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Section 1

ABOUT (CENTER NAME)

1.1 Our Philosophy

(Center Name) strives to provide quality childcare for children. We believe in providing programs that truly enhance the emotional, social, physical and intellectual growth of young children. We are able to do this through the efforts of our staff who are dedicated to upholding our high standards and who, most importantly, love children.

1.2 Equal Employment Opportunity

In order to provide equal employment and advancement opportunities to all individuals, employment decisions will be based on merit, qualifications, and abilities. (Center Name) does not discriminate in employment opportunities or practices on the basis of race, color, religion, sex, national origin, age, disability, or any other characteristic protected by law.

(Center Name) will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship. This policy governs all aspects of employment, including selection, job assignment, compensation, discipline, termination, and access to benefits and training.

Any employees with questions or concerns about any type of discrimination in the workplace are encouraged to bring these issues to the attention of the Center Director or immediate supervisor. Employees can raise concerns and make reports without fear of reprisal. Anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including termination of employment. 

1.3 Drug Free Work Place

It is the desire of (Center Name) to provide a drug free, healthful, and safe workplace.
While on the premises and while conducting business related activities off the premises, no employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. The legal use of prescribed drugs is permitted on the job only if it does not impair an employee’s ability to perform the essential functions of the job effectively and in a safe manner that does not endanger other individuals in the workplace.

To help ensure a safe and healthful working environment, job applicants and employees may be asked to take a drug test to determine the illicit or illegal use of drugs and alcohol. 

Violations of this policy may lead to disciplinary action, up to and including termination of employment, and/or required participation in a substance abuse rehabilitation or treatment program. Such violations may also have legal consequences.

Employees with drug or alcohol problems that have not resulted in, and are not the immediate subject of, disciplinary action may request approval to take unpaid time off to participate in a rehabilitation or treatment program. Leave may be granted if the employee agrees to abstain from use of the problem substance; abides by all center policies, rules, and prohibitions relating to conduct in the workplace; and if granting the leave will not cause (Center Name) an undue hardship.

1.4 Smoke Free Workplace
Smoking is prohibited throughout the workplace, inside the building, and on the outside premises.
1.5 Harassment Policy

(Center Name) strictly prohibits unlawful harassment on the basis of race, color, sex (including pregnancy), gender (including between members of the same gender), religious beliefs, national origin, citizenship status, age, disability, military status, sexual orientation, sexual harassment or any other basis protected by federal, state, or local law.  We are also committed to a workplace that is free of intimidation or threatening remarks or behavior.  Stalking, violence or the threat of violence and those behaviors are prohibited as well.  Our employees are the most important partners in achieving this goal.

(Center Name) prohibits harassment by or toward anyone, including all applicants and employees whether related to contact engaged in by fellow employees, supervisors, managers, or someone to which (Center Name) is connected (e.g. an outside vendor, consultant, client, agency, etc).   Any employee who experiences harassment needs to report the behavior to their immediate supervisor or the Director. 

The Director investigates all harassment complaints as quickly and completely as possible.   The complaint will be handled with sensitivity, and to the extent practical and appropriate under circumstances, confidentiality will be maintained throughout the investigatory process. 

We will not tolerate retaliation against an individual for reporting harassment or assisting in providing information relevant to a claim of harassment.   Retaliation is a serious violation of this policy and will be treated with the same strict discipline as would the harassment itself.  Any employee who retaliates or interferes with an investigation may face corrective action up to and including termination. 

False and malicious complaints of harassment may be subject to appropriate disciplinary action, as opposed to complaints which, even if erroneous, are made in good faith. 

1.6 Confidentiality

Employees cannot share information concerning children, families, or other staff members to any unauthorized persons.  Employees should direct any inquiries to their immediate supervisor or the Director.  Authorized persons can include parents or guardians of a child, immediate supervisor, and Director.

Section 2
EMPLOYMENT
2.1 Employment Application Process

(Center Name) relies upon the accuracy of information contained in the employment application, as well as the accuracy of other data presented throughout the hiring process and employment. Any misrepresentations, falsifications, or material omissions in any of this information or data may result in exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment. 

2.2 Conditions of Employment

All full time employees must be at least 18 years of age and have a high school diploma or its equivalent. All employees shall fulfill a ninety (90) day probationary period. Placement on regular status is dependent on a satisfactory evaluation of job performance during the probationary period.

2.3 Background Screening

To ensure that individuals who join our program are well qualified and have a strong potential to be productive and successful, it is the policy of (Center Name) to check the employment references of all applicants. 

A local and federal criminal check will be done on all employees.  Employees who do not meet the requirements listed on the Department of Children and Families’ Affidavit of Good Moral Character will not be allowed to begin or continue employment.  A five-year re-screen is required on all employees.

2.4 Immigration Law Compliance

(Center Name) is committed to employing only United States citizens and aliens who are authorized to work in the United States and does not unlawfully discriminate on the basis of citizenship or national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I 9 and present documentation establishing identity and employment eligibility. Former employees who are rehired must also complete the form if they have not completed an I-9 with (Center Name) within the past three years, or if their previous I 9 is no longer retained or valid. 
Employees may raise questions or complaints about immigration law compliance without fear of reprisal.

2.5 New Staff Orientation Procedures

Upon hire, new staff will receive the following orientation:
· Tour of the center;
· Introductions of staff;
· Review of the employee handbook, including job description and pay scale;
· Copy of work schedule;
· Review of DCF regulations;
· Overview of curriculum and lesson plan format;
· Copy of the performance review form;
· Review of risk management plan;
· Review of center operating policies and procedures; and
· Shadowing of another employee for at least one day.
2.6 JOB DESCRIPTIONS
2.6a     TITLE:
  Kitchen Aide/Floating Teacher
GENERAL DESCRIPTION:

Prepare and deliver breakfast, lunch and snack daily and maintain the kitchen according to health department standards. Provide a warm, nurturing, stimulating, safe and loving environment where each child has the opportunity to develop language, cognitive, social, emotional, and physical skills appropriately.  

MAJOR RESPONSIBITIES:

General

1. To maintain sanitation and hygiene procedures and participate in the maintenance of the center

2. To ensure that safe practices are followed to prevent injuries to children or self

3. To maintain all state, local and (Gold Seal if applicable) standards.  (These may include those set forth by Gold Seal, DCF, ELC, and QRIS)

4. To communicate regularly with other staff, attending staff meetings, trainings and sharing information

5. To have a cooperative, positive and supportive attitude within the program

6. To follow directions and assignments as given by supervisor

7. To maintain confidentiality at all times

Floating Teacher

1. To become the assistant teacher when a regular classroom teacher is absent

2. To familiarize self with the day’s planned activities

3. To implement culturally sensitive educational activities that are developmentally appropriate for each child’s age and language in an individual or small group setting

4. To provide a warm, nurturing, loving and positive environment, using positive guidance techniques and upholding the center’s discipline policy

5. To develop nurturing relationships with each child which encourage his or her social and emotional development

6. To follow policies and procedures regarding medical and dental emergencies, short-term exclusion of children, and the administration, handling and storing of medications

Kitchen Aide

1. Prepare and deliver breakfast, lunch, and snack on time to the classrooms

2. Accurately record daily meal counts

3. Maintain daily Temperature Tracking form (if required by Health Department).

4. Organize paper products and rotate stock when needed

5. Wash all dishes (according to Health Department standards) daily

6. Turn in all Vendor Delivery Slips to director

7. Clean and sanitize countertops, sinks, refrigerator(s), warmer(s), microwaves and floors

8. Discard trash and empty supply boxes daily

 (These essential job functions are not to be construed as a complete statement of duties performed.  Employees will be required to perform other related marginal duties as required.)

ORGANIZATIONAL RELATIONSHIP:

· This position reports to the Center Director 

EDUCATION AND EXPERIENCE:

· High School Diploma or GED preferred

· DCF 45-hour training preferred

· Experience in a child care setting preferred

SKILLS, KNOWLEDGE AND ABILIITES:

· Evidence of emotional maturity and stability.

· Ability to work effectively with diverse staff and families.

· Ability to provide a supportive and caring environment for children.

· Ability to relate joyfully and sensitively with children, parents and staff.

· Ability and willingness to implement the approved curriculum.

· Demonstrates proper use of grammar and communication skills.

· Knowledge of child growth and development as well as developmentally appropriate practices for children ages birth to 5 years.

· Knowledge of applicable safety and abuse-reporting procedures.

· A willingness to learn and continue personal education.

· Ability to exercise control and maintain appropriate classroom discipline.

LICENSES, CERTIFICATION OR REGISTRATIONS:

· Register and complete Infant & Child First Aid and CPR certification within 6 months of hire. Renew before expiration.

· Complete TB screening & physical within ten (10) days of hire.  Renew every 2 years.

· Current Food Handlers certification for kitchen aide.

· Commence within thirty (30) days and complete within 6 months of employment the DCF required 45 hr training.

· Complete 30 hours of in-service training hours each fiscal year (July-June)

ENVIRONMENTAL CONDITIONS:

· Work involves constant visual supervision of children and tolerance of loud noise

· Ability to communicate both orally and in writing

· Environment includes indoor classroom and outdoor playground

ESSENTIAL PHYSICAL SKILLS:

· Acceptable eyesight & hearing (with or without correction)

· Ability to communicate both orally and in writing

· Requires heavy physical work; heavy lifting, pushing, or pulling objects up to 50 pounds.  Physical work is a primary part (more than 70%) of job.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)
2.6b   TITLE: 
Assistant Teacher 

GENERAL DESCRIPTION:

Provides a warm, nurturing, stimulating, safe and loving environment where each child has the opportunity to develop language, cognitive, social, emotional, and physical skills appropriately.  

MAJOR RESPONSIBITIES:

Children’s Health and Developmental Services

· To conduct daily health checks on each child. 

· To support weekly activities that promote a healthy lifestyle

· To follow policies and procedures regarding medical and dental emergencies, short-term exclusion of children, and the administration, handling, and storing of medication.

· To ensure that safe practices are followed to prevent injuries to children or self.

· To maintain sanitation and hygiene procedures and participate in the maintenance of the center.

Education and Development

· To assist in planning and implementing a culturally sensitive educational program that is developmentally appropriate for each child’s age and language.

· To assist in planning and implementing appropriate daily lesson plans, based on the approved curriculum, that promote the cognitive, language, social, emotional, and physical development of children.

· To assist in conducting ongoing assessment and individualization documentation in a timely manner.

· To assist in planning a balanced daily routine that encourages play, exploration, and learning; and which includes teacher-directed and child-directed activities, and inside and outside time.

· To support a developmentally appropriate, stimulating learning environment that includes adding new and interesting materials each week.

· To provide a warm, nurturing, loving and positive environment, using positive guidance techniques and upholding the center’s discipline policy.

· To develop nurturing relationships with each child that encourages his or her social and emotional development.

· To maintain all state, local and (Gold Seal if applicable) standards.  (These may include those set forth by Gold Seal, DCF, ELC, and GSOD)

· To adjust the classroom routine, activities, and environment to meet the developmental levels of all children in the group including children with special needs, over the course of their enrollment at the center.

Nutrition

· To eat with children, encouraging proper eating habits and conversation. 

· To serve food in a way that encourages the development and socialization of the children.

· To assist in kitchen duties as assigned.

· To follow infants’ individual feeding schedules, and hold infants who cannot sit independently while feeding.

Family Partnerships

· To provide and encourage effective communication and relationships with families so that parents feel comfortable talking to staff about their children.

· To attend parent meetings as assigned.
· To assist in informing parents concerning their children’s progress formally and informally, which may include parent notes, portfolios, and parent conferences.

· To assist in maintaining transition procedures for children moving from classroom to classroom along with other appropriate staff.

· To assist in planning and implementing family involvement activities.

Training and Communication

· To follow best practices in the field of early childhood education.

· To participate in on-site and off-site professional development trainings and workshops and complete a minimum of 30 annual in-service training hours.

· To provide documentation of 6 hours of training on the adopted curriculum.

· To communicate regularly with other staff in order to better serve children and families, including attending staff meetings, trainings, and sharing information.

· To have a cooperative, positive and supportive attitude within the program.

· To follow directions and assignments as given.

· To maintain appropriate record keeping.

· To maintain confidentiality at all times.

 (These essential job functions are not to be construed as a complete statement of duties performed.  Employees will be required to perform other related marginal duties as required.)

ORGANIZATIONAL RELATIONSHIP:

· This position reports to the Center Director 

EDUCATION AND EXPERIENCE:

· High School Diploma or GED required

· DCF 45-hour training preferred

· Experience in a child care setting preferred

SKILLS, KNOWLEDGE AND ABILIITES:

· Evidence of emotional maturity and stability.

· Ability to work effectively with diverse staff and families.

· Ability to provide a supportive and caring environment for children.

· Ability to relate joyfully and sensitively with children, parents and staff.

· Ability and willingness to implement the approved curriculum.

· Ability to work effectively to help close the literacy gap.

· Demonstrates proper use of grammar and communication skills.

· Knowledge of child growth and development as well as developmentally appropriate practices for children ages birth to 5 years.

· Knowledge of applicable safety and abuse-reporting procedures.

· A willingness to learn and continue personal education.

· Ability to exercise control and maintain appropriate classroom discipline.

LICENSES, CERTIFICATION OR REGISTRATIONS:

· Register and complete Infant & Child First Aid and CPR certification within 6 months of hire. Renew before expiration.

· Complete TB screening within ten (10) days of hire.

· Commence within ninety (90) days and complete within one (1) year of employment the 45 DCF-required training hours

· Complete 30 hours of in-service training hours each DCF training year (July-June).

ENVIRONMENTAL CONDITIONS:

· Work involves constant visual supervision of children and tolerance of loud noise

· Ability to communicate both orally and in writing

· Environment includes indoor classroom and outdoor playground

ESSENTIAL PHYSICAL SKILLS:

· Acceptable eyesight & hearing (with or without correction)

· Ability to communicate both orally and in writing
· Ability to lift, push, pull objects up to 40 pounds.  Physical work is a primary part (more than 70%) of job.
2.6c    TITLE:
   Lead Teacher 

GENERAL DESCRIPTION:

Provides a warm, nurturing, stimulating, safe and loving environment where each child has the opportunity to develop language, cognitive, social, emotional, and physical skills appropriately.  

MAJOR RESPONSIBITIES:

Children’s Health and Developmental Services

· To conduct daily health checks on each child. 

· To create a classroom routine that promotes a healthy lifestyle.

· To follow policies and procedures regarding medical and dental emergencies, short-term exclusion of children, and the administration, handling, and storing of medication.

· To ensure that safe practices are followed to prevent injuries to children or self.

· To maintain sanitation and hygiene procedures and participate in the maintenance of the center.

Education and Development

· To plan and implement a culturally sensitive educational program that is developmentally appropriate for each child’s age and language.

· To plan and implement appropriate daily lesson plans, based on the approved curriculum, that promote the cognitive, language, social, emotional, and physical development of children.

· To conduct ongoing assessment and individualization documentation in a timely manner.

· To plan a balanced daily routine that encourages play, exploration, and learning; and which includes teacher-directed and child-directed activities, and inside and outside time.

· To provide a developmentally appropriate, stimulating learning environment that includes adding new and interesting materials each week.

· To provide a warm, nurturing, loving and positive environment, using positive guidance techniques and upholding the center’s discipline policy.

· To develop nurturing relationships with each child that encourages his or her social and emotional development.

· To maintain all state, local and (Gold Seal if applicable) standards.  (These may include those set forth by Gold Seal, DCF, ELC, and GSOD)

· To adjust the classroom routine, activities, and environment to meet the developmental levels of all children in the group including children with special needs, over the course of their enrollment at the center.

Nutrition

· To eat with children, encouraging proper eating habits and conversation. 

· To serve food in a way that encourages the development and socialization of the children.

· To assist in kitchen duties as assigned.

· To follow infants’ individual feeding schedules, and hold infants who cannot sit independently while feeding.

Family Partnerships

· To provide and encourage effective communication and relationships with families so that parents feel comfortable talking to staff about their children.

· To encourage parent involvement in all aspects of the program.
· To inform parents concerning their children’s progress formally and informally, which may include parent notes, portfolios, and parent conferences.

· To maintain transition procedures for children moving from classroom to classroom along with other appropriate staff.

· To plan and implement family involvement activities.

Training and Communication

· To follow best practices in the field of early childhood education.

· To participate in on-site and off-site professional development trainings and workshops and complete a minimum of 30 annual in-service training hours.

· To provide documentation of 6 hours of training on the approved curriculum.

· To communicate regularly with other staff in order to better serve children and families, including attending staff meetings, trainings, and sharing information.

· To have a cooperative, positive and supportive attitude within the program.

· To follow directions and assignments as given.

· To maintain appropriate record keeping.

· To maintain confidentiality at all times.

 (These essential job functions are not to be construed as a complete statement of duties performed.  Employees will be required to perform other related marginal duties as required.)

ORGANIZATIONAL RELATIONSHIP:

· This position reports to the Center Director 

EDUCATION AND EXPERIENCE:

· High School Diploma or GED required

· DCF 45-hour training required

· 1 year experience in an early childhood setting

· National CDA preferred (required for VPK class)
SKILLS, KNOWLEDGE AND ABILIITES:

· Evidence of emotional maturity and stability.

· Ability to work effectively with diverse staff and families.

· Ability to provide a supportive and caring environment for children.

· Ability to relate joyfully and sensitively with children, parents and staff.

· Ability and willingness to implement the approved curriculum.

· Ability to work effectively to help close the literacy gap.

· Demonstrates proper use of grammar and communication skills.

· Knowledge of child growth and development as well as developmentally appropriate practices for children ages birth to 5 years.

· Knowledge of applicable safety and abuse-reporting procedures.

· A willingness to learn and continue personal education.

· Ability to exercise control and maintain appropriate classroom discipline.

LICENSES, CERTIFICATION OR REGISTRATIONS:

· Register and complete Infant & Child First Aid and CPR certification within 6 months of hire. Renew before expiration

· Complete TB screening within ten (10) days of hire

· Enroll in a CDA program that results in a national CDA within 6 months of employment and complete within one year of employment.

· Complete 30 hours of in-service training hours each DCF training year (July-June)

ENVIRONMENTAL CONDITIONS:

· Work involves constant visual supervision of children and tolerance of loud noise

· Ability to communicate both orally and in writing

· Environment includes indoor classroom and outdoor playground

ESSENTIAL PHYSICAL SKILLS:

· Acceptable eyesight & hearing (with or without correction)

· Ability to communicate both orally and in writing

· Ability to lift, push, pull objects up to 40 pounds.  Physical work is a primary part (more than 70%) of job.

2.6d    TITLE:
   Curriculum Specialist 

GENERAL DESCRIPTION:

To provide direct support and guidance to all teaching staff in instruction, curriculum, and developmentally appropriate practices. 

MAJOR RESPONSIBITIES:

Curriculum
· To train new employees on the proper implementation of the adopted curricula. 

· To guide teachers in the development of daily lesson plans based on the approved curricula, that promote the cognitive, language, social, emotional, and physical development of children.
· To provide demonstration lessons as needed for whole groups, small groups, and individuals.
· To conduct informal and formal observations of teacher demonstrations.

· To provide support and accountability for the implementation of portfolio assessments and developmental screenings for all children.
Education and Development

· To provide guidance in the planning and implementation of a culturally sensitive educational program that is developmentally appropriate for each child’s age and language.

· To support the planning of a balanced daily routine that encourages play, exploration, and learning; and which includes teacher-directed and child-directed activities, and inside and outside time.

· To model and ensure all teaching staff provide a developmentally appropriate, stimulating learning environment that includes adding new and interesting materials each week.

· To model and ensure all teaching staff provide a warm, nurturing, loving and positive environment, using positive guidance techniques and upholding the center’s discipline policy.

· To support all staff in maintaining all state, local and (Gold Seal if applicable) standards.  (These may include those set forth by Gold Seal, DCF, ELC, and GSOD)

· To assist teaching staff in the adjustment of the classroom routine, activities, and environment to meet the developmental levels of all children in the group including children with special needs, over the course of their enrollment at the center.

Family Partnerships

· To provide support to teaching staff to encourage effective communication and relationships with families so that parents feel comfortable talking to staff about their children.

· To encourage parent involvement in all aspects of the program.
· To ensure all teaching staff informs parents concerning their children’s progress formally and informally, which may include parent notes, portfolios, and parent conferences.

· To ensure all staff maintain transition procedures for children moving from classroom to classroom along with other appropriate staff.

· To provide support in the planning and implementation of family involvement activities.

Training and Communication

· To model best practices in the field of early childhood education.

· To participate in on-site and off-site professional development trainings and workshops and complete a minimum of 30 annual in-service training hours.

· To provide documentation of 6 hours of training on the approved curriculum for preschool and infant-toddler.

· To communicate regularly with other staff in order to better serve children and families, including attending staff meetings, trainings, and sharing information.

· To have a cooperative, positive and supportive attitude within the program.

· To follow directions and assignments as given.

· To maintain appropriate record keeping.

· To maintain confidentiality at all times.

 (These essential job functions are not to be construed as a complete statement of duties performed.  Employees will be required to perform other related marginal duties as required.)

ORGANIZATIONAL RELATIONSHIP:

· This position reports to the Center Director 

EDUCATION AND EXPERIENCE:

· DCF 45-hour training required
· Bachelor degree in Early Childhood Education or degree out of field with at least 18 credit hours in ECE
· 5 years experience in an early childhood setting

SKILLS, KNOWLEDGE AND ABILIITES:

· Evidence of emotional maturity and stability.

· Ability to work effectively with diverse staff and families.

· Ability to provide a supportive and caring environment for children.

· Ability to relate joyfully and sensitively with children, parents and staff.

· Ability and willingness to implement the approved curriculum.

· Ability to work effectively to help close the literacy gap.

· Demonstrates proper use of grammar and communication skills.

· Knowledge of child growth and development as well as developmentally appropriate practices for children ages birth to 5 years.

· Knowledge of applicable safety and abuse-reporting procedures.

· A willingness to learn and continue personal education.

· Ability to exercise control and maintain appropriate classroom discipline.

ESSENTIAL PHYSICAL SKILLS:

· Acceptable eyesight & hearing (with or without correction)

· Ability to communicate both orally and in writing

2.6e   TITLE:

Assistant Director 
GENERAL DESCRIPTION:

To provide a nurturing, stimulating and safe environment for children and families while adhering to DCF regulations. To ensure that a quality program is delivered to children and families that allows for the opportunity for children to develop school readiness skills.  To assist Center Director in supervising, monitoring, training, and supporting the instructional and non-instructional staff.

MAJOR RESPONSIBITIES:

· Assist the Center Director with the day-to-day operations of the site in compliance with the Florida Department of Children and Families standards.

· Work with Center Director to ensure appropriate enrollment, recruitment, and attendance.

· Work with teachers to provide support to parent meetings, workshops, trainings, and other parent involvement activities.

· Under the direction of the Center Director, assist staff in meeting professional development goals.

· Work with Center Director by providing direct feedback in the areas of performance, attendance, and professional development of center staff.

· Monitor, model and provide assistance to center staff in providing appropriate interactions with children individually and in groups.

· Monitor, model and provide assistance in providing appropriate child guidance techniques that include redirection, positive reinforcement, anticipation of and elimination of potential problems, and verbalization of feelings.  Implement the center’s discipline policy and positive discipline & transition techniques as specified in the employee handbook.

· Assist in collecting and reviewing lesson plans.

· Monitor and assist in the development of a warm, safe learning environment that is print-rich, orderly, and sanitary to provide for an optimal learning experience.

· Monitor meal preparation, service and clean-up to ensure compliance with all State and Federal regulations.

· Assist Center Director in coordinating and/or providing screenings.

· Work with teaching staff to ensure parent conferences and other parent involvement activities are occurring at center. 

· Assist Center Director by providing consistent, on-going communication with staff and parents through newsletters, calendars, memos, etc. 

· Work with Center Director to ensure that records at the sites such as daily attendance, health checks, meal counts, portfolios, accident reports, and lesson plans are maintained.

· Inventory and request supplies needed to operate programs and implement curriculum.

· Assist Center Director in monitoring the daily maintenance of the site.

· Report maintenance needs in a timely manner.

· Attend and participate in staff team meetings 

· Attend required workshops and in-service training.

· Continue to pursue education and/or professional development goals.

· Perform other job related functions as required.

· To have a cooperative, positive and supportive attitude within the program.

(These essential job functions are not to be construed as a complete statement of duties performed.  Employees will be required to perform other related marginal duties as required.)

ORGANIZATIONAL RELATIONSHIP
· This position reports to the Center Director

EDUCATION AND EXPERIENCE
· High School Diploma or GED required

· National CDA required 

· Director’s Credential preferred

(A comparable amount of training, education or experience can be substituted for minimum qualifications.)

SKILLS, KNOWLEDGE AND ABILIITES:

· Knowledge of governmental, educational, and religious standards set forth by DCF and any other agency to which the agency commits

· Ability to motivate people to high levels of commitment and performance.

· Ability to communicate with and train others.

· Ability to meet the public in a mature and pleasant matter.

· Ability to work with other employees and the public in a tactful and diplomatic manner.

· Ability to perform with little direct supervision.

· Ability to use the computer effectively.

· Commitment to strengthen families but with ultimate commitment to the well being of the child.

CERTIFICATIONS:

· Valid Florida Drivers License

· DCF 45 hour requirement

· National CDA
· First Aid and CPR

· Complete 30 hours of in-service training hours each DCF year (July-June)

ENVIRONMENTAL CONDITIONS:

· Works in a child care setting

· Some out of town travel possible

ESSENTIAL PHYSICAL SKILLS:

· Acceptable eyesight & hearing (with or without correction)

· Ability to communicate both orally and in writing

· Ability to lift up to 50 lbs.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability)

2.6f    TITLE:

Center Director                                   
GENERAL DESCRIPTION:

Administer the childcare center in a manner that is programmatically and fiscally consistent with principles of (Center Name) by providing a nurturing, stimulating and safe environment while adhering to DCF regulations.
MAJOR RESPONSIBITIES:

· Recruiting, screening, hiring, assigning, scheduling, supervising, training and evaluating staff.

· Maintaining an environment that conforms to governmental and agency standards.

· Planning and executing an on-going program that contributes to the emotional and moral development of children.

· Recruiting, screening, enrolling and evaluating children.

· Organizing the resources and staff for appropriate performance.

· Planning for attainment of short, medium, and long range goals.

· Assuming responsibility for sound fiscal management and reporting of all resources.

· Reporting as required by government agencies.

· Building and maintaining sound human relations among staff.

· Providing opportunities for parents to observe in the center, elect representatives to the Parent Advisory Board, and attend parent meetings.

· Planning and documenting monthly staff meetings.

· Performing additional duties as required.

 (These essential job functions are not to be construed as a complete statement of duties performed.  Employees will be required to perform other related marginal duties as required.)

ORGANIZATIONAL RELATIONSHIP:

· This position reports to the owner(s).

EDUCATION AND EXPERIENCE
· High School Diploma or GED required

· National CDA required 

· Director’s Credential required

· Experience as assistant director or center director required.

(A comparable amount of training, education or experience can be substituted for minimum qualifications.)

SKILLS, KNOWLEDGE AND ABILIITES:

· Knowledge of governmental, educational, and religious standards set forth by DCF and any other agency to which the agency commits

· Ability to motivate people to high levels of commitment and performance

· Ability to communicate with and train others

· Ability to meet the public in a mature and pleasant matter

· Ability to work with other employees and the public in a tactful and diplomatic manner

· Ability to perform with little direct supervision

· Ability to use the computer effectively

· Commitment to strengthen families but with ultimate commitment to the well being of the child

LICENSES, CERTIFICATION OR REGISTRATIONS:

· Valid Florida Drivers License

· DCF 45 hour requirement

· Director’s Credential

· First Aid and CPR

· Complete 30 hours of in-service training hours each DCF year (July-June)

ENVIRONMENTAL CONDITIONS:

· Works inside in an child care setting

· Some travel may be required

ESSENTIAL PHYSICAL SKILLS:

· Acceptable eyesight & hearing (with or without correction)

· Ability to communicate both orally and in writing

· Ability to lift up to 50 lbs.

· Ability to access file cabinets for filing and retrieval of data

· Ability to sit at a desk and view a display screen for extended periods of time 

(Reasonable accommodations will be made for otherwise qualified individuals with a disability)

Section 3
PERFORMANCE MANAGEMENT
3.1 Work Schedules

Work schedules for employees vary and employees will be advised of their individual work schedules. Staffing needs and operational demands may necessitate variations in starting and ending times, as well as variations in the total hours that may be scheduled each day and week.

3.2 Dress Code
Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect the business image that is presented to customers and visitors.

During business hours, employees are expected to present a clean and neat appearance and to dress according to the requirements of their positions. Employees who appear for work inappropriately dressed will be sent home and directed to return to work in proper attire. Under such circumstances, employees will not be compensated for the time away from work.

All staff at the center is expected to wear skid-resistance, enclosed shoes to work. For sanitary purposes, booties, socks, or slippers are to be worn while in the infant room.  No shoes or bare feet are permitted in the infant room.
3.3 Outside Employment

An employee may hold a job with another organization as long as he or she satisfactorily performs his or her job responsibilities at (Center Name).  All employees will be judged by the same performance standards and will be subject to the Center’s scheduling demands, regardless of any existing outside work requirements.

If an employee's outside work causes a conflict of interest or interferes with performance or the ability to meet the requirements of the job, the employee may be asked to terminate the outside employment if he or she wishes to remain with (Center Name). 
Outside employment will present a conflict of interest if it has an adverse impact on (Center Name).

3.4 Safety in the Workplace

Each employee is expected to obey safety rules and to exercise caution in all work activities. Employees must immediately report any unsafe condition to the Director. In the case of accidents that result in injury, regardless of how insignificant the injury may appear, employees should immediately notify the director. Such reports are necessary to comply with laws and initiate insurance and workers' compensation benefits procedures.

All employees must adhere to the policy of releasing children.  Employees are expected to be aware of all visitors.  Staff should introduce themselves and ask the name and purpose of any visitor they do not recognize.  If the visitor does not have a purpose to be at the center he/she should be escorted out of the building and the director or supervisor notified.  Children are never to be left alone with a visitor or stranger. Employees who violate safety standards, cause hazardous or dangerous situations, or who fail to report, or where appropriate, remedy such situations, may be subject to disciplinary action, up to and including termination of employment.
3.5 Security Inspections

(Center Name) wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms, explosives, or other improper materials. To this end, (Center Name) prohibits the possession, transfer, sale, or use of such materials on its premises. (Center Name) requires the cooperation of all employees in administering this policy.

Desks, lockers, and other storage devices may be provided for the convenience of employees but remains the sole property of (Center Name). Accordingly any agent or representative of (Center Name) can inspect them, as well as any articles found within them, at any time, either with or without prior notice.

3.6 Visitors on Premises

To provide for the safety and security of employees, children, and the facilities, only authorized visitors are allowed in the workplace. Restricting unauthorized visitors helps maintain safety standards, protects against theft, ensures security of equipment, protects confidential information, safeguards employee welfare, and avoids potential distractions and disturbances.

Because of safety and security reasons, family and friends of employees are discouraged from visiting. In cases of emergency, employees will be called to meet any visitor outside their work area.

All visitors should sign in at the reception area. Authorized visitors will receive directions or be escorted to their destination. Employees are responsible for the conduct and safety of their visitors.

If an unauthorized individual is observed on the premises, the individual should be directed to the reception area.

3.7 Attendance and Punctuality

It is critical for the quality and consistency of our programs for the childcare center staff to make every effort to be present and on time for work each day.  Absenteeism and tardiness place a burden on other employees and on the center. In the rare instances when employees cannot avoid being late to work or are unable to work as scheduled, they should notify the Director as soon as possible in advance of the anticipated tardiness or absence.  Failure to report “in advance” an inability to work assigned schedule may result in termination of employment.

The following reasons for absences are acceptable:

· Personal illness that is contagious, requires the care of a physician, or disables the staff person so that he/she is not able to perform his/her job. Absences of more than three days must be documented by submission of a doctor’s excuse.

· Illness of a child.  It is understandable that an employee with a child of his or her own may occasionally have to stay home when the child is sick.  All employees are encouraged to have a back-up plan for childcare in the event that his/her child is ill.  

· Death in the immediate family (parent, sibling, grandparent, aunt, uncle etc.)

· Personal days which have been requested at least 48 hours in advance.  Time off may not be approved if required child/teacher ratio can not be maintained.

Poor attendance and excessive tardiness are disruptive.  Either may lead to disciplinary action, up to and including termination of employment.

3.8 Staff Meetings

In order to provide high quality learning services, staff meetings are vital to the overall success of our programs.  Staff must make every effort to be present at these meetings.  Attendance is required and only the director may excuse a staff member from attending.  The center director is responsible for choosing the date and time of the meetings.  Documentation of the meeting, including a sign-in sheet and minutes are kept on file for review.   
3.9 Access to Personnel Files

(Center Name) maintains a personnel file on each employee. The personnel file includes such information as the employee's job application, resume, records of training, documentation of performance appraisals and salary increases, and other employment records. Personnel files are the property of (Center Name), and access to the information they contain is restricted. Generally, only the director or management personnel who have a legitimate reason to review information in a file are allowed to do so.  Employees who wish to review their own file should make this request with the Director. With reasonable advance notice, employees may review their own personnel files in the Center’s office and in the presence of the Director.

3.10 Solicitation

(Center Name) recognizes that employees may have interests in events and organizations outside the workplace. However, employees may not solicit or distribute literature concerning these activities during work time. (Work time does not include lunch periods, work breaks, or any other periods in which employees are not on duty).

Examples of non-permissible forms of solicitation include:

· The circulation of petitions
· The distribution of literature not approved by the employer
· Sale of products by other companies
In addition, the posting of written solicitations on company bulletin boards is restricted. These bulletin boards display important information, and employees should consult them frequently for, employee announcements, internal memoranda, job openings and organization announcements. If employees have a message of interest to the workplace, they may submit it to the Director for approval. 

3.11 Use of Equipment, Property and Vehicles

Equipment, property and vehicles essential in accomplishing job duties are expensive and may be difficult to replace. When using property, employees are expected to exercise care, perform required maintenance, and follow all operating instructions, safety standards, and guidelines.

Please notify management if any equipment, machines, tools, or vehicles appear to be damaged, defective, or in need of repair. Prompt reporting of damages, defects, and the need for repairs could prevent deterioration of equipment and possible injury to employees or others. The Director can answer any questions about an employee's responsibility for maintenance and care of equipment or vehicles used on the job.

The improper careless, negligent, destructive, or unsafe use or operation of equipment or vehicle, as well as excessive or avoidable traffic and parking violations, can result in disciplinary action, up to and including termination of employment. 

3.12 Use of Telephones and Cell Phones

Personal use of telephones for long distance and toll calls is not permitted. Employees should practice discretion in using company telephones when making local personal calls and will be required to reimburse (Center Name) for any charges resulting from their personal use of the telephone.

Personal cell phones must be turned off and stored out of site.  Texts and personal phone calls may only be made or received when employee is on a scheduled break. The employee must be in a location other than the classroom when using a cell phone during a scheduled break. Cell phones are not to be used on the playground or at work unless a teacher is on break. Violation of this policy can result in disciplinary action, up to and including termination of employment. 

Teachers need to answer the (Center Name) phone by saying, “(Center Name) this is ____________(name). How may I help you?”  If caller is requesting to speak with someone at the center, place the caller on hold.  Do not yell for the person to answer the phone while the caller is on the line.

3.13 Employee Conduct and Work Rules

To ensure orderly operations and provide the best possible work environment, (Center Name) expects employees to follow rules of conduct that will protect the interests and safety of all employees and children.

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The following are examples of infractions of rules of conduct that may result in disciplinary action, up to and including termination of employment: 

· Theft or inappropriate removal or possession of property 

· Falsification of timekeeping records 
· Working under the influence of alcohol or illegal drugs
· Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while on duty, or while operating employer owned vehicles or equipment 

· Fighting or threatening violence in the workplace
· Boisterous or disruptive activity in the workplace
· Negligence or improper conduct leading to damage of employer owned or customer owned property

· Insubordination or other disrespectful conduct  
· Smoking in prohibited areas
· Sexual or other unlawful or unwelcome harassment
· Possession of dangerous or unauthorized materials, such as explosives or firearms, in the workplace
· Excessive absenteeism or any absence without notices

· Unauthorized absence from work station during the workday
· Unauthorized use of telephones, mail system, or other employer owned equipment
· Physical punishment of children
· Conviction of some crimes (due to bonding regulations)

· Sexual molestation of children
· Sleeping on the job
· Texting or making personal calls on the job
· Leaving children unattended
· Unauthorized disclosure of confidential information 
· Unsatisfactory performance or conduct
· Harassment or causing disharmony of any kind
3.14 Language in the Workplace

Staff is expected to be models of appropriate language at all times. Interaction between staff members should model courtesy and respect.

3.15 Performance Evaluations 

Employees will be evaluated initially at the end of their 90-day probationary period.  Performance evaluations are then scheduled in 12 month intervals, according to the employee’s hire date. 

A copy of the evaluation will be given to the employee and a copy will go in the personnel file.

Classroom observations are conducted and included in formal performance evaluations.  Performance evaluations are conducted to provide both management and employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, and to discuss positive, purposeful approaches to meeting goals. A Professional Development Plan will be created based on the areas of need and employee’s goals. Annual DCF in-service hours should be connected to the topics identified in the professional development plan.
Employees that are not meeting performance expectations will have a Performance Improvement Plan developed to detail specific performance issues and expected improvements.

3.16 Performance Improvement Policy

It is the desire of (Center Name) for every employee to be successful in the jobs they occupy.  However, we recognize that there are times when employee behaviors or job performance do not meet program standards.  This process first enables us to identify behaviors or actions that are counter-productive to an individual; and secondly, it gives employees the opportunity to make behavioral adjustments to ensure future success; and lastly, it outlines the consequences for continuing to not meet standards.  If all three steps are taken and the employee is still unable to meet standards for employment, the employee will be terminated from employment.

There are three general steps in the Performance Improvement Policy:

· The Verbal Warning– This is the initial opportunity to identify what standards are not being met, i.e., job performance, attendance, cooperation, etc.  There must be written documentation of the verbal warning.

· The Written Warning– Written documentation will be done to specifically cite what the issues are, what changes or results must occur and by when.  The written warning or consultation also defines the consequences of continuing to not meet standards.

· The Final Warning or Probation – This gives the employee one final chance to meet expectation and standards.  The final warning may last for 90 days, an indefinite based on the situation, or to allow for further observation.

During an employee’s initial 90-day probationary period, it is not necessary to follow these steps to address issues or concerns.  If an employee is within their 90-day probationary period, areas of concern will be discussed with the employee with an expectation of immediate improvement.  When there is not immediate improvement in the employee’s performance, the employee may be terminated without going through the performance improvement steps.

Due to the severity of some offenses, course of action can be at the discretion of management.  Termination could be immediate without any notice.    

3.17 Resignation

Resignation is a voluntary act initiated by the employee to terminate employment with (Center Name). Although advance notice is not required, (Center Name) requests at least two weeks written notice from all employees.

If an employee does not provide a two-week notice as requested, the employee may not be considered eligible for rehire and will not receive pay for any accrued and unused annual leave.

3.18 Termination

Upon termination, through no fault of the employee (such as a reduction-in-force), an employee will be given at least two weeks written notice.  The employee will be paid accrued and unused annual leave time.  The maximum leave accrual that will be paid out upon termination is the equivalent of 12 days or 96 hours. Annual leave time may not be used to satisfy the required notice period.  

Termination of employment for cause will result in the forfeiture of any accrued and unused annual leave. Upon termination, through fault of the employee, notice will not be given, and accrued and unused annual leave will be forfeited.
 


In the event of termination, any final pay will be issued at the next scheduled payday.

3.19 Return of Property

Employees are responsible for all property, materials, or written information issued to them or in their possession or control.  Employees on or before their last day of work must return all Center owned property.

Section 4
COMPENSATION

4.1 Pay Practices

All positions have been assigned a salary grade that corresponds to an Employee Pay Scale with a specific salary range.  The Pay Scale is based on the person’s education, training, and experience in the early childhood field. Starting rates are minimum beginning wages depending on level of experience.
4.2 Pay Scale
         Kitchen Aide/Floating Teacher’s Credentials
Starting Rate

HS Diploma/GED
   





minimum wage


DCF 45 hours (45 hours)
    
   

 

     $   8.25


Assistant Teacher’s Credentials
  


Starting Rate

HS Diploma/GED
   





minimum wage


DCF 45 hours (45 hours)
    
   



     $   8.50



CDA and/or college coursework
  


     $   9.00
Lead Teacher’s Credentials
  


Starting Rate

DCF 45 hours (45 hours)
    
   

   

     $   8.50



CDA




  

  

     $   9.25
           AS in Early Childhood

 

 

     $   9.50
           BS in Early Childhood                         
 
 

     $ 10.50
Assist. Director/Director’s Credentials


Starting Rate
            Level I Certificate                                  

    
     $ 10.50
            Level II Certificate                                

      

     $ 10.75

 Advanced Certificate                            

    
     $ 11.00

            AS in Early Childhood                         

      

     $ 12.00
            BS in Early Childhood                          

     

     $ 13.00
(Center Name) reserves the right to temporarily freeze salaries during times of economic hardship. In the event of salary freezes, a memo will be distributed and/or posted for all staff.

Credentials at time of hire will determine starting pay. Pay increases up to 3% on hourly rate will be given annually upon satisfactory completion of performance review.

Pay increases based on new credentials will take effect once the credential has been added by the employee to the DCF training transcript. Pay increases for new credentials will only be given if the credential is in direct relation to the employee’s current position (i.e. an employee who earns a director’s credential and is not working as an assistant director, will not be granted a pay increase for this credential).
4.3 Payroll and Deductions

The law requires that (Center Name) make certain deductions from every employee’s pay. Among these are applicable taxes. We must also deduct Social Security taxes on each employee’s earnings up to a specified limit that is called the Social Security wage base. (Center Name) matches the amount of Social Security taxes paid by each employee.

4.4 Time Keeping

Accurately recording time worked is the responsibility of every employee. Federal and state laws require (Center Name) to keep an accurate record of time worked in order to calculate employee pay and benefits. Time worked is all the time actually spent on the job performing assigned duties.

Employees should accurately record the time they begin and end their work, as well as the beginning and ending time of each meal period. They should also record the beginning and ending time of any split shift or departure from work for personal reasons. Overtime hours must always be approved before it is performed.

Altering, falsifying, tampering with time records, or recording time on another employee’s time record may result in disciplinary action, up to and including termination of employment. 

It is the employee’s responsibility to sign their time record to certify the accuracy of all time recorded. The Director will review and approve the time record before submitting it for payroll processing.  In addition, if corrections or modifications are made to the time record, both the employee and the Director must verify the accuracy of the changes by initialing the time record.

For hourly employees, time is calculated in fifteen (15) minute increments.  Seven minutes or less is rounded to the nearest hour; eight (8) minutes and up are rounded to the next quarter hour.

4.5 Overtime

Overtime is paid for any time over 40 hours worked within a week and is not paid if within that week annual, holiday or administrative leave is used to make up those 40 hours.  

When Overtime is approved employees will be compensated at the rate of one and one half times their regular hourly rate. Only hours actually worked count in the overtime calculation. Therefore, holidays not worked, annual leave, and other paid leave are not counted. 

4.6 Breaks

Breaks will be scheduled at the discretion of the Director and should meet the following considerations:

· No single work break shall exceed 15 minutes absence from the employee’s workstation.
· An employee may not accumulate unused work breaks.
· Work break time shall not be authorized for covering an employee’s late arrival on duty or early departure from duty.

· The classroom DCF staff child ratio is maintained.
4.7 Meal Periods

All full time employees are provided with one meal period each workday. Supervisors will schedule meal periods to accommodate operating requirements. Employees will be relieved of all active responsibilities and restrictions during meal periods and will not be compensated for that time.

4.8 Personal Information Changes

It is the responsibility of each employee to promptly notify the Director of any changes in personal data. Personal mailing addresses, telephone numbers, number and names of dependents, individuals to be contacted in the event of an emergency, educational accomplishment, and other such status reports should be accurate and current at all times. 

Section 5
EMPLOYMENT BENEFITS

5.1 Childcare Discount

Employees will receive a 50% discount for their own children who are enrolled in (Center Name). Employees whose children receive vouchers for tuition will be charged 50% of the balance of tuition cost above the voucher amount.
5.2 Annual Leave (Time Off)

The number of leave days that can be accrued and available is based on job classification and seniority set forth in the following chart:

         

             Years of Employment

Annual Leave Time





1 year



1 day




2 -5years



2 days





5-10 years



3 days





10-20 years



5 days

Leave days may be used for any purpose and should be scheduled and approved by a supervisor in advance.  Leave can usually be scheduled as requested but at times may be denied due to work demands or scheduling conflicts.  If a leave request is longer than two weeks, the employee must request a leave of absence.  

Termination of employment for cause will result in the forfeiture of any accrued and unused annual leave.

5.3 Holiday Leave

(Center Name) will grant holiday time off to all employees on the holidays listed below:












Christmas Day
New Years Day

Martin Luther King

President’s Day

Memorial Day
Independence Day
Labor Day


Thanksgiving Day
On holidays where (Center Name) is open, we may operate with reduced staff. At such times, employees may choose to use annual leave time or take the time off without pay.  Employee rotation will be used for those interested in using leave.

(Center Name) will grant paid holiday time off to full-time employees who have been employed with the center for six months or longer. In order to receive paid holidays employees must work their regular schedule before and after holiday unless leave is approved.  Pay for holidays will be based on their individual work schedule. 

5.4 Weather Days

If the threat of a hurricane or other natural disaster is imminent, we will follow the Duval Public School System for closure guidance.  We will follow our Risk Management Plan for re-opening the center. It is important that the center director have current phone numbers for all staff at the center.

5.5 Birthday Leave 

Birthday leave is granted with pay to all full-time and part-time employees. Employees must take off the closest working day to their actual birthday and must be scheduled and approved in advance.  Paid leave for birthdays is granted only to employees who have been employed with the center for six months or longer.
5.6 Bereavement Leave

For death in immediate family, a full-time employee who has been employed with the center for six months or longer shall be granted one day bereavement leave with pay on the death of any member of the employee’s immediate family. Immediate family is defined as the spouse, grandparents, parents, brothers, sisters, children, and grandchildren of the employee. Part-time employees and employees with less than six months employment at the center shall be granted one day of unpaid bereavement leave.
5.7 Leave of Absence

An employee must request a leave of absence for any leave request over 2 weeks.  Each request will be considered on an individual basis. 

5.7a Family Medical Leave Act (FMLA)

In accordance with the Family Medical Leave Act (FMLA), (Center Name) offers FMLA leaves of absence to eligible employees for
· The birth of a child and to care for the newborn child

· The placement of a child for adoption or foster care
· The employee’s serious health condition when the employee is unable to perform the functions of their job
· The care of immediate family member (spouse, child, parent) with a serious health condition. 

Eligible employees may be granted up to 12 weeks of FMLA-qualifies leave during any 12-month rolling period without pay.  Accrued leave may be used but is not required.  Employees will be reinstated to the same or an equivalent position with equal pay, seniority, and fringe benefits, if the employee returns within the approved leave period. All benefits are restored upon return from the leave.

Reasonable notice, if possible, should be given. Notification must include the reason for the leave, the expected beginning, ending and statement of intention to return to work.  Denial of request for leave may be given if the employee's absence creates an undue hardship on the agency. For leave to care for a family member written certification from a health care provider is required.
5.7b Worker’s Compensation

An employee who sustains a job connected disability that is compensational under the Worker's Compensation Law shall be carried in full pay status for a period not to exceed 7 calendar days without being required to use accrued leave. If the employee receives Worker's Compensation benefits for this period of leave with pay, the employee shall reimburse (Center Name) the amount of the benefits. Such reimbursement shall not include payments for medical, surgical, hospital, nursing or related expenses, or lump sum or scheduled payments of a disability loss.

According to Florida Law, employers are not required to provide light duty positions or rehire employees from Worker's Compensation disabilities. 

Section 6
TRAINING REQUIREMENTS

6.1 DCF Required Training
Per DCF, all child care personal must complete: 

· 40-clock-hour Introductory Child Care training comprised of Part I and Part II modules 

· 5-clock-hour (or .5 Continue Education Units) Early Literacy and Language Development, within 1 year of employment 

· 10-clock-hours of Annual In-service training completed between July 1 and June 30 each year 

Introductory Child Care Training 
Child care personnel must begin training by commencing coursework, obtaining an educational exemption or by completing a competency exam within the first 90 days of employment in the child care industry. All training must be completed one (1) year after the date on which training began. The Introductory Child Care Training is divided into two parts: 

Part I - all child care personnel are required to complete the following 30-clock-hours which are divided into five training modules: 

1. State and Local Rules and Regulations (2 hours)* 

2. Health, Safety, and Nutrition (4 hours)* 

3. Identifying and Reporting Child Abuse and Neglect (4 hours)* 

4. Child Growth and Development (10 hours)* 

5. Behavioral Observation and Screening (10 hours) 
*These four modules comprise the 20 Hour Introduction to Child Care Course. 

Part II - all child care personnel are required to complete 10-clock-hours of training from the following modules: 

1. Infant and Toddler Appropriate Practices (10 hours) 

2. Pre-School Appropriate Practices (10 hours) 

3. School-Age Appropriate Practices (10 hours) 

4. Special Needs Appropriate Practices (10 hours) 

5. Early Literacy and Language Development (5 hours - online) 

6. Basic Guidance and Discipline (5 hours - online) 

7. Computer Technology in the Early Childhood Classroom (5 hours - online) 

New staff failing to meet this 90 day requirement will be terminated due to non- compliance of state regulations.

6.2 (Center Name) Required Training Hours
In addition to the DCF 10 hours of annual in-service training, (Center Name) requires that all teachers obtain 20 more hours of in-service training each year between July 1 and June 30.  This is a total of 30 annual in-service hours.
All teachers are required to obtain six hours of training on the implementation of the adopted curriculum. These six hours may be counted towards the 20 annual in-service hour requirement.

All staff must also maintain a current CPR/First Aid certificate.

6.3 Department of Children and Families / Child Care Licensure

Our childcare program is licensed by the Florida Department of Children and Families.  The purpose of the program is to ensure a healthy and safe environment for the children in child care settings and to improve the quality of their care through regulation and consultation. The department ensures that licensing requirements are met through on-going inspections of child care facilities, thus preventing the continued operation of substandard child care programs. A licensing counselor will visit our center at least two times each year.  It is important that each staff is knowledgeable of the DCF requirements to assist the center to achieve and maintain 100% DCF compliance.  The Health Inspector and Fire Inspector also conduct regularly inspections.  A copy of the DCF Regulations for Child Care is available upon request.

Section 7
WORKING WITH CHILDREN
7.1 Lesson Plans
Teachers are responsible for completing a written lesson plan each week that contains activities from the approved curriculum.  Lesson plans are due on Friday afternoon for the following week. Lesson plans will be reviewed by the Director and approved.  Lesson Plans need to be kept current and posted for parents to review.  Teachers are to keep completed plans in a notebook or file.

7.2 Health Checks
Teachers are responsible for completing a Daily Health Check upon each child’s arrival into the classroom.  Health Checks should be filled out completely and turned into the director at the end of each week.

7.3 Screening and Assessment
Screening is a process to determine whether or not a child has any developmental concerns that may require further evaluation and follow-up.  Screenings conducted at the center may include vision, hearing, speech/language, nutrition, dental, and overall development.  The Ages and Stages Questionnaire will be used twice per year. 
Parents will be informed of results of screenings at the scheduled parent-teacher conference times twice per year. At home activities may be recommended based on the results of the screenings. If further evaluation or services are needed, parents will be referred to the appropriate agencies or to their personal pediatricians. Additional screenings and parent conferences will be utilized as a means of follow-up on screenings that result in referrals to outside agencies.  

Children at every age level will be assessed using an on-going portfolio assessment system for the purpose of identifying developmentally appropriate learning outcomes met throughout the year and creating individualized learning goals based on the results of the assessments. 

Each child must have a portfolio which includes a sampling of the child’s progress.  Depending on the age of the child, these samples may include Ages and Stages Questionnaires, Teaching Strategies Gold checkpoints, Florida-required VPK assessments, literacy and numeracy assessments, artwork, dictation, writing samples, pictures, anecdotal notes, photos, etc. Portfolios for infants and toddlers may also include copies of daily notes and growth charts. Portfolios are to be shared with parents during scheduled parent conferences.  

Teaching staff will use a variety of strategies to promote and support children’s learning and developmental progress based on the observations, individualization, and ongoing assessment of each child.  Information will be gathered from teachers and parents.

Screening Procedures
· The Ages and Stages Questionnaire (ASQ) will be used twice per year for all age groups, except VPK students, who will have only one ASQ along with the state-mandated VPK assessment. 
· The first ASQ will be administered within 45 days of the start of the school year or the child’s enrollment in a new classroom.
· Teachers will complete and score the ASQ. Parental input may also be used to complete the ASQ. The scored ASQ will be kept in the child’s portfolio.

· Parents will be informed in writing of results of screenings either through a letter sent home by the center director or through written documentation of a parent-teacher conference where results were shared.

· At home activities will be recommended based on the results of the screenings. 
· If further evaluation or services are needed, parents will be referred to the appropriate agencies or to their personal pediatricians. 

· Additional screenings and parent conferences will be utilized as a means of follow-up on screenings that result in referrals to outside agencies.  

Accountability Procedures
· In order to prevent the misidentification of children:
· Children’s first and last name and date of birth will be on each ASQ screening.
· Documents within the portfolio will also include children’s first and last name and date of assessment.

· In order to provide proper follow up for children with concerns:
· Summary sheets of all children screened will be given to the director.
· Children in need of follow up will be highlighted on the summary sheets.
· The director will review the screening tool for each child identified as in need of follow up.
· The director will review the results with the parent and may re-score instrument based on parental input.
Assessment Procedures
· Children attending a Florida VPK program will have a state-mandated VPK assessment during the fall and spring months, and as an optional period, during the winter months.

· Teachers of all ages will collect creative work samples at least once during the fall, winter, and spring of the year.
· Goals will be made for each child based on their individual needs, according to parent information, screenings, assessments, and teacher.
· Teachers will provide individualized activities/experiences for children based on their documented needs. Progress of goals will be documented and shared with parents at the parent-teacher conference.
· At the time of a child’s transition to the next class, the teacher will pass the portfolio up to the next teacher.
· At the time of a child’s transition to kindergarten, the teacher will send the portfolio home.

7.4 Parent Conferences/Open House
(Center Name) will conduct a minimum of 2 parent conferences each year.  At these times all parents will be given the opportunity to meet with their child’s teacher to discuss their growth and development.  Teachers will share with parents the results of screenings and assessments and the goals for each child. Parent conferences must be documented on a parent conference form and must be signed by the parent. These forms are to be kept in the child’s portfolio.
(Center Name) will hold an Open House/Parent Orientation each year during the month of August.  Teachers are required to attend.

7.5 Transitioning Children 
from Class to Class 
If it becomes necessary during the year to move a child up to the next class, (Center Name) will strive to make as smooth a transition as possible for the child, the parents, and the teachers. Parents will be informed both verbally and in writing. The child will transition slowly over the course of a few days.

from VPK to Kindergarten
In May or June of each year, (Center Name) will provide activities to aid in the smooth transition of preschool children to kindergarten. These activities may include one or more of the following:  the distribution of kindergarten registration and transition packets, a graduation ceremony, a visit to a nearby elementary school, and a mini-workshop for parents.

7.6 Child Abuse and Neglect

(Center Name) has the responsibility for the prevention, identification, and reporting of child abuse and neglect (sexual, physical, emotional).  Under Florida law, cases of possible child abuse and neglect are reported immediately to the Department of Children and Families.  Training is provided to staff in all phases of child abuse and neglect.  The abuse hotline number is 
1-800-96-ABUSE.
 If a call to the abuse hotline is made, the Child Abuse Form must be completed.   Operator ID - name and number should be recorded on the report.  

7.7 Parent Volunteers

(Center Name) has an open-door policy with all parents of enrolled children.   Parents are not only welcomed, but also highly encouraged to volunteer in their child’s classroom.  All visitors are required to sign in at the front desk before proceeding to the classroom.  Everyone benefits when volunteers are active in our program: the parent, the teachers, and especially the child. (Center Name)‘s Discipline Policy and Standards of Conduct will apply to all volunteers at all times. Siblings may not attend when a parent is volunteering in the classroom.  Parents may be asked to help provide items for classroom parties or cooking activities.  Parents may be asked to help with certain tasks such as sewing items for the classrooms, coming to play an instrument or demonstrate a skill, or simply to read to a group of children.  

7.8 Parent Relationships

It is important that the childcare staff have a good relationship with all parents involved in our program.  Parents are our "customers" and should be treated cordially and with respect.

It is never acceptable to argue with a parent.  If a parent disagrees with the information that you are presenting, it is your responsibility to stay calm and professional in your manner.  If a parent becomes angry, it is fine to indicate that you would like to continue this conversation at a later time when you are both calmer - and then you should walk away.  If you feel that this parent is likely to call the center with a complaint, please speak to the Director so that she may be prepared and informed.

When parents arrive to pick up children, staff should make every effort to speak to the parent in a positive way.  Always try to inform the parent of something fun the child has done, something he/she has accomplished, or of a project or idea the child seems to enjoy etc.  It is important for parents to end the day on a positive note, especially after working all day.  Do not complain to parents about a child, and do not feel obligated to inform the parent of every behavioral concern that the child has made throughout the day.  Staff should deal with problems that occur in our program. Parents should only be called in for a conference if the problem is severe or ongoing and the Director is responsible for deciding when to request a conference with the parent.        

There will be many times when staff feels that parents don't care or are too busy to stop and talk.   Try not to resent parents who are in a hurry or grouchy at the end of the day.  

Make sure that parents have plenty of opportunities to volunteer or participate sometime during the year.  Make parents an advocate of your classroom and of the program!

7.9 Supervision

Children enrolled in (Center Name) must have adult supervision at all times.  Use these guidelines:

(1)
Children should be in your sight at all times.  Never leave a group unattended on the playground, in the hallway, or in the classroom.

(2)
Make head counts and recount often, especially when changing activity areas or moving from indoors to outdoors, etc.       

(3)
Staff must accompany the child/children to come inside from the playground.  Avoid being alone with only one child at any time.

(4) Always supervise the classroom at naptime according to DCF guidelines.

(5) Teachers may never turn their back on the children.  Teachers are to sit or stand facing the children at all times.  Teachers are to interact with the children at all times, including on the playground.
(6) Teachers are to avoid personal conversations with coworkers unless they are on break.  Children are to be the focus of the teachers at all times. 
(7) Teachers are to refrain from the use of cell phones in the form of texting, calling, or using the internet unless on a scheduled break and in an area separate from the classroom.

7.10 Staff Attitude

Your job is very important.  You are making a difference in the lives of the children you teach.  A positive outlook is necessary.  This positive attitude includes:

· Good communication with parents, children, and other staff.  Remain positive, even in difficult situations.

· Working as a team with other staff members and supporting each other as needed. Staff conflicts should always be discussed and resolved in private, never in the presence of the children.

· Handling children in an appropriate manner without yelling or scolding.  Use a kind and respectful voice at all times.  Treat the children as you would have liked being treated as a child.

7.11 Discipline Policy

Listed below are the positive guidance methods that are consistent with the values and mission of (Center Name):
1. Plan ahead to prevent behavior problems.  Anticipate problems that may occur and provide intervention or directions in advance.  (Ex:  Limit number of children in centers.  Have activities prepared so children do not have to wait.)

2. Establish clear and simple rules that are age-appropriate.  Consistent reminders help reinforce limits.  Rules should be stated in a positive way.  (Ex:  If a child is running, say, “Please use your walking feet. Running feet are for outside”, instead of “Don’t run!”)

3. Be a model for the desired behavior.  Treat all children with respect and politeness.  (Ex:  The teacher has a leaky paint container in her hand.  She needs to get to the sink.  She asks the children who are in line at the sink if she could please use the sink out of turn, rather than simply cutting in front of the children.  They agree, and she remembers to thank them.)

4. Help children to learn problem-solving skills.   Give them the language they need to communicate feelings and needs to others appropriately.  Work with them to come up with solutions to conflicts.

5. Give hugs and caring.   The key to discipline is establishing a nurturing relationship with each child.  Children need to know they are accepted and loved no matter how they behave. 

6. Reinforce positive behavior.  Remember to focus on the specific behavior you wish to see repeated.  (Ex:  “Jessie, you have worked so hard to put all the blocks neatly on the shelf.  Fantastic job!”) 

7. Overlook small annoyances.  Sometimes when a behavior is overlooked, not reinforced by attention, it disappears.  Unless the behavior is aggressive and someone is in danger of getting hurt, the teacher/caregiver might be wise to let the children work out the problem on their own.

8. Offer positive alternatives to a negative behavior.  If a child’s behavior is unacceptable, suggest alternative choices.  (Ex:  If a child is throwing blocks, the teacher intervenes by telling the child that blocks are for building.  If the child wishes to throw something, he/she can throw a bean bag, or a ball.)

9. Re-direct or divert the child.  Substitute an appropriate activity for the unacceptable one.  Some behaviors that are inappropriate are temporary, or situation specific.  In these cases it is best to alter the environment by redirecting the child to another activity.  (Ex: Two children who are good friends have begun to get irritated with each other.  Intervene before things get out of hand by engaging them in a new activity.)

10. Help children see behavioral consequences.  Since young children are self-centered, it is hard for them to see beyond their own needs.  Help them to move from thinking only of themselves, to thinking of others by analyzing the consequences of their actions.  Discuss their behavior in a non-judgmental way and encourage them to think about its impact on people, objects and events.

11. Provide renewal time.  When a child is too upset to talk or listen, it may be necessary to remove the child from the situation for a period of no more than 2 minutes.  The teachers stay with the child to discuss what happened and to help the child regain composure.
12. Implement Behavior Intervention Policy when necessary. 

Discipline May Not Involve the Following:

1. Time out.  There will not be any identified space, or chair, reserved for “time out”.  Children are not to be isolated indefinitely due to behavior problems. Time out may be used only if stipulated in an individual child’s behavior plan by a Mental Health Specialist.

2. Physical punishment.    The use of physical force with children is prohibited.  This includes pulling by the arm, grabbing children by the arm/shoulders/neck, hitting, pushing, shoving, etc.

3. Threatening.  Children will not be threatened with physical punishment, or with a phone call to parents. 

4. Ridiculing or Degrading.  There will be no name-calling, belittling, or comparison to other children.

5. Withholding of meals, snacks, or water.  Children will not be denied food, water or any other basic need as a means of discipline.

7.12 Positive Discipline & Transition Techniques

Discipline should be viewed as an on-going process for helping children develop competence, self-control, and appropriate behavior. (Center Name) uses the following principles to guide children:

1. Know the developmental characteristics for the age that you work with.  Many times what teachers think is a discipline problem is actually age- appropriate behavior.  Be realistic about your expectations for children.

2. Children tell us things by their behavior.  Become a good observer of children and be sensitive to their needs.  If they are wiggly – let them move.  If they are frustrated – adapt the activity or change the approach.  Be aware of changes in home life that could be affecting children’s behavior at school.

3. Prevent problems when possible.  If children continue to fight over a toy, get a duplicate.  If children are irritable and tired before nap, then change the nap time.

4. Try new techniques.  If what you are doing isn’t working, then change your approach.

5. Separate children who don’t get along.  If certain children annoy each other, sit between them at circle time; ask them to play in different areas of the room, etc.

6. Discipline in private.  Quietly pull children aside when you need to talk to them.  Use “I” messages rather than “you” messages.  Instead of “You never help pick up”, try “I need your help putting away all the toys”.  Instead of saying, “You can’t talk to me like that”, say “My feelings get hurt when you talk to me that way.”  Ask the children what they think they could do to help solve problems.

7. Solve your own problems.  “Wait until I talk to your mother” or “I’m going to send you to the office”, tells the child that you are not in control and can’t handle the situation.

8. Take care of problems immediately.  It will have a more lasting impression if the consequence immediately follows the action.  Children live in the present and will forget all about an incident if you wait to handle it.

9. Don’t expect perfection.  Let the little things go.

10. Keep a sense of humor.  Some of the things that children do are really funny and are not major offenses.  Enjoy a good laugh when things get tense.

11. Empower children by giving them choices and responsibility.  “I’m sure you can do it” and other words of encouragement will help them become independent and confident.

12. Use a calm quiet voice and keep your cool.  Pretend you are in control even if you are not.

13. Be consistent.  Don’t let children do something one day, and then punish them for it the next.

14. Whenever possible let children work out their own problems.  Listen to both sides.

15. Use reason to explain rules and implications to children.  For example, “It hurts if you hit someone.”  “You may run when you get outside.”

16. Don’t end sentences with OK?  It sounds like you doubt yourself or need the children’s approval.  Don’t ask children if they want to do something if they really don’t have a choice.  At nap time, “Do you want to take a nap?” is really not an option.

17. Be specific with praise and criticism.  “Good boy” or “bad girl” means nothing to children.  “I like the way you shared the paints,” or “Next time please remember to walk inside” are more effective.

18.   Use power words like “now” and “it is time”.  For example “It is time to sit down now.”

19. Be clear about what is acceptable and unacceptable behavior.  Tell children what you expect ahead of time and be clear about what is unacceptable behavior.

20. Set up your classroom so children can be successful and work in smaller groups.

21. Give children lots of opportunities to move and vent their energy.  Let them wiggle, run outside. Exercise, etc.  Tell them they can squeeze play-dough or hit a pillow when they are angry.

22. Respect children’s differences.  

23. Give children unconditional love and support.  Don’t withdraw your love if they misbehave.

24. Be patient.  It takes children a long time to grow up.  They need to be gently guided rather than pushed or rushed. 

EVERYONE loses if you

· yell or use physical punishment

· argue or get in a power struggle

· bribe children or make empty threats

· embarrass children in front of others

· use food to control children

EVERYONE wins if you

· distract children – get their attention with a different toy, activity, or song

· redirect children – give them a similar activity that is more appropriate

· give children the words to use – words empower children to handle their own problems

· help children deal with natural consequences of their behavior – if they knock something over, they should help pick it up

· give children choices – for example, “Do you want to put your head at this end or that end of your cot?”

· use nonverbal language – use facial and body expressions to convey what you want them to do

· be a role model – show children appropriate ways to behave

7.13 Biting Policy

When a child bites another child, it can be very distressing to the children and their parents.  But, biting is very common when a group of one or two-year-olds are together.  We realize that biting is probably going to happen occasionally in our one and two-year-old classrooms.  Being aggressive in general can be very typical of toddlers as they grow and learn to be more independent.  

Why do toddlers bite?  There are several factors:

1. The child’s language may not be developed and biting is one way for the child to get what he or she wants.

2. Toddlers have very little impulse control.  When they are angry or want something, biting is often their first impulse.

3. Biting gets immediate results!  Think about it…..when a child bites, the “victim” screams, the teacher runs, and there is a lot of activity as a result.

4. Toddlers want attention, and sometimes biting is one way to get it.

5. If a toddler is overly excited or has been playing in a rough-and-tumble manner, biting sometimes happens as a result of the excitement.

6. If a toddler is tired, not feeling well, or in the midst of a troubled situation at home, biting is sometimes a way for the toddler to tell us he or she is unhappy.

What should (Center Name) teachers do about biting?

1. First you should separate the two children who are having the conflict.

2. Have the “biter” sit down close by while you tend to the child who was bitten.

3. Wash the bite with soap and water and apply ice if needed.

4. Comfort the child who was bitten.  At the same time, do not give any attention to the “biter”.

5. Once the child who was bitten is calm, redirect him or her to another activity.  Children usually recover very quickly from a bite and often go right back to playing with the friend who did the biting.

6. Remind the “biter” to use gentle touches and demonstrate gentle touches before redirecting this child to another activity.

7. Document the incident on an accident report form which the director will sign prior to the parent signing.  Notify the parent of both children but never give the name of the biter to the parents of the child that was bitten.
8. “Shadow” a child who is a chronic biter so that you can try to break the habit by anticipating “biting” situations before they happen.

Things (Center Name) teachers will NOT do:

1. Never tell a child to bite or hit back.  We want to encourage children to work their problems out by using peaceful measures.

2. Do not use vinegar or any other substance on the child’s mouth.

3. Do not talk to the “biter” about biting.   Only talk about using gentle touches.  We have found that whenever you talk to a child about biting and emphasize the word “bite”, the biting happens more often.  Ask parents to take this same approach at home.  Lectures or reminders to “not bite” will probably only increase the biting.

4. Do not reveal the name of the child who bit to the other child’s parent.

If biting continues to be a problem, request a parent conference and work with the parents to come up with a plan to help the child learn a more appropriate way to express himself.  It is very important that teachers and parents work together as a team to develop the best plan for the child.

7.14 Accident Reports
In the case of accidents/incidents, staff will complete a report in which both staff and parents sign.  This serves as documentation that parents were informed of the accident/incident and any necessary follow-up.  The form needs to be filled out completely and include the parent’s signature and date.  A copy is to be kept in the child’s file.

7.15 Child Illness 

A child will be placed on short-term exclusion, which may include non-admittance, when the illness and/or injury are contagious and/or safety risk to other children and staff. In rare cases, short-term exclusion may be extended to long term or permanent exclusion from the program.

Procedure:
             

 Parents/guardians are encouraged to inform staff if their child becomes ill from a communicable disease and of any other health/safety concerns.

1. If a child appears to have a communicable disease, teaching staff should isolate the child away from the other children and immediately contact the child’s parent/guardian. 

2. Children will not be allowed to return to the center until all symptoms have ceased. Depending upon the condition, children may not be allowed to return to the center without a physician’s authorization.

3. Parents/guardians will be asked to immediately pick up their children if the following signs, symptoms, or conditions are present:
· Fever AND sore throat, rash, vomiting, diarrhea, earache, irritability, or confusion. Fever is defined as having a temperature of 100 degrees F or higher taken under the arm, 101 degrees F taken orally.

· Diarrhea – runny, watery, or bloody stools.

· Vomiting – two or more times, or that contains blood, or that is followed by severe cramping.

· Severe coughing – child gets red or blue in the face or to make a high pitched whooping sound after coughing.

· Eye discharge- thick mucus or pus draining from the eye, or pink eye.

· Difficult or rapid breathing.

· Ear discharge.

· Untreated infected skin patch(es).

· Unusual dark urine and/or gray or white stool and yellowish skin or eyes.

· Head Lice (including nits)

· Conditions that commonly require parameters from a physician detailing when a child may return include, but not limited to, chickenpox, strep throat, scabies, impetigo, meningitis and Hepatitis A.

· Child is irritable, continuously crying, or requires more attention than staff can provide without jeopardizing the health and safety of the other children.

· Any other unusual signs, symptoms, or conditions.

7.16 Medication Policy

All medication administered by staff must be authorized by the child’s parent or guardian by first completing an Administration of Medicine form.  Only medicine that has been prescribed by a doctor may be given at the center.  All medications must be in the original container.  If non-prescription medication is to be given, a note from the physician, stating the name of the medication and the dosage instructions, must be attached.  Staff will inform parent/guardian immediately of any noticed side effects or changes in behavior.

Medication will be stored in a locked secure area inaccessible to children.  NO MEDICATION MAY BE PLACED IN THE CHILD’S CUBBY/BOOKBAG OR LEFT UNATTENDED IN THE CLASSROOM.
Parents should make every effort to give medicines prior to coming to school and immediately upon pick up in order to eliminate the need for dispensing of medications at school.

7.17 Allergies & Dietary Restrictions
When parents inform the center of children’s allergies and special dietary needs, these are to be posted in the child’s classroom and in the kitchen area.  
Modest accommodations will be made for children with food allergies or who require specific menu items for cultural reasons.  
7.18 Special Needs

Some children may have special health care needs such as chronic illness, emotional or behavior issues, or disability.

An individual plan of care will be developed for each child with a special health care need. The plan of care will include information and instructions for 
( daily care 
( potential emergency situations 
( care during and after a disaster 
Completed plans are requested from health care provider annually or more often as needed for changes. Plans are reviewed, initialed, and dated annually by parent/guardian. The Director is responsible for ensuring care plans are kept updated. Children with special needs are not present without a plan on site.

7.19 Authorized Pick-Up and Drop-Off Policy

Only those persons whose names are indicated on the DCF enrollment form are authorized to pick up that child.  In order for anyone else to pick up the child, the parent must notify the staff in writing.  When the adult is unfamiliar to the teacher, the teacher MUST ask for photo identification.  Changes/updates to the Pick-Up list must be made on the original DCF form located in the office.  If parents give you updated information, please be sure that the changes are made in the office.  Individuals must be at least 18 years of age in order to sign a child in or out of the center. 

Note:  Under certain custody issues, one parent may not have permission to pick up their child. (Center Name) needs a copy of the court order on file if this situation exists. 

Parents are required to sign in and out every day. It is the teacher's responsibility to see that all children are signed in/out on a daily basis.  Completed sign in/out sheets are to be kept in the classroom and then turned in to the office at the end of each week.

7.20 Toys/Food Items

To prevent special toys from being lost or broken, we ask that you remind children and parents to leave them at home.   On certain days throughout the year, we allow children to bring personal items and/or toys to share during a special part of the day’s activities.  Also, please do not allow children to come into the classroom with food from home or a fast food restaurant.

7.21 Playground Rules

1.
No gun play allowed.  Violent play is discouraged.

2.
Children play with sand in the sand table. Sand is not to be thrown or carried around.

3.
Go down the slide, not up.  Go feet first on the slide.

4.
Riding toys are for riding not crashing.  Children sit on riding toys and ride one at a time. Small riding toys are for infants and toddlers only.  

5.
Groups will use the playground at the designated times.  Groups may not use another classroom’s playground time without asking or getting permission from the other group.  

6. All playground toys are to be put away at the end of the day.  Trikes and wagons are not to be left outside.

7. When using the water hose for water play, the teacher of the class using the hose is responsible for coiling the hose up in a neat manner to store it until next use.

8. Teachers may not group together and talk to each other while on the playground. Teachers are expected to space themselves around the playground and to closely supervise the children at all times.  Teachers should be walking around and interacting with the children, not just sitting on the benches.

9. Teachers are not to use cell phones while on the playground. A walkie-talkie or cordless phone is to be taken outside each play period for emergency use.
10. A first aid kit is to be readily available while on the playground.

11. Children are to have access to water during outdoor time, especially in the summer!

7.22 
Meal Times

· All staff and children must thoroughly wash hands with soap and water before snack or meals.

· Tables must be washed off & disinfected before snack

· All children must be offered the snack or meal.  If the child chooses not to eat it, he/she may throw it away when snack is over. 

· Teachers are encouraged to eat with the children.

· Teachers may not withhold dessert or any other food item as a form of discipline.  

· Children may have second helpings of food once all children in the classroom have been served.  Children may have a second cup of milk, also.

· Meal Counts are to be completed at the time that the meal is served.  Only children that were served food/milk should be included in the count.

7.23 Field Trips

Throughout the year, regular field trips will be planned to expand the curricular and social experiences of the children.  These field trips will expose children to their community, nature, and the arts.  They will also serve to enhance the curriculum themes and the children’s understanding of the curriculum concepts.

Teachers will give close attention to planning activities with parent input, parent notification, pre-departure preparations/activities, trip activities, and follow-up activities.  Specific guidance is stated below.

Site Selection
· Determine the educational purpose or the goal of the field trip.

· Select the site or activity that is appropriate for the purpose/goal of the trip and the needs of the children.
· Make any necessary food and/or transportation arrangements.
· Obtain permission from the center director.

· Obtain the necessary number of parent volunteers to ensure adequate ratios are kept for maximum safety of the children.

Parent Notification

· Since parental permission must be obtained before a child can participate in fieldtrips, teaching staff will send a field trip consent form to each child’s home at least five (5) school days before the field trip.

· Responses from parents must be in the teaching staff’s possession before the scheduled trip.

· Signed consent forms must be taken on the field trip.

· The signed original consent form will be filed in the child’s classroom file after the field trip is complete.

· Due to insurance regulations, only children enrolled in the program, their parents, and volunteers are allowed to use transportation for sponsored field trips.

· Due to the “smoke-free environment” regulations, tobacco use is prohibited during field trips.

Pre-departure Activities

· Post notice of upcoming field trip on front door of center and on classroom sign-in sheet two (2) days prior to the field trip date.

· Determine the expected outcome such as vocabulary development and an increased knowledge base.

· Provide activities in classroom centers related to the field trip.  Discuss vocabulary and important facts with children.

· Discuss the proposed field trip and transportation with the children.

· Establish simple rules of conduct and discuss with the children.

· Pre-departure activities, field trip activities, and follow-up activities should appear on the lesson plan.

· Create small learning groups comprised of two-three sets of “buddies” and one-two parent volunteers/teachers. Provide ample copies of the groups for distribution to all chaperones.

· Ensure all students have a field trip shirt on the day of the trip (either a t-shirt with center logo or a t-shirt made in class).

· Create name badges for all children.

Field Trip Activities

· Allow children time and opportunity to explore and seek information.

· Provide guided inquiry for children through a series of open-ended questions on what they see and do.

· Provide specific tasks for children to accomplish or pieces of information to gain during the field trip.

· Provide opportunity for sharing experiences while at the site.  Encourage exchanges of information and observations with other children and with adult leaders.

Follow-up Activities in the Classroom

· Refer to pre-trip activities to help children build upon what they have learned.

· Use activities such as experience charts, stories, graphs, etc. to emphasize what children learned and to record their observations.

7.24 Transportation

Safety
1. Driver ensures a communication system is in place to call for assistance in the event of an emergency.

2. Driver ensures that safety equipment for use in an emergency, including a charged fire extinguisher that is properly mounted near the driver’s seat and a sign noting the location is in place.

3. Driver ensures First Aid kit and sign indicating the First Aid Kit location is in place.

4. Driver ensures that a seat belt cutter and a sign locating the location are in place.

Vehicle Maintenance, Repair 
1. Assigned drivers will be CDL trained and licensed and will use vehicle log sheets.

2. Driver/s inspect the vehicle on the day of use by using daily check sheet and reporting to Director any problems.  Driver should walk fully around the bus checking on condition, and should do thorough walk-through of inside bus. Driver/s determine if vehicle is safe for route or if route should be canceled.

3. Repair needs are reported to Director for repair.

Fueling

1. Driver determines fuel need daily and secures necessary fuel from vendor, signs and turns receipts into Director.  Driver records gas gallon purchase on the vehicle log sheet and turns it into Director.

2. No children or staff allowed on the bus at the time of fueling.

Vehicle Accident, Incident and Breakdown
1. Driver accesses situation at hand to determine needs (I. E. Replacement vehicle, emergency medical services, police etc.).

2. Evacuate vehicle if situation warrants (see evacuation procedure).

3. Contact center by phone; give problem, location, and assessment needs.  

4. Driver follows instructions given, and determines: injuries (take care of life threatening or minor injuries) monitor keeps children quiet and calm.  Major injuries to be taken care of by medical emergency services.

5. Follow instructions of emergency team or police.

6. Complete accident report for police give name, insurance card, list of names of children on the bus at the time of accident and registration that is kept in vehicle.  Admit NO FAULT, answer questions as necessary.  Get names, address, phone numbers, and insurance information of any other vehicle in the accident and any witnesses.  

7. Continue if able on route or transfer to another vehicle.

8. Contact parents of all children on the vehicle at the time of the accident and give necessary information will be done by center staff.

9. Complete in-house accident form (kept in vehicle at all times) and turn in with police report.

Driver and Bus Monitor Training and Certification 

Director will determine yearly training schedule that will include transportation.  Transportation training will meet the needs of drivers, monitors, parents, staff and children.

Transportation and Record Keeping
· Gas receipts

· Fuel usage

· Repair needs

· Repair invoices

· Vehicle inspection (walk around)

· Accident and police reports

· Driver physicals and certificates

· List of parent and emergency phone numbers and authorized persons

· Field Trip Attendance Sheet

· Vehicle mileage log  

· Training materials, sign in sheets and evaluations

· Completed vehicle registration and inspection forms

· Insurance forms 

Bus Evacuation
1. Driver determines need for evacuation of vehicle.  Calls center by bus phone and informs staff of the problem, gives location, explains situation, plan of action, requests needed assistance and waits for assistance.

2. Driver determines need for evacuation of bus for safety purposes and shuts off vehicle.

3. Driver determines which evacuation door will allow safest evacuation.

4. Open proper door by driver or monitor (whom ever) is closest to the door.

5. Driver instructs children in what to do:  monitor assists children out on to the ground and off to the side of the road away from traffic.  Driver assists children from inside the bus.

6. Driver checks vehicle for any children and determines if he/she can do anything to minimize the danger before assistance arrives, and then joins the children and monitor.

7. Bus staff keeps children calm, quiet and out of danger until assistance arrives.

8. Bus staff reloads children on vehicle after vehicle is determined safe or onto a new vehicle and continue on route.
Vehicle Check at End of Run
1. The last child is assisted off the bus.

2. Monitor inspects the entire inside of vehicle, checking each seat for children and lost articles, and assisting children off the vehicle.

3. The monitors assist the children to the classroom; the driver parks the vehicle and does a back to front check of the vehicle.

4. Field trips and Medical trips:  Vehicle check must be done when the vehicle arrives at trip location, when all children have exited the bus.  The monitor goes with the children and driver does bus check.

(Center Name)  Employee Handbook Receipt
· . I_______________________________have received a copy of the Employee Handbook, which includes my pay scale and job description and outlines policies and procedures for (Center Name).  

· DCF Licensing Rules and Regulations have been reviewed with me.  

· New Staff Orientation Procedures, as listed in Section 2.5 of this manual, have been completed:
_______Tour of the center;
_______Introductions of staff;
_______Review of the handbook, including job description and pay scale;

_______Copy of work schedule;
_______Review of DCF regulations;
_______Overview of curriculum and lesson plan format;
_______Received copy of the performance review form;

_______Overview of center’s risk management plan;

_______Overview of center’s policy and procedures manual; and
_______Shadowing of another employee for at least one day.
·  I have read and understand the information contained in this manual. 

·  I also realize that this information may change as the program grows and develops.  I understand that my director will notify me in writing if changes in this manual are made.

Employee’s Signature







Date

Director’s Signature
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