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Welcome!

Welcome to Kiddo’s Cove Preschool Program!  	


It is the philosophy of the preschool that early childhood should be a time of fun, warmth, security, exploration, and discovery.  Preschool children are creative and receptive and our program strives to nurture these qualities in each student.

Our purpose is to provide a safe, wholesome environment based on developmentally appropriate guidelines and solid growth and development knowledge, thereby encouraging the social, emotional, physical, and intellectual growth and development of each child.	

This handbook is being provided as a way to provide you, our newest team member, with information regarding our philosophy, guidelines, policies and procedures regarding terms of employment as well as the expectations of the staff.

I am very excited for you to begin your position as a team member here at Kiddo’s Cove Preschool!   

Everything you do affects someone else- do it with care and professionalism at all times.
Once again, welcome to your new home. We wish you the best in all that you do.
	

Sincerely,

Bianka Marquez
Owner
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Terms of Employment
Hiring Procedures

The following procedures will be followed when hiring personnel:
· Resume and/or job application must be submitted to the preschool
· Record of qualifications 
· References will be checked and documented
· Background screenings and fingerprinting are both required to be completed and approved as stated in Chapter 435 Florida Statues by (DCF) prior to a new employee’s start date.  New record checks will be performed annually or as deemed appropriate by either the Preschool Director or Department of Social Services.
· New hires will be on a probationary period for 90 days
· [bookmark: _GoBack]All employees must sign the Confidentiality Agreement prior to hire date.

Open Door Policy
The Management of Kiddo’s Cove Preschool fosters an environment of open communication among all layers of management. Any employee with a question or concern is encouraged to approach the child care facility Director with the concern or question. Employees may also feel free to share comments with the Director.

Internal Complaint Process
Any employee who has a problem or concern with employment is encouraged to, and should bring that concern to the attention of the Director. If  the problem is not resolved to the employees’ satisfaction the employee may then contact the facility’ owner.

Absence and Tardiness Policy
Your timely attendance at work is crucial to making Kiddo’s Cove Preschool operate smoothly. You need to do your part in achieving this goal, and one way is to maintain a good attendance record.

All employees are expected to be at work at the beginning of their shifts. It is our policy that any staff member who cannot come to work on their scheduled day or by their scheduled start time, must contact the Director two hours prior to the start of their shift so that appropriate alternate plans can be made.  Staff will not be paid for sick days, or other unauthorized absences. Leaving a message with a voicemail system is not acceptable. The individual must speak with a person. If the Director is unavailable the individual must contact the Director on his/her personal cell/home phone number. 

Employees who are absent due to illness for three or more consecutive shifts will be required to provide a work excuse signed by a health care professional.

Two incidents of absence in a 30 day period will be considered excessive. Three or more incident of excessive absences in a 90 day period will be considered excessive. Excessive incidents of absences will result in termination of employment.

Employees may be granted excused absences for sickness/illness when the appropriate person is notified prior to the start of work. Pre-scheduled medical/professional appointments, or other compelling reasons, with prior supervisory approval, may also be considered excused absence.

Employees must notify the Director when they might be late for work. Being tardy for work or leaving work before your scheduled time will be cause for disciplinary action. Tardiness is defined as punching in at least 6 minutes past your scheduled start time. Excessive tardiness is defined as three or more tardies in a 60 day period. Excessive tardiness will result in termination of employment. 

Employees are permitted to punch in 5 minutes before their scheduled shift and 5 minutes after their scheduled shift and not be considered tardy.


Alcohol and Drug Policy
We are a drug-free workplace. The purpose of this policy is to provide a safe environment for all the children and staff in our program.  This policy applies to all staff and volunteers and covers the following substances:  alcohol, illegal drugs, inhalants, prescription and over-the-counter drugs.  
If taking prescription drugs during work hours, it/they must be prescribed by a licensed health care provider.
Any prescription or over-the-counter drugs must not affect your ability to work safely.
You must follow the directions (including dosage limits and usage precautions).
You must keep these drugs in their original containers. Kiddo’s Cove Preschool reserves the right to deny, suspend, or terminate employment if the company determines that the legal use of prescription drug will adversely affect the employees’ performance or threaten the health or safety of the employee, other employees, or children.

The use of alcohol, illegal drugs or not complying with the above policy on prescription and/or over-the counter drugs will result in immediate termination of the staff member’s employment.

Employees may be subject to unannounced drug testing on a random basis. The employee may also be subject to drug testing if the Director has reasonable cause or suspects that the individual may have violated the drug free policy. Any employee who refuses to sign a consent form to be tested or refuses to be tested will be subject to immediate termination.

Employment Status
There are three categories for hourly employees:
· Full time- hired to work 32 or more hours per week
· Part Time- hired to work less than 32 hours per week
· Temporary (Seasonal)- hired to work any number of hours, but only for 6 months or less. 
If overtime is necessary only full time employees will be entitled to over time compensation which will be paid at the rate of 1.5 times your normal rate of compensation.
Benefits
All staff will be paid their regular hourly rate and will be compensated for the preschools predetermined holidays as long as the day before and the day after the holidays are worked. Otherwise the employee will not be paid for that holiday.  All fulltime employees will be paid for up to 5 PTO, or sick days after 6 months of employment. These are not considered part of the preschool’s paid holiday or vacation schedule. All fulltime employees will earn a 1 week paid vacation after 6 months of employment. Vacation week will not rollover to the following year if unused. Vacation week needs to be preapproved by director with a 2 week notice. Approval will depend upon availability for the chosen dates. Something’s that may cause a rejected notice are (but are not limited to) the following: Prescheduled school events, parent conferences/visitations to the center, other employee has already requested the date, etc.

Cell Phone Policy
We have a cell phone free classroom policy.  Please turn your cell phone OFF (not on vibrate) while in the preschool classroom.  

We need your attention to be focused on the preschoolers, not on text messages or social network updates!  Talking on the telephone is distracting and disruptive to the children, your team members and the classroom in general.  We love our phones, too, but let's focus on the children! Children must have direct supervision at all times!
If you need to receive a call during work hours, please instruct the person calling to use the Preschool Program’s telephone number.  If you need to make a call during work hours, please make arrangements to have a qualified person cover the classroom while you step out of the classroom to make the call. This will only be permitted with the Directors approval and for emergency purposes only. Failure to follow this policy will result in disciplinary action. 

Contacting the Program
Our facility telephone number is 239-318-1102
The director’s number is 239-440-2459
Our address is:  12800 Kenwood LN, Fort Myers, FL 33907
	
Solicitation and Distribution	
Employees are prohibited from distributing or soliciting any other employee, parent, or facility guest during work hours.

Bulletin boards and other display areas of the facility are for the use of Kiddo’s Cove Preschool only. Employees are prohibited from posting notices, removing any notices, or allowing anyone else to post or remove notices.

Dress Code
The staff is required to wear appropriate, non-revealing clothing to work.  Khaki pants and a solid colored shirt (No logos on clothing).  It is recommended that teachers and aids dress for comfort to allow sitting on the floor, outdoor play, and getting messy and wear footwear that allows for the same (no open-toed or high-heeled footwear)(Preferred- sneakers).

Appearance Guidelines
The attention we give to our own appearance is a sign of our personal pride. It indicates that you are crisp, clean, caring, and attentive. A disheveled appearance says the opposite. Remember never let them see you sweat! All employees must maintain the highest level of personal hygiene. This includes bathing, hair cleaned/shampooed, finger nails cleaned, etc. Employees should use deodorant daily. Cologne or perfume are prohibited as it may cause allergic reactions to other employees, children, or guests at our facility.

· Make up- Should be conservative in appearance and neutral in color. 
· Finger nails- Must be cleaned and well manicured. Women are not permitted to have too long finger nails for the safety of the children as they can lead to unintentional scratches or marks on skin. They are also not the cleanliness choice when diapering children.
· Hair- Must be neat and conservative and hair coloring must be neutral in color.
· Jewelry- Earrings are acceptable as long as they are not long hanging/dangling earrings, necklaces, or bracelets as these can easily be pulled on by a child or can get caught in children’s clothing when diapering. They can also fall off, become lost, and can easily become a choking hazard for a child.

Inclement Weather Policy
If the Public Schools have a delayed opening or are cancelled due to inclement weather, our program will be cancelled.  Information about weather related delays or school closings will be reported to you via phone message.  There will not be any make up days for these cancelled classes.

Job Descriptions
Kiddo’s Cove Program shall employ a director, lead teacher(s), teacher(s), and assistant teacher(s) who by prior experience, education and interest in fostering development and early childhood education, are qualified to meet the needs of the children enrolled, and who meet the qualifications for their respective staff positions.  Promotions from assistant to teacher to lead teacher are available to personnel who meet the requirements.  
	
All staff members are required to have CPR certification/training and successful completion of the 40-hour introductory training requirements. Child care personnel must complete a minimum of 10 clock-hours or one CEU of in-service training annually during the state’s fiscal year beginning July 1 and ending June 30.
The annual 10 clock-hours or one CEU of in-service training concentration on children ages birth through 12 must be completed in one or more of the following areas (college level courses will be accepted): 
1. Health and safety, including universal precautions, prevention of infectious diseases, sudden infant death syndrome, emergencies due to food and allergic reactions, shaken baby syndrome, use of safe sleep practices, administration of medicine, emergency preparedness, and handling of hazardous materials; 
2. Pediatric CPR; 
3. First Aid (may be taken to meet the in-service requirement only once every three years); 
4. Nutrition; 
5. Child development - typical and atypical; 
6. Child transportation and safety; 
7. Behavior management; 8. Working with families; 
9. Design and use of child-oriented space; 
10. Community, health and social service resources; 
11. Child abuse; 
12. Child care for multilingual children; 
13. Working with children with disabilities in child care; 
14. Safety in outdoor play; 15. Literacy; 16. Guidance and discipline; 17. Computer technology; 18. Leadership development/program management and staff supervision; 
19. Age-appropriate lesson planning; 
20. Homework assistance for school-age care; 
21. Food safety training; 
22. Developing special interest centers/spaces and environments; 
23.Other course areas relating to child care or child care management; 
24. Any of the online courses offered through the department’s child care website. B. Documentation of the in-service training requirement must be recorded on CFFSP Form 5268, Child Care In-Service Training Record, which is incorporated by reference in 65C-22.001(7)(i), F.A.C., and included in the child care facility’s personnel records. CF-FSP Form 5268 may be obtained from the department’s website at www.myflfamilies.com/childcare. A new in-service training record is required each fiscal year. The in-service training records for the previous two fiscal years must also be maintained at the child care facility for review by the licensing authority.

Assistant Teacher (Aid):
Qualifications
· Must have reached legal age of majority 
· Must have High School Diploma or General Education Diploma.
· Must hold the 40-hour introductory training certification.
· Must hold and maintain current CPR and First Aid certifications.
· Must be able to lift and carry 40 pounds.
Responsibilities
· Reports to the Lead Teacher
· Supervise and ensure the safety and well-being of the children at all times.
· Assist assigned teacher in any way possible including but not limited to:
· Preparing and setting up activities.
· Implementing portions of the daily program as directed by Lead or Classroom Teacher
· Assisting in keeping the classroom, storage areas, and bathrooms clean, neat and orderly and sanitized.
· Attending field trips.
· Attend weekly classroom team meetings (for planning, gathering supplies, sanitizing toys, classroom cleaning, etc.)
· Attend monthly staff meetings.
· Attend at least 10 hours of in-service training per school year.
· Be familiar with state regulations 
· Be familiar with the Program Policies of Kiddo’s Cove Preschool. 
Lead Teacher for Infants:
Qualifications
· Must have reached legal age of majority 
· Must have High School Diploma or General Education Diploma.
· Must hold the 40-hour introductory training certification.
· Must hold and maintain current CPR and First Aid certifications.
· Must be able to lift and carry 40 pounds.
· Must have minimum of 1 year experience in preschool education (as shown by a positive reference from a former employer supervisor in the preschool education field).
· Must have 9 semester hours (or 45 clock hours of approved in-service training) in the area of child development.
Responsibilities
· Reports to Program Director.
· Supervise and ensure the safety and well-being of the children at all times.
· Ensure a safe environment including inspection of materials and environment.
· Plan curriculum for the children in the classroom that is developmentally appropriate and helps children develop physically, cognitively, emotionally, socially and spiritually.  (Lesson plans due in to Director by the 20th of each month).
· Implement the daily program.
· Ensure regular observation of children throughout the year 
· Arrange for and attend field trips
· Decorate the room including bulletin boards
· Maintain daily child attendance log.
· Attend monthly general staff meetings.
· Meet with parents semi-annually to discuss child(ren)’s growth and development using approved progress report forms.
· Submit supply orders to Director when needed.
· Attend 10 hours of in-service training per school year as agreed upon with Director
· Be familiar with state regulations as well as with Program Policies of Kiddo’s Cove Preschool. 
· Clean, sanitize and disinfect classroom and classroom items.
· Clean/dust classroom shelves daily.
· Clean/sanitize toys that were used daily.
· Vacuum and take out the trash and replace the bag daily.
· Clean out water reservoir in bottler warmer daily.
· Ensure diapering area is clean and diapering supplies are readily available when the child is running low you will need to inform the parent.
· Complete Daily infant reports to be sent home daily.
· Ensure Infants are not left more than 20 minutes on bouncers, rockers, exersaucers, or activity gyms. If an infant falls asleep in one of the above mentioned items they will need to be moved immediately to the crib. Infants may not sleep in any of the above mention items.

Lead Teacher for Preschoolers and Toddlers:
Qualifications
· Must have reached legal age of majority 
· Must have High School Diploma or General Education Diploma.
· Must hold the 40-hour introductory training certification.
· Must hold and maintain current CPR and First Aid certifications.
· Must be able to lift and carry 40 pounds.
· Must have minimum of 1 year experience in preschool education (as shown by a positive reference from a former employer supervisor in the preschool education field).
· Must have 9 semester hours (or 45 clock hours of approved in-service training) in the area of child development.
Responsibilities
· Reports to Program Director.
· Supervise and ensure the safety and well-being of the children at all times.
· Ensure a safe environment including inspection of materials and environment.
· Plan curriculum for the children in the classroom that is developmentally appropriate and helps children develop physically, cognitively, emotionally, socially and spiritually.  (Lesson plans due in to Director by the 20th of each month).
· Implement the daily program.
· Ensure regular observation of children throughout the year 
· Arrange for and attend field trips
· Decorate the room including bulletin boards
· Maintain daily child attendance log.
· Attend monthly general staff meetings.
· Meet with parents semi-annually to discuss child(ren)’s growth and development using approved progress report forms.
· Submit supply orders to Director when needed.
· Attend 10 hours of in-service training per school year as agreed upon with Director
· Be familiar with state regulations as well as with Program Policies of Kiddo’s Cove Preschool. 
· Clean, sanitize and disinfect classroom, restrooms and classroom items daily.
· Clean/dust classroom shelves daily.
· Clean/sanitize toys that were used daily.
· Vacuum/sweep, mop, and take out the trash and replace the bag daily.


Director:
Qualifications
· Meet minimum requirements of “Director” according to state regulations.
· Hold at least an Associate’s Degree in Early Childhood Education.
· Remain current in First Aid and CPR for infants and children.
· Minimum of 2 years of experience supervising child care staff
Responsibilities
· Reports to Bianka Marquez (Program Owner)
· Be familiar with state regulations as well as with Program Policies of Kiddo’s Cove Preschool. 
· Keep program current and in compliance with state regulations.
· Develop, plan and implement, with staff, a preschool program for children ages 3months-12 years old that is developmentally appropriate and helps children develop physically, cognitively, emotionally, socially and spiritually.
· Supervise, guide and train staff for their ongoing professional development.
· Hire new personnel as needed.
· Ensure that all staff have read and are familiar with state regulations as well as the program policies for Kiddo’s Cove Preschool.
· Maintain staff personnel files.
· Maintain children’s files (ensuring that all physical examination forms and health/immunization records are current).
· Maintain staff ratio, assigning staff as needed.
· Arranging for substitute care as needed.
· Organize staff in-service training or other extracurricular activities throughout the year.
· Handle all aspects of student enrollment including tours with perspective parents; enrollment forms as required by state and program policy.
· Publish monthly newsletter for families.
· Plan and carry out monthly general staff meetings.
· Meet with each staff member at least quarterly to review professional development goals, concerns, etc.
· Write up and deliver annual staff evaluations.  Meet with each staff member to review evaluation.
· Visit classrooms regularly.
· Build relationships with families (at drop off/pick-up times, via phone calls, etc.)
· Meet with Program Owner monthly to review program goals and needs.
· Oversee program budget and expenses.
· Arrange for community outreach programs (such as having a table at the local town annual event).
· Plan and carry out marketing strategies (i.e. Facebook page, website, mailings, etc.) throughout the year.
· Attend minimum of 20 hours of continuing education, seminars/workshops each school year.
· Maintain attendance logs, food program logs, fire drill and safety logs.
· Conduct Monthly drills and safety/environmental checks.
· Ensure parents are paying on Mondays if not they must be charged a late fee of $35 additional to the tuition rates. If parent doesn’t pay their balance on Tuesday Morning the child will not be allowed to return to the center until it is fully paid.


Non-Discrimination Policy
Our program will not discriminate in hiring staff or in providing services to children and their families on the basis of race, religion, cultural heritage, political beliefs, national origin, marital status, sexual orientation, or disability.

Payroll Policy and Schedule
Employees will be paid on the 15th and end of month each month. If a staff member works additional hours, authorized by the director, they will receive payment for the additional time worked.

Harassment Policy
It is the policy of Kiddo’s Cove Preschool that all employees are responsible for ensuring that our program is free from any form of harassment, including sexual harassment.  All employees must avoid offensive or inappropriate behavior at work and any action or conduct which could be viewed as harassment. No employee should be subject to unwelcomed verbal or physical conduct nor should any child. All employees must report any form of harassment to the Director.

Any complaints of sexual harassment should first be brought to the attention of the harasser, letting him/her know that his/her behavior is offensive or unwelcome and requesting that it stop immediately.  The issue should then be brought to the attention of the Director.  The Director will meet with the harasser and take necessary action varying from a discussion to suspension/termination.

Smoking Policy
Because we recognize the hazards caused by exposure to environmental tobacco smoke, as well as the diseases linked to the use of all forms of tobacco, we are a tobacco free campus.   This policy covers the smoking of any tobacco product and the use of oral tobacco products or “spit” tobacco, and it applies to employees, volunteers and visitors of the program.  

Staff Disciplinary Policy
A staff member will be suspended if he/she fails to perform his/her job in accordance with their job description, has not followed the rules of conduct,  has excessive tardiness, and/or is absent excessively without a physician’s note.  A written report will be filed indicating the reason for suspension, and the period of the suspension.  If the problem indicated on the suspension report is not corrected within the indicated time period, or if the staff member repeats the offense, the Director will dismiss the staff member from his/her position and it will result in termination of employment.

Rules of Conduct
The following rules of conduct are designed to establish a guide for employees of some of the actions which would result in disciplinary action or termination. This list is not all inclusive.
1. Disrespectful conduct, gambling, fighting on company property, coercion, intimidation, threats, using vulgarity, name calling, arguing, using derogatory or offensive language, towards any one during period of employment.
2. Harassments of any kind towards anyone at the facility.
3.  Failing to give the highest degree of service and courtesy.
4. Not being in the assigned work area during work hours.
5. Any violation of fire, safety, civil defense rules, or common safety practices. Violation of any federal, state, or local statutes, ordinances, or regulations.
6. Smoking on premises.
7. Making or receiving excessive personal phone calls while at work. Only emergency calls should be received at work.
8. Willful disobedience of instructions, walking off the job without authorization, or uncooperative or insubordinate conduct.
9. Bringing inappropriate items into the workplace. Such items include, but are not limited to, alcohol, illegal drugs, chemicals, fire arms, explosives, or items that are pornographic in any nature.
10. Falsifying company documents or records. Giving false information to company personnel or representatives in relation to company business or investigations.
11. Failing to follow Kiddo’s Cove Preschool policies and procedures.
12. Revealing confidential information to unauthorized persons or acting as an unauthorized spokes person for the company. Discussing personal or unauthorized company matters in public areas where parents, children, or facility guest could over hear conversations.
13. Violation of drug free work place and alcohol policies.
14. Conducting oneself in an immoral, illegal, or indecent manner. Soliciting persons for immoral purposes.
15. Misappropriation of children, and facility property/belongings.
16. Failure to report witnessing any other employee violating any of the company policies and procedures.
17. Excessive absenteeism or tardiness.
18. Working over time or stopping work early without the approval of supervisor. 
19. Failure to present a high degree of cleanliness at all times.

Staff Orientation
The program director will conduct a two-hour staff orientation prior to the beginning of the school each year.  All employees are required to attend orientation each year.  The following topics will be reviewed:

· Review of job description 
· Overview of Kiddo’s Cove Preschool Program 
· Personnel policy
· Statement of purpose & statement of non-discrimination
· Information contained in the children’s records and confidentiality policy
· Behavior management plan
· Termination and suspension policy
· Program plans
· Referral procedures
· Procedures for parent visits, input, conferences & communication
· Procedures for sick time
· The identification of the state licensing authority and contact information of such.

Staff Meetings
The preschool director and staff shall meet for one hour per month to address program issues, meeting individual needs of children, policies, and parent communication.  Staff meeting dates and times will be posted by the director at the beginning of each school year.

Staff Supervision and Evaluation
The director shall observe, at least once every month, each staff member while working with children and meet with staff members as needed to discuss children’s individual needs and needs of families.  Staff performance evaluations are performed at least annually and will include recommendations for staff training and professional development needs. Staff members shall review, provide input, comment on and sign and return annual evaluations.  Documentation of all observations and consultations shall be filed in the staff member’s employee file.

Staff Training Requirements
Staff members will be required to participate in and pass both First Aid and CPR training (First aid will be every 2 years; CPR will be yearly).  These training hours do not apply to the annual training hour requirements listed below.

Staff members will be required to complete and pass the online Medication Dispension training (found online on the State Licensing website) annually.  This training hour does apply to the annual training hour requirements listed below.

All staff must participate in training to increase skills and competence.   

· Five (5) hours of training per school year is required for any staff member who works under ten (10) hours per week.
· Twelve (12) hours of training per school year is required for any staff member who works between ten (10) and twenty (20) hours per week.
· Twenty (20) hours of training per school year is required for any staff member who works over twenty (20) hours per week.  
· All training must be documented by the staff member and placed in his/her file.  
· Thirty-three percent (1/3) of the required training each year must be in the area of diverse learning (special needs).
· ALL training must be approved by the Director prior to being applied to the annual required training hours. 

Time-off Requests
All time off requests must be in writing to the director at least 2 weeks prior to the time being requested off.  The director will check schedules and either approve or disapprove request.  Decisions will be made based on staffing needs and availability to properly cover classrooms to be within state compliance.  A written time off request does not guarantee approval of request.

Bereavement
All fulltime employees are awarded 3 paid days off after one year of employment when there is a death in the immediate family. Immediate family is defined as grandparents, parents, current spouse, mother or father of current spouse, children, siblings, or legal guardians.

Resignation
Upon voluntary separation from Kiddo’s Cove Preschool, it is requested that you give two weeks notice and that your resignation be submitted in writing. The two week notice will give the Director the opportunity to replace you with a qualified individual. Failure to provide a proper notice will make you ineligible for rehire. 

You are expected to be present as scheduled for each workday during your notice period. Kiddo’s Cove Preschool may, in its sole discretion, elect to waive your notice.

Family Medical Leave
Any employee who has worked for Kiddo’s Cove Preschool for at least 12 months and has worked at least 1250 hours in the last 12 months is eligible to take up to 12 weeks of unpaid leave for any of the following reasons:
· The birth or adoption of a child, or to care for that child.
· The placement of a son/daughter with the employee for either adoption or foster care.
· To care for a spouse, son, daughter, or parent with a serious health condition.
· OR because of the employees’ own serious health condition that renders the employee unable to perform the functions of his/her position.

Leaves for the first two reasons must be completed within the 12 month period beginning on the date of birth or placement.
For the purpose of this policy, the 12 month period begins with the first date leave is taken. 
If your need for leave is foreseeable, you must give 30 days prior written notice. If this is not possible, you must at least give notice as soon as possible. Failure to give such notice may be grounds for delay of leave. Where the leave is not foreseeable, you are expected to notify the company within 1 to 2 days of learning of your need for leave, except in extraordinary circumstances. There are request for FMLA leave forms available with the Director. 
If you are requesting leave for you own serious health condition, you and the relevant health care provider must supply appropriate medical certification. Failure to provide medical certification may result in denial of leave until certification is provided. If you take leave for your own medical condition you must provide medical certification that your are fit to resume work. Employees failing to such certification will not be permitted to return to work until it has been provided.
Expectations of Staff
Allegations of Abuse or Neglect
All staff are mandated reporters and shall report suspected child abuse or neglect. The report shall be made to the program director IMMEDIATELY.  The Director shall gather information from the staff involved report the suspected child abuse or neglect to the Department Children and Families and to the Program Owner.  The Director will immediately notify the Program Owner and the Department of Children and Families.  The preschool staff shall cooperate in all investigations of abuse and neglect as stated in the Florida Statues

Allegations of abuse or neglect against a staff member will be documented and reported as outlined in the Administrative Code.  Alleged abusive or neglectful staff member will not work directly with children until the Department of Children and Families investigation is completed and for such further time as the Department determines.

Assessing Children’s Development: Observing, Recording and Assessments
Teachers and Lead Teachers will observe children in the program throughout the year by recording observations, anecdotes, checklists, and other methods.  These observations will be included in the children’s records.  

Based on these ongoing observations, teachers and lead teachers will complete written progress reports for each child.  The reports will be provided to the parents in November and again in May at the Parent/Teacher Conferences.   All reports must be completed and submitted to the Director two weeks before the Parent/Teacher Conference dates.  For children with special identified needs, progress reports will be completed and provided to parents in November, February and May.

Teachers and Lead Teachers will conduct parent-teacher conferences in the November and May, and on as-needed basis throughout the school year. The director will be available for conferencing with parents on an as-needed basis.  Parent-teacher conferences will be conducted during school hours.  A parent-requested or teacher-requested conference will be conducted at a mutually agreed upon time between the parent and teacher(s) and the Director.

Concerns about a child’s development will be brought to the Director’s attention first.  The concern will be discussed, noted and placed in the child’s file and, if necessary, a conference with the child’s parents will be requested by the teacher or director.

Behavior Management
It is our belief that children can be influenced by their surroundings.  If the environment is not developmentally appropriate, children can become frustrated.  To alleviate this we will provide a developmentally appropriate program with plenty of opportunities for the children to make their own choices.  However, conflicts will arise and teachers will respond in a positive, appropriate manner.  Teachers will use behavior management techniques such as setting reasonable and positive expectations, offering choices, and providing children an opportunity to verbalize their feelings, which encourages children to develop self-control and problem solving through understanding.  There are times in which the child will be incapable of responding to these techniques, and will need extra time to gain their self-control.  During these times, the teacher will direct the child to a quiet place within the classroom (i.e. the library area) for some time away from their peers to give the child the opportunity to calm down.  This time away will take place within the teacher’s view and will not exceed one minute for each year of the child’s age.
	
Parents will be notified of any behavior management concerns and will be asked to work along with the teachers in helping the child with inappropriate behaviors.  Prior to notifying a parent of behavior concerns, teachers will meet with the Director where the behavior will be discussed as a team.  The teacher shall then use discretion and reinforce that our program staff wish to work alongside the parent to help the child with his/her behavior.  Teachers will reinforce to the parent that the child is loved but it is the behavior that is undesirable. 

Spanking or other corporal punishment of children is never used.  It is our policy to never subject children to cruel or severe punishment such as humiliation, verbal or physical abuse, or deprivation of snacks.  Children will not be deprived or meals or snack, or be force-fed.  There will be no disciplining or condescending for soiling, wetting, or not using the toilet.  Children will not be forced to remain in soiled clothing or to remain on the toilet, nor will staff use any other unusual or excessive practices for toileting.  Staff will work with each child as he/she is ready for toileting, by encouraging and praising his/her efforts.  Any staff member who does not comply with this behavior management plan will be terminated from the preschool program.

Child Pick-Up Policy
Children may only be discharged to those persons authorized on their pick-up forms.  It is the staff’s responsibility to know who those people are.  Staff members should ask for picture identification for all persons picking up children and compare the name to the pick-up forms.  Staff should continue to do this until they are familiar with the authorized persons.  When in doubt ASK FOR PICTURE ID.  Parents are told this will happen upon enrollment.  
If an alternate person is picking a child up who is not on the pick-up list, the parent must notify the teacher or director in person or in writing.  The parent must give the complete name and spelling of the alternate person.  The staff will ask for a picture identification upon pick up of child.  Staff members are NOT to release a child to an unauthorized person or, in the case of not being familiar with a person who is picking a child up, asking for a picture identification. Not following this policy will result in immediate dismissal.

Classroom Budget
There is a classroom budget amount set each year for each classroom.  Teachers will be notified of their budget amount at the annual Staff Orientation.  Teachers are responsible for informing the director of any items that may be required for activities such as art, cooking, experiments and other activities if it they need to be purchased.  Teachers may purchase items and be reimbursed for out-of-pocket expenses for items approved by the director and with-in classroom budget limit.  All expenses must, unless authorized by the Director, fall within the total budgeted amount for the classroom.

Classroom Ratios
Our policy is to keep the maximum.  The teacher to child ratio is varies.  One additional teacher or assistant is required for when classrooms exceed maximum capacity amount.   Staff to be included in ratios must be teacher qualified.  Assistants, student interns, or parents who do not meet the qualifications for teacher, will not be assigned to a group without a teacher-qualified staff member.

Confidentiality
Information regarding the children, families and/or staff is privileged and confidential.  The staff is expected to keep information shared confidential and not discuss information in front of the children, other families or other staff members.
	
Information contained in a child’s record shall be privileged and confidential.  Parents shall have access, upon request, to their child’s record at reasonable times.  A written log shall be included in a child’s record indicating any time a child’s record has been released.

Curriculum Planning
Our developmentally appropriate curriculum is planned within the framework of our philosophy and purpose.  It will include hands-on creative art, math and science activities.  It will also include songs, finger-plays, dramatic play, and large and small muscle activities.  Children will have exposure to shapes, colors, numbers, letters, science experiments, and nature activities, along with celebrations of birthdays and holidays.  

Curriculum plans must be submitted to the director by the 20th of each month for the following month.  The Curriculum planning form must be followed and completed to ensure that our program fulfills its obligation to parents of enrolled children; it will be developed in a manner to accommodate the main subject areas that are indicated in our brochure, including self-help skills, fine/large motor development, etc.  Curriculum is expected to be developmentally appropriate.  

Diapering and Toileting Policy
It is not required that children be toilet trained in order to be enrolled in our program.  Staff will work with each family and child as he/she is ready for toileting.  Staff will encourage and praise children for his her effort.  Children will not be forced to remain in soiled clothing or to remain on the toilet, nor will staff use any other unusual or excessive practices for toileting.

Staff will encourage children to carry out all toileting steps (undressing, wiping, dressing and hand-washing) to encourage self-help skills.  Staff will help children with these steps as needed.  For the safety of the staff and the children, staff will not be alone in the bathroom with one child, but rather have two or more children with them.  If a second staff member is not available to assist in the bathroom, the staff member will leave the bathroom stall open, bathroom door open and remain in view of other children.

Emergency and Evacuation Procedures
Evacuation / Emergency Contingency Plan

In the event of an emergency requiring evacuation from the school (due to fire, natural disaster, loss of power, heat, or water, or other emergency), the following procedures shall be followed:

In case of fire, the director will call 911.  Teachers will calmly gather and count the children and leave from the closest, safest exit.  Director will recount the children and compare to the day’s attendance to ensure that all children are present and accounted for. Teachers will take children to the designated safe spot. The director will exit the building with emergency phone numbers and begin contacting parents.
	
In the event of power, heat, or water loss, or other emergency the director will contact children’s parents to have them picked up early.  

In the event that it is not safe to stay on the premises, the preschoolers will be evacuated to the Cape Coral Hospital or Nearest Red Cross. The director and teachers will walk them via. The director will contact parents.

Practice fire, tornado and evacuation drills will be conducted with all groups of children and all staff each month.  The date, time, exit route, number of children evacuated and effectiveness of each drill will be documented.

Fire Drill Procedure (will be done the 1st day of each month)

1. Gather the children together and talk with them about fire safety and why we practice for a fire.  Discuss our “Safe Spot”.  Reassure them that we are safe.  Let them know that we would exit the building by using our emergency exits.
2. Explain to children that we will now pretend that there is a fire.
3. Have the children line up quickly and calmly at the door, making sure that they wait for a teacher to escort them.
4. Teacher takes an Emergency folder with Emergency Contact lists and Class list.
5. Walk the children to the exit and to our “Safe Spot”.
6. Teacher once outside will check their class list to ensure everyone on their list is outside. If they have everyone accounted for they show the green side if they are missing someone or something is wrong they will show red side of folder.
7. Director notes the times the fire drill begins and ends.
8. Vary the exit route so that children will know what to do if the main exit were blocked by fire 
9. Congratulate the children for a job well done.
10. Director makes a notation which includes the date, time, number of children evacuated, exit route used and effectiveness of the drill in the Fire Drill Log.

Tornado Procedure

1. We gather the children together and take them to designated tornado drill safe spot(gym).
2. The staff brings the emergency contact lists/Emergency Folder.
3. We explain to children that we use this area because there are no windows and the walls are safer.
4. We have the children sit on the floor, back against the wall, with arms over head, head in lap.
5. We do NOT leave the building or stay in the classroom.  ALWAYS go to this safe space.
6. Tornado drills shall be practiced monthly from April – September.
7. Congratulate the children for a job well done.
8. Staff makes a notation which includes the date, time, number of children in group, evacuated, exit route used to get to safe room and effectiveness of the drill in the Tornado Drill Log.

Shelter in Place

This type of procedure provides safety for students and staff when remaining in the building is safer than being outside such as a weather emergency, medical emergency, violence or other criminal activity that may be occurring outside of the building.  

1. Close and lock all windows and exterior doors (in the case of violence).  
2. The staff keeps the children and their emergency list in the classroom. Staff will ask children to stand in restroom completely quite.
3. Staff and children remain in this area until notified by Director, Police or Fire Department that it is safe to return to the classroom.
4. The Director contacts families to inform them of the incident.
5. Shelter in Place drills shall be practiced quarterly throughout the year.  
6. Congratulate the children for a job well done.
7. Staff makes a notation which includes the date, time, number of children in group, and effectiveness of the drill in the Shelter in Place Log.

Lockdown 

This type of procedure provides safety for students and staff when weapon related violence is in progress or possible inside the building.  The purpose is to put barriers between the staff & children and the assailant.

1. The staff gathers the children in classroom restroom/closet and bring the emergency list/bag.
2. All doors are locked and/or barricaded by furniture. (when necessary)
3. Children gather together in an area away from the door(s) and window(s)
4. All lights, media and other equipment (computer screens, projectors, etc.) are shut down.
5. This is stressful for all involved.  Utilize strategies to keep children calm.  I recommend having an emergency bag that has paper, crayons, and books for children to participate in a quiet activity to help distract them.
6. Staff and children remain in this area until notified by Director, Police or Fire Department that it is safe to return to the classroom.
7. The Director contacts families to inform them of the incident.
8. Lockdown drills shall be practiced quarterly throughout the year.
9. Congratulate the children for a job well done.
10. Staff makes a notation which includes the date, time, number of children evacuated, exit route used and effectiveness of the drill in the Lockdown Drill Log.

Field Trips
Developmentally and age-appropriate field trips are fun and help to enrich the children’s preschool program!  Field trips must be carefully planned in advance.  The teacher should discuss the desired venue in advance with the director.  The teacher and/or director will contact the desired venue and secure transportation.  Teaching staff are expected to attend field trips.  If a field trip occurs on a date that a staff member is not scheduled to work, she/he will be paid for their hours worked.  

All children must have a signed permission slip in order to participate.  Permission slips will be provided two weeks prior to field trips.  All children must have program contact information on their person on any offsite trips.  This information is to contain the name of the program, Contact name (director) and contact telephone number the contact can be reached.  Parents are encouraged to chaperone field trips.  Siblings are welcome on some, but not all, field trips.  

Our program will use charter school buses for field trips (with the exception of walking field trips).  Each bus is equipped with a 2-way radio so that the driver can contact their dispatcher.  The Director brings a Travel Bag which includes a complete 1st Aid Kit, Emergency contact forms for each child and signed field trip permission forms for each child.

The director is responsible for the coordination of this transportation.  The teachers, director and parent/guardian chaperones are responsible for the supervision of the children while being transported.  Children MUST remain seated and seat belted during the trip.  In the event that a child refuses to remain seated or seat belted, the bus will pull over and bring the bus to a stop until the situation is corrected by the program staff.  

In the event of an emergency, the following will occur:

Medical Emergency:  The driver will pull bus over to a safe spot on the side of the road and call 911.  The director will administer 1st aid or CPR.  The teacher will contact the contact person for the child.  This information is in the Travel Bag.

Disabled Bus:  In the event that the bus becomes disabled, the children will be evacuated by the staff and chaperones to a safe spot to wait for a replacement bus.  The driver of the bus will contact their dispatcher.  Any moving violation or accident that occurs while children are being transported must be reported.
The bus driver will contact their Company.
The driver or Director will contact the local Police department (in the event of an accident)—with a copy of the accident report being given to the Director.
The Director will notify the chairperson of the Preschool Board.

Grievance Policy
At Kiddo’s Cove Preschool, we strive to work as a team with open communication with each other.  From time to time individual employees may have grievances related to their employment which must be resolved in order to maintain positive working relationships within our team.  Individuals are encouraged to try to resolve grievances with each other informally through discussion. 
If this format is not successful, staff may file complaints to the director, who will either address the issue or elevate it to the attention of the Preschool Board as necessary.  If a staff member has a complaint about the director, she/he should meet with the director to try to resolve the grievance individually.  If this is not successful, the staff shall contact a Program Owner.

Health and Illness Procedures
We do our best to safeguard children by keeping a clean environment, conforming to the Board of Health guidelines with regards to hand-washing and disinfecting the classroom and through regularly scheduled toy and classroom sanitation procedures as discussed in the Safety and Management of Classroom Section.

Administration of Medication for Children
Medications will only be administered if the required dosage is due during the time the child is at school and under the following conditions:
· The administration of non-prescription and prescription medications for a child will not occur without the written consent of the parent and the child’s physician.  
· Medications will not be administered contrary to the directions on the original medication container.  
· All medications must be in their original packaging with the child’s name, directions for administration, the dosage, number of doses per day, and number of days the medication has been prescribed.  
· The medication and/or dosage (prescription or over the counter) being requested to administer must not be the child’s initial dose (meaning, the child must have taken this medication or this dosage in the past.  A new medication or new dosage of medication cannot be given in a child care program. )
The director will administer medications to a child.  In the director’s absence the lead teacher or teacher will administer the medication.

Staff will keep a written record of all administered medications using the Medication Dispension form.   Medications will be stored out of reach of children, under proper conditions for sanitation, preservations, security, and safety.

Children’s Illness:	Children should not come to school if he/she:

· Had a fever over 100 in the past 24 hours
· Has had diarrhea, vomiting, within past 24 hours
· Has been on an antibiotic less than 24 hours
· Suspected or confirmed throat or sinus infections
· Head lice, open lesions in the mouth or on the body
· Any child who does not feel well and is in need of comfort.

A child with a minor cold may attend school as long as he/she is comfortable, not coughing excessively, and nasal discharge is clear.
If a child becomes sick at school, the director or lead teacher will call the parents first.  In the event the parent(s) cannot be reached, the emergency contacts will be called.  If we are unable to reach anyone, the child shall rest in the office apart from the other children, under direct supervision, and repeated calls will be made until someone is reached.

Emergency Procedure for Children
If a child were to need emergency care due to an injury or a condition that requires more than first aid treatment, the following procedure will be followed:  
In the event of a life-threatening emergency 9-1-1 will be called first; the parent(s) next.  If a child’s parent(s) cannot be reached, their emergency contacts will be called.  If no one can be reached, the director shall assume responsibility for the child.

Emergency Procedure for Teaching Staff If a teacher were to need emergency care due to injury or a condition that requires more than first aid treatment a family member will be notified.  In the event of a life-threatening emergency 9-1-1 will be called first; family member next.  All staff are required to complete an emergency contact card which will be kept in their file.

Nap/Sleep Policy
Our full time program offers a nap/rest time. Staff shall set up the sleep mats so they are at least 2 feet away from each other.  Children will use sheets, blankets and/or pillows that have been provided to them by their parents.  (These items must be sent home on Fridays for laundering by the family and returned on Monday).

Children are not REQUIRED to sleep during this time.  They should be encouraged to rest.  If, after ½ hour, children are not sleeping, quiet activities will be provided to them (puzzles, books, quiet toys, etc.).  

Playground Policy
Gross motor activity is important to a child’s health and for their fine and gross motor growth and development.  Outdoor play is part of each classroom’s schedule.   The children will go outside to play every day.  In the event of inclement weather (too cold, too hot), staff will provide one ½ of gross motor play indoors in the gym.

Referral Services Policy
In the event that the program staff feel that an assessment for additional services would benefit the child, such as social, mental health, educational, and medical services, including but not limited to dental check-up, vision or hearing screening, the teacher will bring this to the director’s attention, write a statement for the reason for the referral, a brief summary of the teacher’s observations related to the referral.  A conference will be requested with the parents and the teacher(s) and director will attend.  The written statement will be provided to the parents at the meeting and a copy will be placed in the child’s file.
Parent will NOT be told of a presumed issue or concern about development or need for services at pick-up or drop-off time.  It is important to have a dedicated time to discuss this with the parents.

We will offer assistance to the child’s parents in making the referral and shall have written parental consent before any referral is made.  Supportive services to the program, including consultation and educator training, may also be an option pursued.  The director shall maintain a written record of any referrals, including the parent conference and results.

Safety and Management of Classroom/facility
Staff are required to assist with classroom cleanup during the school year at mutually agreed upon dates throughout the school year.  Staff members will be paid for their time.  Clean up should include sanitizing all toys, equipment, tables, chairs, keyboards, etc. All employees must adhere to safe work practices. Employees must report any/all safety concerns to the Director before the end of each day.

Snack Policy
“Our program enforces a healthy snack policy for children and staff.  Teachers will lead by example by not bringing any of the following items for their snack:

PEANUT BUTTER (any variety) – **This is for the safety of those with peanut allergies.**; soda; candy, gum, cupcakes, donuts, potato chips, Doritos

Children are not allowed to share snacks nor are teachers allowed to offer food to children other than what the parents have provided. This way our kiddo’s with allergies are not given something they are allergic to. Please be mindful of food allergies.

Social Media and Photography/Recording Policy
We take pictures of the children throughout the year for use in our newsletter, website and Facebook page.  Before ANY pictures are taken, each family must give permission for Social Media (Facebook, website use); Photographs to be used on-site (newsletters and in the classroom) and recordings (video recordings of any kind).  Parents are given this form to complete upon enrollment.

Each staff member must be aware of who has and has not given permissions for these.

Pictures and recordings must be taken with the classroom camera/recorder ONLY.  NOT with 
personal cell phones.

Transitions 
Our classroom ratios are based on ages.  Transitions from one classroom within the program to another happen in September at the beginning of the school year.  Mid-year transitions will happen by exception only.  Please meet with the director if you feel a child should be transitioned to another classroom.  

During the children’s year in the program, they will have the opportunity to meet the next year’s teacher during Field trips and other events throughout the year.

The director will notify parents of the city/town’s Kindergarten registration dates once they are known.  The teachers will plan discussions and activities (stories, circle time discussions, possible field trips to a local Kindergarten, etc.) with the children to talk about their new school, teacher and friends.

Volunteers in the Classroom
Parents and student interns can be a wonderful experience in the classroom.  However, a person cannot volunteer in the classroom (even if only for an hour) unless they have completed the paperwork required by the state licensing division.  Please direct any individuals wanting to volunteer within the classroom to the director!

Once approved, the director will conduct an orientation with the volunteer to let them know of their responsibilities and our classroom procedures (including, but not limited to daily schedule, emergency procedures, and child guidance policies).

On their volunteer day, each volunteer must list their name and the time they arrive and leave on the attendance sheet.  Volunteers will be under the direct supervision of a qualified staff member at all times.  The volunteer will NOT be alone with a child at any time in accordance with state regulations and should defer child guidance/discipline concerns to the supervising educator.
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EMPLOYEE ACKNOWLEDGEMENT OF RECEIPT OF STAFF HANDBOOK & AGREEMENT TO ABIDE BY SCHOOL POLICIES AND PROCEDURES
I, ___________________________, (Employee’s Name) ACKNOWLEDGE RECEIPT OF THE KIDDO’S COVE PRESCHOOL STAFF HANDBOOK, WHICH OUTLINES THE DAYCARE’S POLICIES AND PROCEDURES. I HAVE READ AND AGREE TO ABIDE BY ALL OF THE RULES AND REGULATIONS DETAILED IN THE STAFF HANDBOOK. I UNDERSTAND THAT IT IS MY RESPONSIBILITY TO ARRIVE ON TIME AND PROVIDE NOTICE OF ANY ABSCENCES BY PROVIDING A DOCTOR’S NOTE OR THE 2 WEEK NOTICE TIME FRAME STATED IN KIDDO’S COVE PRESCHOOL STAFF HANDBOOK. FAILURE TO ABIDE BY THIS AGREEMENT MAY RESULT IN EMPLOYMENT DISMISAL.

Name of Employee: ___________________________
Signature of Employee: _________________________
Date: _____________


PLEASE SIGN AND RETURN THIS PAGE TO CHILDCARE DIRECTOR.
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