Facilities and Classrooms
Accident

Bloodborne Pathogens

Classroom Rules

Cleaning

Cubbies

Drop off/Pick up

Equipment Checks

Handwashing Procedure

Illness

Maintenance

Opening/Closing Responsibilities

Parking

Program Plan (annual updates)

Replacing Supplies

Reporting/Requesting supplies, equipment

Rest/Nap

Room Temperature

Safety Checks

Scheduleing 

Separation Log

Staffing Ratios

Water Temperature
Policy:  Replacing Supplies

It is our policy that in the event o that you run out of a re-stockable supply/item it is your responsibility to refill/replace the item immediately.  If items are left unstocked the Director/Assistant director will designate someone to replace the item.  Item should be put away I the proper cupboards every day.  If there is not room, boxes should not be in the way of traffic flow.
· When you have___# of towels left a not needs to be written to the Director or order more yourself.

· Also include where supplies are to be put away.

Safety Checks

It is the responsibility of the Lead Teacher in the classroom to do safety checks of the classroom daily.  Equipment should be checked weekly.  In the event equipment should need repair the teacher will remove it from the room and attempt to repair the item.  If the item needs further attention the teacher would need to report the broken equipment in writing to the office staff. 

Temperature:

Classroom temp must meet licensing guidelines.  Please refer to page #___ in the licensing handbook.
Water Temp

Water temperature much meet licensing requirements. Please refer to page # _________ in the licensing handbook.

Room Set Up:

It is up to the lead teacher to set up a developmentally appropriate classroom setting.  Classroom arrangement must take in to consideration laws on ADA.  Each classroom will offer a variety of easily accessible toys and equipment.  All classrooms will go through evaluations using some type of room arrangement evaluation form.  The director does have the right to override the teacher decision to add or remove toys/equipment from the classroom with the developmental needs of the children in mind.

Health

Air Quality

Alcohol Use

Allergies

· Birthdays

Biting

Breast Milk/Nursing Policies

Child Temp Procedures

Emergency Procedures

Exclusion of Sick Children

Food and Nutrition


Food Service Contract

· Forms

Fragrance and Perfume Policies

Policy—in an effort to keep air quality breathable for all persons please keep conscious of any fragrance you put on each morning. 

Handwashing

Health Consultant Procedures

Hep B Vaccination Forms

Hospital Information

Immunizations

Injury Reports

Lunch Menu

Medications—

Outdoor Temps

· Outside Food

Pandemic Plans

Public Health Nurse

Sanitization Procedures

Severe Allergy/Asthma Forms

Sick Children Reported Forms

Smoking Policy

· Snack Policy

Special Diet Statements

Staff Illness

· Storage

· Treats
Business

Business Plan

Marketing/Public Relations

Tuition

Late Fee

Registration Fee

Budget of Finances

Building Maintenance

Insurance
Fundraising

Legal issues

Daily Operations

Payroll

Collections

Termination of Services

Financial/Board Role

Supply orders

Leave of Absence

Reimbursement/Staff Development

Tuition Discount/Scholarships

Website

Program
Admission Policy 

Curriculum Overview 

Handbooks

History

Hours at Operation

Licensing # and Number of Children – supervision

Multicultural Policy

Non discrimination Policy 

Org Chart

Program Goals and Objectives

Program Plan

Rates

Reporting to Parents

Vision/ Mission/Philosophy 

Cell Phone Policy
Policy regarding code ethics/ conduct and internet social use:
We ask that if you take photos at an event or receive a photo that the photos not get put on the internet for online communication sites such as Facebook or Myspace unless it is a photo of just your child.

Cell Phones
Employee cell phones and pagers must be turned off while working.  No personal calls should be made or received from cell phone during working hours.  All cell phones should either be left in the car or with your personal belongings.  At no time should the center staff or parents see a cell phone out.

Texting
When a staff member needs to contact a director, verbal phone calls will only be accepted.  Text messaging will not be allowed as a form of communication with the director.  Also, text messaging in general is prohibited while working in the center.

Assessments/ Curriculum
Assessment (tools)
Bulletin Boards/ student 

Center/ Room area
Conferences
Daily Schedule (samples)

Developmentally Appropriate Practice
Environment
Family/ Home to school connection- newsletters and happenings
Field Trips/ Classroom Visitors

Framework

Lesson Plans- Weekly/ Monthly
Licensing Equipment and supply list
Parent/ Teacher Conferences
Preptime Policies
Program Plan
Referral Agencies
Special needs/ Adaptations-  IEP’s, ICCP’s
Specific Systems (if applicable)

Standards

Supplemental materials
Supplies/ Orderings/ Materials
Teaching/ Learning methods/ Strategies

Question
How to make staff responsible for equipment in classroom?
Have inventory of equipment in room.  Teachers are responsible for the monitoring and reporting of equipment that needs to be replaced or repair in classroom.
Personnel Employees

Benefits

Child/ Staff Relationships

Communication Policy

Contacts

Discipline

Drug/ Alcohol Abuse

Food

Grievance Policy

Health and Wellness

Hiring/ Background checks

Job Descriptions

Job Responsibilities

Jury Duty

Mandatory Reporting 
Non-compete (including nanny)

Orientation (new employee)

Parent/ Staff Relationships

Probation


Staff Babysitting

Staff Conflicts

Staff Meeting

Staff Safety

Staff to staff relationships

Supervision

Tardiness/ Absenteeism 

Termination/Resignation

Time Cards

Training/ In-service

Vacation/Sick Time
Children and Families


Arrivals/ Departure

Attendance

Behavior guidance

Birthdays/ Holidays Policy

Conferences

Confidentiality/ permission slip
Custody/ authorized pick-up

Enrollment/ Requirements

Exclusion

Food Program Forms- Nutrition

Grievance Policy

Health

Holiday/ Vacation/ e-mails

Incapacitated @ pick-up

Long Term Absences

Nap and Rest Policy

Parent Advisory Board

Parent Responsibilities 

Peanut and Nut- Free Facility

Pets in the classroom

Public Relations

Sick Child

Snack Policy

Step Parent/ Grandparents- Policy with Communication

Teach Policy

Tours

Tuition- Scholarship/ Subsidy

Volunteers- visit classroom

Withdrawal from program
Question/ Scenario:
Staff providing Childcare outside of the Center.

Policy
The Child Care Center is not responsible for any childcare services provided by staff members outside of our designated locations and hours.

Question/ Scenario:
Stepparents/Grandparent- how much information do you share with them?

Policy
All communication and information about the enrolled child will be given to the custodial parent/guardian, unless prior written notification is received.

Question/ Scenario:
Policy regarding written notification with alternate pick-up.

Policy
Childcare Center will release children only to the authorized person indicated on the registration/ emergency card form, unless other arrangement have been made with the director or teacher by a written notification.

Safety

Bathroom Procedures

Check rooms- cribs, etc. 

Climbers/ Fall zone

Daily safety checklist

DHS- how to contact mandated reporting

Field trips

Fire and Tornado/ Natural Disasters (Drills)

First Aid/ CPR etc.  Requirements for staff SIDS- shaken baby

Food Prep/ Safety

Head Counts

Injuries Procedures (all the way to hospital in necessary)

Lockdown/ Intruders etc.

Maltreatment Policies

Name Tags/ Identification

Orientation 
Outdoor

Pistols/ Handguns

Playground

Policies/ Procedures/ Dress Code/ Expectations

Roles and Responsibility

Secure Entrance


Sign in/out 

Sign in/out Procedures

Staff Ratio

Staff safety- Harassment Policies

Staff Supervision

Supervision 


Terminated employees

Visitors Hour

Walk and Park Policies
Emergency Procedures


Accident Presentation
 
Accident Reports

Allergic Reaction

Emergency situation including transporting a child

Evacuation
- Transportation to Offsite Locations
- Primary and Secondary Locations
- Offsite
Fire Drill

Fire Extinguisher use

First Aid/ CPR

Hazard Spills
- Poison control
- Child protection

Intruders/ Strangers

Knowledge of main switch box



Minor Injuries/ Major

Missing Child

Pandemic

Parent./ Guardian P/U that is under influence

Playground safety

Power Outage

Reporting requirements/ mandated reporting

Tornado Drill

Unauthorized P/U

Weather/ School closing

Witnessing Crimes/ Accidents
