
 

 

Charlottesville Waldorf School 

Faculty/Staff Job Description 

 

Job Title:  Early Childhood Assistant Teacher (revised 03/2016) 

 

Duration:  school year from late August through June 15th; (see below for summer 

responsibilities) 

 

Work Hours:  Assistant teachers are expected to be on campus from 7:45 a.m. to 2:00 

p.m., except on meeting days (generally Early Childhood Department and Full Faculty 

meetings are on Thursdays, plus one other afternoon for meeting with the lead teacher, 

which schedules are set during the August work week at the beginning of each school 

year.  This is a part-time position. 

 Verse: All teachers and assistants are warmly invited to join at 7:50 a.m. 

 “Hands-on” with children from 8:00 a.m. – 1:45 p.m. 

 

Areas of Responsibility: 

 

 Class size: approximately 12-18 children per class with one lead teacher and one 

assistant 

 Share in care of children with lead teacher 

 Prepare daily snack 

 Maintain supplies of snack ingredients and other household supplies 

 Prepare shopping list for shopper 

 Clean up classroom after activities 

 Participate in circle time 

 Accompany class on field trips 

 Arrange for substitutes in a timely and appropriate manner, ensuring that all 

periods during which you are responsible for child supervision are covered by 

substitutes in your absence.  You must also notify the faculty chair and the 

business manager as soon as you arrange for a substitute so that the person is 

expected on campus and can be paid in a timely manner.  Substitution forms 

should be completed in every instance, even in the case of in-house substitutions. 

 

      

Additional responsibilities: 

 

 Attend First Day tea with parents and children. 

 Attend and participate in weekly Full Faculty and Early Childhood departmental 

meetings, June and August Work Weeks 

 Perform committee work when applicable.  All five-day assistants are required to 

participate on one committee. 

 Attend and perform in the Marionette Play at the Holiday Bazaar in December 

and attend the spring fundraiser.  These events are largely parent-organized and as 

such warrant our full support. 



 

 

 Participate and perform in the Marionette Play at the Holiday Bazaar and an 

additional public performance to be determined each year.  All Early Childhood 

faculty participation in the preparation and performance of this play.  We 

generally meet once/week for this work beginning in August work week and 

culminating at the Bazaar. 

 Support school rules.  

 Follow the first aid guidelines outlined by the administration.  

 

Summer Work: 

 

 Assist lead teacher with set-up of classroom 

 Attend faculty work days in June and August 

 Attend staff orientation meetings at each campus (logistics, playground 

boundaries, etc.) 

 Attend orientation tea the day before school starts 

 

Skills, etc.: 

 Works well with children 

 Good communication skills 

 Calm, gentle manner 

 Well-organized, efficient 

 Works cooperatively in groups 

 Reliability and punctuality are required 

 Proficiency in handwork (knitting, sewing, etc.) preferred. 

 Musical ability, especially singing 

 Willingness to work out of Anthroposophy/Waldorf education 

 Welcome feedback and direction 

 

Required meeting attendance: 

 Weekly Early Childhood Department Meeting (sharing, handwork, study and 

marionette work – see below) 

 Weekly Full Faculty Meeting 

 Weekly planning meeting with lead teacher 

 Marionette Play at the Holiday Bazaar and an additional public performance to be 

determined each year.  All Early Childhood faculty participation in the 

preparation and performance of this play.  We generally meet once/week for this 

work beginning in August work week and culminating at the Bazaar. 

 Faculty Committee meeting (five-day assistants are required to participate on one 

committee; three-day assistants are invited to participate, but not required) 

 June and August Work Week meetings as set annually be the College of Teachers 

 

Professional Development/Continuing Education Requirements:  

 Professional Development:  All assistant teachers will determine professional 

goals and professional development plans for the year based on gaps in their study 

of Waldorf pedagogy.  It is recommended that all teachers in the Early Childhood 



 

 

department be on a gradual path toward attaining a certification in Waldorf Early 

Childhood Education.  

 Conferences: Assistants are encouraged to attend the annual WECAN conference 

in February or the regional WECAN conferences; some funding may be available. 

 Assistants should read and be familiar with the Minimum Standards for Day Care 

Centers (available online and in our files) 

 

Certifications: 

 First Aid/CPR certification (classes are usually offered during faculty work days) 

 Medication Administration Training  

 Daily Health Observation Training 

 

Faculty Evaluation: 

This person will be evaluated through the faculty evaluation process.  Assistants are 

encouraged to spend a day in another class doing a peer observation. 

 

Guidelines for faculty conduct and responsibility: 

As described in the CWS Faculty & Staff Handbook.  These should be reviewed by 

applicants before employment is accepted. 

 

Background required: 

Education:   

 High School Diploma; related college-level coursework preferred 

 Waldorf Early Childhood Teacher certification, or willingness to develop a plan 

for study of Waldorf early childhood pedagogy 

 

Experience:   

 Related work with children, preferably in a classroom setting 

 Study of Waldorf pedagogy and Anthroposophy 

 Work with group process, and consensus decision making, preferred. 

 

Remuneration: 

Salaried as determined by qualifications and experience.  

 

Benefits:   

 Leave/sick days:  determined by the Board of Trustees 

 Health insurance: Assistants are not eligible for health insurance 

 Tuition remission: This position is eligible for tuition remission.  Five-day 

assistants receive 90% remission for the first child only.  Three-day assistants 

receive 54% remission for the first child only. 

 

 

 

The Charlottesville Waldorf School is an equal opportunity employer.  We do not 

exclude anyone on the basis of race, religion, nationality, ethnic origin, or sexual 

orientation. 


