

5. Follow the money. 

6. Start early. 

7. Monitor implementation of standards. 

8. Value people. 

9. Improve conditions for learning. 

10. Give students options. 



New Administrators Page of EC Admin Website



Making Yourself Known
1. Within and outside the organization

2. Email alerts (how you manage and receive information)

3. Articulating your vision
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TOPIC #1



13Minnesota Department of Education | education.mn.gov1/26/2023

1. Known to District and Community (within your organization and community)
• Is the contact information on your district website correct? 
• If parents wanted to contact your early childhood programs for information, how easy is it for 

them to find the information? 
• Who will you be working with in the district? Who should you be working with?

2. Known to Colleagues (within your area/region)
MDE and MNAFEE support the Early Childhood Regional Networking Groups. One of the 
most important things for early childhood coordinators is support. The regional 
networking groups provide collegial support. They are a great way to get connected with 
other coordinators in your area. Also, a great way to share information and learn from 
each other.

• New this year are Information Management Consultants (IMCs).

First – Ensure You are Known
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Early Childhood Regional Networking Groups
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Regional Networking Groups

Regional Networking Groups page of the Early Childhood Administration website

http://ecadmin.wikidot.com/regional-networks
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Regional Networking Groups

Regional Networking Groups page of the Early Childhood Administration website

http://ecadmin.wikidot.com/regional-networks
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3. Known to MDE – MDE’s Directory for Schools and Organizations (to the state).
The Minnesota Department of Education-Organization Reference Glossary 
(MDE-ORG) is a searchable database. It includes a variety of Minnesota school, 
district and education-related organization directories. Start by searching for 
your school district. A list of organizations will populate. Find your district and 
early childhood programs (you may want to look at neighboring districts to see 
how they are listed). If information is out of date, or sites are not listed that 
should be, then you will need to contact your site verification coordinator.

Ensure You are Known to MDE
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Finding MDE-ORG

On the MDE website, hover over Data Center, then click on Schools and Organizations (MDE-ORG)

https://education.mn.gov/MDE/index.html
https://education.mn.gov/MDE/about/SchOrg/
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Contact your district's Site Verification Coordinator. Early childhood administrator information is included in MDE-ORG. 
The Minnesota Department of Education-Organization Reference Glossary (MDE-ORG) is a searchable database. It 

includes a variety of Minnesota school, district and education-related organization directories.

MDE – Organization Reference Glossary (ORG)

http://w20.education.state.mn.us/MdeOrgView/
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Example of District Contacts and Organizations

Organizations listed 
after searching for 
“Alexandria.”

After clicking on 
“Contact View” for 
Alexandria Public 
School District 0206-01
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Sign Up for Email Alerts

Look for “Sign up for email 
alerts” on MDE webpages 
in order to receive an 
email notification when 
the page is updated.



Making Yourself Known
1. Within and outside the organization.

2. Email alerts. 

3. Articulating your vision.
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TOPIC #1 continued
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Leadership Identity – Articulating Your Vision

Hey school leader, what is your “Leadership Identity?”
At the 2017 National Title I Conference, Principal Kafele asks school leaders, "What is your leadership identity?"

https://youtu.be/e7rAFF0PCxw
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Articulating Your Vision – PSEL Standards

https://www.npbea.org/psel/
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Articulating Your Vision – PSEL Standard 1

https://www.npbea.org/psel/
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Articulating Your Vision

Effective educational leaders develop, advocate, and enact a shared mission, vision, and core values of 
high-quality education and academic success and well-being of each student. 

Effective leaders: 
a) Develop an educational mission for the school to promote the academic success and well-being of each 

student. 
b) In collaboration with members of the school and the community and using relevant data, develop and 

promote a vision for the school on the successful learning and development of each child and on instructional 
and organizational practices that promote such success. 

c) Articulate, advocate, and cultivate core values that define the school’s culture and stress the imperative of 
child-centered education; high expectations and student support; equity, inclusiveness, and social justice; 
openness, caring, and trust; and continuous improvement. 

d) Strategically develop, implement, and evaluate actions to achieve the vision for the school. 
e) Review the school’s mission and vision and adjust them to changing expectations and opportunities for the 

school, and changing needs and situations of students. 
f) Develop shared understanding of and commitment to mission, vision, and core values within the school and 

the community. 
g) Model and pursue the school’s mission, vision, and core values in all aspects of leadership. 
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Making Sure Your Program and Services are Known

Spring Lake Park ECFE

Especially since early childhood 
programs are voluntary, districts 
need to engage in effective 
outreach and marketing.

https://www.springlakeparkschools.org/preschool-and-early-childhood/about
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Mission
What is our purpose (program, district)?

Vision
Where are we going? Where to we want to 
be in the future?

Core Values
What do we believe in? How do we act? 
How do we conduct ourselves?

Discussion #1: Articulating a Vision



Roles and Responsibilities
1. Looking inside and outside the organization.

2. State and national view.

What is my role as an early childhood administrator?

What are my responsibilities?

9/22/2021 Minnesota Department of Education | education.mn.gov 29

TOPIC #2
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Strategies (assets/resources within your organization):

1. Previous coordinator/administrator (ideally, districts build time for 
transition)

2. Current staff (teachers, support staff)

3. Job description

4. Supervisor

5. Other district administrators (e.g. principals, other CE coordinators, SPED)

Roles & Responsibilities
Roles and responsibilities can vary widely from district to district. 

Some things will be clear while others may be vague, and maybe unknown.
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1. Previous coordinator/administrator

• What were her/his responsibilities/role?

• Is this person willing to help or answer questions if they arise?

• Do you have access to files (budgets, staffing, etc.)?

• What went well and what needs to change?

o Example: relationships built with community partners is a positive. Budgets are a 
mess and staff moral is low.

Roles & Responsibilities: Learning from a Predecessor
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2. Current staff (teachers, support staff)

• For program management, your support staff, like administrative 
assistants, are invaluable.

• Handling participant payments, ordering supplies and coding expenses, 
day-to-day operations, etc.

• Teachers as instructional co-leaders. Classroom quality, evaluation, health 
and safety, etc.

• Culture and climate of your program.

Roles & Responsibilities: Resources within your organization
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3. Job description

• Make of copy of your job description and use it as a worksheet.

• Ensure responsibilities listed in your job description are covered.

• Since job descriptions need to be updated periodically, it can be helpful to keep 
notes.

4. Supervisor

• Hopefully your supervisor is a confidant and is invested in your development.

• Your supervisor, who may also have a role in administering the program, should 
be a great resource for helping you learn about and navigate your roles and 
responsibilities.

Roles & Responsibilities: Job Description and Supervisor
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5. Other district administrators (e.g. principals, other CE coordinators, SPED)

• Due to the similarities of roles and responsibilities, an elementary principal may 
be your best resource. 

• Since many early childhood programs are in Community Education, other 
coordinators (e.g. Adult Basic Ed, School-Age Child Care) can also be valuable 
colleagues.

• Navigating the worlds of regular and special education can be challenging. 
Partnering with, and learning from, your special education colleagues is essential 
to the success of your programs.

• Other district administrators like transportation director, human resources, food 
service, teaching and learning, buildings and grounds, etc.

Roles & Responsibilities: Other District Leaders
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Strategies (assets/resources within the field - regional):

• Regional Networking Group

• Mentors

• Conferences and professional development opportunities

• Other?

Roles & Responsibilities: Resources within the Field - Regional
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Strategies (assets/resources within the field – state and national):

1. State resources

• Principal Development, Support and Evaluation on MDE website

• Knowledge and Competency Framework (KCF) for Early Childhood Administrators, on 
MNAFEE website

2. National organizations

• Head Start

o Organizational leadership

• The National Policy Board for Educational Administration (NPBEA)

o Professional Standards for Educational Leaders

Roles & Responsibilities: State and National Resources

https://education.mn.gov/MDE/dse/prev/
http://ecadmin.wikidot.com/leadership-administration
https://eclkc.ohs.acf.hhs.gov/organizational-leadership
https://www.npbea.org/psel/
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KCF for EC Administrators

Describes what administrators need to know 
and do in order to effectively lead and 
administer programs and services for young 
children, parents, and families. It is intended 
to help administrators understand their roles 
and responsibilities, while also providing a 
resource to help administrators assess their 
work and plan areas of growth and 
improvement.

Roles & Responsibilities – KCF for EC Administrators
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The framework is based on the core leadership competencies for Minnesota administrative licenses, which is 
part of Minnesota Rule 3512.0510. Also included in the framework are standards from the publication, 
Professional Standards for Educational Leaders 2015 (National Policy Board for Educational Administration).

Roles & Responsibilities – Leadership Competencies

https://www.revisor.mn.gov/rules/?id=3512.0510
https://www.npbea.org/psel/
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The framework and guide are available on the Leadership & Administration page of the Early Childhood 
Administration website.

Roles & Responsibilities – Content Areas

http://ecadmin.wikidot.com/leadership-administration


40Minnesota Department of Education | education.mn.gov1/26/2023

MDE Guidance on Supervision of Early Childhood Programs
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Roles & Responsibilities – Head Start as a Resource

The Head Start Management Systems Wheel 
is a visual representation of the 12 program 
management, planning, and oversight systems 
that are critical to high-quality service 
delivery.

https://eclkc.ohs.acf.hhs.gov/organizational-leadership/article/management-systems-wheel
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Discussion #2: Roles and Responsibilities
What is the role of leadership and 
management in your position?

What role do other district 
administrators/staff play in your 
program?

What are your responsibilities? How 
will you monitor progress, tasks, etc.?

Other questions, thoughts, etc.?



Thank you!

Mike Brown, mike.p.brown@state.mn.us
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