[bookmark: _GoBack]Supervisor Checklist
Week Of: ______________________					Revised: 09/01/2011
Classroom: _____________________
Submit at end of week to supervisor and e-mail Safety/Maintenance Request to CDSS for any issues.
Initial each item		
	Supervisor
	Site rep.
	Daily Indoor, Outdoor S.C. must always be updated for current Date and time

	AM DUTIES

	
	
	Nonporous gloves are available for use when dealing with bloody bodily fluids.

	
	
	First Aid fanny packs are fully stocked and within reach during all activities.

	
	
	Medications are under lock and key and out of reach of children. (emergency meds should be out of reach but not locked up)

	
	
	Flammable and other dangerous materials/poisons are stored in locked cabinets or facilities separate from medications and food and are accessible only to authorized persons.

	
	
	Toys, materials, and furniture are safe, durable, and in good condition (e.g., materials are free of sharp edges and loose pieces, balloons and/or plastic bags not used, no choking hazards).

	
	
	Bathroom facilities are clean, in good repair, and easily reach by children.

	
	
	Bleach Cleaning Solution is of the right concentration as per test strips

	Temp
	Temp
	Refrigerators are clean with temperature of 4o or below and have gaskets that seal

	COMBINED DUTIES

	
	
	Vendor Receipts show that hot foods are tested with proper food thermometer and recorded immediately when they arrive at the site and before being served. (notify HSM if reheating of the food was needed)

	
	
	Staff Promote effective dental hygiene among children in conjunction with meals

	
	
	Toothbrushes are labeled, handed out individually, and rinsed in hot water

	
	
	Food preparation surfaces are free of cracks and sanitized before every use.

	
	
	Toys are stored in a “safe and orderly fashion” (e.g., in their assigned places, not out where people can trip over tem)

	
	
	Staffing patterns support regulations regarding class size and number of adults per class.  Ratio of one staff per ten children is maintained during all activities.

	
	
	Staff, volunteers, and children wash their hands with soap and running water after diapering or toilet use, before food related activities, whenever hands are contaminated with blood or other bodily fluids, and after handling pets or other animals, staff and volunteers also wash their hands with soap and running water before and after giving medications, before and after treating or bandaging a wound, and after assisting a child with toilet use.  Staff visibly supervises children washing hands with warm water and soap at all times.

	
	
	Staff visually supervises children in the restrooms by standing inside entrance at all times.

	
	
	Foods are covered and dated in refrigerator, and leftovers from tables are discarded.

	
	
	Garbage and trash are stored and disposed of in a safe, sanitary manner.  Trash will be disposed after meals.

	
	
	Classroom plumbing is in working order.


	PM DUTIES

	
	
	Rooms are well lit.


	
	
	Classroom is free of tripping hazards:  Broken Linoleum, torn carpet, etc.

	
	
	Adult scissors and other sharp tools are kept out of sight and reach of children.

	TO BE INITIALED BY BOTH AM & PM

	AM
	AM
	Disinfectant:     Neutral 64 and water are properly mixed according to directions.

	PM
	PM
	

	AM Duties

	
	
	Play area is free of garbage, broken glass, Animal Droppings, Tree Limbs, Sticks, and Large Rocks

	
	
	Swings, slides and climbing structures are undamaged.

	
	
	All storage sheds are locked, Gates Closed, Fences in good shape and Children cannot go to unsafe or unsupervised areas. 

	
	
	Play area is free of standing water hazards (including sandbox covers). 

	
	
	The soft fall is at sufficient depth throughout the play area. Walkways are clean and safe.

	
	
	All Electrical outlets are covered.

	
	
	Outdoor play toys are brought out of the shed, and sandbox is uncovered.

	PM Duties

	
	
	Toys are put away, and storage sheds are locked.

	
	
	Gates are Closed and Locked (if lockable).

	
	
	Playground is free of Trash and Coats, and Sandbox is recovered.






	END-OF-Month Safety Checklist

	Month Of:   _____________________
Classroom:  _____________________
Supervisor    site rep.   Initials

	
	
	Exits and/or evacuation routes are clearly marked.  Evacuation routes posted at every exit/entrance door. Meeting point and the line to get out are clearly marked on evacuation map.

	
	
	Facilities have approved, working fire extinguishers and appropriate number of smoke detectors that are tested regularly.  Fire Extinguisher is checked monthly to be sure it isn’t expired and the tag is dated and initialed. 

	
	
	“Fire Extinguisher” poster posted with Fire Extinguisher.

	
	
	The heating/cooling system is insulated to protect children and staff from potential burns, and it is safe and effective

	
	
	There is an absence of highly flammable furnishings, decorations, or materials that emit toxic fumes.

	
	
	Appropriate licenses (water/sewage, fire codes, and vendor/contractor licenses) are seen.

	
	
	Facilities enable the safe and effective participation of children with disabilities. 

	
	
	Center space is organized into functional areas that can be recognized by children and that allow for individual activities and social interactions.

	
	
	Emergency lighting is available.  Location of flashlight is labeled for quick accessibility.

	
	
	Emergency telephone numbers (e.g., EMS, Fire, Police, Poison Control) are clearly posted.  (by the phone)

	
	
	Policies and plan of actions that require rapid response on the part of staff (e.g., a child choking) or immediate medical or dental attention are clearly posted.  (Childhood Emergency Flip Chart) English and Spanish version

	
	
	Emergency Action plan (poster) posted by door 

	
	
	“And Justice For All” poster is placed at adult’s eye level.

	
	
	USDA poster in English and Spanish are posted.

	
	
	Food Chart English/Spanish are posted.  

	
	
	Civil Rights notebooks are visible and accessible to classroom staff and visitors.

	
	
	OSHA posters are posted.  

	
	
	Employment/labor law posters posted. 

	
	
	Wash your hands poster (bi lingual) and hand washing procedure poster placed near sink in classroom.

	
	
	First Aid Kit” poster is posted with First Aid Kit, and the First Aid kit is sealed.

	
	
	All medications are properly labeled with Medication log and teacher action. (i.e., name of child/staff, name of medication, dosage, name/number of pharmacy/physician).

	
	
	Indoor plants have a tag that identifies the plant attached, and there are no poisonous plants.

	
	
	*Fire drills are practiced and documented in the Fire Safety notebook and weekly lesson plans. Fire safety book is located in a visible and accessible area and shows documentation of fire drills and alternative safety drills practiced every other month, and fabrics being treated with fire retardant and that smoke detectors have been tested.

	
	
	*Menus and a list of dietary needs are posted in the food service area.

	
	
	Food Handlers and First Aid card copies are posted for each classroom staff member. 



Comments/Follow up:
