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Staff Training Topics:
_____ Required notices are posted at the center and a Child Care Division notebook is maintained with center policies and requirements.
· Current license
· Name of the onsite director and substitute director
· A notice that the child care rules book is on hand if 
Someone would like to review it.
· Information on how to report a complaint to the child 
care division.

_____ Every staff/parent/support services member who is in attendance (with exception of dropping off and picking up a child or items) must sign in and out of the site.
_____ If there is an outbreak/exposure to a communicable disease, it must be posted until the exposure period is over.
_____ All safety drills will be posted in the fire safety notebook on the Child Care Division form.  Additional safety drills are to be completed every other month and will be documented on the same form.
_____ Procedures are followed during emergencies when the building must be evacuated.

_____ Procedures are followed during emergencies that require staff and children to remain inside under unusual circumstances (e.g. power outage, environmental hazard, etc.).
_____ Procedures are followed when a child or staff is injured or becomes ill.
_____ Procedures are followed for reporting suspected child abuse or neglect.
_____ Foods need to be covered at all times except while children are serving themselves.  The covers (saran wrap, lid, etc.) must then be placed back over the food. Teachers are to serve second helpings. 
_____ A teacher need to be at/or near the table at all times that children are seated with food at the table.
_____ Hand sanitizer products may not be used with children.
_____The director on duty needs to be on site at all times.  If the director leaves the site, the substitute director need to be notified, and it needs to be posted.
_____ If a child is injured at the site that requires a doctor’s attention the child care division must be notified.  Notify CDSM so that she can notify the child care division.
_____ Staff must have worked with UCAN Head Start for a minimum of 6 months before he/she can be left alone with children.

_____ All other items for the child care division are in compliance with the Head Start policy and procedures.
_____All volunteers who have volunteered more than 4 hours within the school year will have completed and passed a criminal history background check.




I have completed the CCD orientation training and reviewed the site notebook including Rules for the Certification of Child Care Centers.

As Director, Head Teacher, Teacher, or Teacher Aide (Circle the appropriate role), I have met the required CCD personnel qualifications.

I have agreed to fulfill the role of the following position:
_____ Site Director
_____ Substitute Director
_____ 2nd Substitute Director

Staff Signature _____________________________________ Date____________
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