NAEYC Accreditation
Of Early Learning Programs

Program Portfolio Template

VERSION 2022

® National Association for the
Education of Young Children



Acknowledgements

NAEYC Early Learning Program Accreditation thanks the
following programs forthe generous use of their evidence
sets which has allowed the creation of this resource.

Children's Village, PhiladelphiaPA
NAEYC ELP Accreditation Program: 134091

St. Clement's School, Honolulu Hi
NAEYC ELP Accreditation Program: 275967

St. Laurence Weekday Children's Program, Sugarland TX
NAEYC ELP Accreditation Program: 528955

* National Association for the
Education of Young Childrer



Employee Manual - Principles and Practices of Interactions and Supervision, Page 1
Our guidance/ discipline pdicy states that staff may never use physical punishment, psycholﬁ'cal abuse, or coercion when di sciplining a child. The policy also includes examples of prohibited staff

practices. It can be found on p. 1 of the Principles and Practices of Interactionssectiono

employee manual. It is reviewed withstaff at the start of their employment.

Principles and Practices of Interactionsand Supervision
Interacting with Children: Providing Guidance and Discipline

All members ofthm staff are responsible for supervising and interacting with children and helping them:

Be safe andfeelsafe (" teeling safe” means thatchildren must notfeel threatened by actions orwords of others),

Feel good aboutthemselves,

Develop trust in and respect for adults andotherchildrenand enjoy being partof the classroom and the tota i comm™unity, and
Progress toward independence and increased skill competence at an appropriate pace.

This means that, when disciplining a child, staff members will never:

Use physical punishment

Use psychological abuse.

Use of force or threateningham
Use coercion

Examples of these inappropriate types of discipline indude:

Be sarcastic with, curse at, ridicule or shame a child,

Speak to a child ina harsh ornegative manrer,

Isolate a child withoutanadult present,

Ostracize or withhold affection from a child

Seclusion

Use physical force or rough handling (shaking, hitting, spanking, slapping, jerking, squeezing, kicking, biting, pinching, ex cessive ticking, pulling arms, hairor ears, and/or forcing a child to sit/ stay
down- exceptwhen restraintis necessary to protect the child or others from harm) to controla child’s behavior,

Force children toeat orwithhold food,

Punish or shamea child for accidents,

Criticizea parentin front of a child,

Criticizea child toa parent,

Threatena child with a parent’s action, or

Imply in any way to a child that a parent has poor judgmentor is inadequate, which includes remarks made toother staff memb ers regarding parents.
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_taff Manual, Forms and Supplemental Materials, New Staff Orientation - Education, Infant, Toddler, and Preschool, p. 3

Our guidance/discipline policy is communicated to all
staff upon hire. The policyis locatedon p. 1 in the
employee manual. Staff members sign off that they
have received the employee manual, and have read it
in full (pictured right)

As the guidance/discipline policy is shared and
discussed during new hire orientation, staff initial
beside the policy once reviewed and understood.

| have received a link to the _Ernployee Manual.

| have had sufficient time to read and review the Employee Manual carefully and have
no questions at this time. | understand that it is my responsibility to review these
policies and procedures as needed and seek clarification if | have any questions. | also
understand that | consult this document if | have questions about a specific topic.

| agree to abide by and uphold all policies as set forth in the employee manual. When
| am in the position to supervise other staff at any time, | agree to ensure that my
supervisees also follow the policies of the employee manual.

nd | cannot share this link with anyone who is not currently employed by

iiimre,lwemndthatthesmplayeeuan&ookisﬂ\epmpenyd_

Print Name

Date



practices. It can be found on p. 1 of the Principles and Practices of Interactionssectiono

employee manual. It is reviewed withstaff at the start of their employment.

Our guidance/ discipline pdicy states that staff may never use physical punishment, psycholﬁ'cal abuse, or coercion when di sciplining a child. The policy also includes examples of prohibited staff
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Interacting with Children: Providing Guidance and Discipline

This means that, when disciplining a child, staff members will never:

All members ofthm staff are responsible for supervising and interacting with children and helping them:

Be safe andfeelsafe (" teeling safe” means thatchildren must notfeel threatened by actions orwords of others),
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Use physical force or rough handling (shaking, hitting, spanking, slapping, jerking, squeezing, kicking, biting, pinching, ex cessive ticking, pulling arms, hairor ears, and/or forcing a child to sit/ stay
down- exceptwhen restraintis necessary to protect the child or others from harm) to controla child’s behavior,
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Criticizea child toa parent,

Threatena child with a parent’s action, or

Imply in any way to a child that a parent has poor judgmentor is inadequate, which includes remarks made toother staff memb ers regarding parents.



1E.1: Show that your program’s written guidance and discipline
policy addresses the use of suspension, expulsion and other
exclusionarymeasures (seclusion),and includes ALL the

features listed below. J—

« Policy is communicated to families and staff.

- Stated goal of policyis to limitor eliminate the use of
suspension, expulsion and other exclusionarymeasures.

« Policy states the circumstances underwhich types of exclusion
may occur.

- Policy states whatsteps are taken before a decision to exclude
is considered.

- Exclusionary measures are not considered until all other
possible interventions have been exhausted, and there is
agreementthatexclusionis in the bestinterestof the child.

- If exclusionarymeasures mustbe taken, the program offers
assistance to the family in accessing services and an
alternative placement.

Bullet4 —=

- Policy acknowledges thatit complies with federal and state civil —

rights laws.

Bullets 3,5, and 6

Bullet 1 ~a

Bullet7

GUIDELINES TO ADDRESS CHILDREN WITH CHALLENGING BEHAVIORS

When children have challenging behavior that interferes with their abllity to learn or interrupts their

support to them,

Bullet2 —p

' learning, the 8 B will be useful in g positive

The goal of these guidelines is to limit or eliminate the use of suspension, expulsion and other exclusionary
measures.

A Am the funmon of the child’s behavior. Most behavior, good or bad, is metivated by a need to get
desired activities/objects, or internal stimulation] or to avoid something (difficult

work, marrassmem discomfort, etc)
1) clearly identify the targeted behavior that has not responded to standard teaching strategies that
teachers or parents have used before; it is important to be as specific as possible (“John speaks out
loudly and argues with the teacher”, rather than “John is disruptive in dass.”)
2) document exactly what happens before the challenging behavior, including the setting with whom,
and during what activity
3) di ine what h i diately after the challenging behavior (Did others laugh? Was the
child sent out of class? Did the child get out of doing an activity he did not care to do?)

8) Consult with parents and other colleagues who know the chid. A collective effort is most helpful in
providing the appropriate support for the child.,
1] review the bigger picture as to what may be influencing the child's behavm(lhings such as
dical/heaith problems including vision, hearing, medi , or allerg | triggers such
as heal, noise, crowds; hunger, 'alngue sleep issues; family and social issues may also need 1o be
considered; review teaching styles)
2} determine the child's interests, strengths, and skills,
3) come up with 3 "Dest guess” as 1o the reasons for the challenging behavior

€) Implement positive behavior support strategies.

1) determine specific behavioral goals for the child

2) identify desired behaviors to replace the challenging behavior

3) develop teaching strategies to address the replacement behaviors

4) provide positive behavior support as an ongoing process

S) monitor and review the positive behavior support strategies and ensure that the strategies are
consistent with family and cultural valves

Staff will never use physical punishment, psychological abuse or coercion when discipiining a child. Some
examples of prohibited practices include, shaking, hitting, spanking, slapping, shaming, name calling,
ridiculing, cursing at, etc,

When challenging behaviors continue in spite of positive interventions, there may be a need to discuss
possible referralsto ¢ ity resources (p ian, DOH, DOE) in consultation with parents.

If all other possible interventions have been exhausted, and there is an agreement that exclusion is in the best
interest of the child, only at this time will exclusionary measures be considered, If this is the case,
administration will offer assistance to the child’s family in accessing services and an alternative placement.

Program will always comply with federal and state civil rights laws.

Figure 1. As found in Ftaff Handbook and Family Handbookl These guidelines are used for staff to help aid children with challenging behaviors.




Description of one example of how our program has changed classroom materials or
equipment to accommodate the individual needs of one child:

A child enrolled in a 3rd floor preschool classroom (for 2 years) had a
visual impairment that caused challenges locating the top and bottom of steps. They
visually blended in for him, causing transitions up and down

the stairs to be challenging. To accommodate his individual needs, we
added high contrast visibility strips (bright yellow tape) on the edges of
each step from the first floor, to the third floor. Once the tape was
added he rarely missed a step, and this transition became safer for him.




2A.6: Example #1

SOCIAL STUDIES

Offer experience which help children to understand their place in the family, classroom, and community.

Concepts/Skills

Self/Confidence
lam ME!

Family
Family Unit

Siblings

Last Name

Telephone Number

Parent’s Career

Address

Relatives

Community
Community Helpers:

Police Officers, Fire Fighters,
Doctor, Mail Carrier, Teacher,

Dentist. Bus Driver

Cultural Traditions/Ethnic Diversity
Explore Cultural holidays, Food, Dress

Methods/Materials/Activities

Discuss uniqueness of people, being
part of a community/group, express

feelings/empathy for others, sharing

through modeling/practice

Different types of family units:
traditional, single parent, shared,
extended

Names, family photos, ages

Learning full name: identify
first/last

Parent's help/I1D card

Parent presentation/excursion,
family project/picture board

Mapping, parent’s help, different
types of housing

Family community/helping others,
picture craft/labeling

Visitations, on campus and off,
parent Career Day, dramatic role
play. books and sharing

Parent presentation, excursions,

food, food preparation /tasting

Social Studies

Students learn about their place in their world and community by understanding how to get along with
others and how to care for materials and the environment. Through their daily social interactions and
routines, they learn how to resolve conflicts and practice life skills such as taking turns and cleaning up.
Preschool 3 children learn to appreciate the similarities and differences in others as well as embrace the
cultural traditions of people in places across the globe.

Figure 2. _Curriculum — Preschool 3 Program

Social Studies

Students learn about themselves and others. They learn about and appreciate their own and other
cultures and traditions. Students explore how people live together as a family or community. Students
learn how to take on responsibility as members of the class. They develop geographic awareness and
respect for the natural environment.

Figure 3. —Curriculum — Preschool 4 Program

Community/Environment

The children develop an understanding, appreciation, and acceptance of the differences and similarities of
individuals, families, and cultures. Awareness of community helpers (such as firefighters and librarians)
is expanded. Guest speakers, field trips, participation in school chapels, flag ceremonies and
contributions by school families help to make concepts concrete. The globe and maps are used as tools to
identify the location of people, places, and environments and to establish their interconnection.

Figure 4. _Curriculum - Kindergarten Program

Families within the Program change from year-to-year and one of the
major curriculum topics covered each year is cultural
traditions/ethnic diversity. Therefore, each year it is possible for
different cultures/ethnicities to be represented, introduced and
“studied”.



2A.6: Example #2

SOCIAL STUDIES

Offer experience which help children to understand their place in the family, classroom, and community.

Concepts/Skills Methods/Materials/Activities
Self/Confidence
| am ME! Discuss uniqueness of people, being

part of a community/group, express
feelings/empathy for others, sharing
through modeling/practice

lf::::l?l)ult Different types of family units: N N L.

o e i Similar to that of the changes of cultures/ethnicities from year-to-
p—— T — fyea_rl, fan)tirl]).r e:(rf)egences artl’d_ bacl:jgroun_:is Ehange as IWell. Eacth

: 1ents amily witnin e rFrogram brings aiversity. ror exampie, parents

Last Name I:eamln.g full name: identify ]

i have different careers/jobs that contribute to the community. These
Telephone Numbe! Parent’s help/ID card - - .

e e experiences can be shared with the students and add to their

Parent’s Career Parent presentation/excursion, = .

family project/picture board exposure of new things and experiences for themselves.
Address Mapping, parent’s help, different

types of housing
Relatives Family community/helping others,

plcture craft/labeling
Community
Community Helpers: Visitations, on campus and off,
Police Officers, Fire Fighters, parent Career Day, dramatic role
Doctor, Mail Carrier, Teacher, play, books and sharing

Dentist, Bus Driver

Cultural Traditions/Ethnic Diversity Parent presentation, excursions,
Explore Cultural holidays, Food, Dress food, food preparation /tasting



Figures 1 & 2. For Summer 2021 and
Program’s 2021-2022 School Year,'-—
came to teach students about the Hawaiian

culture which included the Hawaiian language.

2A.7

The diversity among families here at
our Program allow us to explore
many different ethnic background
and languages spoken by our
families.

As a school, we offer an extra-
curricular classes when we can and
in the past we’ve been able to
introduce and explore the
languages of Japanese and
Hawaiian.

Figures 3 & 4. For the Program’s 2017-2018 School Year,

Fcame weekly to teach students about the Japanese
culture and Japanese language.




grandma |
grandya

Figure 1. Due to the diverse backgrounds of all the families within our Program, family language is used throughout our Program’s curriculum. For example, our
Music program features songs that incorporate languages from different ethnic backgrounds. This song, is a song sung for Grandparent’s Day and the words
for “Grandma” and “Grandpa” can be interchanged with the surrounding words in different languages.



Figure 1. To supplement their Lei Day performance song, students i

learned about the kolea and ‘ulili birds.

Figure 2. The students of C3 learned about the water cycle to accompany
their Lei Day performance song, Wai Ola.

| A A

Figure 3. All students learn “Aloha Kakahiaka” a common "Good Morning”

song in I

On the first of May many in the
community, celebrate May Day. Students in our
Program participate in a Lei Day performance. In
preparation for Lei Day, students are introduced to
the Hawaiian language and dance, known as hula.
Teachers build curriculum around this
performance to help supplement what is learned.




GUIDELINES TO ADDRESS CHILDREN WITH CHALLENGING BEHAVIORS

When children have challenging behavior that interferes with their ability to learn or interrupts their
classmates’ learning, the following guidelines will be useful in pmvudmg positive behavioral support to them,

The goal of these guidelines is to limit or elimi the use of I and other exclusi Y

measures.

A) Assesslhehn:tlonofthcduld‘s behavior. Most beha\nor,goodotbad is motivated by a need to get
(i ion, desired activities/objects, or internal stimulation) or to avoid something (difficuit

work, embmasmem discomfort, etc.)
1) clearly identify the targeted behavior that has not responded to dard teaching egies that
teachers or parents have used before; it is important to be as specific as possible (“John speaks out
loudly and argues with the teacher”, rather than “John is disruptive in class.”)
2) document exactly what happens before the challenging behavior, including the setting, with whom,
and during what activity
3) determine what happens immediately after the challenging behavior (Did others laugh? Was the
child sent out of class? Did the child get out of doing an activity he did not care to do?)

B) Consult with parents and other colleagues who know the child. A collective effort is most helpful in

providing the appropriate support for the child.

1) review the bigger picture as to what may be influencing the child’s behavior (Things such as ‘\‘
medical/health problems including vision, hearing, medication, or allergles; environmental triggers such

as heat, noise, crowds; hunger, fatigue, sleep issues; family and social issues may also need to be

considered; review teaching styles)

2) determine the child's interests, strengths, and skills.

3) come up with a "best guess” as to the reasons for the challenging behavior

Q Impl

1) determine specific behavioral goals for the child

2) identify desired behaviors to replace the challenging behavi -
3) develop teaching strategies to address the replacemenl behaviors -
4) provide positive behavior support as an ongoing process

5) monitor and review the positive behavior support strategies and ensure that the strategies are
consistent with family and cultural values

positive behavior support gl

Staff wtl never use physical h hological abuse or coercion when disciplining a child. Some
of prohib p Include, shaking, hitting, spanking, slapping, shaming, name calling,
ridiculing, cursing at, etc.

When challenging behaviors continue in spite of positive interventions, there may be a need to discuss
possible referrals to ¢ y resources (p ian, DOH, DOE) in consultation with parents,

If all other ible inter have been exh d, and there is an agreement that exclusion is in the best
interest of the child, only at this time will exclusi Y be i d. If this is the case,
administration will offer assistance to the child’s family in accessing services and an alternative placement.

Program will always comply with federal and state civil rights laws.

When a child’s ongoing challenging
behavior must be addressed, show a
written policy including these steps:

Assessthe function of the
behavior

Work with families and
professionals to develop an
individualized plan to address the
behavior

Include positive behavior support
strategies as part of the plan.

Figure 1. As found in Program’s Staff Handbook, staff are given guidelines on how to address children with challenging behaviors.
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Follow up on s day. (Edensl BY2021 - 2022 x > @ B

Thy, Sep 30, 2021 140PM Y &

o IS

I wanted to send you this email to let you know thatilllll had a FANTASTIC DAYl There were no reminders, no redirecting and no repeating from us for him today. He stayed focused
during group discussion, raised his hand to speak and he was actually the first one to raise his hand to volunteer to help (s morning. During our activity he remained focused, and
worked very hard on his assignment (drawing a picture of his friend). He put a lot of effort and detail into his work from start to finish. We are so proud of N

Also I came into the classroom this morning ready to share what he learned from his lending library book. We were a little pressed for time so we were unable to go over it with him
until after snack time. He did great. His goal was to tell us 3 things that happened in the story and he exceeded that and said so much more. He pretty much told us the whole story. Thank
you for supporting us with this.

With that being said. we spoke to [l and told him that we are proud of him and we know he can do this every day. We told him that if he tries his best like today. he can have a
Fantastic day every dayl We did tell him that there will be days that we will forget and make mistakes and will need reminders but what matters is that we learn from it.
We leok forward to many mere days like this and will continue to encourage it make himself proud by making his good cheices.

Have a great evening!

- el
"

Thank you 80 much for he positive feecback and I'm so glad [l Nod @ grect day yestorday. We will continue to lalk 1o him about his behavior choices and their consequences (both good and bad) daily and all 1he other suggestions you have provided. Woe aleo talked to [JIlf sbout how he for
after having a good day vs a bad day and he seemed very proud of himself that he didn't need any reminders yasterday. I'm hoping this continues on and our support both at school and at home ane having positive effects on him

We greatly appreciate all of your extra effort to make sure -h.s @ positive school experience!

Figure 1. Email correspondence between a staff member and a student’s parents. In this case, teachers had been observing challenging behaviors for this student
and worked closely with parents to find ways that work best for the student to find success both in school and at home.



JI10,2022,955PM Y &}

We would first like to express our appreciation for all of your continued support for our son JJll] in his journey to become the good boy we know he can be (at times, and working towards a majority of the time) and thank you
for not disowning us! == . We appreciate that you are part of our “village” to guide him. We also agree that his behavior is unacceptable and know that we have also been talking with him daily to get his thoughts on why he
acts a certain way in different situations. With his recent diagnosis of ADHD, we often feel like a fish out of water when it comes to parenting him as we are trying to soak up all that we can via different resources (online,
therapists, etc) to help guide him to right behavior. We have answers, but don’t think that we have found the most effective ones for [l vet. I often tests the boundaries at home as well, We feel that for him, attention
is yearned for, any attention, even if it takes bad behavior to get it. We did see this pick up with the birth of his younger brother. We are still trying to find that sweet spot for him.

Once [ has his focus set on accomplishing a task, it takes hell on earth (not exaggerating either) to break his attention from that at times. Whether it be finishing up 3 coloring project, or moving cars in a specific orientation,
etc. Often times no amount of verbal/visual queues will break his focus and that is something we have also been working on. This is good at times if focus/finishing the task at hand is the goal, but also not (when asked to stop
and move on ta another task).

As for consequences, we have taken away things that he enjoys (dessert, video games, swimming, etc), but he seems to come to terms with losing them very quickly and they slowly no longer become a loss for him as he focuses
his attention on something else. From our experience, the consequence has to "evolve” with him to have effect. He is a very “live in the now" person, so if the consequence is far off, it does not resonate with him at all. Recently
we have shifted toward a “he can earn things” rather than “taking this away” approach and it seems to be more effective as he reacts better to praise/attention.

Right now, we are digging into the “why he does things”. He is also in his “why” stage as well, often wanting to know why he has to do something a certain way/time and if it doesn’t make sense in his mind, he brings forth
resistance. We continue to explain the world to him daily.

We are continuing our journey to better parent [l by seeking a specialist in ADHD. How families can approach/assist in different situations etc. Structure is a big thing we have found and we appreciate you all being firm in
your talks with him. We have also tried to curb his diet from excess sugars. Sleep is also high on the list 50 we try to keep him on a set sleep schedule,

It seems the walking [l to school to get out extra energy is no longer effective as he seems to get more distracted from the get go, so I ! be dropping him off instead to see if that helps as suggested.
Sitting out of activities and having to go to _ﬁ'ice (we know not sustainable) seem to be effective consequences for [l at the moment,

Please know that we take all of your suggestions to heart and really try to continue the class direction at home as well. Being parents for only 4 years and admittedly not knowing everything, we would also like to reach out to
you all as resources as well. What have you found that has worked for students with extra energy in the past over the years? Any tricks for keeping their attention?

We will continue to share what is working at home in hopes that they will also be effective in the classroom.

We again want to express our appreciation for all of your efforts/concerns/feedback as we know it takes more to guide [JJJl|l than his peers and it reaffirms our decision of choosing -hen we get honest feedback
showing genuine concern.

Figure 2. The same student (now during Summer School 2022, new teachers) got diagnosed with ADHD after his teacher from the 2021-2022 SY suggested they see
his pediatrician. During Summer School 2022, teachers worked closely with parents to continue to find ways to help this child towards success.



Employee Manual - Principles and Practices of Interactions and Supervision, p. 7

The following policy, from the
I - oy ee
Manual, states that infants,
toddlers and young twos must be
able to see and hear all of the
children at all times.

Infants, toddlers, and preschool children must always be within sight and sound of an
educator. This includes when toddlers and preschoolers are in the bathroom or at the
water fountain. Educators must position themselves so they can see as many children as
possible at all times. Driveway mirrors are positioned in areas of low visibility to assist in
viewing sleeping infants, toddlers, and preschoolers; however these mirrors are not a
replacement for direct sight and sound supervision and educators are required to
determine their best physical placement as well as crib arrangement to best actively
supervise all children at all times, including sleeping infants.

When the group is out of the building, walking on sidewalks, and/or when children are
engaged in rigorous physical play (scaling climbing equipment or the climbing wall,
running around, riding bikes, swinging on swings, etc.), educators take special
precavutions to safeguard children’s safety. All children must be within sight of an
educator. Educators station themselves near the activity in case swift intervention is
needed.

During naptime in the infant, toddlers, and young twos classroom, educators must be
able to see and hear all sleeping children at all times, even when educators are with the
children who are still awake.
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Infants, toddlers, and preschool children must always be within sight and sound of an
educator. This includes when toddlers and preschoolers are in the bathroom or at the
water fountain. Educators must position themselves so they can see as many children as
possible at all times. Driveway mirrors are positioned in areas of low visibility to assist in
viewing sleeping infants, toddlers, and preschoolers; however these mirrors are not a
replacement for direct sight and sound supervision and educators are required to
determine their best physical placement as well as crib arrangement to best actively
supervise all children at all times, including sleeping infants.

When the group is out of the building, walking on sidewalks, and/or when children are
engaged in rigorous physical play (scaling climbing equipment or the climbing wall,
running around, riding bikes, swinging on swings, etc.), educators take special
precautions to safeguard children’s safety. All children must be within sight of an
educator. Educators station themselves near the activity in case swift intervention is
needed.

During naptime in the infant, toddlers, and young twos classroom, educators must be
able to see and hear all sleeping children at all times, even when educators are with the
children who are still awake.



3C.11
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Infants, toddlers, and preschool children must always be within sight and sound of an
educator. This includes when toddlers and preschoolers are in the bathroom or at the
water fountain. Educators must position themselves so they can see as many children as
possible at all times. Driveway mirrors are positioned in areas of low visibility to assist in
viewing sleeping infants, toddlers, and preschoolers; however these mirrors are not a
replacement for direct sight and sound supervision and educators are required to
determine their best physical placement as well as crib arrangement to best actively
supervise all children at all times, including sleeping infants.

When the group is out of the building, walking on sidewalks, and/or when children are
engaged in rigorous physical play (scaling climbing equipment or the climbing wall,
running around, riding bikes, swinging on swings, etc.), educators take special
precavutions to safeguard children’s safety. All children must be within sight of an
educator. Educators station themselves near the activity in case swift intervention is
needed.

During naptime in the infant, toddlers, and young twos classroom, educators must be
able to see and hear all sleeping children at all times, even when educators are with the
children who are still awake.
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Infants, toddlers, and preschool children must always be within sight and sound of an
edvucator. This includes when toddlers and preschoolers are in the bathroom or at the
water fountain. Educators must position themselves so they can see as many children as
possible at all times. Driveway mirrors are positioned in areas of low visibility to assist in
viewing sleeping infants, toddlers, and preschoolers; however these mirrors are not a
replacement for direct sight and sound supervision and educators are required to
determine their best physical placement as well as crib arrangement to best actively
supervise all children at all times, including sleeping infants.

when the group is out of the building, walking on sidewalks, and/or when children are
engaged in rigorous physical play (scaling climbing equipment or the climbing wall,
running around, riding bikes, swinging on swings, etc.), educators take special
precautions to safeguard children’s safety. All children must be within sight of an
edvucator. Educators station themselves near the activity in case swift intervention is
needed.

During naptime in the infant, toddlers, and young twos classroom, educators must be
able to see and hear all sleeping children at all times, even when educators are with the
children who are still awake.

School-age and kindergarten children are vsually supervised by sight, and must always
be within earshot of an educator. School-agers may use the bathroom by themselves.
Educators put the child’s name on the white board with the time they left the room. If a
child has been out of the room for 10 minutes, staff check on the student.



This information is found in the staff handbook.

VIII. Care of Children

NO CHILD OR GROUP OF CHILDREN MAY BE LEFT
UNATTENDED

All children must be Signed m and out each day using Brightwheel App on
the iPad. Parents and/or staff are required to sign children m and out.
Children must be supervised by both sight and sound. Staff should
position themselves to be able to see children in the classroom and on the
playground. Preschool children may be out of sight for restrooms but
should be checked frequently.

Summer camp Kindergarten and school-age children may be out of sight
and sound for a brief period (ex. To use the restroom or pick up something
in the office area or another classroom). The Teacher will check on a child
who is not back in a timely manner (10 minutes max).

Volunteers or student teachers or student mterns are never left alone with a
child or group of children.

Children should be counted regularly throughout the day, especially,
during a transition period using the ‘name to face’ on Brightwheel (Ex. As
the group leaves the classroom and upon entering the playground and
when the group leaves the playground and as they enter the classroom).

Note: This evidence alone is
insufficient. The evidence must
SHOW and DESCRIBE. This
evidence only describes.

To improve this evidence there
should be pictures showing
relevant areas if the app used,
and/or other methods such as
paper attendance sheets or
whiteboard head counts that the
program uses to monitor
supervision throughout the day.
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Infants, toddlers, and preschool children must always be within sight and sound of an
edvucator. This includes when toddlers and preschoolers are in the bathroom or at the
water fountain. Educators must position themselves so they can see as many children as
possible at all times. Driveway mirrors are positioned in areas of low visibility to assist in
viewing sleeping infants, toddlers, and preschoolers; however these mirrors are not a
replacement for direct sight and sound supervision and educators are required to
determine their best physical placement as well as crib arrangement to best actively
supervise all children at all times, including sleeping infants.

when the group is out of the building, walking on sidewalks, and/or when children are
engaged in rigorous physical play (scaling climbing equipment or the climbing wall,
running around, riding bikes, swinging on swings, etc.), educators take special
precautions to safeguard children’s safety. All children must be within sight of an
edvucator. Educators station themselves near the activity in case swift intervention is
needed.

During naptime in the infant, toddlers, and young twos classroom, educators must be
able to see and hear all sleeping children at all times, even when educators are with the
children who are still awake.

School-age and kindergarten children are vsually supervised by sight, and must always
be within earshot of an educator. School-agers may use the bathroom by themselves.
Educators put the child’s name on the white board with the time they left the room. If a
child has been out of the room for 10 minutes, staff check on the student.
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Child Records, Assessments, Screenings and Progress Reports

After the transition conference, regular parent conferences to review progress reports Deyelopmental Report for Preschoolers, Developmental Reports for Toddlers, Developmental Reports for School Agers) and to set goals for a child are
scheduled twice a year (Report and Conference Guidelines). The parent/educator coordinator schedules an appointment for thelead educator to meet with the child’s parent(s), and if necessary, a member of the family services team
serves as an English/Chinese interpreter. If educators or parents have any concerns, additional conferences may be scheduled. Educators may invite the special needs and language coordinator ora member of the education team to join
conferences to help explore developmental concerns with parents.

The procedure for report preparation is as follows:
. Educators prepare the first draft of the report, which is reviewed by the early childhood director, early childhood coordinators, or school-age director. If assistant educators write the reports, lead educators review and edit each
report before submission.

Lead educators are expected to meet with the parents, unless the early childhood director or schoolage director has granted prior approval for an assistant educator to conduct the meeting.

At the conference, the lead educator reviews the child’s progress, using samples of the child’s work to illustrate points, and discusses goals for the child.

The educator pauses to pose the ‘Ask the Parent’ questions, jots down what parents say, and joins the parent in a discussionabout these questions that address children’s development at home with the family.

At the conclusion of the conference, both the educator and the parent sign the report. This is returned to the early childhood director for recording purposes and then filed in the child’s permanent file. Parents should also receive a
copy of the signed report.
. The lead educator puts acopy of the new goals into the child’s classroom file, which will be used to guide the curriculum pbnning and must be readily accessible forteam meetings and other relevant needs.
The following items should be included in development reports:
L] Child’s physical development, including useand development of large motor and small motor skills;

Social and emotional development and expression, including interaction with peers, relationships with adults, and how the chid handles conflicts and limits;

Language development, including usage of verbal and non-verbal language, expression of ideas, and interest in language activities;

Interests and activities, including responsiveness to new activities;

Cognitive development, including learning style and how preferred play areas and favored toys foster the child’s cognitive development;

The child’s strengths;

Clear, behavior-specific description of any problems or concerns, refraining from labels or diagnoses beyond the professional pu rview of the educator, fully accepting the child’s needs and feelings, and suggesting the child’s strengths
and interests that may be employed to help thechild get his or her needs met in more socially acceptable, more satisfying ways; and,
° Specific and measurable goals that are realizable within a few months and are individually specific to the child.

Statements in development reports must be supported by ongoing records of what a child is doing on a daily or weekly basis. Dated samples of a child’s work should be kept to demonstrate changes and continuities over time.

Each team, under the leadership of thelead educator, is responsible for developing a recordkeeping system to document the progress of each child in the class. Any proposed system should betried in a classroom for two to four weeks for
a portion of a class. That system’s details should then be evaluated and adjusted as needed to assure that the system is wokable within the time constraints of educators’ schedules. All team members are responsible for maintaining the
recording system. The lead educator is responsible for monitoring the system to assure that the agreed upon procedures are bllowed.



In addition, classroom educators conduct ongoing assessment of individual children. Curriculum goals and objectives guide ed ucators’ ongoing assessment. Educators use assessment results to create appropriate goals for each child.
These goals are used to generate daily, weekly and monthly curriculum plans. The cyclical process of observation, assessment and planning for program improvement occurs when educators systematically use results to inform and
modify classroom practice and instruction.

The assessment results are used:
to support children’s learning by identifying children’s interests and strengths
to describe the developmental progress and learning of each child
to modify curriculum
to reflect upon teaching practices
to make environmental adaptations
to plan for program improvement
to assist in identification of special needs
to inform families about their children’s development

Assessment instruments and observational techniques focus on the following areas of development and are conducted by the educators in the classroom:
Loddler;

Social and Emotional Development (personal connections, feelings about self, relationships with other children)

Communication and Language (understanding and communicating)

Cognitive Development (exploration and problem solving)

Physical Development (movement and coordination)

Personal and Social Development (self concept, self control, approaches to learning, interaction with others)

Language and Literacy (listening, speaking, reading, writing, and language and literacy for English Language Learners (if applicable))

STEM (Science, Technology, Engineering, and Mathematics) Thinking (processes and practices, number, operations and algebraic thinking, measurement, geometry, inquiry skills & practices, physical science, life science, earth science)
Social Studies (people, past & present, human interdependence, citizenship & government, people & where they live)

The Arts (expression & representation, understanding & appreciation)

Physical Development, Health & Safety (gross motor development, fine motor development, and personal health & safety)

School-Age;
Language and Literacy (reading comprehension, sight word knowledge and writing)
Personal and Social Development (emotional expression, conflict resolution and community living skills)

Assessment and screening instruments are reviewed and approved by-child psychologist, early childhood director, and school-age director to assure instruments are appropriate foi populationand are reliable and valid.



Purpose

Child assessment are a vital and necessary component of all high-quality early childhood
programs. Assessment is important to understand and support young children’s development.
Each classroom completes screenings and assessments that encompass all areas of
development; sensory, language, cognitive, gross-motor, fine-motor and social-emotional. It is
also essential to document and evaluate how effectively programs are meeting young children’s
educational needs, and to inform on program improvement. Assessments are done twice
yearly.

Figure 1. Found within Program’s Child Assessment Plan, the purpose of child assessments is not only document and evaluate the Program’s
abilities to meet the educational needs of young children, but also to show Program staff and administration where the Program can further be
improved.



§17-892.1-20 Evidence of child's health. (a) The

child care facility shall require and obtain from the
parent or guardian of each child entering child care, a
health record of the child which complies with the
provisions of sections 298-41 through 298-51, HRS,
which relate to the school entry examination
requirements for tuberculosis clearance, 1mmunlzation,
and physical examination.

(b) The facility shall have in writing:

(1) The name, address, and telephone number of a
physician or health resource that shall be
called in case of emergency; and

(2) Permission of the parent or guardian to call
the stated physician or health resource, or
another source of care if the parent or
guardian cannot be reached in the case of a
health emergency.

(¢) The records of the child in the program shall
include pertinent information about health status,
developmental progress, and any special needs and
efforts necessary to meet these needs. [Bff 4/11/92;
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Figure 1. Requirements set forth by state licensing agent, _

Department of Human Services (DHS).
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Figure 2. Sample Student Health Record form with highlighted vision and hearing

screening. Student’s name, DOB and parent’s information has been blocked out
for privacy reasons.
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The following portion of our “Child Records, Assessments, Screenings, and Progress Reports” policy, found in our employee man ual,

demonstrates the developmental screenings that our children receive to evaluate language, cognitive, gross motor, fine motor, and social

and emotional development:

-34 months[ —\mthm 45 day; ofenrolmeng, regated as needed The speC|aI needs
assistant screens toddlers to determine eligibility for special needs services, inform
classroom curriculum, provide for individualized at-home activities, and assess the
education component of the program for success in meeting the educational needs of
the children. Screenings address the following areas:

- Fine Motor

- Language Skills

- Gross Motor Skills

- Visual Motor Skills

- Cognitive Development

- Self-Help Skills

The BITSEA is corrpleted
afterinitial enrollmentby both toddler educators and parents. The screening tapsa

variety of social-emotional strengths and concems with items reflecting sodial
competency, potential problemareas and developmental risks.

enrollment, repeated as needed; The special needs assistant screens children to determine
eligibility for spedal needs services, informclassroom curriculum, provide for individualized at-
home activities, and assess the education component of the program for success inmeeting the
educational needs of the children. Screenings address the following areas:

- Fine Motor

- Cognitive

- Language

- Gross Motor

Devereaux Early Childhood Assessment — DECA (preschoolers) —within 45 days of enrollment:
The DECAis a socialemotional measure tapping protective factors (initiative, self-control,
attachment), as well as behavioral concerns. Educators complete the checklistfor each
preschooler after enrollment, as do parents of Head Start Children. This information is used in
curriculum planning both for individual children andfor groups of children. The consulting
psychologist reviews the DECA assessments.



Daily Schedule — School Year 2021-2022 - Special Assistants

8:50 I 9:20 9:50 10:20 [ 10:50 | 11:20 [ 1150 [ 12:20 | 12:50 | 1:20 : 1:50 2:30 [ 3:00
M Chapel (=1 <3 B4 B2 B2 Lunch < 81 B2 EDC ~ C-Building
Tu Flag B3 81 Q Music Pup'g;‘ Lunch c B1 B2 EDC ~ C-Building
W | chpel | e | & | B4 | 82 [ 84 wnen| @ Bl B2 | EDC- C-Building
Th *Prep B3 81 2 B1 Lunch c B1 82 EDC ~ C-Building
¥ Chapel a | e c2 | e ] 81 Lunch ¢ B1 82 £DC - ¢-Building
1
930 ‘ 9:50 10:20 | 10:50 | 11:20 | 11:50 12:20 12:50 1:20 1:50 2:30 3:00 3:30 I a:00 | 430
M BE M B3 B4 [ Lunch *Prep éxhndod b-v Care - B-Bu-ldu:m
Tu Bl c1 B3 B4 Lunch *Prep Extended Day Care — B-Building
w 83 c3 83 B4 Lunch *Prep Extended Day Care — B-Building
Th B2 c2 B3 B4 [ Lunch *Prep Extended Day Care - B-Building
F B4 B2 83 B4 [Lunch | *Prep Extended Day Care - B-Building
9:30 ‘ 9:50 10:20 | 1050 . 11:220 | 11:50 | 12:20 | 12:50 1:20 1:50 2:30 . 3:00 [ 3:30 4:00 [ 4:30
M c1 c a Q Lunch *Prep Extended Day Care — B-Building
Tu Bl Cl Q Q i Lunch *Prep Extended Day Ca 8-Building
w B3 c3 c1 Q2 Lunch *Prep Extended Day Care - B-Building
Th B2 (@] c1 Q Lunch *Prep Extended Day Care - B-Building
F B4 c2 c1 & Q = Lunch *Prep Extended Day Care — B-Building
_ Teacher Prep Teacher Lunch *Prep ~ Office/Admin Help, EDC Prep, Inventory, Sanitize/Clean

Figure 1. Schedule of Special Assistants show “Teacher Prep” time for collaborative planning.
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Figure 1. After completing this child’s
assessment, this child’s teacher made
suggestions to the child’s parents on what
they can do at home to support their child.
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Exploration
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Figure 2. Based on this classes’ assessments, find motor skills is something that needed to be worked on
more thoroughly. More activities were added to incorporate fine motor skills as seen in this calendar of
activities.

Based on child assessment outcomes, Program teachers are able to design activities and lesson plans
to help enhance the skills students may need more help in.
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Based on the information gained from the child
assessment outcomes, Program teachers infjjjjnoticed
that their student’s math knowledge and understanding
was not strong. They incorporated math into all lessons

for the months o’f November and December.

They adjusted their teaching strategies by creating
different lessons and activities that would help students of
all learning styles (visual, auditory, kinesthetic) and
different levels of understanding (for those familiar worked
in large groups, those who needed more help worked more
one-on-one).

Figure 1.
Lesson Plans
for November

' and December

for I
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Educators write a report on a child's initial adjustment four to eight weeks after
enrollment or after a move to a new class (this is called a transition conference). All
infant, toddler, and preschool educators prepare winter and summer child development
reports for parents. School-age educators prepare student reports in the fall and
spring. The parent/educator coordinator will set up a conference appointment for you
and the educator to discuss these reports. (Class conference weeks are scheduled for
the entire year - pick up a Master Schedule at the front desk. Substitute staff relieve
educators to hold these appointments with you. Try to call at least 24 hours in advance
if you need to reschedule.)



Procedure
All screenings, checklists, and assessments will be completed by the lead teacher in the assigned classroom. Any assistance in this
procedure will be completed by staff persons under the direct supervision of the lead teacher.

Developmental screenings are completed within the first month of the school year. This information is then
discussed with parents during a formal parent/teacher conference after the screening is completed.

Screenings are completed as an individually administered test and as checklist based on parent report.
Developmental assessments are completed throughout the day and year using naturalistic observation of the
children’s interactions and behavior. Both group and individual observations will be used to compile
documentation. All screenings and assessments are completed on campus.

Various methods of information gathering are used to document developmental growth of children. These
methods include but are not limited to work sampling, checklists, observation, and rating scales.
Developmental assessments are ongoing (year-round) with results discussed with the parent throughout the
semester, both daily along with two scheduled parent/teacher conferences, one each fall and spring semester.
On a daily basis the lead teachers discuss with parents developmental milestones reached, developmental
progress, and developmental concerns. We encourage families to use this opportunity (in addition to scheduled
conferences) to raise questions or concerns about how the assessment methods will meet their child's needs. If
additional concerns are raised, we then encourage families to follow the SCS Grievance Policy/Procedure found
in the Family Handbook.

The lead teachers in conjunction with the administrative team will annually evaluate the current screening and
assessment tools. Outside professionals and parent involvement is sought to inform this evaluation.

Figure 1. Found within Program’s Child Assessment Plan, families are able to
discuss child assessment results with their child’s teachers.
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Figure 2. After receiving assessment, parents are
given the opportunity to raise questions or
concerns about information provided within
assessment using this “Parent Teacher Conference
Form”. This form is used as a conversation piece
during our Parent-Teacher Conferences in
November and March. Student’s name has been
blocked out for privacy reasons.
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Training

Each lead teacher having a degree in early education has formal training in assessment delivery
and interpretation. In addition, the lead teachers have had formal training before using the
specific screenings and assessments they employ within their assigned classrooms.

*  Student staff are given opportunities to assist the lead teacher with documentation of
assessment criteria only after they are trained on naturalistic observation procedures.

Figure 1. Found within Program’s Child Assessment Plan, lead teachers conduct child assessments and have formal training in
assessment delivery and interpretation.
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Figure 1. Preschool 3 child assessment report shared with families in first few months of school. Student’s name has been blocked out for privacy reasons.
This report was completed [N« | Make sure the date is within one year of the site visit!
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name has been blocked out for privacy
reasons.
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5A.13 and 5A.14

REQUEST FOR EXEMPTION FROM
VACCINATION ON RELIGIOUS GROUNDS

Student's Date of B

CySiate

gI
Irs

o
zo
|

Name of Post Secondary Schoct Street Address.
of University:
§

s <7k 1 cortify that immunization conflicts with my bona fide religious tenets and practices.

Iunderstand that if at any time them i, iIn the opinion of the Department of Health, danger of an

initials outbreak or epidemic from any communicable disease for which immunization is required, this
exemption from immunizetion shall not be recognized and | will be excluded from post-secondary
school until the threat of an epidemic is Over of | recaive the Proper Immunization

S lunderstand that a request for religious exemption based on objections 1o specific vaccines
initials not be granted

| understand the benehits and risks of the vaccirations | am required to have for post socondary school
the risk of ¢ ing the ciseases that vaccinos provent, and the risk of transmitting diseaso 10
others. | understand that this form may not be used for parsonal or philosophical reasons.

5A13 Students may also be underi ized due to religi reasons. Here is a sample form filled out by a parent
for a student that started June 2022. Student's name, DOB and home address has been blocked out for privacy reasons.

Underimmunized children (or child guardian) understand they will be excluded from program if a vaccine-

preventable dlseasie occurs. Student’s name, DOB and home address has been blocked out for privacy reasons.
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Figure 3. Classroom staffing patterns for all classes SY 2022-2023.
Staff highlighted in green represents those who are CPR/First Aid

certified.
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This is a good
example of how
to document an
item that is Not
Applicable to

your program.

Program does not apply sunscreen to

ADMINISTERING MEDICATION

If possible, any medication should be administered to the student at home. Medication includes, but is not limited
to, prescription drugs, non-prescription (over-the-counter) medicines and ointments. The school will not
administer any of these items without authorization from both the student’s parent and physician,documented
on the school’s Medication Administration Order form.

Each Medication Must Be:
! labeled with your child's first and last name
! inits original container or packaging
! with an intact Pharmacy Label -OR- an intact Manufacturer's Label
! not past the expiration date
! accompanied by the manufacturer's measuring devise (if applicable)
! accompanied by its own Medication Administration Order form (Parts A and B)

Additionally:
! the first dose of a new medication must be given at home to observe for any side effects
!if your child requires a sunscreen, please apply prior to the start of the school day. We will not
reapply sunscreen on your child

Figure 1. As stated in our Family Handbook, we do not allow staff to apply sunscreen to children/students.

children.



Employee Manual, Personal Care Routines & Safety Policies p.4
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For children in diapers, each diaper changing table is used exclusively by one designated class of children:




SUGGESTED PRACTICES FOR HEALTH

Show that y our written hand hy giene policy instructs
adults to wash or sanitize their hands:

Before and after feedinga child HEALTH PRACTICES

Before and after administering

O g gabage Good hygiene is practiced by everyone, children and staff, throughout the day. Frequent
Alter cleaning hand washing is encouraged. Hand washing procedures are taught to the children and

periodically monitored. Staff should assist children with hand washing as necessary.

Children and adults wash their hands: on arrival for the day; after using the toilet; after

handling bodily fluids, before meals and snacks, before preparing or serving food, or after

handling any raw food that requires cooking; after playing in water that is shared by two

or more people; and after handling pets and other animals or any material such as sand,

dirt, or surfaces that might be contaminated by contact with animals. Adults also wash
_theizhand® betore and after teeding a child, before after administering medication! after

Bullet 1 assistingachildmy;)sd arter handling garbage or cleaning.
Bullets 3 Figure 1. As stated in program’s Staff Handbook.

and 4

Bullet 2



The following staft attended the Medication Administration in Earty Care and Education
Settings Refresher and Skills trairing on May 19, 2022

_ployee Manual, lliness and Medication, Page 5

Medications

The family services director or one of the family partnership coordinators usually
administer medications for children. Occasionally, an educatoris asked to give a child
a dose of medication (if the child is more comfortable taking it from the educator, for
example.) Ifeducators mustadminister special medical procedures, they must
demonstrate competencyinthe procedure and are guided inwritingabout how to
performthe procedure by the prescribing health care provider. Allstaff who
administer medication receive annual training in medication administration.

It isalways the educator's responsibility to make sure that the medicationis givento
the correct child. Thisis one reason why educators must always be able toidentify
the childrenintheircare byfirstand last name.



Employee Manual, lllness and Medication, Page 6

Child Medication Policy

administers doctor-prescribed medication to children when they need it during school
hours. Parents deliver medication to the front desk administrator and complete a ‘Medication
Administration Release.” Medications are typically dispensed by an administrator, or an administrator
may enlist the help of an educator to give medicine (if the child is more comfortable with the educator,
or if the medication must be given at a time when the administrator is not available.) Medications are
stored (and locked) in the family service director’s office, except in the case of emergency medicines (like
an Epipen, Diazepam, or, in some instances, asthma medications) that must stay near the child.
(Emergency medications must be kept in the classroom’s first aid kit, which is locked away from children,
but easily accessible by staff at all times.)



_ Family Handbook, page 16

SLEEP SAFETY GUIDELINES FOR INFANTS
Fensur‘es all educators place infants younger than 12 months on their backs to sleep. To maintain safety for
i

nfants during sleep, children under 12 months are not permitted to have any soft items in their cribs, including blankets,
pillows, quilts, sheepskins, or soft toys.

We do NOT use infant sleep positioners (unless ordered by a pediatrician) Infant sleep positioners are devices intended to
keep an infant in a desired position while sleeping. Examples include sleeping bolsters, wedge-style positioners, rolled up
blankets placed under the infant, or elevated crib mattresses.

Infants sleep only in their designated cribs - they are not left to sleep in a car safety seat, swing, bouncer, stroller, infant
seat or highchair. Allowable sleep equipment includes cribs, play yards, cots, mats, sleeping bags or pads, or Montessor:i floor
beds. If aninfantarrives to their classroomalready asleep, or falls asleep in equipment that is not specifically designed for
sleep. the infant is removed and placed in the child's desianated crib.



-mployee Manual, Personal Care Routines and Safety Policies, Page 5

Toothbrushing Guidelines

The earlier that tooth brushing becomes a daily, pleasurable habit, the more likely that
children will continue to make oral hygiene a lifelong practice. Regular tooth brushing, along
with good nutrition and routine dental care, can prevent tooth decay and gum disease. At

_ children brush their teeth at least once after breakfast, lunch or snack, and
rinse out their mouths when they do not brush.



_ Family Handbook p. 16

SLEEP SAFETY GUIDELINES FOR INFANTS
ensures all educators place infants younger than 12 months on their backs to sleep. To maintain safety for

infants during sleep, children under 12 months are not permitted to have any soft items in their cribs, including blankets,
pillows, quilts, sheepskins, or soft toys.

We do NOT use infant sleep positioners (unless ordered by a pediatrician). Infant sleep positioners are devices intended to
keep an infant ina desired position while sleeping. Examples include sleeping bolsters, wedge-style positioners, rolled up
blankets placed under the infant, or elevated crib mattresses.

Infantssleep only in their designated cribs - they are not left to sleep in a car safety seat, swing, bouncer, stroller, infant
seat or highchair. Allowable sleep equipment includes cribs, play yards, cots, mats, sleeping bags or pads, or Montessor:i floor
beds. If aninfantarrives to their classroomalready asleep, or falls asleep in equipment that is not specifically designed for
sleep, the infant is removed and placed in the child's designated crib.



EARLY ARRIVAL (BEFORE 7:30 AM.)

Before 7:30 a.m., children may not walk to class by themselves and may not be left unattended. If you arrive
before this time and your child is not enrolled in Before School Care, please park your vehicle and wait until
7:30 a.m. to use our autoline service. Please refrain leaving vehicles idling when in or away from the vehicle.

Figure 1. Found within the Program’s Family Handbook. Families are reminded that if they arrive prior to arrival time, they can park in their vehicle to wait, but
is asked to refrain from idling their vehicle while in or away from vehicle.

PARKING

When parking your vehicle, display your auto-sign where it is visible. This is helpful if we need to find you.
Please remember that parking is not permitted in reserved stalls, in front of the dumpster, or where it obstructs
the traffic flow. During the Regular Arrival time (7:30 - 8:00 A.M.), parking is only permitted in the || G0N
parking area with exception to special events, programs or if otherwise noted. Please refrain leaving vehicles
idling when in or away from the vehicle.

Figure 2. Found within the Program’s Family Handbook. If families need to park their vehicle for any reason, they are reminded to refrain from idling vehicle.
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FOOD SAFETY AND STORAGE

FOOD SAFETY

Why is t important?

Proper food preparation and storage reduces the chances of food peisening from
food wpoilage.

Eating bacterin-contaminated foods can be dangerom, even deaddy, for young children

Procedures:

1. Keep 1000 preparation process and area clean

Wash your Rands before handing food. Frequently durng
food pregaration. and alerwards (see Nand Washing
Procedures resource for more information)

Wash and sanitize all surfaces and equpment used
for food preparation (see Cleaning, Santizing. and
Daanfecting Proceciures resource for more information;

Protect Rod Preparation areas om mIects, pests, and other anmal

2. Separate raw and cooked foods:
Soparate raw meat, poulry, and seatocd Som olter foods
Use separate equipment and ufensis Such &5 ke and cuttng Doards for ASnding faw foods
Sore 1007 0 0at-proot contaners to avord contact betwoen raw and prepard ods.

3. Cook thoroughly

Cook foodts thortugtly, expacialy mowts, POuy, 6285, Wl sesfood, 10 FECOmmEnand temperatures

4. Keep foods at safe temperatures
Keep hot oods hot and coks foods cokt

Do not loave cooked foods of room lermporature for mene than fwe Hours.

5. Use cloan. safe water and raw materals
(e clean. safo wader to wash and cook foods
Wash frists and vegetadies, especialy f eaten raw
Do not use food beyond s expration date

MAR §17-891.1-35 §17-802.1.36, §17-892.1.37, §17-895 38, §17.895-30 (a) (b). §17 89634

Every staff memberis
required to complete a
Health and Safety
Assessment (to be in
accordance with the
state DHS) which
covers information on
food safety and
storage.



5B.4

SNACK MENU

The School provides a snack and beverage (water) in the afternoon (for those exceeding an
eight hour day). The food items served are those listed on our Standard Snack Menu or other
items listed on our Suggested Snack List and graciously donated by families. The PM snack will
consist of two components; e.g. crackers and fruit, cheese and crackers (with water as the
beverage) and milk will be served in the afternoon with a carbohydrate or fruit. Parents will
consult with you before providing snack for your classroom. Staff should discard any food with
expired dates.

STANDARD SNACK MENU
(served regularly by the school)
Food Item Serving Size
Wheat Thins, Ritz crackers 4-5 crackers
Goldfish crackers : 20 pieces
Cheese Nips, Sunshine Cheez-Its i 11-12 crackers
Natural cheese . % ounce
Nilla wafers | 3 cookies
Dried fruit - Y% cup
Apple sauce | % cup
Multi grain Cheerios /3 cup
Water (always available) ! not restricted

Figure 1. Found within Program’s Staff Handbook, staff are advised to discard any food with

expired dates.

”»

FOOD SAFETY AND STORAGE

FOOD SAFETY

Why 18 £ impormnt?

Proper 1304 proparstivn and starage reduces the chances of ford poisaming from
toed speilage

- Fating bacteria contaminsted hods can be dingersws sven dendly. lor young children

Procederes

1 Keeo f00d preparation process and area ciean

W) your hands Defre faning f00d, eguertly during
oo PrOparaton, and afterwards (soe Siatd Washing
Procedures resource Ky more Informaton

Wash and sanitie i sarfaces and eQuUENIENT wiod

Tor 1500 PROPartion (e Ceaning, Santisng and
Desimfecting PrOCOckres Fes0urTR K07 TrD Ifmaton

Protrct foed preparstion areas BOMm IIECES, POSES, S0 OFNY T,

2 Separate raw ant 0ooked foods.
Separale raw meat, pOulyy, and satood Fom other foods
Use seprale mpuirmeet and utessits Such a3 koves and cutong boards for hanttieg rrw 10083

Share B0 I el -o0! containers 15 oL Cantact Defween faw and prepard Dods.

3  Coox thoroughty

00l R0 1aroughy, exsecially mests. J0UTry s and SO, 5 IeCOmITEnted tempertares

4. Keep foods at sate temperatures
Koep Dot OGS Kot and ook bods 0okt

D0 1ot ieave cooked foads o room lemperature for more IhaY Pe0 Sours

5. Usoclean, safe water and raw matenals
LS Choans, SR warter 10 WS andT ook 1ooas

» Wash Pl and vegetadies, supecialy ¥ eates raw
AR S17 881136 512902 136 §17 802137, (17805 3, §17805 3 (2) (M), §17M06. 38
Figure 2. As stated in the Basic Health and Safety

Practices Booklet, food should not be used past
its expiration date.



_ Employee Manual, Nutrition: Meals and Food Service, pp 5-6

Staff Document Food Intake for Special Feeding Needs and for All
Infants

Staff document in detail for parents the type and quantity of food the child
consumes for infants, in the event of special feeding needs such as food

intolerance, allergy, overweight, underweight, diabetes, or medical

conditions that require the use of specialized feeding equipment such as
feeding tubes.



5B.6

_Employee Manual, Nutrition: Meals and Food Service, p. 5

Breast Feeding

If parents of children at ||l want to breastfeed their children here during the day, we will provide
a private, comfortable place for them to do so. If an enrolled child is still taking breast milk that the parent
wants us to provide here, we will store and handle the breast milk properly. All breast milk received is labeled
with the infant’s full name and the date it was expressed. If a parent makes such a request of a educator, the
educator should contact an administrator.

mik expressed_____ / milk exp d ! /
H - { ) freezer compmmonl separate door, O F, { )infreezer companmem upmw door, O F
These are the Ia bel S Used to IdenUfY since | L (discavd after sx months) SNoe, / after six months)
H H { Munmb«'nm'r«ur ( )hnmxb«nn'v«w
breastmilk. They are populated with [} midasomen = P (Gscerd aher e days) { )i ¥idoe since ' ’ (Vscard after five deys)
the child’s name. Parents write inthe
date the milk was expressed,and
complete the remaining dates of T xpresssd . A Seprsssed ‘
freezer orfridge storage. { ) in freezer companment, separate soor, 0 F, [ )in Feezer companmeet, separase door, O F
since " (discard afer six MonNMs) ) / ! (hscard amer six monihg)
( ) has not been in freezer ( ) has not been n freezer

({ ) » ifndge since, / I ( after fve days) ( )in tridge since ! / {cVscard aftev five days)




This information is found in the Staff Policy Handbook

Infant Nutrition

Except for human milk, the staff serves only formula and infant food that comes to the program m factory-sealed containers
(e.g. ready-to-feed powder or concentrate formmlas and baby food jars) prepared according to the manufacturer’s mstructions.
The program supports breastfeeding. Mothers who are nursing are always welcome to come into the infant room to nurse their
baby. The program will accept, and store expressed human milk for feedings. Human milk must be in ready-to-feed bottles
with the child’s full name and date milk expressed.

Bottles may be stored no longer than 48 hours. Before feedng the breast milk bottle, staff will gently mxx nmulk by tilting side
to side. Do not shake.

Formula and human milk bottles will be warmed in the bottle warmer. Staff will discard after two howrs any bottle that is not
completely consumed.

Staff will not offer solid foods and fiuit juices to mfants younger than 6 months unless recommended by the child’s doctor axd
approved by the parents. No solids may be added to mfant bottles.

If the juice is served to mfants older than 6 months, it nmst be 100% fiut juice and limited to no more than 4 ounces per dy.
Staff will feed mfants when they seem hungry. Infants are held for feedmg. Bottles may not be propped at any tune. Food s
not used m heu of other forms of comfort.

Staff will not feed cow’s milk to mfants younger than 12 months unless recommended by the child’s doctor and approved by
the parents.



FOOD SAFETY AND STORAGE

FOOD SAFETY

Why is & important?

Proper food preparation and storage reduces the chances of food poisoni
food spoilage

Eating bacteria-contaminated foods can be dongeroes. evea deadly, for young childeen

Procedures

1. Keep food preparation process and area clean:

Wash your hands before handing food, frequently during
food preparation, and afterwards (see Hand Washing
Procedures resource for more infarmation;

Wash and sanitire af SUrfaces and eQuipment used

for food preparation (see Cleaning, Sanitizing, and
Disinfecting Procedhures resource for mone information)

Protect 00 preparation areas Fom Fsects, pests, and othey anumiads

2. Separate raw and cooked foods:
Separate raw meat. poullry, and seafood Brom other foods.
Use soparate equipmont and utensily such as knves and culting boards for handling faw 000s.
Stone 1000 i leak-proof containers 10 avoid cortact Detwoon raw and prepared 100ds.

3. Cook thoroughly

Cook oods thoroughly. especially meats, poultry, eggs, and Seafood, o recommendied temperatures.

4. Keep foods at safe temperatures
Keep hot 00ds hot and cold foods cold
Do not keave cooked foods at room femporature for mare than two hours

5. Useo clean, safe water and raw materials.
Use clean. safe water 20 wash and cook foods

Wish frus and vegetadins. especafy i eaten riw

Do not use food beyond its expiration date

HAR §17-801.1.35, §17-892.1.36, §17-602.1-37, §17.805 38, §17-805-39 (s) (). §17.896. 34
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Another good example of properly 5 B 9
documenting a Not Applicable rating. -

LUNCH POLICY

To ensure the health and safety of your children at lunch, we ask for your assistance. Label each item in your
children’s lunchboxes with their name and date. This will minimize the chance of your child mistakenly
consuming another child’s food. Refrigeration is no longer provided. How you pack your child’s lunch is how it
will be served. To ensure proper food temperatures are maintained, hot items should be stored in an
insulated thermos container and cold items should be packed with an ice pack. In accordance with safe food
handling procedures, all food items will be discarded at the conclusion of lunch.

Figure 1. As stated in our Family Handbook, food served to students are served “as is” and is not heated prior to
consumption.

Program does not heat children’s food or
beverages prior to consumption.



| s, o 7
Figure 3. NAEYC’s Frequency Table is posted in all
classrooms for reference.

During Professional
Development, staff review
cleaning, disinfecting and
sanitizing procedures as
: - rrre—— according to NAEYC’s
Figure 1. Sanitizer and Disinfectant Figure 2. Bottles for “cleaning”, “sanitizing” g

g;:;;’:b"e’s Installed for proper dilution of and “disinfecting” with proper labels, dilutions, Frequency Table.
’ dwell time and instructions on dry time.




Foaming Luxury Hand Soap

Eacourage regular Randmashing With cur MOs! papuar Rener a puroose hand soI0
This hururious pirk foaming 3020 frem Health Cuar o* Ceans hands thoroughly and
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ONTACT A KUTOL REP NOW!

DESCRIPTION

o Efective general purpose and saap

+ Contains Aloe and Vitamin €

+ Green Seal® Cortifed
* USDA Cortited Riobased Product

+ Rose color weth tropical fragrance

« Saft,rich foam cheans Fight 1o medium o

oM This product meets
s ) Greenseats

& pobally recognized
coan environmentat
_ leageryig standard

o USDA Cortibed
Frtod Sredict

Figure 1. Kutol Foaming Luxury Hand Soap is used for handwashing
by Program staff and students. This product is certified a Green Seal

product.

Stride® Citrus HC Neutral
Cleaner

Stride® Citrus Neutral Cleaner Is @ non-alkaline formulation for

everyday cieaning of floors and other hard surfoces

2 x BAS 02J25 L )-Fill®
204716

Certifications

® Green Seal GreenguardCFIA

8 Kosher

Features

Concentrated formulations deliver economical deaning

performance

and increased productivity

free

Figure 2. Stride Citrus HC Neutral Cleaner is used by
the school’s designated cleaning services. This prod

Seal product.

Low-foaming formula allows for less emptying of recovery tonks

Neutral pH formulation that does not requice rinsing and dries film.

-

E B E

] ertified Green



6A.6: Example #1

Monday, August 8 Tuesday, August 9 Wednesday, August 10 Thursday, August 11 Friday, August 12
7:30 AM Arrive 7:30 AM Arrive 7:30 AM Arrive 7:30 AM Arrive 7:30 AM Arrive
8:00 AM Introductions 8:00 AM Introductions 8:00 AM - — 8:00 AM AT Acered 8:00 AM SR
8:30 AM Travel to Yoga 8:30AM | Actve Shooter Presencation 8:30AM Wcgmyes, it 8:30 AM LRV foc 8:30 AM s P
-Building Courtyard C g Courtyard
9:00 AM Restorative Yoga 9:00 AM Parsh Hal 9:00 AM 9:00 AM 9:00 AM PO —
9:30 AM S 9:30 AM - 9:30 AM e 9:30 AM Open House 9:30 AM i fornilie
10:00 AM Travel to Lunch 10:00 AM s 10:00 AM oy ety 10:00 AM Discussion 10:00 AM
10:30 AM 10:30 AM ’ 10:30 AM ! 10:30 AM C-Building Courtyard 10:30 AM Open House Cleanup
11:00 AM & 11:00 AM 11:00 AM 11:00 AM 11:00 AM Potluck Prep
11:30 AM 11:30 AM C_Nm‘:"‘;m" P 11:30 AM . ,,}”";J ol 11:30 AM i ey 11:30 AM
12:00 PM Travel to Campus 12:00 PM 12:00 PM > 12:00 PM = i 12:00 PM Potluck Lunch
12:30 PM 12:30PM 12:30PM Classroom Prep 12:30 PM 12:30 PM
1:00 PM ) 1:00 PM 5 1:00 PM — 1:00 PM & 1:00 PM
1:30PM " o 1:30PM assroom Prep 1:30 PM P 1:30 PM ssroom Prep 1:30 PM
2:00 PM SRS e 2:00 PM 2:00 PM - 2:00PM 2:00 PM el
2:30PM 2:30PM 2:30 PM Classroom Prep 2:30 PM 2:30 PM
3:00 PM Leave 3:00 PM Leave 3:00 PM Leave 3:00 PM Leave 3:00 PM Leave

Figure 1. During our Professional Development Week at the start of the 2022-2023 School Year, staff participated in multiple team-bonding and
self-care/wellness activities to help promote a collaborative and inclusive organizational climate. On Monday, August 8, as a group staff attended
a Restorative Yoga class at Administration then organized a “Paint-by-Numbers” activity and Mindfulness, Meditation and

Yoga class for Wednesday, August 10.

Figure 3. Staff enjoyed a painting
activity while alongside one
another talking and getting to
know each other.

Figure 2. Staff enjoy a relaxing
class of Restorative Yoga to help
relax, recover and rejuvenate

their mind and body.




6A.6: Example #2

This information is found in the Staff Policy Handbook

taff Committees

believes that staff members should have an active
mvolvement in developing policies, programs, and activities. In
order to accomplish this, there are a number of staff committees

that engage m ongoing planning and activities. Each staff member
is required to select a commuttee to serve on durmg the year.

Staff Committee List
2022-2023
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alth rormation
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MEETINGS/LUNCH
1) Classroom teaching teams meet once a week during their scheduled prep times and as

needed.

2) Teachers and Assistant Teachers’ lunch is one-half hour daily. Teachers and Assistant
Teachers may also utilize their lunch breaks for grade level meetings.

3) Atanytime should a Teacher and/or Assistant Teacher need to take a break, please contact
school administration and arrangement for coverage will be made.

Figure 1. Found within Program’s Staff Handbook Supplement. Staff are given prep time and planning time.



_mployee Manual, Daily Policies and Procedures, page 7:

Per DHS regulation || l: “A facility person with symptoms of a communicable disease or infection that can be
transmitted directly or indirectly and which may threaten the health of children in care shall be excluded from
attendance until the facility operator receives notification from a physician or CRNP that the person is no longer

considered a threat to the health of others. The notification shall be retained in the facility person's file. Exclusion from

the facility is required for diseases and conditions specified in ||| | | | | Q SN (-</2ting to communicable and
noncommunicable diseases).”

Also, DHS regulation [l states: “A facility person with a discharging or infected wound, sore or lesion on the
hands, arms or an exposed portion of the body shall be excluded from child care and food preparation activities until the
operator receives written notification from a physician or CRNP that the person may return to child care or food
preparation. The notification shall be retained in the person's file.” and that “A facility person with a herpes infection
may not be present with infants younger than 3 months of age.”



SUPPORT AND RESOURCES FOR STAFF MENTAL HEALTH

If at any time, staff need assistance in stress management, prevention, and treatment of
depression and/or general wellness, reach out to Program administration for assistance.

Staff’s health and well-being are at the top of the Program’s priority and want to offer

help and support to those who may need it.

Figure 2. If ever in need to take a leave of absence due
to mental health (or other circumstances), Program
offers unpaid leave during their time of absence.

Figure 1. Found within Program’s Staff Handbook,
staff are asked to reach out to Program administration
if in need of support for mental health.

Other Leaves of Absence

The School recognizes that circumstances may arise which require an employee to be away from
work for a limited period of time that is not covered by another time-away-from work program.
Therefore, to allow employees to maintain their working relationship with the School, an unpaid leave
of absence may be granted for medical or compelling personal reasons at the discretion of the School.

The exact amount of leave time granted in each case will be determined based on the
circumstances of the request and the workload of the affected department.

Each case will be reviewed on an individual basis, taking into consideration the length of leave
request and the position involved. Leaves mandated by state or federal laws will be granted in
accordance with those laws.

Employees must return to work on the scheduled day, unless the School approves the extension
in advance. Failure to return to work at the end of leave may be considered a voluntary resignation.



_Employee Manual, Injury Prevention & Treatment pp.5-6

Child Abuse Reporting Procedure
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All Staff are Mandated Reporters of Suspected Child Abuse

— is responsible for the care and well-being of the children and families thot it
serves. Consequently, — will not tolercte any abusive behaviors on the part of
any employee or parent, Employees are trained to look for sign of cbuse. Any suspected child
abuse must be reported according to The Child Protective Services Law (CPSL). The

_ policy is outlined below.

If someone who does not work at accuses an employee of abusing
a child at ,all staff members involved will cooperate completely in
all aspects of the mveshga‘hon Classroom coverage | will be immediately arranged
so ‘rhe ac t(s) in

At the same time, any and all relevant
staff members (the accused, any witnesses, as well as administrators) are
expected to give their full cooperation to authorities.

Even after the allegationis
: identity of

No part of this private information may be revealed to
any other person or agency unless required by law.



Health Insurance

The School provides comprebensive medical and dental insurance plan coverage for its employees. Employees must promptly complete and retum all
cnrollment forms

Medical Coverage: Full-time employees who work for 20 or more hours per week are eligible to enroll in the medical plan on the first of the month
following their date of hire. Part time employees must work twenty (20) or more hours per week for four (4) consecutive weeks to become cligible
for medical insurance. Coverage would begin the first of the month following the qualification period

Should an eligible employee decline to join the medical plan, he/she must complete Form HC-S on an annual basis

The School will pay for most of the cost of single coverage under the lowest-cost medical insurance plan offered by the School. For individual
coverage, employees will be required to make a premium contribution of 1.5% of their gross wages, and the School will pay for the remainder. If the
employee desires family coverage, he'she pays the difference between individual and family premium costs

Dental Coverage: After one month of service, employees are eligible to enroll themselves and cligible dependents in the School's dental plan the first
of the following month

Plan Provisions: Detailed brochures and Summary Plan Descriptions outline the benefits provided under these plans. Brochures and SPDs can be
obtained in the Administration/Head of School office.

As stated in our staff handbook,
staff are offered health insurance
(medical and dental).



Holidays

The Company recognizes the following paid holidays for regular full-time employees who have
satisfactorily completed the orientation period:

New Year’s Day Independence Day
Dr. Martin Luther King, Jr. Day ([ AR »:
Presidents’ Day Labor Day

-)ay Columbus/Discovers Day

Good Friday Veterans® Day

Memorial Da Thanksgiving Day
mny Christmas Day
en a y on your regularly scheduled day off, you may receive, at the Company’s option.

cither a compensatory day off or straight time pay for your regularly scheduled shift.

Personal Days

Eligible employees are provided with three Personal Days per year. Personal Days may not be carried
over from one year to the next and may only be used during the year they are awarded. Personal days
may be used in half-day increments. Personal days may NOT be added on to a school holiday/vacation.

Sick Leave

The School’s sick pay policy is designed to provide a continuation of pay during limited periods when
an employee is unable to work due to his or her own illness or injury or that of their spouse/civil union
partner, child, or stepchild. Regular full-time and regular part-time employees are eligible to eam and
use paid sick leave after completing thirty (30) days of service. Employees are awarded 10 days per
year. Sick leave pay is only available for use after it's been awarded.

Each employee who becomes ill or injured and unable to work is required to notify his or her supervisor
of any absence at least hours (2) hours before the shift to allow for another employee to cover the shift.
Employees may contact their supervisor via email or telephone, but should not leave messages with a
coworker. If a supervisor cannot be reached, contact the Administration Department, |

Sick leave must be taken in full day increments. Non-exempt employees making scheduled visits to a
health care provider during the workday may not use sick leave pay for such visits.

Sick leave is paid at the employee’s straight time rate of pay multiplied by the number of hours the
employee was scheduled to work on the day of absence. Sick leave pay is not counted when calculating
overtime. There is no payment for unused sick pay upon termination. Sick leave may not be carried over
from year to year.

For absences of three or more days, employees may be required to present a certificate from a physician
or other evidence acceptable to the School, certifying that the absence was due to the employee’s
inability to work and specifying work restrictions, if any. Te comply with the federal Genetic
Information Non-Discrimination Act (“GINA™), we are asking that you or your health care
provider not provide any “genetic information,” including but not limited to any family medical
history information, when responding to any request for a doctor’s note or work release. “Genetic
information™ as defined by GINA, includes an individual’s family medical history, the results of an
individual’s or family member’s genetic tests, the fact that an individual or an individual’s family
member sought or received genctic services, and gencetic information of a fetus carried by an individual
or an individual's family member or an embryo lawfully held by an individual or family member
receiving assistive reproductive services.

Figure 1. As stated in program Staff Handbook, employee benefits package include holidays,
sick leave, and personal days.



Tuition Assistance

The School recognizes the benefit of employees’ furthering their education. Therefore, the School policy is to reimburse employees for tuition costs
as set forth below.

Employees who have been with the School at least one (1) year and who desire to take advantage of this benefit must obtain pre-approval of the
course or program of study he or she decides to take or pursue before enrolling in such course or program of study. Employees who receive a grade
of “B” or higher (or an equivalent numerical grade) will be eligible for reimbursement. No reimbursement will be made for grades below a “B” (or
numerical equivalent). If a class is only graded as “PASS” or “FAIL” reimbursement will only be made for employees who receive a “PASS.”
Tuition reimbursement will be limited to $500.00 for each calendar year and may be taxable under Internal Revenue Service regulations. Employees
will only be reimbursed for courses taken at accredited colleges and universities. Courses and programs of study must be either Early Childhood
Education or related to preparing the employee for advancement within the Company to be eligible for reimbursement. An employee’s supervisor
and the Head of School will make the determination whether such course or program of study is eligible for reimbursement. The costs for books, fees
and supplies will not be reimbursed to the employee.

Figure 1. As stated in program Staff Handbook, tuition assistance is offered to employees who have been with the program for at least one
(1) year.



6A.14 naeyc

Retirement Pension Plan

As an employee, you are eligible to receive benefits under a pension plan
designed to provide a monthly income to assist you in your retirement, once you
become vested under the plan. The plan is paid for entirely by the School. No
contribution is required by you.

You are urged to carefully read the Summary Plan Description (“SPD”) provided
to you. The SPD describes your rights and obligations under the plan, as well as
those of your dependents if applicable. If you have any questions regarding your
pension plan or the SPD, please see the Administration/Head of School.

Figure 1. As stated in program Staff Handbook, a retirement pension plan is offered to employees.



Break and Lunch

Staff members working 4 hours or less do not receive a break.

This break is not to be taken in the classroom, even if the children are napping. Employees may eat
lunch in the staff lounges on the first and fifth floors and/or in the resource room on the third floor
during break. The only place that employees are allowed to store their personal food is in the staff
refrigerators in the first and fifth floor staff lounges. All items must be labeled with the staff person’s
name and date. All other refrigerators are for use only. Employees may not eat any
food or beverages in the classroom, other than what is served to the children.

Breaks may not be taken at the beginning or at the end of the employee’s shift without prior approval
from the executive director.

Daily Policies & Procedures pg 8



MEETINGS/BREAK/LUNCH
1) Classroom teaching teams meet once a week during their scheduled prep times and as

needed.

2) Teachers and Assistant Teachers’ lunch is one-half hour daily. Teachers and Assistant
Teachers may also utilize their lunch breaks for grade level meetings.

3) After 4 consecutive hours of working directly with students, staff are able to take a 15-

minute break.
4) At anytime should a Teacher and/or Assistant Teacher need to take a break, please contact
school administration and arrangement for coverage will be made.

Figure 1. Found within Program’s Staff Handbook Supplement. If at aby time staff need to step away for a break,
they can contact administration for assistance.



6B.2: Example #1

Fwd: PS3 Portfolio oo x e iz
Forwarded Conversation

Subject PS1 Portiolio

. lodes’ Hope you are enjoyng your mummer
I1°8 geT1ing 10 be crunch timel T hepe that you have had o thonce 10 go over the pertfolio. About o Third of 1t is completed, yoy! [ need The team's help 10 finkh the rest, We con do il I
weuld really sppreciate it if we coud drertify tame of the lesgon plant to @ € rot just frem C3 (with apperting evdence uch as phatet or written explerationt sr webbing) The

manthly colendars should be shoy (just add (n the domaing that you cevered with the lesson). T used seme lessons from & couple of years age to suppert Some criteria

If you would Ike 1o go over it together, T am up for @ meeting 10 discuss it, If you need help with adding things 1o the portfolio on Google Slides, please let me know and we can help coch
other figure it out. If it is cosier. we can do what the PS54s are doing and divide the siides that need 1o be completed up %o fill out It's ¢ teom effort 50 let's wark together!

Hope 10 hear from you soon, toke core

’—

Yos! Its crunch time m»w-ummmmlwvwnq‘mmmup
Whatever we prefer I'm ohay with 1 you want 1o sssign me a secton | can do that 100

-~U|lewww%lmm
[

Figure 1. Program’s Preschool 3 staff email one another to discuss meeting with
each other to review and go over grade-level’s portfolio in preparation for the
NAEYC re-accreditation visit. All grade-level staff worked together to collaborate
to compile and complete their portfolios.

A—Responsibilities to co-workers

Ideals

I3A.1—To establish and maintain relationships of re
spect, trust, confidentiality, collaboration, and coop-
eration with co-workers.

I3A.2—To share resources with co-workers, collaborat
ing to ensure that the best possible early childhood
care and education program is provided.

I3A.3—To support co-workers in meeting their profes-
sional needs and in their professional development.

EI3A.4—To accord co-workers due recognition of profes-
sional achievement.

Staff are encouraged to work
with one another to not only

create meaningful relationships

but also build respect, trust,
collaboration and cooperation
within the Program.



6B.2: Example #2

LINES OF COMMUNICATION

As a school, our famiies have entrusted us with the care of therr child's safety, growth and development. In taking this
responsibility, it is essential that we, the teachers and staff, establish lines of communication with our families. In doing

50, itis our hope to sirengthen the community that has following means of communication Ethical Responsibilities to Families

have been set up to encourage exchange of information and 10 grow reialonships among the members of our school
community.

. E-MALL
Emumllummmolmmmmmwwmm Tewmulser\dodwm
the day's activities, pectures and most mportanty g upcoming School
mmmmmm«monﬁsﬁhm r and i i jon. Parents are

Wbmummuwmmmm«onm If you choose not 1o provide your
e-mail address, a hard copy can be sent home, by reguest only. You are asked to sign an agreement regarding this
policy. Our staff/Administration will not be responsible for information shared and rot read by families.

SCHOOL OFFICE

TheSd\odOlbeeuucmnlhubdmesd\odFedheebullymm st any perti
or changes regarding your child, and important changes You may also leave a message for your

child's teacher(s). The number for the School Office is (NN

BACKPACK EXPRESS

On the first day of school, a binder clip will be attached to your child's backpack. This is a quick and convenient
means of day-to-day communication between home and school. Check the dip daily andwe will do the same. Also
note that any unauthorized correspondence (flyers, cards, notes, eic.) or packages (gifts, goody bags, eic.) may
be opened or retumed by the school unless prior approvalhas been obtained from the School Office and/or your

Families* are of primary importance in children’s de.
velopment. Because the family and the early childhood
practitioner have a common interest in the child’s well-
being, we acknowledge a primary responsibility to bring
about communication, cooperation, and collaboration
between the home and early childhood program in ways
that enhance the child’s development.

Ideals

1-2.1—To be familiar with the knowledge base related to
working effectively with families and to stay informed
through continuing education and training.

12.2—To develop relationships of mutual trust and cre
ate partnerships with the families we serve.

1-2.3—To welcome all family members and encourage
them to participate in the program, including involve-
ment in shared decision making.

child's classroom teachers. Only school correspondence will be allowed via Backpack Express. Personal notes
(nvitations, thank you cards, atc.) need to be exchanged off campus.

4 SCHOOL DIRECTORY The Program goes above and beyond to

haclkp iy, bl b g e et build relationships with the families they

SeS— serve. The Program believes
5. CONFERENCES - - - - -
Parant/Teacher conferences are scheduled both in the Fall and Spring, however, parents andleachers may request Communlcatlon IS key tO bU|ld|ng mutual
formal or informal meetings at any time. It is imporiant 1o inform your chid's of any o g at =
th home (e, a now bay, deal extended absence of  loved cne) as thess may affect your chil both at home trust and partnerships and therefore has

create multiple lines of communication
much of which is daily.

6 STUDENT PROGRESS REPORT
Student Prograss Reports are leacher assessmeants of your child's growth and progress throughout the school year.
Two reports wil be sent home - the first in January 5t the end of the first semesier and the second in May at the
dlosing of the school year.

Figure 1. Found within Program’s Family Handbook, the Program uses multiple
lines of communication between home and school.
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_Employee Manual Terms of Employment p. 3

Program-Wide Professional Development Plan

Ongoing professional development is an essential part of maintaining a high quality program. In
oddition to designing individuol professionc! development plons for ecch teoching stoff, we ore also
committed to arranging for center wide troining on relevont topics. The Governance Committee (mode
up with representotives from educational stoff, odministrative stoff and fomily services stoff) reviews
the current Strategic Pion and gools to determine cbjectives for the center’s Annual Professional
Development/inservice Doys (held eoch yeor in August ond ogein in February). When needed,
odditioncl troinings are scheduied 1o oddress the center’s gocls. Trainings include, but are not limited to

Ethicol issues

Working with children and fomilies of diverse roces, cultures ond longueges

Early childhood education and curriculum cpprooaches (including on initicl orientation for new
teaching stoff in the curriculum used in their classroom- e.g. High Scope, Blueprint for Early
Literacy. Tools of the Mind, ond Project Bosed Learning)

Communication ond collcboration siills for adequote participotion os ¢ member of ¢ teaching
team

Chid Development (including specific training for teaching stoff on the oges ond developmental
stoges of the children thot they teoch)

Training relevont to the speciol circumstances of the children that we teocher (eg. migront
children, non-English speckers, homeless chidren, impoverished children, and so forth)
Progrom policies ond procedures

Mentoring and/or cooching experiences in oll domains of development end teoching

This program-wide professionol development plon is reviewed cnnually, ot ¢ minimum, ond Is also
vpdaoted os the troining needs of our unique center change. Our goa! is to assure thot ony troining
scheduled, for individual staff or for the cgency os ¢ whole, is relevont and timely to meet the needs of
our fomilies and communities. This plon s shared with all stoff, center-wide
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Figure 2. Neighboring private institutions host professional
development courses and invite educators in the area to participate.



ORIENTATION CHECKLIST

Empls ’s Name: Hire Date:

Y
Are you a substitute or volunteer? Oyes O No

| have been informed of the following and/or have been given a copy of: | Initiab Date
1. The Minimum Standards for Child Care Providers by th
Department of Family and Protective Services

Licensing)
2. The program's child policies, including positive guidance and
discipline strategies .. . . . .
T e Ty e g Ty This information is found in the Staff Policy Handbook

molestation and the responsibility and procedures for reporting these
4. Procedures for handling emergencies and healthy/safety guidelines

including the release of children NAEYC Code of Ethical Conduct

5. Procedures to observe and evaluate children for symptoms of illness,

and the appropriate action to take with an injured child A]l Staﬁ W]l]_ abﬂe by the NAEYC COde Of Ethx:al CODd'l]Ct You

6. Preventing and responding to emergencies due to food or an allergic S 5 5 5 .
reaction will be provided a copy of the code durmg orientation. Professional

7. Administering medication including compliance with authorization . . - - -
necessary br;?ore dministering a ngwdlcaplion 10 a child (if applicable) developllent t['almﬂg 8 ConduCted al]llllally to review and d]SCUSS

8. Building and physical premises safety, including identification and : :
praotection from hazards that can cause bodily injury ethlcal ISsues.

9. Procedure for handling, storing, and disposing of hazardous materials
including universal precautions when handling blood or bodily fluids
containing blood

10. Procedure for transporting children whose chronological or
developmental age is younger than nine years old (if applicable)

11. Observation of the age group to be served

12. Anovarviaw of plannad daily activitios of tha facility, which raflacts
the ethnic background, gender, abilities, and makeup of families of
the children, as well as the diversity of cultures representedin the
community , and curriculum

13. Emergency procedures and the use and location of fire
extinguishers/first aid equipment

14. The childcare’s philosophy, mission and goals

15. The employee handbook with personnel policies and NAEYC Code of Ethks

16. My job description

17. Anoverview of develcpmental milestones of assigned children
18. Overview of the hmcess and criteria

e ’s Sig Date:

pioy

Director's Signature: Date:




ORIENTATION CHECKLIST

Employee’s Name: Hire Date:

e /

Are you a substitute or volunteer? Oyes O No

| have been informed of the following and/or have been givena copy of: | Initiab Date

1. The Minimum Standards for Child Care Providers by th
Department of Family and Protective Services)
Licensing)

2. The program’s child policies, incuding positive guidance and
discipline strategies

3. Recognition of symptoms of child abuse, neglect, and sexual
molestation and the responsibility and procedures for reporting these

4. Procedures for handling emergencies and healthy/safety guidelines
including the release of children

5. Procedures to observe and evaluate children for symptoms of illness,
and the appropriate action to take with an injured child

6. Preventing and responding to emergencies due to food or an allergic
reaction

7. Administering medication including compliance with authorization
necessary before administering a medication 1o a child (if appliceble)

8. Building and physical premises safety, including identification and
praotection from hazards that can cause bodily injury

9. Procedure for handling, storing, and disposing of hazardous materials
including universal precautions when handling blood or bodily fluids
containing blood

10. Procedure for transporting children whose chronological or
developmental age is younger than nine years old (if applicable)

11. Observation of the age group to be served

12. Anovarviaw of plannad daily activities of tha facility, which raflacts
the ethnic background, gender, abilities, and makeup of families of
the children, as well as the diversity of cultures representedin the
community , and curriculum

13. Emergency procedures and the use and location of fire
extinguishers/first aid equipment

14. The childcare’s philosophy, mission and goals

15. The employee handbook with personnel policies and NAEYC Code of Ethks

16. My job description

17. Anoverview of develcpmental milestones of assigned children
18. Overview of thi rocess and criteria

Director's Signature: Date:




ORIENTATION CHECKLIST

Employee’s Name: Hire Date:
Are youa substitute or volunteer? OYes O No

| have been informed of the following and/or have been givena copy of: | Initiak Date
1. The Minimum Standards for Child Care Providers
Department of Family and Protective Services)
Licensing)
2. The program's childcare policies, including positive guidance and
discipline strategies
3. Recognition of symptoms of child abuse, neglect, and sexual
molestation and the responsibility and procedures for reporting these
4. Procedures for handling emergencies and healthy/safety guidelines
including the release cf children
5. Procedures to observe and evaluate children for symptoms of illness,
and the appropriate action to tzke with an injured child
6. Preventing and responding to emergencies due to food or an allergic
reaction
7. Administering medication including compliance with authorization
necessary before administering a medication 1o a child (if appliceble)
8. Building and physical premises safety, including identification and
protection from hazards that can cause bodily injury
9. Praocedure for handling, storing, and disposing of hazardous materials
including universal precautions when handling blood or bodily fluids
containing blood
10. Procedure for transporting children whose chronological or
developmental age is younger than nine years old (if applicable)
11. Observation of the age group to be served
12. Anovarviaw of plannad daily activitios of tha facility, which raflacts
the ethnic background, gender, abilities, and makeup of families of
the children, as well as the diversity of cultures representedin the
community , and curriculum
. Emergency procedures and the use and location of fire
extinguishers/first aid equipment
14. The childcare’s philosophy, mission and goals
15. The employee handbook with personnel policies and NAEYC Code of Ethis
16. My job description

17. Anoverview of develcpmental milestones of assigned children
18. Overview of thehmcess andcriteria

Employee’s Signature: Date;

=
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Director's Signature:, Date:,




ORIENTATION CHECKLIST

Employee’s Name: Hire Date:

e /

Are you a substitute or volunteer? Oyes O No

| have been informed of the following and/or have been given a copy of: | Initiab Date

1. The Minimum Standards for Child Care Providers
Department of Family and Protective Services)
Licensing)

2. The program’s child policies, incuding positive guidance and
discipline strategies

3. Recognition of symptoms of child abuse, neglect, and sexual
molestation and the responsibility and procedures for reporting these

4. Procedures for handling emergencies and healthy/safety guidelines
including the release of children

5. Procedures to observe and evaluate children for symptoms of illness,
and the appropriate action to take with an injured child

6. Preventing and responding to emergencies due to food or an allergic
reaction

7. Administering medication including compliance with authorization
necessary before administering a medication 1o a child (if appliceble)

8. Building and physical premises safety, including identification and
praotection from hazards that can cause bodily injury

9. Procedure for handling, storing, and disposing of hazardous materials
including universal precautions when handling blood or bodily fluids
containing blood

10. Procedure for transporting children whose chronological or
developmental age is younger than nine years old (if applicable)

11. Observation of the age group to be served

12. Anoverviow of plannad daily activitios of tha facility, which raflacts
the ethnic background, gender, abilities, and makeup of families of
the children, as well as the diversity of cultures representedin the
community , and curriculum

13. Emergency procedures and the use and location of fire
extinguishers/first aid equipment

14. The childcare’s philosophy, mission and goals

15. The employee handbook with personnel policies and NAEYC Code of Ethks

16. My job description

17. Anoverview of develcpmental milestones of assigned children
18. Overview of thi rocess and criteria

=

Director's Signature: Date:




Staff Name:

TRAINING PLAN

Date of Hire:

Position:

Age Group(s): [0 0-17 months

Required Number of Training Hours (check one): [ Director/Primary Caregiver- 36 hours

Are you a substitute or volunteer? OYes O No

Training Year (corresponds with hire date):

Annual training will be in the followi
Required:
__ Child abuse/neglect (1 hour)
__ Transportation safety
{2 hours if transportation provided)
. CPR/First Aid

At least six hours in one or more of the following:
__ Child growth and development

. Guidance and discipline

__ Age- appropriate curriculum

— Teacher- child interaction

__ Serving children with special needs

Additional training must be in one or more of the following

topks:

__ Care of children with special needs

__ Child health (for example: nutrition and activity)

__Safety

_ Risk management

- Identification and care of ill children

. Cultural diversity for children and families

. Professional P {for ple: effective

ion, time

. Topics relevant to the particular age group the
caregiver is assigned

. Planning developmentally appropriate learning
activities

_. Observation and assessment

__ Attachment and responsive caregiving

— Minimum standards and how they apply to the
caregiver

[0 18-35 months

0 3-5 years O6-12years

0O Caregiver- 30 hours

h{ that are ¢ H

Annual training hours must also include training on the

following topics:

(There are no clock hour requirements for the topics in this

section; all topics must be included in annual training.)

— Emergency preparedness

enting and ¢ ing the spread of

diseases, ncluding immunizations

__ Administering medication

P g and responding to

or an allergic reaction

— Understanding building and physical premises safety,
including identification and protection from hazards that
can cause bodily injury such as electric hazards, bodles of
water, and vehicular traffic

__ Handling, storing, and disposing of hazardous materials

ies due to food

If the center provides care for children younger than 24
months of age, one hour of the annual training must cover the
following topics:
il and p ing shaken baby synd,

__ Preventing sudden infant death syndrome

— Understanding early childhcod brain development

S i ip, or staff supervision
@5 years or less experience - 6 hours
@5 years or more experience - 3 hours

__ Infant/Teddler or Pre-K Guidelines

Additional training topics:

Stoff is required to complete child care related training not including CPR/First Aid or Transportation safety within 12 months from
the date of thelr employment and during eoch subsequent 12-month period. No more than 18 hours (caregivers) and 21 hours

(directors /primary caregiver) shall be self-instructed.

Staff Signature

Date



..

School Year 2022-2023

Goals

Action

Self-Care
*  Avoid teacher/staff burnout
*  Provide self-help skills workshop
*  Importance of taking time away from the
classroom

August 2022 ~ Program hired Dr

to spend an hour with each staff member to check
inand address any needs/desires with staff. One
hour allotted. Report to follow.

August 8, 2022 - Professional Development Week
= Restorative Yoga class attended by staff.

August 10, 202 - Professional Development
Week - Mindful Meditation and Reflective
Yoga class attended by staff.

Cultivate Strong Relationships with Colleagues
*  Mentor program
*  Ways to nuature relationships

Grade Level Teaching Chalir assigned. Their
include ating and
ensuring that teachers within grade level are
unified in curriculum, parent communication and
stress level management.

August 8 ~12, 2022 - Professional Development
Week - Filled with “team bonding™ activities such
aspaint-by-numbers activity, yoga, lunches, etc.

e Forself-growth
o Forstudents
* Reflection

August 10, 2022 - Professional Development
Week - Mindfulness, Meditation and Reflective
Yoga class attended by staff.

August 11,2022 ~ Discussion based on how to
incorporate learned techniques and techniques
others use in the classroom.

Discussion on NAEYC Code of Ethical Conduct
Discussion on how we can better serve those in
need.

Curriculum/Culture
s Coursework/Opportunities
*  Community outreach
. Communication skilks
& School Policies and Procedures

Teacher Resources reviewed = Learning
and the Brain conference (Program hopes to send
representatives in February 2023).

HELDS Standards

To better learn the needs of our community,
Program will continue to refer to

Guest lecturers (| )
tofocus on family communication,
Review Staff Handbook, school policies and
procedures, hold QRA with staff with discussion.
*  COVID Policies
= Cothing Policies
& Discipline Policies

For our 2022-2023 School Year,
our Professional Development
Plan included discussion on
Teacher Resources.

Discussion included local and
national resources for teachers
to refer to for more training and

information.

-is a local organization

that helps support and improve
the quality and availability of

care for educators [5G

They offer training classes and
virtual learning experiences.



For our 2022-2023 School Year,
our Professional Development
Plan included team bonding
activities such as yoga, painting
and all staff lunches.

During our yoga session, the
instructor offered ways to
practice calm communication
and collaboration techniques we
can use to build stronger bonds
with one another and a more
positive work environment.

Each grade-level has a Grade
Level Teacher Chair that acts as
a mentor and support to those
who may need it. This too
supports a collaborate work
environment.

]
Professional Development Plan
School Year 2022-2023

Action

Self-Care
*  Avold teacher/staff burnout
¢ Provide seif-heip skills workshop
¢ Importance of taking time away from the
classroom.

August 2022 -~ Program hired

10 spend an hour with each staf! member 10 check
In and address any needs/desires with staff. One
haour allotted. Report to follow.

August 8, 2022 - Professional Development Week
= Restorative Yoga class attended by staff.

August 10, 2022 - Professional Development
Week - Mindfulness, Meditation and Reflective
Yoga class attended by staff,

Cultivate Strong Relationships with Colleagues
*  Mentor program
*  Ways to nurture relationships

*  Grade Level Teaching Chalr assigned. Thelr

responsibilities include communicating and
ensuring that teachers within grade level are
unified in curriculum, parent communication and
stress level management

o August 8 - 12, 2022 - Professional Development

Week - Filled with "team bonding™ activities such
33 paint-by-numbers activity, yoga, lunches, etc.

s For self-growth
*  For students

August 10, 2022 - Professional Development
Week - Mindfulness, Meditation and Reflective
Yoga class attended by staff.

August 11, 2022 - Discussion based on how to
Incorporate learned techniques and techniques
others use in the classroom,

% dufscion Discussion on NAEYC Code of Ethical Conduct
Diseussion on how we can better serve those in
need
Teacher Resources reviewed = Learning
and the Brain conference (Program 5 to send
representatives in February 2023),

HELDS Standards
Curriculum/Culture To better learn the needs of our community,

*  Coursework/Opportunities
*  Community outresch
¢+  Communication siiiis
¢ 5hool Policies and Procedures

Program will continue to refer to u

Guest lecturers
1 focus on family com
Review Staff Handbook. school policies and
procedures, hold QEA with staff with discussion,
*  COVID Policies
*  Clothing Palicies
o Discipline Poiicies




TRAINING PLAN

Staff Name:

Date of Hire:

Position:

Age Group(s): 0 0-17 months

Required Number of Training Hours (check one): [ Director/Primary Caregiver- 36 hours

Are you a substitute or volunteer? OYes [J No

Training Year (corresponds with hire date):

0 18-35 months

0 3-5 years 0 6-12 years

O Caregiver- 30 hours

Annual training will be completed in the following topics that are checked:

Required:
__ Child abuse/neglect (1 hour)
__ Transportation safety
(2 hours if transportation provided)
__CPR/First Aid

At least six hours in one or more of the following:
. Child growth and development

_ Guidance and discipline

__ Age- appropriate curriculum

.. Teacher- child interaction

__Serving children with special needs

Additional training must be in one or more of the following
topics:

__Care of children with special needs

__ Child health (for example: nutrition and activity)
__Safety

__ Risk management

__dentification and care of ill children

__ Cultural diversity for children and familes

. Professional d (for example: effective
C ication, time it)

— Topics relevant to the particular age group the
caregiver is assigned

— Planning developmentally appropriate learning
activities

.. Observation and assessment

__ Attachment and responsive caregiving

= Minimum standards and how they apply to the
caregiver

Annual training hours must also include training on the

following topics:

(There are no clock hour requirements for the topics in this

section; all topics must be included in annual training.)

__Emergency preparedness

__ Preverting and controlling the spread of communicable
diseas

__ Administering medication

__ Preventing and responding to emergencies due to food
or an allergic reaction

_ Understanding building and physical premises safety,
including ientification and protection from hazards that
can cause bodily Injury such as electric hazards, bodies of
water, and vehicular traffic

__Handling, storing, and disposing of hazardous materials

If the center provides care for children younger than 24
months of age, one hour of the annual training must cover the
following topics:

__ Recognizing and pr g shaken baby synd

__ Preventing sudden infant death syndrome

. Understanding early childhood brain development

M i leadersh

or staff supervision
® 5 years or less experience - 6 hours
® 5 years or more experience - 3 hours

__ Infant/Toddler or Pre-K Guidelines

Additional training topics:

Stoff Is required to complete child care reloted training not including CPR/First Aid or Transportation sefety within 12 months from
the date of their employment and during each subsequent 12-month period. No more than 18 hours (caregivers) and 21 hours

(directors/primary caregiver) shall be self-instructed.

Staff Signature

Date



Staff Name:

TRAINING PLAN

Date of Hire:

Position:

Age Group(s): [0 0-17 months

Required Number of Training Hours (check one): [ Director/Primary Caregiver- 36 hours

Are you a substitute or volunteer? OYes O No

Training Year (corresponds with hire date):

Annual training will be in the followi
Required:
__ Child abuse/neglect (1 hour)
__ Transportation safety
{2 hours if transportation provided)
. CPR/First Aid

At least six hours in one or more of the following:
__ Child growth and development

. Guidance and discipline

__ Age- appropriate curriculum

— Teacher- child interaction

__ Sarving children with special needs

Additional training must be in one or more of the following

toples:

__ Care of children with special needs

__ Child health (for example: nutrition and activity)

__Safety

_ Risk management

. Identification and care of ill children

__ Cultural diversity for children and families

. Professional P {for ple: effective

ion, time

. Topics relevant to the particular age group the
caregiver is assigned

. Planning developmentally appropriate learning
activities

_. Observation and assessment

__ Attachment and responsive caregiving

— Minimum standards and how they apply to the
caregiver

[0 18-35 months

0 3-5 years O6-12years

0O Caregiver- 30 hours

h{ that are ¢ H

Annual training hours must also include training on the

following topics:

(There are no clock hour requirements for the topics in this

section; all topics must be included in annual training.)

— Emergency preparedness

enting and ¢ ing the spread of

diseases, ncluding immunizations

__ Administering medication

P g and responding to

or an allergic reaction

— Understanding building and physical premises safety,
including identification and protection from hazards that
can cause bodily injury such as electric hazards, bodles of
water, and vehicular traffic

__ Handling, storing, and disposing of hazardous materials

ies due to food

If the center provides care for children younger than 24
months of age, one hour of the annual training must cover the
following topics:
il and p ing shaken baby synd,

__ Preventing sudden infant death syndrome

— Understanding early childhcod brain development

S i ip, or staff supervision
@5 years or less experience - 6 hours
@5 years or more experience - 3 hours

__ Infant/Teddler or Pre-K Guidelines

Additional training topics:

Stoff is required to complete child care related training not including CPR/First Aid or Transportation safety within 12 months from
the date of thelr employment and during eoch subsequent 12-month period. No more than 18 hours (caregivers) and 21 hours

(directors /primary caregiver) shall be self-instructed.

Staff Signature

Date



Make sure the date or
time period is within
the 18 months priorto
the visit.
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Make sure the date or
time period is within
the 18 months priorto
the visit.

6D.11: Evaluation #2

Staff Self Evaluation
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Figure 1. The Program’s Assistant Head of School participated in an online leadership course titled “|jjjjii}-eadership Academy.” During this course, she
enrolled in online classes aimed in training for the betterment of fulfilling her administrative role. Course work included “Recruiting, Selecting and Orienting
Staff,” “Managing Program Operations,” and “Building a Sound Business Strategy.” These classes were completed through The McCormick Center for Early

Childhood Leadership at National Louis University.
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School Year 2021-2022
Goals Action
: . to provide list
e and full staff roster to allow teachers to take
*  Avold teacher/staff burnout
Personal Days.

o Importance of taking time away from the

o Full staff roster will allow for Special Assistants

and Specialist Teachers to cover lunches daily.

COVIO R Hold discussion with all staff to review current
™ .
COVID policies, get feedback on what is working,
what is not, what can be improved.
*  Administration to take suggestions back to School

*  Review of current policies
*  Receive feedback on what is working and
what is not

Board for further discussion.
e Engage in more community programs and
activities, among community of| ECE
Community and/or Private Sc munity.
Community *  Discussion on how we can better our

communication with families. Email? in-person?
Backpack Express?
*  Review Staff Handbook, school policies and
procedures, hold QRA with staff with discussion
*  COVID Policies
o Cothing Policies
*  Discipline Policles

o Community outreach/engagement
e Communication skills
*  School Policies and Procedures

Figure 1. Professional Development Plan for the
2021-2022 School Year.

The Program Professional Development Plan may change
annually or as needed based on the current needs of the
Program staff, families and students.

As seen from the two figures provided, the Professional
Development plan from 2022-2023 is a little different than
that of 2021-2022.

School Year 2022-2023

Goals

Action

Self-Care
+  Avoid teacher/steff burncut
+  Provide self-help skills workshop
«  Importanca of taling time away fram the
classroom.

August 2022 ~ Program hired Dr.

to spend en hour with each steff membe to theck
in and adcress iny needs/desires with staff. Cne
hour allotted. Repor to follow.

August 8, 2022 - Professonal Development Week
- Restorative Yoga class attended by staf’

August 10, 2021 - Professional Developnent
Week - fi itation and i
Yoga closs stterded by staff.

Cultivate Strong Relationships with Colleagues
+  Mentor progam
*  Ways to nurture ielationships.

Grade Level Teiching Chair assigned. Their
il i nclede i

ad

ensuring that teachers within grade levelare
unified in curriculum, parent communicaion and
stress level maragement.

August 8 - 12, 1022 - Professional Devebpment
Weok - Fillad with “taam bonding” activtias weh
as paint-by-nunbers activity, yoga, lunches, etc.

Incorporate Mincfulress/inclusion
*  For self-growth
+  For students
*  Reflection

August 10, 2021 - Professional Developnent
Week - Mindf Meditation and Redl
Yoga class atterded by staff.

August 11,2021 ~ Discussion based on how to
incorporate loanad tachniaques snd techniques
others use in the classroom.

Discussion on NMEYC Code of Cthical Corduct
Discussion on how we can better serve tiose n
need.

Curriculum/Culture
¢ Ceursework/Oppirtunties
*  Community eutreach
+ Commuricaton ills
«  5chool Policies ard Precedures

Teacher Resourzes reviewed — HJJJJJJ Learning
and the Brain conference (Program hopes to send
representativesin February 2023).

HELDS Stardar¢s

To better kearnthe needs of our community,

Program will continue to referto —

Guest lecturers|

to focus on family communicaticn.

Review Staff Handbeok, school polities snd
procedures, hod QZA with staff with dissussion.
* COVID Poicies

= Clothng Folicks

« DiccilinaPaliziae

Figure 2. Professional Development Plan for the

2022-2022 School Year.




Monday, August 8 Tuesday, August 9 Wednesday, August 10 Thursday, August 11 Friday, August 12

7:30 AM Arrive 7:30 AM Arrive 7:30 AM Arrive 7:30 AM Arrive 7:30 AM Arrive

8:00 AM Introductions 8:00 AM Introductions 8:00 AM 8:00 AM L= 8:00 AM

8:30 AM Travel to Yoga 8:30AM | Actve Shooter resencation 8:30 AM Do pese 8:30 AM i s ene 2:30 AM "
9:00 AM Restorative Yoga 9:00 AM Parish all 9:00 AM b 9:00 AM > 9:00 AM P——
9:30 AM 9:30 AM S—— 9:30 AM T 9:30 AM Open House 9:30 AM b Pl
10:00 AM Travel to Lunch 10:00 AM coliing CD“’"’;‘W y 10:00 AM b Gt 10:00 AM Discussion 10:00 AM
10:30 AM 10:30 AM 10:30 AM e 10:30 AM C-Building Courtyard 10:30 AM Open House Cleanup
11:00 AM *" 11:00 AM —= 11:00 AM — 11:00 AM = 11:00 AM Potluck Prep
11:30 AM 11:30 AM - 11:30 AM i 11:30 AM P, 11:30 AM

12:00 PM Travel to Campus 00PN | g Courtyard TN e oty OO s Coetyend 12:00 PM Potluck Lunch
12:30 PM 12:30 PM 12:30 PM Classroom Prep 12:30 PM 12:30 PM

1:00 PM — 1:00 PM 1:00 PM — 1:00 PM 1:00 PM

oy ] N =7 e D N 7 | e Zoopm | Cassroom Prep
2:30 PM 2:30 PM 2:30 PM Classroom Prep 2:30 PM 2:30 PM

3:00 PM l._eave 3:00 PM Leave 3:00 PM Leave 3:00 PM Leave 3:00 PM Leave

Figure 1. During our Professional Development Week at the start of the 2022-2023 School Year, we shared our Professional Development Plan with

our staff in conjunction with discussions and other activities mentioned within the plan itself.




]
Professional Development Plan
School Year 2022-2023

Action

Self-Care
*  Avoid teacher/staff burncut
*  Provide self-help skills workshop
* Importance of taking time away from the
classroom,

August 2022 - Program hired Dr.

10 spend an hour with each staff membaer to check
in and address any needs/desires with staff. One
hour allotted. Report to follow.

August 8, 2022 - Professional Development Week

Yoga class by staff.
August 10, 2022 - Professional Development
Week — Mindfi and Refi
Yoga class attended by staff.

Cultivate Strong Relationships with Colleagues
®  Mentor program
o Ways to nurture relationships

Grade Level Teaching Chair assigned. Their
responsibilites include communicating and
ensuring that teachers within grade level are
unified n curriculum, parent communication and
stress level management

August § - 12, 2022 ~ Professional Development
Week ~Filled with "team bonding” activities such
as paint-by-numbers activity, yoga, lunches, etc

e For self-growth
*  For students

August 10, 2022 - Professional Development
Week - Mindful Meditation and Reflecti
Yoga class attended by staff.

August 11, 2022 - Discussion based on how to
incorporate learned techaiques and technigues
others use in the classroom.

*. Reflection Drscussion on NAEYC Code of Ethical Conduct
Discussion on how we can better serve those in
need.

Teacher Resources reviewed I Learming
and the Brain conference (Program hopes to send
representatives in February 2023).
HELDS Standards

Curriculum/Culture To btttefv:m o::f nceds,o: our community,

e i —

*  Community outreach
Guest lecturer:

© Communcason st e

*  School Policies and Procedures

Review Sta#f Hardbook, schoal palicies and
procedures, hold QRA with staff with discussion.
*  COVID Policies
o Clothing Pclicies
¢ Discidline Policies




Each year, during allotted
Professional Development time
prior to the year starting, as a
staff group, we go over program
policies and procedures so all
staff are on the same page
regarding new, old and familiar
policies and procedures.

Discussions are had in regards
to if any policies should be
changed, altered or deleted.

Professional Development Plan
School Year 2022-2023

Action

Self-Care
*  Avoid teacher/staff burnout
*  Provide self-help stills workshop
*  Importance of taking time away from the
dassroom.

August 2022 - Program hired Dr_Paris Priore-Cim
to spend an hour with aach staff member to chack
inand address any needs/desires with staff. One
heur alotted. Report to follow.

August 8, 2022 - Professional Development Week
= Restorative Yoga class attended by staff.

August 10, 2022 - Professional Development
Week indfuly and Refl

Yoga class awended by staff.

Cultivate Strong Relationships with Colleagues
*  Mentor program
*  Waystonurture relationships

Grade Level Teaching Chair assigned. Thelr
bl ) and

ensuring that teachers wihn grade level are

unified in curriculum, parent communication and

stress level management.

August 8 - 12, 2022 - Profeisional Development

Week - Filled with “team bonding” activities such
23 paint-by-numbers activity, yoga, lunches, etc,

Incorporate Mindfulness/Inclusion
o Forself-growth
*  forstudents
*  Reflection

August 10, 2022 - Professional Development

Wecek - Mindfulness, Meditation and Reflective

Yoga class attended by staff.

August 11, 2022 - Discussion based on how to
and techy

others use in the classroom

Discussion on NAEYC Code of ftheal Conduct
Discussion on how we Can betier serve those in
need.

Curricelum/Culture
¢ Coursework/Opportunities
- Community outrexch

. ommuaication Jk
o [ 5choci Polcies and Procedures

Teacher Resources reviewed = PATCH, Learing
and the Brain confererce (Program hopes to send
representatives in February 2023).
HELDS Stancards
Yo better learn the needs of our community,
Program will continue to refer to Parish of 5t
Clerment, Kapiclani Hospital, esc.
Guest lecturers (Leah Muccio & Dr. Jason Keifer)
to fecus on family communication.
Review Staff Handbook, school palicies and
procedures, hold QRA with staff with discussion
*  COVIDPalives
o Cothirg Policies
o Discipine Policies




Our 2022-2023 Professional
Development Plan includes and
overview of our own curriculum

created with one another (a

partnership between staff and
administration). A published
curriculum is not used.

Professional Development Plan
School Year 2022-2023

Action

Self-Care
*  Avold teacher/staff burnout
*  Provide self-help skills workshop
*  Importance of taking time away from the
dassroom.

August 2022 ~ Program hired Dr. Pans Priore-Kim
to spend an hour with each stalf member to check
in and address any needs/desires with staff. One
hour allotted. Report to follow.

August 8, 2022 - Professional Development Week
~Restorative Yoga class attended by staff.

August 10, 2022 - Professional Development
Week - ne

Yoga class attended by staff.

Cultivate Strong Relationships with Colleagues
*  Mentor program
*  Ways 10 nunture relationships

Grade Level Teaching Chair assigned. Thelr
Inchudy and
ensuring that teachers within grade level are
unifed in curriculum, parent communication and
stress level management.
August8 - 12, 2022 - Professional Developmert
Weck - Filled with “team bonding” sctivites such
23 paint-by-numbers activty, yoga, hanches, etc.

August 10, 2022 - Professional Development
Weck - Mindf a il

Yoga class attended by staff

St R, S o s 6
o Forstidenls Incorperate learned techriques and technigues
o Malautan others use in the dassroom,
Discussion on NAEYC Code of Ethical Conduct
Discussion on how we can better serve those in
need
Teacher Resources reviewed = PATCH, Learning
and the Brain conference (Program hopes to send
representatives in February 2023).
HELDS Standards
Curricdum/Culture To better leern the needs of our community,

s Coursework/Opgortusitios
e Community outreach
*  Communication skills
*  5chool Polidies and Procedures

Program will continue 10 refer 10 Pansh of St
Cement, Kapiolani Hospital, etc.
Guest lecturers (Lead Muccio & Dr, Jason Keifer)
te focus on family communication,
Review Staff Handbook, school palicies and
procedures, hold QRA with cta¥ with diccussion
*  COVIDPolices
*  Qothirg Polickes
¢ Discipine Policies
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Hereby certify that having successfully completed all required coursework,

is now a

Class of 2015
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Figure 1. The Program’s Head of School participated in [ I IINININGNG<NGGEGD

Program [ University. This program provides management training
to ECE directors throughout [l This program was developed to meet the

reality of management issues faced by directors of ECE sites and offers

practical, hand-on management skills, tools and resources through a series of

intensive retreats structured as interactive survey courses.




6D.19: Example #1

Active Shooter Presentation - August 9, 2022 (s Y2022 - 2020 P - I o
0 _ ‘ .
Make sure date is within
2 W mico SPeRKIng Wit you this morming | am confirming your Active Threat Presontation previous 12 months of the
site visit.

Date: Tuenday. August 9, 2022
Tine: 8:30am

Poane teel froe 10 cOntact me % any urther Quassons and Bhank you 1or RaVINg e SXOMCION AN PIoICIo Sice AValion 1or Us. My 1eam and | oK farward 10 seeng you on August 5. Have & great
rost of your wesk!

Rospectilly

An on-going concern is the safety of Program staff and students
if faced with an active shooter threat. Staff voiced their concerns
in their individual professional development plans regarding
safety. In response, administration scheduled an active shooter

presentation with local law enforcement, [ G

Members o_ame on Tuesday, August 9, 2022

to share information and make suggestions in regards to how
staff should respond in case of an active shooter threat.




6D.19: Example #2

Mind
Mindfulness Body
Part I1 Spirit

Awareness
Professional Development Present Moment
& [} LR T Acceptance
01 / ‘ — Make sure date is within State of Being
- prev ious 12months of the 03
site visit.

Mental Health is an important aspect that we all need to be aware of. During the COVID-19 pandemic, mental health for many professionals
took a dive and many workers found themselves having difficulty with the world they currently lived in. Similarly, educators found it
increasingly difficult to balance home and work life and staff at our Program were no different.

To help overcome this, or at least offer some strategies to use, the Program focused our professional development trainings on personal
wellness and self-care strategies and techniques. During this mindfulness presentation, staff were reminded to bring awareness to their
selves, how are they feeling, to be present and not think about the past or what needs to be done in the future, to accept the way things are
and move forward from it. This training helped balance the mind and bring a sense of calm and peace to a world that may bring chaos.

Program administration’s goal for this was to help Program staff to feel support both physically and mentally from themselves and from those
around them. Especially when educators do everything to support the families and students of the Program.



EMERGENCY & RELEASE FORM
SCHOOL YEAR 2022 - 2023

O s Lagal Name Lad ] Narvels) Usod Ofher Than Fret

B Do [0 [ Year Gander Frudert Pone

Ohie Lves WS Name(s) § Rolatosshels)
DO NOT LIST A POST OFFICE BOX OR EMAL FOR RESDENT ADDRESS

O Prmsirt Aadess Oy Sate 2o Cote

Maing Address (i Déiorert From Remidont) (=7 Sate 29 Cote
Pawert s Nama Puart's Name
Ocapaten apron
Employer Enpoye
Busress AdYoss Basress Adoss
Bumness Prore Busewss Phune
Cebtar Phore Cefubar Prone
Enal Adoess Emal Adgress

SCHOOL COMMUNICATION

Please send o school mossages (1o Bywrs. event invitaions. reminders, #ic ) 1o me Twough Be sbove EMAIL ADORESS(ES)
Ploase send o school messsges (1 Byers. event mvlilons, recundecs, ¢i¢ | 0 8 HARD COPY via Bachpack Express.

SCH00L DIRECTORY
1DONOT GIVE PERMISSION 12 hat any addresses, phone numbers of emad addresses in the school drectny
1GIVE PERMISSION 12 bt Mo Blowng 230 e8s phor mumber 3dior amad addens(o) m e schoal deectary

Acsress. Shwet, Cty & Zp Code OR Post Ofice Bax. Gy § Zp Coto Phone

Emal Adaves Emal Astress

PaenlGuadan Sgpatrs (Requred) Cate

As part of the hiring process, potential candidates are interviewed on
two occasions. Each candidate meets with the Assistant Head of School
and Head of School. During these interviews, candidates learn more
about the Program, the students and the families it serves.

As the next part of the hiring process, candidates come to the Program
for a campus tour and in turn they are able to see the working
environment, meet the staff and observe and interact with the students
we serve.

Once hired, staff are then given more information on each of the
students enrolled in the program to get more background information on
them.

Staff also give families a “Parent Questionnaire” on each of their
students to gain even more insight about the student and their family.



Information about the families we serve has been used to adapt the program environment. For example, many
classroom labels are available in the languages of the families served. Also given a large percentage of our families
speak a dialect of Chinese, posting such as the classroom schedule are translated.

.................................................................................................................................................................................................................................
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7TA.4 naeyc

Information about the families we serve has been used to adapt teaching methods. For example, to support the
majority of our families who are English Language Learners, we use a variety of picture schedules to teach
routines, and prepare children for transitions throughout their day.




7A.5: Example #1

. e - Y

- —

Hope you had a nica weckend! | wantad to Iat you Know that we were able to see -S pediatrician last waek regarding -S bahavior and tendencies at home and at scheol. He did a
pralimi nary assassment and lat me know that [l orobably has ADHD. He provided 2 short questionna re for us (parents) and his taacher to complate. Would you be abls to help us by
complating the questionnaire for -7 1 Delieve it will help the doctor assess the severty of his ADHD end set a basaline for him going forward | can send itin his folder tomormow

I'here's no rush to complete t, so whenever you have tms. [hank you so much for your continued help wih - and working wath him (2nd usl) io find things that will work for himl

ApriL 202z 24PN 6
o [ ]
v I

Thank you for keeping us updaied Yes Of course | can fill out tha quastionnairs for you | am very Tamiliar with this as my daughter had been assessad for ADHD when she was 4 years old
100. The Doclor really gzve us lots of helpful tocls to help her
Thznk you,

( & Reply )[ ¢ Replyall )| » Forward )

This child was diagnosed with ADHD after parents reached out to their child’s pediatrician. After parents communicated with Program staff
regarding this diagnosis, staff were able to implement strategies to help this child cope with their ADHD. When Program staff noticed it was
difficult for the child to remain still and focused, the child was then given physical tasks (as suggested by the parents) to help release built up
energy. An example was the child “helped” rake up leaves prior to going back to work.



O o, 7A.5: Example #2

Sorry | forgot to mention the best
adjective forlll:Fantastic!

w20

m about IMAGINATIVE
for 50, her cloth mask didn"t

As a way to incorporate parents into classroom planning, each class asks
’ e parents to give one to three adjectives that best describes their child. The
NS oS N S e e adjective is then used to help name their class. The students then vote on an
— animal or thing they want for their class name and the two are joined together
Funny. Thanks! [l Sent from my to create a final class name.

iPhone

For our 2021-2022 School Year, parents of our C1 class sent in adjectives such
as spunky, happy, fantastic, imaginative, funny, silly, rambunctious, to name a
few. The most prevalent adjective was "silly” or “super silly”. The students
Hi Sory we G send lee igh voted on “seal” for their class and so our C1 class was named the “C1 Super
Rambunctious is our word for - Si I |y Seals_”

adjective for [l sily &

Gllaﬁ

i T 520
© -

Hi,

Adjective for il is: Empathetic

Sincerely,




7A.6: Example #1

G O < House - Saturday, April 2,2022 » svimi s cen
— M 29, 202 TR« R 0N

Hello Familes,

Figure 2 & 3. Parents were able to visit
their child’s classroom, meet other
parents, hear more about events
hosted by
and we even celebrated our School’s
(belated) birthday!

Thank you for your RSV 10 cur Open Mouse on Satardary, Apel 2. We ave 50 exciied 1 have you join s on CATEUS Yot agen'
We st wamied t o 0.t 506 KgIESCS fegerdng I ovent

e - - N~ -~

Pienic Dinner - e wil be sarving Dantos nd water on o playpmund. Plasse find sasts among your lellow clsssmates (map rouced) Bring your own Dlaoketmat to s8.00.
£0 chairs ploase

Reminders . Lipon sntrance, yoro wil be tempenaiurs chacked Ve ask uat macks be worn o o tmas, riess ating o mnkng |f you i showing Sgm or syeploms of liness,
we ask hat you stay home

Ploase Understand Pat T § a0 30U orty vert 19 Children wil De allowed 10 atterg
I you hawe any Quostions, piease et us know
Rogaros
[ e
Figure 1. We held an Open House on Saturday, April 2, 2022 for our

parents to attend. This was a special event, as many families had
never been on campus due to the restrictions in place due to COVID.

COVID placed regulations on our school and its campus. Students and staff were the only ones able
to come onto campus daily. When COVID positive numbers were lower, we got approval by our
School Board and school’s physician to hold an Open House for our parents. During this time,
parents were able to visit their child’s classroom, speak with teachers, meet one another and even
shared a meal together on our playground.




7TA.6: Example #2 naeyc

Prior to COVID-19, the Program
holds an in-person annual
fundraiser event. During this
event, Program families are
able to meet one another for a
night of food, fun and
gathering.

During this event, the Program
raises funds for the Program
but also engages family

participation. Program families

participate in a silent and live

auction, raffle drawings and a
delicious meal.

During the COVID-19
pandemic, the Program has
been holding an online
fundraiser event, but hopes to
bring back this in-person event
soon.




Figure 3. Parents from our-Board who
helped plan our annual fundraiser, GG
Rainbow Dreams.

N
[

'S)(yn.;.(.u:ﬂy

Figure 4. Save the date invitation for our online
fundraiser event. Created by Head of School.

Figure 5 & 6. oard members worked closely
with teachers to create auction items for the fundraiser
event.

Each year we hold an annual fundraiser called, F This event consists of a silent auction, dinner and live auction.
Parents from ork with the school to plan this event for our school community. Admin help plan logistics like

when, where, the theme, etc. Teachers help create auction item pieces with our students. Parent volunteers help solicit
donations for silent auction and together, we all help execute by setting up and aiding in support the day of our event.

This year (2022), our _theme was Rainbow Dreams. Unfortunately, due to COVID, our event w. ine auction
only. Teachers and students worked with parent volunteers to create fun auction pieces. Admin assisted co-

chairs in organizing the online platform and our event was held on May 14, 2022. We were lucky enough to raise S_



Hello- Family,

-wm very restless and fidgety today. We had to remind her many times and asked her to go to the peace corner to settle her body while we were at circle. She was not able to calm herself, as we observed her licking
her arm, putting her hand in her mouth, and playing with the pillows in the area. Even with reminders, ]Il was not able to sit still. As a result, she ate her lunch in the office and rested there as well (did not nap). We
talked to -obou? how well she did yesterday at circle and how we wanted to see her continue that behavior. We hope that she can do a better job,

She did mention that she was tired today. Dld- get a good night's rest? She also mentioned that she was feeling nauseous. Do you think she still may be under the weather?

Thank iou,

Figure 1. On numerous occasions, a Program teacher observed a child with a lot of “excess energy,” showing signs of restlessness and excessive movements.
Not only were these occasions documented, but also communicated to the parents to update them on their child’s day.

Hello [ Forily.
T just wanted to let you know how the day went for in regards to her soft face sponge. In the morning, it really helped her and she focused throughout the entire baok reading time. When we came back 1o class
after P.E. (11 am), | R ook it aweoy from hen she observed her rolling it back and forth on the carpet.

During P.E. today, -stnyed back with( il of te- P-E. because she needed many reminders to focus while doing our activity (tossing the ball to another partner). During the time that she stayed back with Miss
i she was more focused.

T would like to keep trying with the face sponge this week, just to see how it goes. I will keep you posted.

Thank you,

Figure 2. After a few emails back and forth, the Program teacher and child’s family worked together to find a solution and a “sponge” was given to the child to
help. The sponge acted as a sensory object the child could use to squeeze when that “bust of energy” came.



Thank you for your pasience

| heard back from Dr. _
Please call _and lot thom know | referred you, she will ba able to set

Up and appointment for you to see someone join staff, | do believe -\as a waitlist, however

IR . o< of his partners is amazing as well,

Thank you.

Figure 3. The sponge technique lost is power and a
suggested next step was given the family. The family
of the child was referred to [l 2 child
psychiatrist specialist.

Hi

ADHD must have been the underlying thought in our minds. | just opened this email from [Jlfoffice requesting 2 separate teachers fill out Vanderbilts for ADHD. Can you please fill this out and send back to us?

Thank you,

|
Figure 4. After seeing [ rarents were asked for Program staff to fill out a diagnostic scale.



Educators work with families to
respond to any concerns about
their child’s care or education. A
recent example was broughtup in
a recent parent teacher
conference.

Mom worries that [ s sociol language is delayed in the
school setting. While he talks openly at home, he is reserved and
very quiet upon arrival and throughout his day. She hopes to see
him come out of his shell and talk a little bit more over time.

TEACHER'S GOALS

Stote one to three specific gools

including how progress will be

me )

QCTi

inte

reflecting the child’s
that will
bep ol to help the
child work towards the above
goals.

d strengt

Parent Signature

Teacher Signature

Goal:

In the next 3-5 months, _ will be supported to speak in
two-three word sentences throughout his day. For example,
during breakfast time, will be prompted to repeat:
“More, please”

I like..”

“All done!” etc.

Strategies: To expcand | s 'expressive language and
vocabulary, his teachers will support him during sociol play as
well. For example, "My turn”. They will also engage in everyday
conversations with read alouds, and sing alongs to
familiar songs. They will also label items he seems interested in.

5/25/22

5/25/22
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Figure 1. Family resource and support service flyers are sent home Figure 2. Program’s office has other family support resources for
with students for families to refer to if support is needed. parents to have and refer to.



8B.1: Example #1

Thank you for your response. I'm glad you and your class are interested in thiD » ! It is a short, 15 t with a
combination of pictures, videos and an interactive game. | have been presenting it over Google Meet. If you are unfamiliar, it is just like Zoom, but you
will need 2 gmail account to log in. | will have you log in about $ minutes prior to the presentation so we can check audio, etc. | also have goodie bags
of toothpaste, toothbrush and floss for all of you that | will drop off at the school prior to the presentation. | will also include our -nd
a mouth model so that in future months, you can always review oral hygiene with the keiki. | am available Friday, February 18" at 10:00am if that
works for you. | could drop off the hygiene kits on the morning of Feb 16th. If this does not work for you, let me know and | can find another time.

Looking forward to meeting you and your class!

Figure 1. During the pandemic, our program found ways to bring field trip-like
experiences to our students through virtual field trips. A local dental hygienist
met with our students to share the importance of dental hygiene through
pictures, videos and interactive games. She even brought fun resources for the
students to take home, like a book, toothbrushes, tooth paste and floss.

Figure 2. Students interacting virtually with [JJJill(local dental hygienist)
on how long to properly brush their teeth.



8B.1: Example #2

~ Figure 3. Another experience done virtually was a virtual field trip to visit an

airline pilot! He shared about his career as a pilot by giving a tour of the plane
(cockpit included), what he does and even provided a fun activity for students
to make their own pilot hat.



8B.2: Example #1

The Program is affiliated with The

Parish [ 7o help foster

empathy and teaching Program
students about giving to those in
need, the Program holds two annual
canned food drives. During these
canned food drives, Program families
donate canned goods that will
eventually be given to those in the
community.

To make the canned food drive not

only a great learning experience for
the students, educators also use this
time to teach students about the food

pyramid and students get to use their
sorting skills to sort their donations
by the different food groups.




8B.2: Example #2

Classes often take walking trips to the
B arket as a way to provide
real world examples of various learning
experiences that are being explored in the
classroom.




8B.3: Example #1
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Fridags at bpm # Salurdays ol Ipm & bpm % Sundays ot Ipm

- THEATRE CENT

i
] Musle & lprizs by Bt hy
Krinioa Andorron-Lipes § Robert Lpaz Jenaiges lee
- Bascd on the Disney Fln Vritien by deanljor bes Originally Prodaced on Brosdwsy by
' and Direeied by Chris Buck & Jeanijes lee. Disncy Theatiseal Pradactions

Mant
. -

Figure 1. One of our staff let us know about her child’s involvement with the- Theatre Center & production of
Frozen Jr. We informed our families via email about the opportunity to see the production.



8B.3: Example #2

eter® Come
W
"m"i a,,dlh Youy
'ne,, sy

Resource Fair

These are some of
the flyers we have
posted to advertise
community events for
children.

et
‘N\u\ "*“’\;ua‘ we

ONSITE FOOD DISTRIBUTION

COME WITH YOUR OWN BAG TO PICK Lw

FREE WATER AND SNACKS!

Are you looking for resources to access the services that
you need? If so, please come to this ' '/ Resource Fair!

Resources include: Health insurance plans witt(IIIIIINIEIENENENEGEGEGEGENENEEGEGEED
behavioral heaith programs, educational programs for English learners + more!

Date: June 18th, 2022 | Time: 10 am - 2 pm
Location:

¥ coming by Cor. aBOOm

Walk-ups are welcome, but pre-registration is encouraged.
Visit

to sign up!
* * “ o‘

bt

PCDC 2021

EXPO

HESNARES

Saturday. Aug 21,2021

EN2021F 85218

1I0AM. 2P.M.

BEH S A SERVICE EXHIBITORS
SEW) ACTIVITIES 20
ME GIVEAWAYS

#h3% RAFFLE
WA N B VALUABLE RESOURCES
BRINGRY APPLICATION ASSISTANCE

7—




Make sure the evidence
addresses an artist or
performer that has
visited within the last
year and that the
evidence clearly
indicates the date!

A local musician visited the
program in June of 2022.

Prescl

hoolers participate in calming breathing exercises to the rhythm of juitar
J 4 ) )



To celebrate Chinese New Year on February 1, 2022, performers from
the [l Chinese Cultural Arts center came to our program and
performed a Chinese Lion dance for our students.




Figure 1. Students (and families) participate in an
annual canned food drive that collects canned goods
for those in need within our community. Each month
our Parish holds a food distribution even where those
in need can come to receive canned goods free of
charge.

Figure 2. To help make our canned food drive
not only beneficial but educational, teachers
have their students sort their donations by
food groups.




The administratorreceives
regularemails from the
state department of health
and human services that
are relevantto child care
providers.

From:
Sent:
To:
Subject:

8C.2: Example #1

O = < ericesconvison
niday, February 4, 2022 10:.06 AM

re Providers

New CCR Guidance Letter for Child Care
Providers

HHSC has published provider guidance for House Bill 525 passed by the
87th Legislature, Regular Session, 2021. The letter is posted on the
Minimum Standards webpage.

e et e



8C.2: Example #2

Star Early Educator
Conference

This Certificate is Awarded to:

The administrator
attends local and
state conferences to

;L‘j}; upto gf:; o e In Recognition of Completing 1.25 Awarded Hour(s) on 07/07/2022 02:00 PM-03:15 PM
(In person)

and family services.
Conference

Prekindergarten Partnerships Overview

-qumm;EsIublishing and Maintaining an Effective Organization

Conference ID: 65
Session ID: 339



The administrator
receives CPSC
recall notices.
Relevant ones are
emailed to families
and staff.

Sent: o 7 Al

To:

Subject: FW: CPSC, Fisher-Price Alert Consumers About Fisher-Price Rockers
Dear Families and staff,

Below is a consumer alert regarding Fisher-Price Rockers. For your information

Thank you,

NOTICE OF CONFIDENTIALITY: This electronic communication may contain confidentiol student record information intended solely for
lisclosure, verbolly or in print, by on unauthorized person, is prohibited ond violotes
biicy. Should you receive this electronic communication in error, please notify the sencer ana aetete the

message. Piease consider the environment before you print this emaill

From: -akh and Human Services Commission _
Se,
Tol

Subject: CPSC, Fisher-Price Alert Consumers About Fisher-Price Rockers




Daytime:

There shall be thirty-five
square feet per child of
unencumbered instructional or
play area exclusive of
bathrooms, kitchens, cupboard
space, and hallways. The
thirty-five square feet per
child requirement shall be a
general area definition of the
square footage of the entire
center, not describing the
square footage of each class
room. (N ay be
counted for not more than 30
per cent of required area.

Figure 1. As required by state licensing in|JillAdministrative Rules Title [N
Department of Human Services Subtitle [fEhapter [l Licensing of Group
Child Care Centers and Group Child Care Homes.



Environmentally Friendly Services

Terminix has worked hard to develop, offer, and promote services that are detrimental to
pests - but not the environment. Our environmentally friendly services include:

+ Terminix Commercial® EcoControl combines innovative practices and treatment
methods to reduce the use of pesticides. Our emphasis is on proactive inspection and
elimination of conditions that are conducive to pests. Wherever possible, we replace
synthetic chemical treatments with natural substances, such as plant essential oils, and
alternative methods, such as tropping. Our EcoControl program meets the standards
set forth by QualityPro Green and the U.S. Green Building Council’s LEED program.

Program uses Terminix for pest management. Terminix
uses environmentally friendly products and holds many
environmental certificates for safe practices.

Make sure evidence clearly shows integrated
pest managementisused, in addition to the
non-toxic information. This might be missed
by an assessor if not pointed out!

Terminix's Environmental Ceftifications

United States

+ National Post Management Assoc
GreonFro-certified sorvices minimize pestiide exposure to humans, non-target ani-
mals, and the environment by focusing orfiNTEQrataa pest managemant habitot

re‘ modification, pest exclusion, removal of food ond water sources, sanitation, making

® repairs — and equally important, client education about pest prevention

)
m * National Pest Management Association QualityPro Certification:

[=]
=
8
>
=
«

.

’('gv/(?/ ‘zﬁ/.
/ .

QuualityPro accredits ond certifies pest mancgement companies and their services
bosed on four key principles: business operations, environmental stewoardship, con
sumer relations, and teammate education

National Organic Program Compliance:

Our Signature Care*® orgonic pest monagement program complies with the National
Organic Program, a federal regulatory program established by Congress in 2001 that
develops and enforces uniform national standards for orgonically produced agricul-
turcl products soid in the United States.

Safer Choice Labeled Cleaning Product Utilization:

This US, Environmental Protection Agency (EPA) standard identifies the requirements

ﬁ that products and their ingredients must meet 1o earn a Safer Choice labal Every

'a chemical in o Safer Choice-iabeled product, regardiess cf percentage, is evalu-
ated through the EPA's rigorous scientific process, and only the safest ingredients are

A allowed

SAFER
CHOICE

ora gt nece



STATE OF

DEPARTMENT OF H!!ll lllll!ll!

R 5O

is hereby granted a

Certificate of pproval
]

to operate o (R 0grum Al

]
for children not to exceed 112 in number. Said children shall be over 2 Ers n‘ ﬁ and under 7
years of age. This certificate is issued in accordance with Section tatutes.
@l /o the period beginning April 1, 2022, and ending March 31, 2024, unless sconer revoked for
cause.

Duector. Deportmert of Human Services




GUIDANCE/DISCIPLINE POLICY

When children have a challenging behavior that interferes with their ability fo learn or interrupts their

classmates’ learning, the following guidelines will used to provide positive behavioral support to them.
1. Children will be informed of the expectations for appropriate behavior. Teachers/staff will
ensure that the children understand the guidelines through consistent repetition of the expected
behavior, modeling the behavior, using pictures, labels and daily use of the expected behaviors.
2. Children will be explained to and reminded of the reason for each guideling and the reasons
they should be followed.
3. Once learned and understood, teachers/staff will be consistent in requiring the children to
follow the guidelines.
4, Logical and/or natural consequences will be employed to children who are not adhering to
the expected behaviors. Some examples are spill/wipe up, take out things/put them away, cutting
in line/going to the back of the line.
5. If a child consistently is unable to follow the behavior guidelines and has had frequent
reminders, the child will be taken from the group to work out a play for how he/she can remember.
6. If a child is disruptive to the extent that it disturbs the other children, or if the child becomes
a danger to him/herself or others, he/she will be removed from the group. Office assistance may be
necessary.

Staff will never use physical punishment, psychological abuse or coercion when disciplining a child. Some
examples of prohibited practices include, shaking, hitting, spanking, slapping, shaming, name calling,
ridiculing, cursing at, etc.

Figure 1. Found within the Program’s Family Handbook is the guidance and discipline policy.



ADMINISTERING MEDICATION

If possible, any medication should be administered to the student at home. Medication includes, but is not limited
to, prescription drugs, non-prescription (over-the-counter) medicines and ointments. The school will not
administer any of these items without authorization from both the student's parent and physician,documented
on the school’s Medication Administration Order form.

Each Medication Must Be:
! labeled with your child's first and last name
!in its original container or packaging
! with an intact Pharmacy Label -OR- an intact Manufacturer’s Label
| not past the expiration date
! accompanied by the manufacturer's measuring devise (if applicable)
! accompanied by its own Medication Administration Order form (Parts A and B)

Additionally:
! the first dose of a new medication must be given at home to observe for any side effects
! if your child requires a sunscreen, please apply prior fo the start of the school day. We will not
reapply sunscreen on your child.

Parents are responsible for transporting medication to and from school. Any unused or expired medication will
be retumed to the parents for proper disposal. Unless the parent notifies the school otherwise, a trained staff
person will administer medication to the student. The School reserves the right to refuse to dispense any
medication. If a student must receive medication during the school day and the required documentation is
unavailable, the parent may administer the medication to him/her at school on the necessary day(s) and time(s).

Figure 1. Found within the Program’s Family Handbook, medication is only
administered after authorization by the child’s doctor and parent/guardian is
given. Medication is stored in a child-safe cabinet in the school office, as well as
secured backpacks.

Bullet 2

ABSENCES DUE TO CONDITIONS/ILLNESSES
If your child is ill, call the school office to report your child's absence. Children should not attend school when the following
symptoms are present: (Additicnal measures will be taken to ensure temperature is not present at drop off due to pandemic
requirements)

| excessive coughing or runny nose

! undiagnosed skin rash or infections

! diarrhea or vomiting

! sore throat

! fever (99.4° F or more)

| untreated head lice or nits (head lice eggs)

! red eyes with discharge

| upset stomach

PARENT NOTIFICATION

The school will call parents if your child: B u I Iet 3
| arrives with any suspected iliness or disease

| complains of not feeling well or becomes ill later in the day
! is unable lo participate at usual energy level

! has a faver (99.4' F or more)

! has diarrhea or is vomiting

! has head lice or nits (regardiess of treatment)

| has had head trauma or any severe injury

| doesnot have a physician’s re-entry nole

*School staff reserves the right to make a judgment call as to whether a child can remain in school or be senthome.

RETURNS AFTER ILLNESS

Children returning to school after an ilness must be fever-free (under 99.4° F without medication) for 48 hours before
retuming to school. Children who attempt to retum fo school before being 48 hours fever-iree will be senthome. A
physician’s re-entry note is required when a communicable disease such as Chicken Pox, Hand, Foot & Mouth, Hepatilis,
Impetigo, Mononucleosis, Pink Eye, Scarlet Fever or Strep Throat caused an absencs.

Figure 2. Found within the Program’s Family Handbook, procedures for
student iliness inclusion and exclusion are listed.



EMERGENCY AND SAFETY PROCEDURES

As parents it is important to read and understand the procedures established to
ensure the well-being of your child in unpredictable, but imaginable, emergency situations. Certain precautions
have also been established as preventative measures in protecting WW has a
responsibility (as expressed by the Department of Human Services and fEmergency
Management, formerly, ‘ense Agency) to share these plans with our families so thatwe may all

be better prepared in the wake of an emergency. Content areas include: Fire, Natural Disasters, Medical
Emergencies, Child Release & Missing Child Policy and our Weapons Policy.

In addition to familiarizing yourself with the school’s emergency plans, it is essential that you establish
individual and family plans for tsunami, hurricane, earthquake and flooding. These plans should indicate
identification and location of shelters, how you will travel to them if evacuation advisories are issued, as well
as, a contingency plan addressing what to do if the family is separated. Additional preparedness information

can be obtained by callin nt of Emergency Management a rvisiting the [ liState
Civil Defense website:

Figure 3. Found within the Program’s Family Handbook, emergency response
plans for fire, tsunami, hurricane/tropical storm, earthquake, flooding, child
release and missing child policies, weapons policy, lockdown procedures,

etc.
Bullet 4

Handbook

Famil age 26

BUILDING SECURITY AND CENTER ACCESS
‘occupies about 80% of a Center City office building. A lobby
attendant, employed by the building, is on duty during our hours of operation.
_classrooms and administrative offices are spread out over five

floors. Except for the second floor where our front desk is centinuously
staffed, all points of entry are kept locked and are equipped with a security

camera/buzzer system that is operated from the— front desk on
the 2" floor. All visitors report to the front desk. Persons wishing to pick up
children are screened and positively identified before childrenare released to
them.

Bullet 1



ﬁl Family Handbook, page 14

THE RIGHT TO EXPRESS CONCERNS

If you have a concern or problem involving the classroom, talk with the lead educator. Since it canbe
dif ficult to constructively air concernsin the classroom, arrange a meeting with the lead educator.
This way concerns and problems can be discussed productively and privately without interruption.

Problems canalso be raised with any administrative staff member. Set up an appointment to give you
plenty of time to talk confidentially.

Serious grievances should be communicated in writing to the executive director, ﬁ You
may also request a meeting with the executive director at any time.

Every concern and grievance will be taken seriously and will be fairly considered from all perspectives
involved. A response to written grievances may be expected within one full week, if not sooner.



Teaching Teams and Positions - 2022-2023 School Year
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Figure 1. For the 2022-2023 School Year teaching teams were created and assigned to a classroom.

St Clement's Schoal « 2022.2023 SY

[Preschod & [Kindergarten
Room 82 A

[Preschout &
IRoom 81

PPresciod 3 [Preschosi 3 Prexchod
(Room C )

Figure 2. Class list for the 2022-2023 School Year. Names have been blocked out for privacy reasons.



Age Category Ratio Class Size
=

Infant 1:4 8 . el A
0to 15 months
Toddler/Two 16 12
12 to 36 months
Preschool 1:10 20
30 months to 5 years
Kindergarten 112 24
public/private K to 1* grade
School-Age 115 20
public/private 1 grade or higher

- Employee Manual, Forms & Supplemental Materials, New Educator Orientation

I understand and agree to follow -‘policy of mamtaming the appropriate ratio of teachmg staff to
children. Tunderstand that my daily schedule depends on the munbers of children m the classroom. Iwill stay later than my scheduled
shift if necessary m order to mamtain proper staff-to-child ratio. Iwill notify staffing coordmator of issues of ratio and shifts.
e Infant / Toddlers (below 21Months) Ratio 14, class size max of 8 for mfants and 12 for toddlers.
e  Preschool Ratio 1:10, class size max of 20
®  School Age/Kindergarten Ratio 1:12, class size max of 20



From the | //og'am Parent Handbook

CLASS PLACEMENT

We value relationships between children and teaching staff. To develop these relationships children are
plced m chssrooms and remam there for the entire academic year (AugustMay). We ako value children’s
friendships so whenever possible we move entire classrooms together as they advance through the program.
Classroom placement i1s done according to program enrollment. Every effort is made to make the proper
placement of all children m all classes. Classes are balanced, as much as possible, with the number of boys
and girls. We try to group children who were i class the previous year together, when possible. Our goal
1s to give children contmuity over time.

Our program follows this policy for all ages: infants, toddlers, and
older children.



From the [ N o< o Parent Handbook

CLASS PLACEMENT

We value relationships between children and teaching staff. To develop these relationships children are
plced m chssrooms and remam there for the entire academic year (AugustMay). We ako value children’s
friendships so whenever possible we move entire classrooms together as they advance through the program.
Classroom placement i1s done according to program enrollment. Every effort is made to make the proper
placement of all children m all classes. Classes are balanced, as much as possible, with the number of boys
and girls. We try to group children who were i class the previous year together, when possible. Our goal
1s to give children contmuity over time.

Our program follows this policy for all ages: infants, toddlers, and
older children.



Budget vs. Actuals: Budget - Approved - FY22 PAL

TOTAL
oceT

Ensure assessor cansee dates that indicate the report is generated
monthly or quarterly (this information blacked out for this evidence
example) and is not more than 1 year previous to the site visit.

All documents and observations are treated as confidential
by NAEYC ELP Assessors. However, if you prefer to block
out exact numbers or accounting codes, this is OK!

We need only see that the program has a quarterly or
monthly accounting report, that it includes both expenses
and budget, and that the example provided is no more than
1 year prior to the visit date.

Ensure the report clearly indicates where
expenses are captured in relation to budget!




AFFIDAVIT

1, ember of SRch s o CPA firm registered in the
Sl_. cerfity under pe y of perjury that the otfoched financial
staternent for (D - <: ©f ond for the fscal year ended June 30, 2022,
was prepored in accordance with generally accepted occounfing principles and that
the information presented is, fo the best of my knowledge. a frue, accurcte, end

complete stalement of ifs finoncial condition and results of operations on the date and
for the pericd indicatec.

Date: Q‘M}Z

SS.

)

This 1-poge AFFIDAVIL. coted jeptemper | 2022, wos subscribed and sworn 1o belore

me this Seplember 1, 2022 in |n_ of the State o

Dote: _Sepi. |, 2022

A notarized affidavit
by an appropriate
third-party attesting
that a financial review
was conducted is
acceptable.

Figure 1. A signed and
notarized affidavit
regarding a financial
review of the Program for
the fiscal year ending on
June 30, 2022.



JOB DESCRIPT

FINANCIAL MANAGER

The Financial Manager is aware of and i to the resy bilities of the profi as
reflected in the National Association for the Education of Young Children (NAEYC) “Code of
Ethical Conduct and Statement of Comunutment.™

The Financial Manager's responsibilities include but are not limited to the following

=

TI'he Health and Safety of the Children

A

Assist Director in coordination of building maintenance and repair services

The Mamtenance of Accurate and Current Financial Records

Al

mognw

Maintain receipts and disbursements journals
Prepare all Fancial S as required requested
Be responsible for Petty Cash Fund
Coordinates the admussions process
Prepare tax filing and Unemployment/Labor Reports
(e.g. General Excise Tax, Tax Form S500C/R, UCB6, etc)
Prepare monthly bank reconciliation and informy Head of School of cash flow needs.

i. Coordinate with Ceridian and FHB on payroll payments and tax filing

Deposit checks received and prepare check disbursements
Insure that student accounts are kept current; report past due accounts to the Head of
School

| Assist Head of School in preparation of Annual School Budget

The Maintenance of the daily operations of the office and school and direction of
employees and volunteers 10 the school

A

B.

c
D
E
F
G

Serve as purchasing agent; monitor supplies: check deliveries

Participate in the administration of the School

Mamtam control of building kevs.

Act as receptionist i absence of the Assistant to the Duector

Assist in onentation and traming of new employces

Assist in preparation of personnel contracts, staff handbooks, fall family packet, ete
Coordinate with all medical, drug, vision, dental care, and other nsurance providers
on employee plan changes and inquirics: implement employee plans appropriately

Other Duties

f,:}‘,’;,;““;:‘,‘,',m,m,, Figure 1. Job Description of Financial

Manager of Program include|s that
they ”Assist Head of School in

preparation of Annual School Budget.

A

B

_ Financial Committee Meeting - January 12, 2022 at 5:00 pm @l 20 200 « &G

Hello Financial Commitive

W would like 10 hokd & moeting 1o discuss the budget for the Lpcoming 2022-2023 school year on Wednesday, January 12 at 500 pm

Ploane san boiow lor WobF x maeting bnc

Join by video system

Join by phone
1 you have any quostions. please kit me know

Rogarcs,

Figure 2. Program administration meet with a Financial Committee (a sub-committee
comprised of School Board members) to discuss the proposed budget and suggest any
changes.



SCHOOL BOARD OF DIRECTORS
January 19, 2021

School Board Members Present

Absent

Date: January 19,2021
Location: Webex
Time: 5:06 pm

V. Finance Committee
*  The budget was delayed because Child Care subsidy funds needed w be reconciled.

« Even thoug , there won't be anR:v<nts. so the
i school 18 _ but it still hasn’t
receivea ninal confirmation that the first PPP joan was lorgiven so that will still need

10 be reconciled.
= The school filed its second PPP loan application

* The from the church will be recorded in January 2021
*  The biggest arca t ummer school and an extra hour of school

during the second semester,

* A potential update on tuition for next year may be addressed during the next mecting.
The school will need to hire 3-4 new staff members to cover lunches, cte., and staff
can hopefully have some raises next year

Head of School and
Financial Manager
meet monthly with
the Program’s
School Board of
Directors to discuss
any Program
updates, Parish
updates, updates
on COVID, etc. The """"
Financial Manager
shares any financial
updates.

BOARD OF DIRECTORS
November 15,2021

School Board Members Present (-un(\

Date: November 15, 2021
Location: Webex
Time: 5:00 pm

Finance Committee

*  The second PPP loan nfuppm\unalcl-n\ forgiven
o )-nx applying for another DHS grant.

Figures represent m
meeting minutes
that show Finance
Committee updates.



10D.1: Example #1

Health and Safety

The safety and health of every employee is a high priority, and must be part of every operation.
Management accepts responsibility for providing a safe working environment. Employees are expected
to take responsibility for performing work in accordance with safe standards and practices. Safety and
health can only be achieved through teamwork. Only through cooperative efforts can an effective safety
and health program promote safe warking conditions.

Employees can demonstrate their commitment to safety by reporting actual or potential
workplace hazards, by reporting work-related injuries and accidents, and by making suggestions to
improve safety rules and safe work practices. Employees can also demonstrate their commitment by
familiarizing themselves with safety rules and requirements, by reminding coworkers to work safely, and
by instructing co-workers and new hires on safe work practices.

Supervisors must ensure that employees have the proper training and protective gear to operate
equipment and perform work in a safe and productive manner. Supervisors must also ensure that safe
work practices are followed by employees under their directicn, and that any reports by employees of
hazardous situations or conditions are investigated and addressed as soon as possible. If a supervisoris
not able to immediately address an employee’s concern regarding safety, he/she should report the
concern to the School's Safety Coordinatar.

Management will ensure that employees receive necessary safety and health training, and that
supervisors understand their responsibilities under the safety and health program. Management will
include safety and health responsibilities for supervisors within job descriptions. Individuals having safety
and health responsibilities will have performance evaluations which include an evaluation of the
accomplishment of such responsibilities. As detailed below, management will also strive to identify actual
or pctential workplace hazards, and eliminate or control them.

The Administration/Head of School serves as Safety Coordinator with duties including oversight of

health and safety issues. The Safety Coordinator’s duties include ensuring that safety rules and Figure 1. Found within Program’s Staff
procedures are updated and followed, adequate safety training is provided, accidents and reports of Handbook, staff are reminded to help
injury are promptly investigated, and proposals are made to management regarding safe workplace commit to safety for all by reporting
operations. The Safety Coordinator shall also conduct or oversee periodic safety inspections and hazards and ensuring they know how to

accident/injury investigations. properly use equipment and tools.



10D.1: Example #2

—Employee Manual, Forms & Supplemental Materials Educators have access to these

documents to help prevent injuries. the
poster is displayed in staff lounges
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10D.2: Example #1

SUGGESTED PRACTCES FOR HEALTH

HEALTH PRACTICES

Good hygiene is practiced by everyone, children and staff, throughout the day. Frequent hand washing is encoursged. Hand
wathing procedures sre taught to the children and periadically maritored. Staff chould acict childron with hand waching ac
necessary. Children and aduks wash their hands: on arrival fer the day; after using the toilet; after handling bodil fluids, before
meals and snacks, before preparing or serving food, or after handling any raw food that recuires cooking: after playing in water that
is shared by two or more people; and after handliag pets and otheranimals or any materia such as sand, ¢irt, or surfaces that might
ba contaminated by contact with animals. Adults also wash their hinds: before and after frading 2 child; before #ter administerng
medication; after assisting a child with toileting; and after hardling tarbage or cleaning.

Staff use disp such as handling Ieless animals (birds, rats, toads, etc.). In first aid sitations or
s, wh cleansing agents.
(H- iclens, soap, walev) for bodily fluids (blood, urine, feces, vomit, atc.) and disinfectant agent for floors, etc. Place the

used gloves)in a plastic bag and seal the bag with a secure tie. Dispose of contaminated nateriak ina
closed container. Staff do rux use hand-washing sinks for bathing children or for removingsmeared fecal materia. In situations
whara cinke are ucad for both fond preparation ard othar purpotas staff claan and sanitize the sirke bafore usingtham ta prepara
focd.

able goves as deemed necessa
handling blood or body fluids tha

Good nutrition and adeq good heath and sch for staff and student.

HAND WASHING

Wa ancaurags fraqusnt and nranar hand wiching ta raducs tha epvaad of garme (infactinee dieaseae) Toach chidran ta wach thair
hards by rubbing liquid scap vigorously between the palms, backs of hands, between fingers, urder fingemails, under and around
watchas or jowelry, ¥1 the way up to the wiists. Scrub for twenty saconds by using a timer or singing “Happy Bithday’ twice, then
rinse with running water and dry with a paper towel. Show childrenhow 10 shut the faucetoff without touching itby keeping a peper
towel between your hand and the handle. You can lead by example and make it 3 good gractice to wash hands before meal, after
using the restroom, after sneezirg, etc.

SUN PROTECTION

Toaching childron about sun protection is particularly important in Hawail where we spond a great deal of tme working and playing
outdoors. Sunight contains ultraviokst (UV)light that can damage the skin and increase the risk of certain skin cancers, but here are
some ways tolessen these effects,

SUNSCREEN: Children will apply sunscreen before coming to school. The sunscieen should have a Sun Protection Factor
[SPF) of at laast 15 and provide both UVA and UVE (broad ip. ) d amounts of should ba
applind to any exposed areas of skin, incliding lips, ears ard the tops of the feet!

HATS: You may ako wish to have the children bring 3 hat © wear while they are on the playground. Thebest hats will have

2 broad rim that not only shades the face and scalp, but ilso ears and neck. Chidren’s hats should belabelled with their
name befors bringing it to school.

A combination of sun protection methods ofien works better than any one alone. However, evenasingle method & better than none.

L
Although we live in Hawai. the weather can sometimes be surpriiing and unpredictable The school day may begin with a chilly
morning breece and develop into o blezing mid-dey sun. Children ould be dressed in layers of clothing thet cen be cesily removed
forcomfort the day, par y during the colder months. A jacket or sweatercan be found in a childs backpack. . . just

in casct

Children learn habits of good health from their parents and teaches. Talking about and gpractidng preventative measures like hand
washing, good nutrition, sun protection and exercise transform them into habits that wil stick with the childrer as they grow and
promete their overal well-being,

Figure 1. Found within Program’s Staff
Handbook. Staff are reminded of good
practices for health. These suggestions
include handwashing, protection from the
sun, weather appropriate clothes, etc.



10D.2: Example #2
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An example of written
health and safety
procedures meantto
reduce staff exposure
to environmental
hazards, isthe
procedure of testing

R —
St of Duiing Owner

o
Latea §
—
.
D e

lnchats it vcsioms) 3 WO £ oo g

for asbestos. P e— S
:MHMQY-M-—,?—_ — :c‘—uh-':‘.ﬂ‘h.‘ R -
: 'hhh[ﬂN“. T ——— W Aseman Cossning Maserisl (AW —
: ¢ semevad peter 1o mpwvation, ¥ O phasnad [r—y=— e ——— e o e i 12 e, o I 8 Pl mvesionmation ). Damagd ACM s e o
(pictured here is the report  :© e L L T I T S Ay e R T
: L ‘—‘DEL-—.—SE'_L_ EI— o | A leswm =0 g sfv-" | - Condnin s | o |
for the 1st& 2nd floor. The @ —————[ """ % im _fedioen)| ———u | S e m— i TN
. D ——— | ] _——t— —
full report includes the - i +— j | —— : ! .
N ——— | | —‘_____%_*— s i
basement, and upper floors g — — — ] - : | —
: e - ! ’-" || |
as well). S . ] — ! I — ] :
] | |
-------------------------------------------------------- = ]| —p—— 1 : —
TaT [ — , i
! ';:"Mu 0O - Doriouad o e T —— ?‘.i'.,."":," . 1‘ bom:-—i-- R p—
2 - Now Frta [ y—— " — Oatammnn NBCN - e el sy
Cm 3 . m_‘_‘_—ym,—ua NowPrisbie Cm 3| O-M-_th_ﬂ“_m‘q
o o b """"*——---—--—.:--._-._. -] A= —'-"-————.--—-—a—-‘—:.—. -
e e e e o v iy iy | o o o e S o B S P 0 2 . e STy
T o e o e e L S T T ik | AT e e e L e S e e
SN i e it e o g the M 1, s il 30 A i e e e T i e e s e A 1 i i ALK e e et i B




ﬁ Staff Manual, Nutrition: Meals and Food Service, page 1

Nutrition: Meals and Food Service

Menus

_follows USDA guidelines, along with the Child and Adult Care Program (CACFP)
requirements. Menusin English and Chinese are posted where families can see them: at the
second floor front desk area, on the bulletin board outside the kitchen, and in every classroom.
educators should pointoutthe menu to parents and encourage them to take copies home.

Menus are kept on file for review by a nutritionist. The menu lists what foods will be served and in
what quantity. Staff are responsible for ensuring meal portions are served in the designated
guantities.



Figure 1. The Program has a Director of Safe“ and
Security that works closely with the
Together, they conduct facility and equipment

maintenance check to identify potential health and
safety problems.

Room No:-

- Simature:

Date

What we have dane to fix this

Figure 2. If staff notice any facility,

equipment and/or other hazards,

they fill out this form and turn it in
to be checked by the Director of

Safety and Security (I

SCHOOL BOARD OF DIRECTORS
September 21, 2021

School Board Members Present Guests

Absent

Date: September 21, 2021
Location: Webex
Time: 5:00 pm

11I.  Property Committee
¢ Trough sinks already mentioned.
o [Installation of the sails near the C building has been completed.
o Waiting on proposal for new playground equipment.
. —'ill be applying fora grant to change the outdoor lights to LEDs, as part
of a process to look for other energy efficiency initiatives on the property. The LED

lights will also be brighter and hopefully (I RRRNIENGEED
* The faucet was changed so that
]
Figure 3. During School Board Meetings property updates
are shared from representatives of the Property Committee



The verbal report shall be followed up with
Abuse form (Jil}) cre available by calli

a written r'eEor"r on the DHS form {Additional or updated copies of the Report of Suspected Child

If someone who does not work afﬁ accuses an employee of abusing a child at all staff members involved will
cooperate completely inall aspects of the investigation. Classroom coverage will be immediately arranged so the accused staff member can
document her or his account of the event(s) inquestion. The accused staff member will be suspended with pay while the authorities determine
if the allegation is founded. All efforts will be made to preserve the confidentiality of the accused staff member, the child allegedly abused,
plus all surrounding circumstances. At the same time, any and all relevant staff members (the accused, any witnesses, as well as
administrators) are expected to give their full cooperation to authorities.

If authorities determine the abuse allegation is unfounded, the accused staff member returns to duty. If authorities determine the abuse
allegation is founded, the accused staff member is immediately dismissed. Even after the allegation is resolved, any and all staff members who
have information about the identity of the individuals involved and the details of the case are expected to keep this information confidential.
No part of this private information may be revealed fo any other person or agency unless required by law.

Immunity of Reporters of Child Abuse from Sanction
Employees or volunteers who report abuse in compliance with the = Abuse Reporting Procedure shall be immune from discharge,
retaliation, or other disciplinary action for that reason alone, unless it is proven that the report wasmalicious.

Erom Staff Handbook page 35



PRIVACY POLICY
O s committed to protecting the privacy of students and families. We ensure that students’

personal information and education records will not be disclosed to anyone other than parents or guardians
without prior consent.

Figure 1. As stated in Family Handbook, the program maintains privacy of students and families. Information is
disclosed only with prior consent from parents or guardians.

MEDICAL PRIVACY POLICY

To protect your child’s privacy, it is the School's policy to only discuss his/her health information with you, the
parent. However, occasions may arise where the School must responsibly disclose your child's health
information to other individuals caring for your child in your absence. For example, if your child is sent home for
medical reasons, information may also be released to any authorized persons you have asked to remove your
child from campus, or in the case of a medical emergency requiring professional attention, to the medical
response team. Additionally, Incident Reports containing information regarding your child’s health may be sent
home with any authorized person picking your child up that day. If you wish to make changes to the list of
authorized persons on your Emergency & Release Form, contact the School Office for assistance.

Figure 2. As stated in Family Handbook, child’s health and safety records is confidential but may need to be
disclosed.



I Family Handbook, page 18

DAILY SEPARATION AND REUNION ROUTINES FOR YOU AND YOUR CHILD

When you arrive

1. Take your child all the way into his or her classroom.

2. Make sure the educator sees you.

3. Sign your name and record the time on the Sign-In/Sign-Out sheet.

4. Do not let your child enter the classroom or the building alone. This is very important. Even if your
school-age child is older and more independent, educators need to know for whom they are responsible at
all times.

5. Help your child remove outer clothing and secure it in her or his cubby.

6. Takeyour child to the bathroom to wash his or her hands (follow posted procedure: for example, use a
paper towel to turn off the faucet so you don't touch it with clean hands).

7. Youare welcome to sit downwith your child and have cereal, milk and fruit together (available 7:00 -
9:30 AM). (Hot breakfast is served 9:00 - 9:30 AM, but this is only for the children). This can be a
relaxing way to ease the transition from home to school.



N/A — Not applicable. No children are transported durmg the program day.

I Family Handbook, page 20

Children's Village does not provide any form of motor vehicle transportation for
children. When you arrive




This information is found in the Parent Handbook

AUTHORIZED RELEASE

It 1s very mportant to be on time to pick up your child. No child will be released to a mmor or an
unauthorized person even if the child knows the person. Written permission 1s mandatory. We will
ask for identification such as a JJjiDriver’s license. must have a parent’s written
authorization of any mmediate changes to your "Authorization for Release" list.




N/A -- Within the past 12 months, there has beenno child enrolled
with a special medical management procedure required.



New Employees: The first six (6) months of employment are considered a learning period during
which you have an opportunity to become familiar with your job duties. At the end of learning

period your performance may be reviewed. For the duration of this learning period, you will not

be working alone with children until your learning period has ended. If your performance meets
School standards you may be classified as a regular employee. If your performance is steadily
improving but not yet at standard, then your learning period may be extended.

Figure 1. Found within our Staff Handbook, all new employees go through a ”"Learning Period” for six (6) months.
During this period, educators/teachers are not allowed to work alone with the students until they complete
orientation and this 6-month learning period.
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The School, ia its sole discretion, will determine when to warn, reprimand, teminate, or otherwise
discipline employees in the manner and degree the School deems appropriate.

Generally, the following ive steps, to be ads d by the supervisor, or Head of School, will
apply 1o discipline cases, although the School may begin the disciplise process atany step or
advance o ary sicp, 5 ter or after any step of the
process:

1. Verbal waming: The cmploycc will be verbally counseled, with a notation made in his or her

p | file that such ng oceurred

2. Written waning: A written notice of discipline will be p to the employee and the seriousness
of the problen discussed with him or her. A copy of the notice shall be maintained in the personnel file.
Written wamngs must be on a counscling form.

3. Susp Employees may be suspended from employ 1, without pay, for up (o thirty days. In
addition. an enployee may be withheld from service pending investigation asto whether discipline is
appropriate. If the School determines suspension is appropriate, the employee will not be paid for the
peried of the suspension. If the School dekermines suspension is not appropriate, or if suspension of less
than the time the employee is withheld from service is appropnate, the employee will be paid for all or
part of the time he oc she was withheld, asappropriate.

4. Termination: Employees who do not comply with School rules and regulations, despite previous
counseling and employees who commit violations that te School believes merit severe discipline,
regardless of whether previous discipline was issaed, will be terminated.

This provisioa scrves as a gencral guidcline. It isnot intended as and docs not create a contract for
employmentor otherwise alter your “at-will” employment with the School. This means that either
you or the School may terminate your employment at any time, without prior notice, and without
eause.

Figure 1. Disciplinary Action and/or Discharge policy, as
stated in our Staff Handbook.

Show that your written
personnel policies include
resignation, , and
grievance procedures.

Separation from Employment Figure 2. As stated in our Staff
Your employment with the School s “at-will,” meaning that boh you and the Schosl can end the : “ Tt
cuployment relationshi) any e, for any reason, and without p) notice. HandbOOR, our Program Is an a"W'"

If persinal or other reasons make 1l recessary for you to resign, we request that you give your emp|°yer where employee and emp'oyer

department head a1 least two (2) weeks® notize prior to your last day of work in order 10 allow time for 2L 4 5
the selection end initial training of a pl 10 ensare th of School property. can terminate employment relationship
at any time.

If you provide the Schicol with a minimum of une pey period”s notice of your intent to quit, you will be
paid yeur final wages on your last day of werk. I you quit or resigr withort giving the School at least
one pay periods’ notice in advance, you willbe paid your final wagzs on the next rezular payday
follewmg your last day of work.
must receive verifying that all Scheol equipment, uniforms, coll phones,

lapwpu, ubietc p training policies, files, records, keys, or other School property has
becn returned. Employees who used personal declmmc devices to access School servers must reczive

fror the IT D that all Sch fid 1, and propristary informatior kave
been removed from their ycrsoml devices. Failure to rclum School property may result in legal action.
Wh possible, 3 sep iew will be conducted prior © leaving, This interview provides
the opportunity to explore areas of improvement, as we constantly see to improve the quality of the
work eavironment for all employees.

t 2 p
Nt bility of each member of o et bers fre of d Figure 3. Complaint Procedure and

S et s e sl M;mmdm;w.v S Ll e s gy Whistleblower Policy as stated in our
cor nts of nt, or their own firs ol ations of an; 1, to the
Adnl;‘;llmmm Tcad ufScllool i Staff Handbook.
Each [ g his/ber coworkers, as well as our customers md others with
whom wc do buslncss If you cmnm or obsavc any harassment in violation of this palicy, promptly
report the incident to your manager oc the Administration/Head of School. It is our policy to investigate
cach report in a prompt, thorough, and impartial manner.
Due tw the sensitive nature of’ the School’s i gations are
confidentially and discreetly to the extent poss:ble, md garding the lant is provided
on a need-to-know basis only. Shoald the i inc that ani has cagaged in
inappropriate behavior, it is School policy to take prompt and appropriate corrective action to end the
harassment. That correstive action may resuh in disciplinary action, up to and including unpaid

ion andor i
Any questions regarding this policy mld be rdetred to the Administration/Head of School who will
refer to our HR resources.

Grievarce - Emoloyees. dto ard conflcts directly with
the perionis) nwived. When thisis not pessible or satisfactory, consultation and/or mediation
may ke wught according 1o the folowirg Ines of communication, responubiity and authorty:
1) the Head of School, 2) the Recter of the Parish of St Clement, and 3) the Schaol Board of St.
Clamart's School, whose decicion wil be firal

Whistleblower Policy

The School adheres to all applicable federal, state, and county laws. Employees are encouraged to
immediately report observations of the School's vwlanon of any law, ora \wlam of any state, county,
or federal contract 'I"hcremnsllouldhtmademlhz ployee’s super 3 inistration or the Head
of Schocl so that the School may g d tthe situati

The School prohibits retaliation against an employes because he or she (or a persoa on his or ber behalf)
reports or is abeut to report to the School or to the govemment a violation or a suspected riclation of
any law, or a violation of a state, couaty, or fedenal contract, Knowingly false reports, howerer, will not
be tolerated. We further prohibit retali: agairst ployee who is d by the gor o
participatc in ar investigation, hearing, or inquiry held by @ public body, or in a court action.

If any cmployee feels tal e or she Is te wiget of retaliaton in violaton of wis policy, te cmployce
should immediately report the problem o his ot her supervisor, A or the Head
of Schoel.

Figure 4. Found in Program’s Staff
Handbook, the grievance procedures.




10F.3: Example #1

Program’s comprehensive Program Evaluation showed concerns from parents that staff
“appeared” tired or low energy/burnt out at the end of the school day. They expressed concern

for self-care of faculty and staff throughout many evaluations collected.

In response, professional development was focused on:

Recognizing the need for self-care and reflection, the week long return to school
Professional Development Week were planned to include ways in which the faculty/staff
could engage in ways that would benefit their mental and physical wellbeing during the
pandemic.

Staff were treated to two different yoga classes where they participated in breathing
exercises and stretches that could be practiced at all physical levels. The breathing
techniques and shared fellowship provided a way of stress management as well. A luncheon
was attended and enjoyed by all for a refreshed day.

Paint-by-numbers canvases were purchased and created together as a group with
conversation and creativity in mind. For two (2) hours, staff enjoyed each other’s company
and it was a way to introduce an activity to remain engaged and focused but also bring joy,
calm and serenity. Staff worked at their own pace and used different parts of the brain to
bring stress relief.



10F.3: Example #2

Communication was identified as needing to be unified among classrooms. Overall styles were
different in content, delivery and timing.

In response, professional development was focused on:

Daily emails — sent out to parents recapping the day’s events as a means to keep families
engaged with their child’s daily activities, as well as to use as conversation starters for
parents and students.
- We worked on a format that provides each classrooms to share the same information in a
similar format.
- Question of the Day will be mentioned.
- Emails to be sent by 5:30 pm to allow for families to be able to discuss at meal time.
- Any communication from Administration will be sent in this email.
- Tips for the upcoming week will be sent on Friday of the previous week to help prepare
families.
Grade-level Leads shared examples of stylistic email formats so that we could all be on the
“same page” in our style of communication and will carry this out through all grade levels
from the start of the school year to school to the year’s end.



10F.4: Example #1

The Program’s annual comprehensive Program Evaluation showed the need to have information

regarding COVID (i.e. policies) communicated by one source, supported but not communicated
by all faculty.

In response to improve Program policies, procedures or activities:
- A COVID Committee was created that could meet within a 24 hour period that could make
decisions and communicate efficiently.

- Information would be sent out by Program’s Assistant Head of School by email and in rare
be done over an all school alert — text message system.

- All questions regarding return, policy interpretation and communication of changes would
be sent out by the same email address:

- Faculty are to know and support the protocols, however, not be the first person to
communicate guidelines, timelines for return to campus, etc.

- A Pandemic Policy was created and had all Program staff read together, ask questions and

give factual evidence of why this plan was created by the COVID Committee along with the
Program’s consulting physician.




10F.4: Example #2

The Program’s annual comprehensive Program Evaluation showed the
need for more practice with math skills and gross motor skills for the
students enrolled in the Program.

In response to improve Program policies, procedures or activities:

Program’s Music Program was modified to include more movement

B interpretive dance and creative movement on a

regular basis. This helped adding more movement in general to the

student’s relative stagnant home life.

- Whether on WebEXx or in-person, a part of each Music class (3x a
week), students were treated to various dance styles and musical

variety.
Hired hto conduct weekly classes which

incorporate math, shape spatial relations into music and movement
in a structured environment. This provided an opportunity for

faculty to take a break from teaching and be in a supporting role as
well.

Motion class.





