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POLICY

Materials and Equipment:  Safety, condition, availability, and tracking of resources are monitored.

PROCEDURE
· Books and resources are checked out for one month at a time.

· All items are checked out using the scan gun and laptop system. 
· When items are returned they are scanned back into the system and put back on the shelves by the team returning them. Any damages and/or missing items need to be fixed prior to returning them to the office. All items checked out at one time should be returned at the same time. If a puzzle piece can not be found do not return the puzzle to the office until it is found. If items are ruined beyond repair an email needs to be sent to your supervisor including the red beam code number and then thrown out. The supervisor will email the data entry specialist. 
· Theme tubs are checked out in the same manner. You may reserve them up to two months in advance with the data entry specialist. Tubs may be kept for one month. The 3 required tubs of Nutrition, Doctor & Dental and Fire Safety will be assigned to each classroom on a rotating schedule so that they can be done by everyone in the fall and will be kept for only a week. When items are missing or damaged in the tub a note needs to be placed on the outside of the tub on the top. This is the only way we will know that we need to order new items. 
· Book Worm resources for children to check out for the home are maintained and circulated by classroom staff during the months of October through April.  Bookworm books are kept at the classroom site and offered to the children for checkout on a weekly basis, and returned to the Book Worm inventory.  Every two months classroom staff rotate their books with other sites to ensure children have an ongoing variety of books to read and enjoy in the home. 
· Parent check out items need to be stored in one area of the classroom/site.  This includes books, CD’s, the car seat etc. A log needs to be maintained to keep track of who checks out what.  The teachers may check out items to parents and log them back in.  It is the FSE’s responsibility to make sure items are returned in a timely manner and in good repair.  
This Policy complies with Head Start Performance Standard 1304.53
§ 1304.53 Facilities, materials, and equipment.

