
Role Determination Chart:  
School-Age Programs
It is important to keep accurate staff records in MERIT (https://apps.dcyf.wa.gov/MERIT). A staff member’s role 
determines their required qualifications and training. The chart below can help determine the right role for a staff 
member. Review WAC 110-301-0100 (https://app.leg.wa.gov/wac/default.aspx?cite=110-301-0100) and choose the 
role that fits the staff member’s job duties. 

Role Is the person 
a paid 
employee?

Can they 
be counted 
in ratio?

Can they be 
alone with 
children?

What is their responsibility?

PROGRAM DIRECTOR Yes Yes Yes • Manages the school-age program  
   operations and facilities

• Complies with foundational  
   quality standards

• Develops a program philosophy,  
   communicates the philosophy to  
   all early learning program staff and  
   parents, and trains staff to ensure  
   the philosophy serves all children  
   in the program

• Has knowledge of community  
   resources available to families

• Provides support to staff for  
   creating and maintaining  
   staff records

• Oversees professional  
   development plans for staff 

• Mentors the site director

SITE DIRECTOR Yes Yes Yes • Is on site during the program’s  
   operating hours

• Plans and implements the  
   school-age program services

• Complies with foundational  
   quality standards

• Observes and mentors staff

https://apps.dcyf.wa.gov/MERIT
https://app.leg.wa.gov/wac/default.aspx?cite=110-301-0100
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Role Is the person 
a paid 
employee?

Can they 
be counted 
in ratio?

Can they be 
alone with 
children?

What is their responsibility?

LEAD TEACHER Yes Yes Yes Implements the school-age program 

ASSISTANT TEACHER Yes Yes Yes - with 
supervision

• Helps a lead teacher 

• Can serve as a lead teacher for up  
   to two weeks

AIDE Yes Yes No - Requires 
continuous 
oversight

Provides support to lead and 
assistant teachers

OTHER PERSONNEL Yes No No Does not directly care for children

VOLUNTEER-
ONGOING

No Yes, with 
additional 
requirements

No • Helps school-age programs 

• To count in ratio, must complete  
   additional requirements and may  
   not be left alone with children 

VOLUNTEER-
OCCASIONAL

No No No • Helps school-age  programs

• May include special guests
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