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POLICY

In order to enhance staff training and the ability to provide enhanced classroom services to children and families UCAN Head Start will video classrooms at least once per year. Safety guidelines regarding the sharing of these videos will be followed at all times. 

PROCEDURE

· Classroom staff will be aware of when they are being videoed

· Classroom videos will be shown only to the staff in the video and their supervisor to enhance their awareness of techniques that they can improve upon in the classroom. 

· Classroom videos will not be e-mailed or uploaded onto computers. Directly after videoing the video shall be put on a thumb drive and deleted from the camera. Once the classroom staff has observed the video it will be deleted from the jump drive. 

· Staff members and their supervisor will view and discuss the video together using it to come up with strategies for improvement in any needed areas. 

· In rare cases where parent permission has been obtained ahead of time staff may video a child who is having extreme mistaken behavior on a continuing basis in order to facilitate the full team who is working with the child including the parents in understanding the circumstances around the mistaken behavior so that strategies to help the child to be successful can be as complete as possible. These videos will follow the guidelines in bullet #2 above. Care should be taken in these videos to ensure that as much as possible only the particular child who the staff has a concern about is in the video. If another child is captured for any length of time permission will need to be gained from this child’s parents for it to be shown to the other parents. 
· Trainings put on by UCAN Head Start will be videotaped for staff who miss the training to be able to view. These trainings will be kept on a thumb drive until all supervisors have ensured that staff members who need to have viewed the video. 
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