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POLICY

Orientation, training, and development are provided to new staff by the program and include the goals and underlying philosophy of Head Start.

PROCEDURE
Child Development Services Supervisor provides initial training and ongoing support for the Teacher and Teacher Assistant using the following standards, tools, policies, and procedures:  The exiting Teacher or Teacher Assistant helps to provide initial training when applicable. 

 Human Resources

· Review UCAN Head Start Policies/Procedures

· E-mail use

· Time sheet
General
· Orientation to philosophy and purpose of UCAN and Head Start

· Federal Performance Standards

· Centralized Child Files (review of one file)

· Cultural Inclusion Policy

· Data System Documentation

· Team Meetings
· Child Abuse

· Site Orientation Checklist 

· Child Care Division 

· Child and Staff Health Policy 
Developmentally Appropriate Practices (DAP) 

· Open ended questions

· Language Stimulation

· Art vs craft: Process not product 

· Watch DAP video 

· Free choice:


Be aware of surroundings


Be on the same level as the children


Move around the classroom. 

Child Development
· Developmental Screening

· Behavioral Assessment Tool

· Child Portfolio

· Weekly Lesson Plans w/balance of all domains

· Individualization for children

· Monthly Activity Calendar (where to post and what is on it)

· Child Attendance & Documentation 

· Daily Indoor/Outdoor Safety Checklist

· End-of-Month Classroom Checklist

· Safety/Incident Report

· Donation Sheets

· Field Trips

· Resource Request procedures

· Education Meetings/Conferences 

· Curricula & Resources

· Ouch Reports

· Accident Reports-GE

· Child Guidance/Behavior Management

· PBIS
· Transitions
· Family Fun Nights

· Review policy and procedures

· Appropriate Class Schedule



45 min. free choice



30 min outdoor



Sm. group activities



Reading in sm. groups



Music Time 
IMIL 

USDA Meals
· USDA Daily Meal Count

· Vendor Receipts

· Dirty Menus

· Meal Time Policy: Don’t force children to try something. 
Bus Training-Provided by Transportation Manager 
· Cell Phone Usage
· Emergency Equipment policy

· Bus Exclusion policy

· Bus loading & unloading Policy

· Medication Administration Policy

· Bloodborne Pathogens

· Fire Safety

· Route Planning /Setup Policy

· Release of Children policy

· Child Guidance policy

· Failure to Receive Policy

· BCA Job Duties 
· Pre-Trip inspection Form

· 2007 Oregon Child Safety Passenger Law

· UCAN Pre-trip (PowerPoint)

· HS Bus Loading and unloading (PowerPoint)

· Pedestrian Training

· Bus Evacuation

· Bus Note 

Each year teaching staff are trained during pre-service on the above listed topics. For a list of specific annual agency pre-service trainings please see New Employee Orientation Employee Training P&P. 


When possible the outgoing teacher will work with the incoming teacher for a week to help get him or her oriented to the children and the program. 

Once supervisors have gone over all items on the list the supervisor and employee will sign below. This will then be kept in the employees training file. 

__________________________ __________     ______________________  __________

Employee signature


Date

Supervisor signature

Date
This policy complies with Head Start Performance Standard 1310.17,  1304.52 (k)  in Human Resources Management on page 209. § 1304.52 Human resources management.

