
 
QUICK GUIDE: 

Administration and Supervision of Early Childhood Programs 
A common question from school districts involves who may supervise Early Childhood Family Education (ECFE) 
and/or School Readiness programs. The question can be complex due to various reasons. One reason is that 
the roles and responsibilities of an early childhood supervisor may vary widely from district to district. Another 
reason is that many early childhood education functions and systems are being aligned with K-12 systems. 

Ultimately, the school district determines the roles and responsibilities of staff involved in the supervision and 
administration of early childhood programs and services. The purpose of this quick quide is to provide districts 
with information to assist the decision-making process. 

Supervision of ECFE and School Readiness Programs 
With regard to Minnesota Statutes, ECFE and School Readiness statutes are very similar. Table 1 below shows 
how supervision is addressed in Minnesota Statutes. 

Table 1: Minnesota Statutes (section 124D.13, subdivision 14 and section 124D.15, subdivision 10) 

ECFE School Readiness 
A program provided by a board must be 
supervised by a licensed early childhood 
teacher or a licensed parent educator. 

A program provided by a board must be supervised by a 
licensed early childhood teacher, a certified early 
childhood educator, or a licensed parent educator. 

 

The person who supervises the program has responsibility for program operations and requirements. This 
individual must hold a teaching license in early childhood or parent education. While specific supervision 
responsibilities may be determined at the local level, there are some responsibilities required of all program 
supervisors (e.g., submission of state annual reports). 

The Role of School Administrators 
If a school administrator (e.g., Community Education director, principal) also holds a parent education or early 
childhood teaching license, then he or she may supervise an ECFE and/or School Readiness program. Table 2 
below shows the licensure codes for the ECFE and School Readiness coordinator positions. 

Table 2: Licensure Assignments 

Licensure Code Licensure Description Assignment that is Appropriate for the Licensure Fields 
950100 

 
950200 

Coordinator, ECFE 
 
Coordinator, School 
Readiness 

180102 Pre-Kindergarten 
180103 Pre-Kindergarten and Kindergarten 
180105 Pre-Primary  
180150 Early Childhood Education 
180401 Parent and Family Education  
180402 Family Education /Early Childhood Educator 

If the administrator does not hold a parent education or early childhood teaching license, then program 
supervision duties must be shared with a person who holds the appropriate license. For example, the principal 
may perform evaluations of early childhood teachers while the early childhood coordinator completes state 



reports. Table 3 below provides some examples of responsibilities involved in administering and supervising 
early childhood programs. 

Determining Roles and Responsibilities 
Due to a variety of factors (e.g., budgets, growing complexity and importance of early childhood education), 
many districts are taking a closer look at the administration of their early childhood programs and services. 
Specific roles and responsibilities should be determined at the local level. To help facilitate the conversation in 
your district, below are examples of some common program administration competencies and responsibilities. 

Table 3: Examples of Competencies/Responsibilities 

ECFE and School Readiness – Examples of Program Supervision Responsibilities 
Leadership 

- Developing program goals and strategic plans while ensuring alignment with district goals and plans 
(e.g., World’s Best Workforce). 

- Engaging and participating in district leadership teams and relevant PLCs. 
- Ensuring program requirements are met (e.g., Minnesota Statutes, section 124D.15, subdivision 3 and 

section 124D.13, subdivision 2). 
- Completing and submitting annual reports and community needs assessment. 
- Creating and ensuring programs and services meet the needs of children and families in the 

district/community. 
- Aligning programming and services with K-12, as well as collaborating with other district programs 

(e.g. ABE, ECSE, Title I, etc.). 
- Coordinating and maximizing public and private resources with community agencies to reduce the 

duplication of services. 
Organizational Management 

- Gathering, analyzing, managing, and using data to plan and make decisions for program evaluation. 
- Developing and managing budgets, including knowledge of ECFE and School Readiness 

restricted/separate accounts for all funds (state levy, participant fees, grants, etc.), Early Learning 
Scholarships, etc. 

- Analyzing need and allocating personnel and material. 
- Understanding facilities use, planning, and management, including off-site locations. 
- Understanding data systems and completing reporting (e.g., EE Student, ELSA, MARSS, 0-4 census 

data, ECFE needs assessment, annual reports, STAR reporting, etc.).  
- Student and participant management (e.g., online registration and payment systems, immunizations, 

student records, screening, etc.). 
Policy and Law 

- Ensuring programs and operations are in compliance with Minnesota Statutes. 
- Ensuring program requirements are met (e.g., Minnesota Statutes, section 124D.15, subdivision 3 and 

section 124D.13, subdivision 2). 
- Ensuring that all data such as attendance records, employee files, release of information forms, etc. 

are maintained according to state statutes, school district policy, and data privacy laws. 
- Involving stakeholders in the development of program and educational policy. 

Communication and Community Relations 
- Formulating and executing plans for internal and external communications, includes understanding 

appropriate communication protocols in the district. 
- Requesting and responding to community feedback. 
- Articulating organizational and program purposes and priorities to families, the community, and 

media. 
- Developing and maintaining relationships with other human service providers, child care providers 

and early childhood professionals, and establish collaborations and partnerships. 



- Effective marketing and outreach strategies and deliverables. 
- Family involvement and engagement efforts, including parent advisory councils. 

Curriculum Planning and Development for the Success of All Learners 
- Enhancing teaching and learning through curriculum, assessment, and strategic planning for all 

learners. 
- Developing, implementing, and monitoring procedures to align, sequence, and articulate curricula and 

curricular procedures. 
- Identifying instructional objectives and use valid and reliable performance indicators to measure 

performance outcomes. 
- Implementing and assessing appropriate learning technologies. 

Instructional Management for the Success of All Learners 
- Understanding research on learning and instructional strategies. 
- Understanding developmentally-appropriate practice and how to support instructional practice. 
- Utilizing data for instructional and program decision making. 
- Designing and/or utilizing appropriate assessment strategies for measuring learner outcomes. 

Human Resource Management 
- Effectively recruiting, selecting, and retaining staff. 
- Understanding and utilizing staff development to improve the performance of all staff members. 
- Supervising and evaluating staff members. 
- Procedures for managing student teachers and volunteers. 

Safety and Security 
- Following guidelines for implementing staff training in First Aid, CPR, blood-borne pathogens, crisis 

plan, and other district safety measures. 
- Developing and implementing policies and procedures for safe and secure learning environments. 
- Formulating and implementing safety and security plans. 

 

Note: Revenue Restriction for Administering Programs 

When other school district administrators have responsibilities for administering or supervising early childhood 
programs, it is important to consider revenue restrictions in ECFE and School Readiness. 

Not more than five percent of program revenue may be used for the cost of administering the 
program. (Minnesota Statutes, section 124D.135, subdivision 5) 

This revenue restriction is monitored through the Uniform Financial Accounting and Reporting System 
(UFARS). Chapter five of the UFARS manual covers Object Dimensions, including descriptions for object codes 
110 (Administration/Supervision) and 120 (Early Childhood/School Readiness Administration/Supervision).  

The use of the 110 object code for ECFE and/or School Readiness is limited to five percent of the total revenue 
of those programs. If a principal or another administrator is involved in supervising the program, then this is 
assigned to object code 110 and the five percent limit applies. 

The 120 category includes salaries of the ECFE and School Readiness program coordinators, whose direct 
duties are program administration, management, supervision of program staff, and coordination with other 
relevant programs related to young children or adults. ECFE and School Readiness personnel in this object code 
must be licensed in early childhood education or parent and family education. The five percent limit does not 
apply to Object Code 120. 

Further Assistance 
Please contact Mike Brown at mike.p.brown@state.mn.us or 651-582-8224. 

mailto:mike.p.brown@state.mn.us
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