Sample

STAFF HANDBOOK

There will be a person in charge in the building at all times. The office will be open from 8:30-5:30PM.  The person in charge in descending order is:

· Director: xxxxxxxxx





· Xxxxxxxxxxx

· xxxxxxxxxxx


(This is a sample of a Staff handbook FOR A CHILD CARE CENTER. 
Your Handbook should reflect your program specifics. You can use this as a guideline and add or delete to fit your needs.)

Personnel Policies

ALL STAFF MUST READ THE PARENT NOTEBOOK UPON ARRIVAL.

This is where you will find notes from parents, absence phone calls and other important info for the day.  Please check it when you first come in.  If you take a phone call about a child you can write the information here for the rest of the staff.
ABSENCES

You are expected to be punctual and dependable.  If you are ill please call as soon as possible, preferably the evening before to allow for arrangements to be made. Leave a message on the answering machine if necessary. If you open or come in at 7:30 you must speak directly to either the Director or another staff who can cover for you. 
PERSONAL PHONE CALLS

While you are working your first responsibility is to the children here at the center.  Keep personal calls to a minimum and preferably during your break time.  Avoid receiving calls at work.  In an emergency the office will take a message for you.  No cell phones, please.  Classroom staff--if you have one please turn it off at work and no texting during work hours.
SMOKING

There is no smoking allowed anywhere on the school grounds, in front of children or parents.  This includes any outside areas in front of and behind the school including out on the sidewalk. Since we are not allowing smoking on the grounds there is no designated smoking area.  

Be aware that when you smoke you and your clothes smell of tobacco. This may be offensive to some parents and children.  Due to complaints from parents we ask that you do what is necessary to avoid smelling of cigarette smoke, especially washing your hands before returning to the classroom. If you smoke and continually smell of cigarette smoke we may require you to wear a smock over your clothing.
PARKING

The first two parking spaces closest to the gate are reserved for parents picking up and dropping off their children.  Please do not use these spaces. Parking along the brick wall or in other spaces near the fence.

 , 

LEAVE REQUESTS

Please fill out the “Request for Leave” form for approval.  Staff who have earned vacation leave have first priority.  An attempt will be made to approve requests as long as your shift can be easily covered or a substitute is available AND your requests are not excessive.  Unless it is an emergency or an extremely important event, please do not ask if someone is already out.  Check the office calendar first since we may not be able to honor requests if there is already someone scheduled to be out.  No vacations will be approved the first week of school, and the first and last week of our summer program.  

WORK SCHEDULES/TIME SHEETS

Work schedules will be posted by Thursday. You must sign in and out each day. Fill in the reason for any hours worked over your scheduled shift on your time sheet.  The Director must approve all overtime. If you are late you may not work later than your usual shift to make up the time without approval. Tally your hours at the end of each week and sign your time sheet at the end of the payroll period.   Payroll will end 3 days prior to payday.  Paychecks will be given out on the 15th and the last day of the month. 

PERSONAL BELONGINGS 

MUST BE STORED OUT OF REACH OF CHILDREN and must not be left out in the classroom.  This includes purses, bags and backpacks.  Use the closet in the hallway upstairs next to the computer or the closet downstairs.

DRINKS IN THE CLASSROOM

For safety reasons, you must use a travel cup WITH A LID if you are drinking anything hot in the classroom. No soft drinks in the classroom please unless in travel mugs. Please do not leave any drinks within reach of children.

REIMBURSEMENT

Each classroom teacher will be reimbursed for money spent on classroom materials up to a max of $25 per month.  You must attach a receipt to the reimbursement request form and turn it into the office.  Purchases over $25 need to be approved in advance by the Director.  All materials reimbursed become the property of this center  Please do not use this money to purchase candy, cookies or treats for the children as these are not part of our policy or program..

Opening Procedure

Read notebook for notes written evening before

Monday morning put up new sign in sheets and menu for week

Make/serve breakfast until 7:15am

Put out all chairs in kitchen and set out table activities

While children are doing table activities:

REFILL BLEACH SPRAY BOTTLES FOR EACH CLASS

Set up snack trays for each class with cups, napkins, pitcher and snack

Greet each parent and child and direct children to an activity: children to stay in kitchen area 

Closing Procedure

Pre-school and toddler rooms to be closed down by staff before leaving classroom
BE SURE TO TURN OFF HEATER IN TODDLER ROOM

ALWAYS MAINTAIN REQUIRED RATIOS

Last staff in a room will clean up and close their room

 DOWNSTAIRS STAFF PERSON WILL DO THE FOLLOWING:

Toilets are flushed



Water is turned off.

Chairs are up on desks



Side door is locked

Windows are closed/locked




Return bleach spray bottle to kitchen

*By 5:30 all children remaining should be in kitchen area.

AT 5:30 OR WHEN COUNT GETS DOWN UNDER 10 CHILDREN ONE STAFF MEMBER CAN Check on CLOSING PROCEDURE UPSTAIRS:

Get out some quiet table activities in the kitchen to end the day.

· Check to see kitchen is cleaned up from snack

· Oven elements off and coffee pot unplugged

· Clean tables and put up chairs in kitchen as children leave

· Flush toilets and be sure water turned off in bathroom

· Check that pre-school room door and slider in Toddler room is locked 

AS LAST CHILD LEAVES

· CHECK SIGN IN SHEETS TO BE SURE ALL ARE SIGNED OUT

· Switch for Motion detector light should be turned on

· Lock main, office and kitchen outside doors

· Don’t forget to record your time on your time sheet. If you leave past 6, be sure to indicate who was late.

· ARE THE CATS OUTSIDE???—BE SURE.
Benefits
PAID HOLIDAYS


After 90 days, the following holidays are paid: New Year’s Day, Martin Luther King Day, Memorial Day, Fourth of July, Labor Day, Veterans Day, Thanksgiving, the day after Thanksgiving and Christmas. We close at 1 PM on Christmas Eve.  You will be paid for your regularly scheduled shift that day if you work in the AM.

VACATION



1 week after one year 2 weeks after 3 years, 3 weeks after 5 years .Vacations are earned on the anniversary date at the end of each year. In the event you terminate employment, vacation is paid out for any time earned.
SICK LEAVE
 

After 3  months employees accrue sick leave each calendar month at a rate of ½ the number of hours your work daily. Example: Full time employees working 8 hours per day accrue 4 hrs. per month and part time employees working 4 hrs per day accrue at a rate of 2 hours per calendar month. The hours are earned on the first day after the end of each month. You can carryover unused sick leave each year.  Unused sick leave is not paid out upon termination.

HEALTH  


After 30 days, employees working a minimum of 25 hours per week are eligible to receive medical benefits. We will contribute 50% of the monthly insurance premium for medical coverage on staff. The insurance will go into effect the first month following the 90-day period. Insurance premiums are due the 1st of the month at the beginning of the month so deductions will be made the month prior to the due date. Deductions start the month prior to your eligibility and are taken out each pay period. The premiums you pay are offered on a pre-tax basis.

Aflac accident and disability insurance is also available to staff. Staff pays for these premiums on a pre-tax basis.  

PROFESSIONAL DEVELOPMENT


Staff is required to participate yearly in at least 20 clock hours of training or education related to the care of children each year.
During your first year you will need to take a class in Understanding and Guiding Behavior and Human Growth and Development as part of the required hours.  

Our center will pay for the cost of up to 20 hours of classes that you attend each year with the following conditions:

You are responsible for signing up for classes and paying the fee in advance.  You will be reimbursed for the class after you take the class and turn in a certificate from the class. We may choose to pay for the class in advance for you; however, if you do not attend the class you are responsible for repaying the center for that class or paying for the next one yourself.

Staff is required to have a CPR AND First Aide care, Food handler’s permit and Child Abuse class as a condition of employment. We may chose to allow you 90 days to obtain the required classes but we do not pay time or the cost of these initial requirements.  

*The director will make arrangements for each teacher to visit another same age group program each year. 

SIMPLE IRA PLAN


After 2 years, full time employees may choose to participate in a Simple IRA Retirement Plan. Employees can contribute up to a maximum of $12,000 into this plan each year. Contributions will be deducted from your paycheck each month and Happy Hollow will match contributions up to 3% of your annual salary into this retirement plan. 

Salary is set according to a salary schedule 

Social Security, Workman's Insurance Compensation, and unemployment insurance cover all employees. 

HEALTH

PROCEDURE FOR DISPENSING MEDICINE

Medication will be given to a child at a parent’s request under the following guidelines:

Parents complete a medication form indicating the time medication is to be given and the dosage required.  Staff will initial and record the dosage given upon administering the medication.

*Prescription medication must be in the original container and labeled with the child’s name, the name of the drug, dosage, directions for administering, the date and the physician’s name IT MUST BE STORED IN THE MEDICINE CABINET OR REFRIGERATOR.

Non-prescription medication must be in the original container and labeled with the child’s name, dosage, and directions for administering.

HEALTH POLICY

When a child is brought to school, it will be assumed that they are well enough to participate in all activities, including outside play.

We strictly adhere to the following CCD guidelines.  Children will be excluded from Happy Hollow if they show one or more of the following symptoms:

Fever over 101 degrees

Diarrhea more than one time during the day

Vomiting

Nausea

Severe cough

Unusual yellow color to skin or eyes

Stiff neck and headache with one or more of the symptoms listed above

Difficulty breathing or wheezing

Complaints of severe pain

A child who has a fever of 101 degrees or show signs of illness as described above will be isolated in the office and the parents notified and asked to pick up their child as soon as possible. 

If a child has a mild cold symptoms that does not impair his /her function, the child may remain in the center. Be sure to notify the parent when they pick up their child.

ACCIDENT REPORTS/MINOR ACCIDENTS

Staff will administer necessary first aide for minor scrapes, bruises, etc. first aide kits are located inside the gym door, and in each classroom.   Parents will be notified the same day of the accident on our band aide report.  Accident reports must be sent to the office to be signed and copied. One copy goes home with child and one copy is placed in the child's file. 
You must use universal safety precautions for bloodborne pathogens.
SERIOUS ACCIDENTS

All staff members will have a First aide and CPR card as a condition of employment or within 90 days of hire so that there will always be a staff person present with first aide and CPR training.  When a serious accident occurs, notify the Director or person in charge immediately so that it can be decided what course of action will be taken. If a child needs immediate attention we will call 911 for help.  If they need to be transported to the hospital, the person in charge will designate a teacher to accompany the child.  Emergency contacts will be called if the parents cannot be reached.

MATS AND SHEETS

All children MUST use their own mat labeled with their name.  Sheets will be changed weekly or when a different child uses the mat.  Mats must be sanitized weekly when changing sheets.  Mats must be placed 3’ apart if they are side by side or 2’ apart if they are head to toe.  Please make a naptime map so that if the event of your absence others will know where each child usually naps.

CHANGING ACCIDENTS

All children should have a change of clothes.  Children (except for toddlers) should be able to remove wet clothes and place them into a plastic bag by themselves.  Use plastic gloves when changing children.  Fill out a “Clothing Request Form “for the parents and send home with the clothes in a plastic bag.  WE DO NOT WASH SOILED CLOTHING AT THE CENTER.  Plastic bags are stored in the kitchen, in the upstairs bathroom hall closet and in the closet.  NO PLASTIC BAGS UNDER SINKS OR IN DRAWERS.

WASHING PAINT CONTAINERS AND BRUSHES

Use the back laundry room sink for washing or filling paint containers and brushes or the bathroom sink.  DO NOT LEAVE THE FAUCET TURNED TO THE SIDE in laundry room.  If the faucet is dripping it will flood into the downstairs! 

Do not put paintbrushes or art stuff in the kitchen sink. The kitchen sink is for is for food related only.

STAFF/ CHILDREN HAND WASHING 

Be sure you wash your hands upon arrival, before serving food, before and after eating, after wiping noses, changing children and using the bathroom.  This is the most effective way of helping to stop the spread of germs.  Supervise children using the bathroom and during hand washing times

At the beginning of each school year and as each new child enrolls staff will show children the proper procedure for using the toilet and washing their hands. .  You will need to REMIND CHILDREN TO WASH THEIR HANDS AND FLUSH THE TOILET (probably every time and every day!).

KITCHEN 

The gate in the kitchen needs to be kept latched at all times.  No children are allowed in this area.  The kitchen sink cannot be used for washing paint items-it is for food preparation and related cleaning only.  Cloths and sponges used in the kitchen cannot be used for any other cleaning. These cloths should be kept in a bucket of bleach solution.     

Bleach spray bottles use a 1-tablespoon to a gallon dilution.  Use this spray to wash tables before and after snacks and whenever necessary to sanitize an area. Keep up out of reach of children.

FOODS

Our snacks should include fresh fruit, vegetables, crackers and other foods made with LITTLE OR NO ADDED SUGAR.  Juices served is 100% fruit juices with no sugar added.  Our commitment is to serve foods containing little to no additives or preservatives.  We want to help instill good eating habits and the notion that snacks do not have to be junk food to be good, and that treats (candy, highly sugared foods, junk food, etc.) are OK to have occasionally but are not the only snacks that taste good.

Please avoid giving the children candy, doughnuts, pop, Kool-Aid or other highly sugared drinks, cookies, or other foods not on our snack list.  Please stick to the menu as planned.  Let the cook know if you are planning to have the children do a cooking activity and have it for snack.  Please keep our policy in mind when doing cooking activities.  There are plenty of healthy, low/no sugar recipes available. We limit the use of treats to special occasions like parties where the parent is providing the treat for their child’s birthday or other special event. We do not use food as a reward.or withhold food as punishment.  

FOOD IN KITCHEN or classrooms

Snack trays are set out with the necessary amounts for each group.  Food is purchased as needed for the next week or two.  We do not usually purchase extra so if you take more than is set out you may be using food designated for another day.  Check with cook before opening additional boxes.  Please note that all opened boxes in kitchen must be sealed in a bin or plastic bag.  No opened food on shelves. Please do not leave open food in the downstairs closet-we do not want to attract rodents!

USDA FOOD PROGRAM

Our monthly reimbursements need to be documented by the meal sheets. They need to be filled out when the children are eating.  They must be accurate.  We will be audited each year and if they find errors they will ask us to refund money going back to that point.  We also need to document when they children arrive and leave.  This must also be accurate.  If parents forget to sign in their child, please sign them in.  We need exact times instead of the time sheets to say “in”.  The meal sheets are checked and tallied each week.

SERVING FOOD/SNACK IN YOUR CLASSROOM

Children and staff need to wash their hands before and after eating.

The tables need to be washed and sanitized before AND AFTER serving food.  Please do not leave snack messes on the table or the floor, especially in the afternoon when our cook is gone. The floor needs to be swept if it is too messy. Use children as helpers. 

LUNCH

There will be 3 different lunch groups: 11:20,11:50, 12:20.  According to CCD regulations we allowed to seat no more than 18 children in the kitchen area at one time.

FOOD PROGRAM REQUIREMENTS

We are currently participating in the USDA food program.  There are certain requirements and procedures we must follow as part of this program.

Check off each child that has a snack or lunch while they are eating AND add up the number of children eating and record it on the meal sheet.

Staff currently sets up snacks and the cook sets up for family style lunches.  Each setting must include the minimum requirements for each food group on the menu.  If a child is served but does not eat their snack or lunch it still counts on the meal sheet.

If lunch is served family style and a child does not choose a certain food group you still may count that meal since it was offered.

You may not force, coerce or require a child to eat something they do not want. You may strongly encourage a child to take at least one bite but it is their choice.  If they choose not to eat it you may not withhold seconds on other parts of the meal.

YOU MAY NOT WITHHOLD FOOD FROM A CHILD.  If a child misbehaves at the meal table you may move them to an alternate spot to finish their meal but you may not take their food away unless they are finished. Misbehaving at the meal table is not cause to end a meal. 

Family style Meal Service

Serving Family Style meals provide opportunities for social interaction and conversation. It is also an opportunity to talk about different foods, color, quantity, shapes and temperatures of food.  Please follow these food safety guidelines.

· Children can help set the table for lunch.

· Food and drinks will be set out for children in appropriate sized containers.

· We want children to be able to serve themselves with ease; therefore no more than 8 children should sit at the large tables with one adult.

· Teachers must sit with the children, 

· The adult role is to supervise the passing of food, interact with the children during the meal service and promote good manners.

· We can encourage children to try everything, at least one bite but may not force them to eat something they really don’t want or like.

· We are required to supplement a child’s lunch from home if it is not balanced.

· *Don’t make a big deal over spills-they happen.

· We do not criticize a child for being sloppy, having poor eating habits, spilling milk, or for bringing an inadequately balanced lunch from home.

· Remember that when seconds are served, it is important that the child or the teacher not contact the child’s plate or bowl with the serving utensil.  If the serving utensil contacts the child’s plate or bowl then it must be replace with a clean serving utensil.

· All leftover food brought to the table and not eaten must be discarded.

· Everyone, including staff, must wash their hands before lunch AND AFTER LUNCH.

· Do not handle other items if you are wearing gloves to serve food at snack time.

Sometimes children on medication need to take it after lunch.  Classroom teachers are responsible for seeing that they get it before leaving the lunchroom.  DON’T FORGET TO SIGN THE MEDICATION REQUEST SHEET.

Kitchen Reminders

Kitchen Sink
· Used for food and dish washing purposes only

· Sink must be cleaned and sanitized before using for food purposes. (Health Dept requirement)

· Avoid large amounts of food down the disposal—it clogs easily (especially NO carrot or potato peels in the disposal)

· Sponges in sink must be used ONLY FOR WASHING DISHES. Do not use for wiping food contact surfaces.  Use cloth in bleach solution bucket or paper towels.  

· All food needs to be rinsed off dishes before going into sanitizer/dishwasher.

Bleach Solutions

· 1 teaspoon per gallon for sanitizing only.

· Keep out of reach of children

· Bottles must be refilled each day

· Cloths in BLEACH SOLUTION BUCKET in sink for tables and counter use only

Preparing/Serving Food

· Cutting board next to sink NOT to be used as a cutting board

· RED cutting board used for meat only

· Wash hands with soap for at least 20 seconds before food prep and serving

· Clean, separate (don’t cross contaminate), cook and chill guidelines will be followed

· We serve family style so all food should be easy to pass around in appropriate sized containers, serving spoons or thongs

· Keep food covered until ready to be served

· Refrigerator must be at 41 degrees and freezer at 0 degrees or colder

· NO FOOD ON COUNTER BEHIND SINK

Storing Food

· Return milk to refrigerator as soon as possible

· Dry product storage of food and paper goods need to be at least 6” off floor

· No opened foods to be left on shelves-open crackers to be stored in a covered container

· Food returned from classrooms or family style serving cannot be reused. It must be thrown out

If you play music in kitchen it must be kept low so it is not heard in the Frog classroom or the kitchen eating area by children (unless it is children’s music or the Disney radio station)

KEEP cabinet under sink, Medicine cabinet, back laundry door and gate to kitchen LOCKED AT ALL TIMES.

UNIVERSAL PRECAUTIONS

IN CHILD CARE SETTINGS

“UNIVERSAL PRECAUTIONS” REFER TO INFECTION CONTROL MEASURES THAT ALL CHILD CARE AND HEALTH CARE WORKERS SHOULD FOLLOW IN ORDER TO PREVENT BECOMING INFECTED WITH AN INFECTIOUS DISEASE. Since you can become infected by contact with bodily fluids and blood, you need to follow these precautions to protect yourself.  Individuals infected with HIV/Aids or hepatitis do not need to notify you of their condition--in some cases they may not even be aware the they are infected.  Because of this you must take universal precautions any time you come into contact with blood or bodily fluids.

OSHA requires that any who comes into contact with blood, feces, urine, vomit, or draining wounds practice the following:

WASH HANDS
· After changing diapers or helping a child toileting

· After contact with bodily fluids (blood, urine, vomit, feces, saliva, and mucus) including administering first aid or cleaning up spills or contaminated objects. 

· After taking your disposable gloves off

WEAR GLOVES-We use only latex gloves due to possibility of allergies.
· When coming into contact with blood or bodily fluids

· When administering first aid to a child with scrapes, cuts or bleeding wounds 
ASSUME EVERY INDIVIDUAL MAY BE INFECTED WITH AN INFECTIOUS DISEASE

DISINFECTING TOYS, TABLES AND OTHER SURFACES

1-tsp bleach per gallon made fresh daily is used for:

· Tables, sanitize daily before and after meals and as needed

· Diaper changing area, sanitized after each use

· Toys and other items children put in their mouth 



1/4-cup bleach to gal water is used for:

· Cleaning blood spills or objects with blood on them-wear gloves

PROPER DISPOSAL OF MATERIALS
Items soaked in blood or clothes that are soiled require double bagging in plastic bags. These are to be sent home with the child.  We do not wash clothes at our program.  Items such as syringes for injections or lancets for finger sticks need to be disposed of in a “sharps container” that parents will provide.  Parents will be responsible for disposing of the sharps container. 

Staff will receive yearly training in Universal Precautions and Blood borne Pathogens.

Classroom Preparation

General Housekeeping Tasks
BATHROOM:

Check that paper towel dispenser and soap dispenser are filled and ready for the children.  Step stools need to be on the floor in front of the sinks.

CLASSROOM:

Take down all chairs in classroom.

Prepare/set up activities according to the lesson plans.  

Be sure all items are there that are supposed to be out with each activity/center.  (Vis-à-vis pens with activities, supplies, etc.)

Set out paints and brushes for the easel.  (BRUSHES MUST BE WASHED AT THE END OF THE DAY.)

Check room for general cleanliness: if necessary wipe down shelves, pick up paper on floor, put art work in cubbies or hang up, be sure everything is where it is supposed to be.  In general, make the room organized and inviting to children.  Put away teacher clutter.

GYM, HALLS, KITCHEN:

All materials are put away where they belong-in bins, on shelves, etc.

Chairs pushed in under tables in kitchen.

Coats/belongings hung up.

SPECIFICALLY CHECK TO SEE THAT:

Library:
Books are on the shelves or displayed.  Damaged books removed. 



Books and tapes are in bags together.

Art:

Enough paper on shelf.



Art supplies are where they are supposed to be: scissors together, glue 


bottles filled and in their container, an assortment of collage materials 


available, stamp pads closed, and markers capped.

Manipulatives:
Game pieces, puzzle pieces in correct boxes.



Remove any puzzles with missing pieces.

Blocks:

Blocks sorted in their bins/on their shelf.



Other block play accessories attractively displayed.

Role-play:
Dress up clothes hung up; ripped or broken items removed.



Furniture arranged in a usable way.



Dress up items/food/dishes in bins or drawers.

Science/

Sensory:
Fill sensory table with water (if doing water play.)  Must be emptied and 


bleach sprayed daily.



Check that the science table is ready to be used-is everything there?

Hazard Communication Program

In order to comply with 29CFR1910.1200, the following written Hazard Communication Program is implemented for.

· The originals will be kept on file by the Director and stored in the office file cabinet. 

· The Director is the contact person and is responsible for updating the information on file annually prior to our CCD yearly inspection.

· We will keep a Hazardous Materials List and information will be updated when new hazards or chemicals are introduced into the working environment. 

· We are a Children’s Center that only uses household consumer products. These are not considered hazardous materials. However in the event that hazardous chemicals are used in the workplace, the Director will properly label them with the chemical name, hazard warning and the name and address of the manufacturer.  

· We will keep Materials Safety Data Sheets (MSDS) for those materials listed on our hazardous chemical list.

· Our cleaning supplies are located in a cabinet in the kitchen and in a cabinet in the back laundry room.  On the door of the cabinet in the laundry room First Aide procedures for contact with any chemicals on site.

· When new staff is hired a copy of this program will be made available to them.  They will be informed where our cleaning supplies are kept and how to get access to a copy of this plan.

· We use only latex gloves due to the possibility of allergies.  

This plan also includes a Hazardous Materials List and MSDS sheets on each chemical on the list.

SAFETY

YOU MUST KNOW AT ALL TIME HOW MANY CHILDREN ARE IN YOUR CARE.  In the event something happens you need to know how many children are with you without having to look on your attendance sheet.  When you are outside be sure to count the children periodically to be sure someone didn't slip away from you or go off somewhere without telling you.
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ARRIVAL AND DEPARTURE PROCEDURES

Our doors open at 6:15am. You may be on the premises before that time, but children should not be left in your care until 6:15.  The parent or guardian dropping off or picking up a child MUST SIGN THE CHILD IN AND OUT on the sign-in sheets. You also need to track their times on your class sheet.  Please remind parents if they forget.   The person bringing in a child must remain with the child until you accept them.  Release a child only to a parent or person named on the enrollment form or designated by parent in the notebook.   Persons unknown to us must show picture identification.  The Director or person in charge will check ID in the office and let you know ID was checked.  Ask for ID if you are not sure if they had ID checked or no one is in the office.  Parents need to notify us in writing of any changes in pick up arrangements.  We can accept changes over the phone if you recognize the parent’s voice.  Document the change in the notebook.

SUPERVISING DOORS AND VISITORS

It is your job to stop any unknown person who enters the building or our playground area.  Ask them how you can help them and direct them to the office or the person in charge.

EMERGENCY PROCEDURES /FIRE DRILLS

Diagrams of escape routes are posted in each main room.  We will practice fire drills monthly.  When the alarm sounds have children line up and quietly head outside and line up against the chain link fence.  In downstairs classroom last teacher out will check bathroom for children.  Upstairs person in charge will check bathrooms before going outside. Take attendance using your attendance roll sheet.  When the alarm stops ringing and the person in charge will ask how many children you have for the drill records.  After that you may bring the children back inside.

In the event of a necessary evacuation we will take children to the Beaverton Retirement Residence next door.  You must take your attendance clipboard with you when evacuating children or practicing a fire drill.  The person in charge will be responsible for taking the Emergency Form Book out of the building.

FIELD TRIPS

Notice of upcoming field trips SHOULD BE posted monthly on the parent information board. Information should include leaving time and expected returning time.  Parents will need to sign a permission slip.  Children will be transported in our bus.  Children under 4 years of age will need a car seat provided by and secured in the bus by the parent.  Children 4-6 and under 60 lbs need a booster seat if in a car with shoulder straps.  Parent volunteers should be encouraged to join.

Children who are not regularly scheduled to attend on days that field trips are planned are welcome to attend but must pay for the extra day.  There will be no charge for the extra day if the parent comes along on the trip.  NO TRADING DAYS for field trips, please.

Steps for Bus safety

Whenever you are transporting children on our school bus

· You must have updated emergency forms for all children on the bus. Do not leave this information on the bus as it contains confidential information on children and their families

· Advise your supervisor if you are on medication or have a medical condition that may affect your driving of the school bus

· Before backing up check to ensure there are no children behind or around the bus

· Maintain 2 car lengths between your vehicle and the one in front of you

· Always signal

· Always load and unload children on the same side of the street as the building

· Only adults should open and close the bus doors

· If children become unruly or loosen their seat belts, pull the vehicle over to a safe location and stop until the behavior is corrected

· No booster seats on the bus. You cannot use a booster without shoulder straps.
· No child will be left in a vehicle unattended.
MONITORING THE BATHROOM

Please NO TOYS OR BOOKS IN THE BATHROOM.
School age-when outside: This group may use the bathroom on their own.  Only one child at a time will use the bathroom.  The child will notify the teacher and then sign their name on the attendance clipboard.  When returning from the bathroom the child will cross their name off the list and notify the teacher.  If a child does not return in a reasonable amount of time, a staff person will check on them.

Preschool children:  Children need to be monitored when using the bathroom.  If they are using it during class time the teacher or assistant will monitor bathroom use and make sure the children wash their hands and do not play in the bathroom.  When outside:  Children 4 and under must either be escorted to the bathroom by staff when on the playground or the teacher will stand in the doorway of the gym and monitor them until they are finished.  Children cannot be sent in to the bathroom alone or left in the building alone.  Only a teacher or an aide II can escort children to the bathroom. An aide II must take 2 children at a time.  When in the upper playground staff can stand outside the main door/window to monitor the bathroom.

PROFESSIONALISM

STAFF EXPECTATIONS

You are expected to dress neatly and in good taste.  You are to conduct yourself in a professional manner.  Keep your interactions with parents, children and other staff positive.  If a parent asks how their child’s day was, talk about the activities their child engaged in or whom he or she played with. Try to say something positive.  Please read our sheet detailing our policy on Discipline.

WORK WITH OTHER STAFF AS PART OF A TEAM

Each staff member is part of the total staff and we are dependent on one another.  What you may do affects the rest of the staff.  All staff is expected to work together in a unified manner.  You are responsible not only for your individual duties but also for seeing to it that the reputation of our program as an outstanding educational environment for children and parents is maintained.

CONFIDENTIALITY 

As staff working in a child care setting we are privileged to confidential information about the children here.  All staff is expected to act in a professional manner. This means refraining from gossip, and respecting the confidentiality of the information we receive on our children.  Any information received on students, their families or other staff must be held in confidence.  Do not discuss one child or family with another family in the school.

· Do not discuss the behavior of any children with anyone but the parents or other staff.

· Do not talk about a child or their family in front of the children or other parents or out in public with friends
· When referring to a child or situation in workshops do not use the child’s name even if most of the attendees are staff who knows the situation.

Do not give out any information about any staff member or any family without their permission or checking with the director first.

Telephone Etiquette for Staff

Telephone etiquette when staff answers the phone:

· Let caller know when Director will return.

· Ask if you can help, (If you can’t –don’t try to).

· Get caller’s name and telephone number.

· Leave a message for Director.

Statements that may not convey

Better ways to say it to create 

Professionalism




more positive perception

	I don’t know

(Yells across room to another Staff)-Where’s (Director)? Is she in yet?

She’s taking care of a problem.
	Let me find out for you.

Hold on please while I check to see if our Director is available? (Puts call on hold-or at least covers mouthpiece!)

She is in a meeting right now.

	I’m new here.

I don’t have anything to do with enrollment.

I don’t know what our rates are.

I’m just a teacher I don’t know about that.
	Your will need to speak to our 

Director.

Our Director handles enrollment and can answer all your questions.



	The Director is not here yet. 

She’s on a break.

I think she went to the bathroom.

She is getting a haircut right now.

I think she had a Dr.’s appointment.
	She is not in her office at the moment. 

She’s away from her desk at the moment.

She is out of the office until tomorrow.


Visits with prospective parents

When a prospective parent calls or comes in the door to visit our center they do not know anything about us. They will form judgments about us based on a short amount of contact.  If they call on the phone they may judge us on how long the phone rings, or how someone answers the phone.  If they come in the door they will form opinions based on what they see on their visit.  Most likely they will not be here long enough to see all the wonderful things that go on here.  This they will discover when they become part of our “community”.  What they will form their opinion on is what they perceive to be going on regardless of what the reality may be. 

Good perceptions: 
Staff is genuinely interest in them and their child and their particular needs.


There is a great educational program going on.


This looks like a happy, safe place for their child.

Not so good:
Staff seems unfriendly or indifferent. 


Seeing unsupervised children (real or perceived)


Health or cleanliness concerns

Hearing unhappy or angry voices

Think about this when a prospective parent is going through our center.  Look out for situations that may be misinterpreted such as a crying child unattended, staff who look uninvolved with the children (such as sitting with each other on the playground), or learning situations that may appear messy, out of control or of little value.  Think about what these parents are hearing and seeing.  The person giving the tour may need to explain these situations.

Another way these perspective parents get a picture of what we do is through what they see in the classroom.  This includes your parent board, lesson plans, what we did today notes, bulletin boards as well as newsletters, and everything they see through out the building.  We want to be sure they see that we provide quality care and education in the short time they walk through our center.

TAKE EVERY OPPORTUNITY TO LEARN AND IMPROVE 

PROFESSIONALLY PAID TRAINING

A Professional Growth Plan will be worked out for each staff. That will include 
· Getting on the Registry (within your first month)

· Taking at least 20 clock hours of training or education related to childcare each year

· Keeping your CPR and First Adie and Food Handlers cards current

· Goals specific to your needs

We will pay for the cost of your annual training and hours in training since these hours are part of the requirement for our license, Staff will need to sign up and pay for all required hours. You will be reimbursed after completing the class and turning in a copy of the certificate for the class.  In the event we choose to pay in advance for your training and you fail to attend, you will be responsible for reimbursing the center or paying that amount towards your next training.

RELATIONSHIPS WITH CHILDREN

SUPERVISION

Supervising children means constant awareness of what is going in the classroom or playground.  IN GENERAL:

Children are your number one priority.  You should never be too busy to talk to, listen to or watch children.  Sometimes you may need to ask them to wait a moment before this can happen, but make sure you follow up with them.

Be aware at all times of what everyone in the room is doing.  When engaging in a single activity like playing a game or cards or reading a story, do not ignore the rest of the room.  DO NOT SPEND MORE THAN 10 MINUTES OR SO DOING A SINGLE ACTIVITY.

When sitting with a group of children DO NOT SIT WITH YOUR BACK TO the majority of the group.  Find a seat that allows you to see what is going on in the rest of the room.

We are responsible for the safety of the children in our care and must have them in sight at all times.  Children should not be left alone in a room or outside without adult supervision.  It sometimes becomes necessary to leave the room for one reason or another.  Please ask for assistance from the Director or other available staff to ensure the safety of the children.  We are all within calling distance of one another.  When you are outside, use the emergency buzzer to call for another staff member to help you.  If you are downstairs, use the intercom.

RATIOS

Classrooms must always remain in ratio.  Ratio Pre-school is 1:10 and K / School-agers is 1:15.  In a group of varying ages, the ratio is determined by the youngest child in the group.  This means if a Preschool child is with school agers the ratio drops to 1:10.  Please do not walk out of a room and leave a staff person alone with children and out of ratio.  Call for help if you need to leave. Notify the director immediately if you end up out of ratio for any reason.
SPECIAL CONCERNS ABOUT KENNEDY PARK: All classes should have two staff members when going to the park.  Be sure to carry one of the first aid kits with you at all times.  When children are spread out playing in the park, one staff member MUST position him- or herself at the furthermost end of where the children are playing, keeping all of the children in view.  PLEASE DO NOT HAVE YOUR BACK TO ANY CHILDREN PLAYING ON THE OUTSKIRTS.  Do not allow children to wander off into the wooded areas without an adult.  Keep an eye on other people that may be present in the park.  Do not allow the children to talk to strangers.  Report immediately anyone acting strangely, or who appears to be watching the children in an unusual manner.  We report all suspicious behaviors to the police immediately, and they respond quickly.  
The park is a wonderful place for children to play, but the potential is there for a child to wander off.  All children must be in sight at all times.  Keep in mind that you are responsible for anything that happens to the children under your care at the park.  Teachers are not to congregate in one place and visit.

Summer afternoons: Be careful about going to the park on very hot afternoons.  The upper playground is shaded and is a better alternative when it is very hot out.  Be sure to always use sunscreen on children out in the sun, especially fair skinned children.  Parents will provide their own sunscreen and need to sign a sunscreen authorization. Only apply sunscreen on the child it belongs to and only if the parent has signed an authorization.

DISCIPLINE

How you interact with the children is the most important aspect of a quality childcare program.  It says everything to parents about the kind of care they can expect for their children.  Our staff is expected to treat each child with respect and to work with children in a positive manner.  IT IS THE SINGLE MOST IMPORTANT ATTRIBUTE A GOOD TEACHER CAN HAVE.  The ultimate goal of disciplining children should be to help them achieve self-control and learn appropriate ways of dealing with problems.  We use positive techniques of guidance to help children work towards this goal.

**DISCIPLINE PROBLEMS ARE BEST DEALT WITH BEFORE THEY HAPPEN.  Change the environment of the problem (separate children, change the game, etc.) or talk through the problem before considering a time-out.

Children should be reminded of the rules in a non-threatening manner.

Discipline of children should be done quickly and efficiently.  Use a quiet, but firm voice as often as possible, and call the child by name.

· DO INSTEAD OF DON’T--Tell children what you want them to do rather than what they need to stop doing.

· Go to the scene of a problem rather than deal with it across the room. 

Please do not yell across the room or playground.

· Children who are not involved in the situation should not be included in any part of the discipline or discussions.
· Use time out sparingly.  You are expected to follow our discipline policy.  See our discipline sheet for approaches to take guiding children.

· Be cheerful and sympathetic.

· Food or beverage is never to be withheld as a discipline device.  If children cannot sit with the other children for a meal, sit them elsewhere under supervision and provide their snack or lunch.

Abusive treatment of children will not be tolerated.  Under no circumstance are children to be spanked, slapped, grabbed roughly, shaken or verbally abused.  They are not to be yelled at, made cry, or forced to apologize to someone or made to stand in a corner, This manner of treatment is cause for immediate termination.
INSTRUCTIONAL PLANNING

INDIVIDUAL PROGRAMS

These are the guidelines around our all-day programs should be planned.

Teachers are expected to plan lessons each week using lesson plan sheets.  A copy of your plans for the week should be posted for your parents to see.  When something special happens during the day, you may post a “What we did today” for parents as well.  Keep your parents up to date on what is happening in your classroom.

BE SURE TO BALANCE YOUR DAILY SCHEDULE WITH ACTIVE AND QUIET ACTIVITIES.

Each morning will include:

(Suggested times are minimum requirements)

STORY TIME-10-15 minutes

Expose the children to all forms of storytelling:

Read books, tell flannel board or magnetic stories, and tell stories orally.

Children love to hear stories, BUT TAKE CARE NOT TO READ SO MANY STORIES TO THEM AT ONE TIME THAT THEY STARE TO LOSE INTEREST AND BECOME A DISRUPTION TO EACH OTHER.

Have the children dramatize the stories they are familiar with.  Children love to act out stories.

MUSIC-10-15 minutes

Sing a song or do a finger play or rhyme.

Play tapes for them to listen or dance to.

Don’t leave music only for the music teacher!
OUTDOOR PLAY-45 minutes

Be familiar with the goals of developing gross motor skills.

Provide opportunities for the children to practice them.

Play organized games, jump rope, play hopscotch, etc.  Vary the activities!

This is the time to help children develop large motor skills.

Please, DO NOT CONSIDER THIS JUST A RECESS FOR THE CHILDREN. It is an important part of their total development.

Your role at this time is to be monitoring their fun and helping where needed.  The children need your attention.  Do not spend your time just visiting with other teachers or parents.  You need to be alert to what is going on and be ready to intervene when you see problems developing.

GROUP / TABLE LEARNING ACTIVITIES-15-20 minute maximum

This is a time when you can do math, reading readiness, science experiments, cooking projects, etc.  Remember in a developmentally appropriate curriculum, the children would be working with concrete materials and doing hands-on activities, not worksheets.  Keep the use of dittos to a minimum, if at all.  Whenever it is possible, have the children make what they need.  Avoid using patterns, adult-made models, and pre-made forms (such as coloring books and worksheets.)  Worksheets, deskwork, drills, and coloring sheets are not considered developmentally appropriate for these age groups.

Be sure to keep large group activities to a short amount of time.  It is not considered developmentally appropriate to expect the children to be able to sit and listen quietly for long periods of time.  If you try, you are sure to end up with many disruptive children.  Use this as a clue that perhaps the children have been sitting long enough!

FREE CHOICE TIME-45-60 minutes

The children should have a large block of time-at least 45-60 minutes--to use the learning center areas.  This is the time the children get to choose what they want to do from any of the areas or activities set up in the room.

The teacher at this time should either be circulating among the children, asking questions about what they are doing, offering ideas to extend their learning, or just joining in on their play.

In a developmentally appropriate classroom, when children are freely allowed to move from area to area, they learn to share, cooperate, help one another, and solve problems.  This is a long, ongoing process and they need your help developing these skills.  

When there is only one teacher in the room it is better not to be tied up monitoring a “lesson.”   Be alert to situations that would require redirecting a child before a conflict starts.  Be ready to step in to model the appropriate behavior before a problem occurs.  This is all part of the learning process for children.

When there is more than one teacher in the classroom, one teacher can be working with a small group at the tables.  This can involve either academics or a creative art experience.  

Materials for a creative art activity should be set out in the art area, but children should not be limited to what is set out.  The activity should change each day.  (See our resource book Don’t Move the Muffin Tins for ideas!)

Easel painting must be available every day.

Your art supplies should be labeled on the shelf so the children know where to return them.  Be sure the following art supplies are readily available for the children: crayons, markers, pencils, scissors, glue, tape, stapler, templates to trace, play dough and equipment, assorted bins of collage materials, magazines for cutting up. And stamp pad with stamps.

Free choice Centers: Each classroom should be divided into the following areas-ART, BLOCKS/BUILDING, ROLE-PLAYING/CREATIVE DRAMATICS, MANIPULATIVES, LIBRARY, SCIENCE/DISCOVERY, AND SENSORY TABLE. Take care not to consider this a free time for all.  Do not use this time to prepare lessons, clean closets, etc.

AFTERNOONS

Our program philosophy promotes outdoor play. Generally children still here after naptime have been at the center a long time already so consider this when planning for the afternoon.  The children SHOULD SPEND AS MUCH TIME OUTSIDE AS POSSIBLE in the afternoon, weather permitting.  This is a good time to plan for a creative art activity or do creative dramatics!   Please set up for the afternoons as you do for the am.  Be sure there are options available in the outdoor space. Have activities available for the children—art, set up the easel, put out dramatic play props,set out blocks,  play a group game like Red Light Green light, provide mitts and balls for catch, do a bean bag throw, etc. You get the idea.

DOCUMENTING CONCERNS FOR A CHILD

Any severe or major problems you become aware of while working with the children need to be documented (written down) and discussed with any co-teachers in your room and the Director.  Remember documentation should be facts only not opinions. Do not make any recommendations at all to parents regarding this problem without getting an OK from the Director first.  Referrals made to Early Intervention Services or other resources, will be made by the Director.

RECORD KEEPING

Each classroom has a notebook with class lists, birthdays, the staff handbook, a copy of CCD regulations, and other information.  You will also have an attendance sheet that you will use to keep track of who is present as well as the time you took a break and who was in your room to break you.  This should go with you when you go outside.  Be sure to check off as children leave. You must also put your time in and out on the classroom sign in sheet. This is a CCD requirement.

LEARNING ENVIRONMENT
SET UP CLASSROOM WITH DISTINCT LEARNING CENTERS

ORGANIZE AND LABEL SHELVES or bins that toys are in.

DISPLAY CHILDREN’S WORK

It makes the children proud to see their own work hung up around the center.  Do it as often as the children will allow you to!  Remember to hang things for the children to see at THEIR EYE LEVEL whenever possible.  Always make sure to display the artist’s name. 
BOOKS

We want to instill a love of good literature-a love of listening to and reading books.  Make them available to the children all around your classroom.  They can be displayed almost anywhere (avoid the art and water table areas for obvious reasons.)  The best way to display books for children’s use is with their front covers showing.  This way they can see the cover of the book and see if the cover interests them.  You can use chalk trays, shelves, tabletops, role-playing centers, etc.  Books do not need to remain in the library.  Please take time regularly to talk to the children about how to “read” and take care of a book.  A nice, quiet activity for the children can be a book time, just to look at books.  Please look out for books left on the floor where they can be stepped on. 

BOOK /TAPES

We now have a large number of books with tapes.  These are stored in one of the file cabinet drawers.  These are meant to be used in your listening center.  Please indicate on the clipboard which books you are using.  Check them off when you return them.  PLEASE KEEP THE BOOKS AND TAPES TOGETHER.  Do not take the tape out of the sets without the book.  If you just want a tape to listen to the check the tapes stored on the wall of the gym.  These tapes do not go together with a book.

DIGITAL CAMERA

Use the camera to take pictures of special events, children using your centers, and field trips.  We will try to post pictures on our web site.  Some parents have not given their permission to have pictures taken.  Be sure to check your child info sheets or allergy lists for that list. We will keep your pictures on the computer in the shared picture folder for future use.  You can print a copy of the pictures you have taken on our printer. HOWEVER--- keep in mind the number of pictures you are printing.  While using our computer is less expensive than photo processing, ink cartridges are expensive.  Print in moderation and be selective. THE CAMERA MUST BE KEPT IN A LOCKED DRAWER.  Please do not leave it out in the classrooms.

BOXES with educational materials
Materials are sorted by topics and are for all classes to use.  In order to be able to provide you with great materials we do need your help.  The boxes should have a list of what is in the box. Use and put out all of the stuff from the box that is appropriate for your group.  When you are finished with the box, you are responsible for returning all of these items to the box.  THIS IS ESSENTIAL. We will continue to add items to our boxes but you must help keep everything intact.  Please do not pull out items and leave them in your room for long periods of time.  

STORAGE OF MATERIALS NOT IN USE

You should rotate the materials in your centers often.  Materials not in use should be stored in the closet across from the teacher bathroom.  Everything in here is for the whole school to use.  Some materials are for a specific age group.  If there are materials stored in a classroom meant for a specific group please do not use without first asking.
FREEDOMS

At home a child has plenty of opportunity for playing in private, out of sight of adults.  These opportunities allow children to exercise initiative in deciding what to do and whether or not they will conform with or break the rules.  They help the children develop a sense of personal identity and this is part of self regualting.  While WE cannot give them this freedom, we can arrange for spaces for moderate privacy-a hiding place or a corner somewhere in the room out of direct sight but still under your supervision.  A large box, a small nook, or a little cranny in your room should work.

NAP TIME
It is best if a staff person puts out mats AFTER the children have left the classroom.  It is a good idea to have a map of where the mats are usually placed.  NO MATS IN FRONT OF EXIT DOORS. 

If it is possible, have the children use the bathroom before lunch so children only need to wash their hands after lunch.

One staff person should monitor the bathroom while the other staff monitor the nap room.  The cook can excuse the last few children when staff is needed in the nap room and bathroom.

Reminders for napping:

· Settling down for naptime should be a soothing, quiet time.  You set the tone as you move about the room.  Turn on quiet music, move quietly about the room, and avoid abrupt movements.  

· Do not talk in loud voices and try to avoid quietly shouting a child’s name across the room.

· Decide whom you will help settle down to sleep first.  Others can wait.

Ignore inappropriate behavior for a few minutes to see if it stops on its own.

REMEMBER THAT SOME CHILDREN WILL NEED TIME TO SETTLE DOWN.  They may need a short time to wiggle around and whisper.

· You can help by rubbing backs, heads, around the eyes, or their hands.  Sometimes just sitting quietly next to them is best.

· Children should never be punished for being restless.  They are not to be singled our in any way, made to stand up, sat in time out, etc.  If someone is extremely disruptive, be sure someone goes to sit next to him or her immediately to help settle him or her down.

CCD rules require an alternate activity for children who have rested 20-40 minutes on their mats.  This means after a maximum of 40 minutes on their mats, children should be able to get up and do a quiet activity.  Children can go into the kitchen area and do table activities.  They cannot be in another classroom unless there is a staff person in there with them.

WAKE UP TIME
Wake up time should be the same soothing experience that going to sleep was.  You should move about the room slowly.  Be sure to allow the children to gradually and quietly wake up.

Children may need some time to just lie on their mats to become more fully awake before getting up to get shoes on, etc.

Staff members present in the nap room during wake up time are expected to help the children put shoes on, fold blankets in mats, and put mats away.  All mats should be put away before leaving the nap room.

Be clear about what the children should do after they get up from their mats and keep it consistent.

 RELATIONSHIPS WITH PARENTS

COMMUNICATION WITH PARENTS

This is extremely important and makes a big difference in how parents feel about what we do and how well we do it.  They need to feel that there is open communication and that they are respected and supported.  We know that families come with different cultures, beliefs and values that may not match ours.  They may not do things the same way as us.  Open communication is necessary to work our problems and make families feel comfortable about what goes on here.  

The following are some of the ways we will promote a good relationship with our families:

· POST WEEKLY OR DAILY "WHAT WE ARE DOING” NOTICES

Parents are busy and sometimes are in a hurry.  Everyone may not read this every day but it is important to write a note for those that will.  Tell something that happened that day that their child may not talk about.  

· PROVIDE OPPORTUNITIES FOR PARENT PARTICIPATION

We encourage families to be actively involved in our program. When families first enroll we give them a handout listing the many ways they can be involved and encourage them to share their cultures, interests, abilities and/or customs. Be sure to keep this in mind when planning your activities. Continually look for ways that your families can participate in your classroom.
· MONTHLY NEWSLETTERS

We send out a monthly newsletter to our families. You are responsible for writing about your classroom and what you have been doing for this newsletter.

· OPEN SCHOOL NIGHT

This event takes place in Sept. This is our opportunity to let families know about us, what we do and how we do it. We discuss our systems for assessment; talk about our policies including our guidance policies and ways parents can be involved. Families have the chance to meet and talk with each teacher and see their classrooms. All staff is expected to attend this evening event.

· CONFERENCES

Twice a year we will hold parent conferences.  This is an opportunity for you to share their children’s work, our assessment tools and discuss how they are doing.
· YEARLY FAMILY SURVEY

Once a year (usually in Feb) we hand out a survey to our families. We value their input on our program. 
PARENT/STAFF INTERACTIONS

Conversations with parents should focus on the positive.  When children are picked up at the end of the day, find something positive that happened during the day to talk about.  It is not necessary nor desirable to tell parents about every problem their child had that day.  Unless something serious has occurred that they should be made aware of immediately, it is best to say nothing.  If a child has had a particularly difficult day, you can let the parents know they had a rough day without relating all the gory details (unless they want to know.) 
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