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WHERE KIDS

CAN STILL BE KIDS

6 WEEKS TO 12 YEARS

7112 82nd St.
  PH# 687-2665

PERSONNEL POLICY HANDBOOK
This handbook is subject to change.

KIDS ARE COOL VISION STATEMENT

1.  We have a very serious responsibility, the care and nurturing of children.  We believe children should be treated with respect as well as learning to respect others.  At each stage of a child’s life there are certain goals that a child should meet, our responsibility is to help our children achieve those goals.  From improving vocabulary skill’s, potty training, recognizing colors and shapes, learning to tie their shoes and ultimately, in our Pre-K program, learning to read and write, preparing them for Kindergarten.  

2.  Kids Are Cool strives to promote positive character and self esteem in every child in the center.  We want children to learn and play when they are in our care and be safe while they are doing that.  Every teacher should promote mental and physical learning to help them grow healthy and strong.  Children learn from adults and we want to project a positive influence to help them on their journey.

3.  As this is a private business, I have established many of the programs and policies based on my personal experiences and value system.  Among some of the programs and policies our children will experience, will include a prayer before breakfast, lunch and afternoon snack as well as reciting the Pledge of Allegiance each morning before we start the daily curriculum.  
4.  Children are God’s gift to us.  They are filled with innocence, wonder and abundant energy and this should never be stifled, instead it should be allowed to grow with them as they grow in life.  To ensure we assist in this growth, we sometimes have to make hard choices when it comes to the children in our care.  We’re responsible for every child placed in our care and sometimes we have to make hard choices for the betterment of all our children.  If we have a child that has behavioral problems we’ll work with the family to improve the child’s behavior but if we’re not successful, we may have to dis-enroll the child for the safety and well being of other children in our care.

5.  When we do this, we normally give the parents two weeks to find a new daycare.  If the infraction was serious enough, or if the potential for harm is great enough, we may require an immediate withdrawl.
BUILDING SELF-ESTEEM AND SOCIAL SKILLS

1.  The two most important things we can give a child is Positive Self-Esteem and to build on their Social Skills, I do this in a variety of ways.

2.  At this stage in their life, you build Self-Esteem in two ways.  The first is feeling Loved, Wanted and Accepted.  We accomplish this by being Loving and Caring.  When a child comes in, someone will be there to say Hello, offer a Kiss and a Hug and get them involved in something quickly.  This takes their mind off of the Parent leaving and promotes a positive environment for them to grow in.

3.  The second way to build Self-Esteem is through accomplishment.  The more you experience and learn, the better you feel about yourself.  This is true at every age.  We start in the 1 year old room with baby Sign.  This helps them to increase their vocabulary, lessening their frustration and gaining confidence in themselves.  We carry this through in every class, adding a little as they grow.  This all helps with building their Self-Esteem.

4.  Developing Positive Social Skills.  We accomplish this in several ways.  The first is helping them to understand their surroundings and to stress the importance of friends.  This starts at a very early age because at 1 years old a child is a Solitary and Territorial Individual, they don’t understand Sharing, either with toys or territory, and they spend all their energy learning about themselves and their abilities, which leaves little time for anyone else.

5.  As they grow, we stress Friendship, Sharing and Caring.  You see the results by age three, when the most important thing in their life is their friend.  It’s all they will talk about.  Through Positive Reinforcement we help them understand the basic Concept of Socialization.

6.  By age three, they are dealing with Democracy, there’s a variety of daily events designed to make them come to a general consensus.  They accomplish this by talking with their friends and coming to an agreement.  A perfect example of this is on Friday’s when it’s movie day.  Imagine 12 kids all bringing in their favorite movie to watch, yet we only watch one movie.  By getting the kids involved and working it out with one another, we teach the basics of Social Order and it’s quite interesting and fun to watch.

7.  Working with children is a true blessing, at this stage they are filled with Innocence, Wonder and Awe and have no concept of Prejudice.  Everything we do here is designed to promote these Positive Lifestyles.  We accomplish this too, in a variety of ways, Such as:

· Birthday’s, we encourage parents to have a class party on their child’s Birthday.  We do this during afternoon snack at 2:30 PM.
· Holiday’s, we promote each and all holiday’s getting the children involved increases their awareness and understanding that we are all different and that’s OK.

· Politeness and Courteousness.  We use it in our dealings with the children and promote them to do likewise, this helps to improve their Citizenship Skills that they will need in Public School and Life.

8.  Today’s Family unit is Diverse.  We have single Mothers, single Fathers and Grandparents raising their children and grandchildren.  We believe as long as there is Love and Understanding in the family, the children will grow.  We offer events several times a year to help promote and celebrate the family.

9.  Parents are always welcome at Kids Are Cool. If they want to participate in the classroom or stop by for lunch (they have to eat what's on the menu) just have them set it up with you..

10.  We also have events throughout the year and you are supposed to ensure your class is involved, they are at a minimum:

· A Family Skate Night at the Southwest Sportsplex.

· Thanksgiving Dinner

· Christmas Dinner

· A Summer Swim Party at the Southwest Sportsplex

11. As we celebrate the following holidays and events, feel free to jump in and help. Your experience is invaluable in their growth:

· Black History Month

· Women’s History Month

· Asian Pacific Heritage Month

· Child Abuse Prevention Month

· St. Patrick's Day

· Easter

· Mother's Day

· Father's Day

· Fourth of July

· Hispanic Heritage Month

· Fall Festival

· American Indian Heritage Month

· Thanksgiving 
· Christmas 
· Kwanzaa
· Hanukkah
· Veterans Day
MEDICAL REQUIREMENTS

1. The following medical requirements are issued by the state of Texas and are the responsibility of the parent to provide a copy of each child’s immunizations prior to enrollment. 

2. Every child must have the following: Complete series of Polio, MMR, DPT, PCV, HEP A, HEP B, Rotavirus and HIB shots. Also see Records in Children’s files in Minimum Standards @ www.tdprs.state.tx.us/  or Texas Health Dept. @ www.tdh.state.tx.us/immunize.

3.  Kids Are Cool cannot admit an ill child for care if one or more of the following exists:

· The Illness prevents the child from participating comfortably in activities including outdoor play.

· The illness results in a greater need for care than caregivers can provide without compromising the health, safety and supervision of the other children in care.

· If your child has one of the following, unless medical evaluation by a healthcare professional indicates your child can attend Daycare.

· Temperature of 100.4 degrees or greater.  Your Child must be fever free for 24 hours before returning to daycare.

· Two or more episodes of Diarrhea.  Your child must be Diarrhea free for 24 hours before returning to daycare. 

· Symptoms and signs of possible severe illness such as lethargy, abnormal breathing, two or more episodes of diarrhea, two or more episodes of vomiting, rash, mouth sores or other signs that your child may be ill.

· Young children will experience Fevers & Diarrhea for a multitude of reasons, from Teething, Ear Infections, Allergies to Foods and a Change in Diet.  During Normal Periods such as this, we will require the child to go home that day and they can return the next day with a valid explanation (Doctor’s Note)

· During periods when Lubbock experiences an outbreak of certain illness, such as Measles, Mumps, Rubella, Strep Throat or Shigella, re-admission will be based on the following:

· Measles –
4 days after onset of rash

· Mumps – 

9 days from onset of swelling

· Rubella –

7 days after onset of rash

· Strep Throat –
24 hours after antibiotic begins & fever subsides

· Shigella -

24 hours after Fever & Diarrhea Subside but it take 3 days
for the test results.  So typically a child will be absent for 4
days

MEDICATIONS

1.  All medications are kept in a secure place and administered by the head teacher in the classroom.  A medication form must be filled out before the teacher can administer medications.

2.  Prescription Medication must be in original container with specific instructions.

3.  Non-prescription medications can be given as long as it’s in the original container except for children under the age of two.  Children under the age of 2 years require a doctor’s note for any over the counter medication.

4. If your child develops a temperature of 100.4 degrees of more and/or has had diarrhea or vomited more than twice, a parent/representative will be notified to pick the child up within 30 minutes.  This is required by the state of Texas.

HOURS OF OPERATION & LATE PICK-UP

1. Open Monday-Friday, 7am-6pm, year round, with the exception of 9 holidays that are listed later in this handbook.

2. Parents, Guardians or a person on their designated pick up list must sign the children in and out at the front desk located in the foyer.  

3.  In the event of bad weather, we will contact the local TV stations and post late openings and closings as early as possible.  As a general rule, we will follow Frenship ISD on late openings/closings.

4.  A late pick-up fee of $5.00 will be charged for the first fifteen minutes, and an additional $2.00 fee will be added for every minute thereafter.
FOOD AND NUTRITION

1.  We provide nutritional meals and snacks for your child. Menus are posted in the classrooms and kitchen on Fridays for the following week.

2.  An example of a daily meal is as follows:

A.M. Snack (8:00-8:30)

Apple Juice







Biscuit with jelly


Lunch (11:00- 11:45)

Milk







Spaghetti with meat sauce







Mixed vegetables







Pears







Bread and Butter


P.M Snack (3:00)


Water







Snack Crackers and cheese

***Water is available throughout the day for your child to drink.  

***We do not provide milk or formula for children who are bottle-fed.

***Food Allergies require a Doctor’s note to confirm the Allergy.

TRANSPORTATION

1. Depending on the needs of our parents and our ability, we will pick up from the following schools:  MOST FRENSHIP, LUBBOCK COOPER AND LUBBOCK SCHOOLS ON THIS SIDE OF THE TOWN.  Staff members are trained to follow safety precautions and procedures. Every child in the van must wear a seatbelt with one child per seat belt. Our vans are equipped with 1st Aid Kits, Fire Extinguishers, a List of all emergency contact numbers and two-way Radios for employees to contact the facility in case of an emergency. The facility will tell the driver what to do in case of any emergency.  The person in charge at the Daycare will direct the driver and assume control of the situation.

2. There is also transportation provided to and from field trips during the summer months and during some school holidays.

3. Our policy is that no staff member will be allowed to take your child away from the facility without your express written permission.

PICK-UP AND DROP-OFF

1.  An adult must escort the child into the facility and release them to a staff member only.  

2.  Your child will be released to the person(s) listed on a release form held in the office.  It’s a good idea to call in advance if someone else besides the usual person is picking up the child.

3.  Office personnel require a positive I.D. for anyone that comes into the Facility to pick their child.  If the person is not named on the release list, the child will not be released.

FIELD TRIPS

1.  There are certain procedures Kids Are Cool will follow to ensure the safety of your children. The following procedures will be followed for every field trip we go on.

2.  Fill out Field Trip form with Name of Destination, Address, Phone number, names of all children going on the field trip, etc… The teacher and office staff will receive a copy of the form.

3.  We will count every child getting into vans and buckle them in securely.

4. When we arrive at the destination we will count every child getting off the van. We will do this process of counting children several times while at our destination.

5. When getting on the van to return to the Daycare, your child will be counted when they get on and off the van.

6. The Person in charge will check the field trip form to make sure every child is accounted for at the daycare.

7. Any parent wishing to volunteer would need to advise the teacher prior to the event so that arrangements can be made to accommodate the parent.

SUMMER ACTIVITIES

1.  During the months of June, July and August we have summer fun activities for our three year olds and older.  Each month a calendar will be sent home that informs parents of activities and field trips scheduled.

2. Our Summer Activities includes: swimming, skating, tours of businesses, educational centers and events such as; bowling, picnics and much, much more.

3.  There is a $55.00 summer activity fee for all children ages 3 years to 12 years of age.  This covers the cost of swimming and all field trips during the summer months.  

4.  For children ages 3 to 4, they will swim twice a week during the summer and our school-age children will swim everyday they are in care.

WATER ACTIVITIES

1. During the warm weather months, all kids ages 3 and up, will be able to go swimming next door at the Southwest Sportsplex. 

2. Our 3 year olds will be limited to the wading pool.  The maximum depth of the wading pool is 2ft.  The children must be Potty Trained before they are allowed to go swimming.

3. To ensure their safety extra teachers will be used in accordance with TX state standards.

4. When they swim, they will be the only children in attendance at the pool and a lifeguard will be posted.

5. If you do not wish for your child to attend, please notify office personnel and we will make other arrangements.

NON- DISCRIMINATION POLICY STATEMENT

1.  Kids are Cool is in compliance with the Title VI of 1964 (Public Law 88-352), the Age Discrimination Act of 1975 (Public Law 94-135), and the Rehabilitation Act of 1973 (Public Law 93-112). This is an equal opportunity program. No person, in the United States shall, on the grounds of race, color, national origin, age, sex, disability, political beliefs or religion, be excluded from participation in, be denied benefits of, or be otherwise subjected to discrimination. If you believe you have been discriminated against because of race, color, national origin, age, sex, a disability, political beliefs, or religion, you may lodge a complaint against the management staff of this agency and/or write immediately to the Civil Rights Department, Texas Department of Human Services, P.O Box 149030, Austin, Texas 78714-9030 (512) 450-3630

2.  NONDISCRIMINATION:  In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of Race, Color, National Origin, Sex, Age or Disability.   To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, 1400 Independence Ave., SW, Washington, D.C. 20250-9410 or call 1-800-795-3272 or 1-202-720-6382 (TTY).  USDA is an equal opportunity provider and employer.

COMPLAINT PROCEDURE

1. Right to file a complaint: Any person alleging discrimination based of the alleged discriminatory action with the management staff of this agency and/or the civil Rights Department of the Texas Department of Human Services, P.O. Box 149030, Austin, Texas 78714-9030. The agency will explain the complaint and shall advise the individual if the right to file a complaint in either or both systems. All complaints must be filed no later than 180 days from the date of the alleged discriminatory action. Under special circumstances this time limit may be extended by the Civil Rights Department.

2.  Acceptance: All complaints, written or verbal, not handled by the TDHS Civil Rights Department, shall be accepted by the provider agency. Complaint information will be sufficient to determine the identity of the individual toward which the complaint is directed, and to describe the intent or situation about which the allegation is made. Anonymous complaints will be handled just as any other complaints.

ACTIVITIES AND TEACHING METHODS

1.  We want the children to learn manners and etiquette such as "Yes Sir/Mam" and "No Sir/Mam", Please, Thank You. These respectful things we don't hear much anymore so we encourage children to use their manners to help grow into successful and, courteous adults. In turn, we will use the same etiquette in talking with them.
WE NEVER RAISE OUR VOICE OR TALK TO THEM IN A DEMEANING TONE.
EDUCATIONAL AND DEVELOPMENTAL ACTIVITIES

1.  Children at Kids are Cool will learn useful tools that will help them the rest of their lives. Our curriculum is very helpful in teaching children valuable lessons they will use through life, the following categories must be included in our daily activities through lesson plans:

· Creative Play: blocks, puzzles, home living centers, manipulative and, outdoor fun.

· Arts and Crafts: unstructured, structured, fostering, creativity, and familiarity with crayons, paper, glue, and scissors.

· Gross Motor Play: climbing, running, eye and muscle coordination, ball skills and balance.
· Music: songs, instruments, and rhymes.

· Reading Readiness: phonics, visual coordination, eye hand coordination, classifying, categorizing, and auditory abilities.
· Math: measuring, learning through finger play and songs, calendar knowledge, recognizing time, and distinguishing shapes.

2.  Our goal at Kids Are Cool is to help raise future good Citizens, we do that by including these aspects in our daily actions with the children.

· Creative Expression: Individual ideas, thoughts, and feelings expressed in inventive and satisfying ways through sensory, first hand experience in art, music, movement, dramatic play and blocks.

· Positive Self-Esteem The judgment a child makes of himself/herself that indicates whether or not he/she feels capable, successful, accepted and worthy of respect.

· Positive Social Skills: Acceptable behavioral skills developed through interaction, language and imitation; that allows children to learn to effectively relate to others.

· Cognitive Skills: The processing of knowledge; "thinking" skills that are best acquired through hands-on contact with objects, people, and environment.

· Communication Skills: Assist children in making appropriate sounds when sounding out their words. Positive reinforcement is essential.

· Positive Health & Safety habits: From washing hands to not sharing foods, proper health and hygiene should always be stressed.

· Physical Development: Keeping an eye out for children who aren't progressing either socially or physically as well as their peers. By identifying children who may have special needs we may be able to get them the help they need through ECI or some other agency. By working with their fine and gross motor skills, we can assure they are on the right track

· Acceptance of Diversity: The variety of differences in individuals, cultures, ethnicities, and families, including developmental differences.

· Children 6 weeks to 2 years of age will be taught from the Small Wonders curriculum. Children 3 years old and up will be using the Wee Leam curriculum. Both Curriculums are Christian-based. Bible Stories and prayer are encouraged daily as well as, observing the American Flag.

STAFF QUALIFICATIONS AND RESPONSIBILITIES

1.  Caregivers must show knowledge of position, good judgment, and self control when working with children.

2.  Give respect, acceptance and patience with each individual child.

3.  No one shall abuse, neglect or sexually abuse any child. If you suspect any abuse or neglect please notify the Director immediately.

4.  Accidents no matter what the severity must be reported to Director. An accident report must be filled out and signed by administration and parent of child.

5.  To avoid problems with parents a caregiver must report problems with children to the Director before consulting with a parent.

6.  It is the responsibility of the Director to find solutions for caregivers and parents.

7.  The Director may give you permission to talk to a parent depending on the circumstances.

8.  The Director may set up a parent/teacher conference to find ways to deal with a problem.

9.  Personnel working in the Child Care field are required to be current in 1st Aid & CPR. This requirement is your responsibility and is contingent on your employment. You may attend any accredited course (cost range is $100 to $200 for the courses) or if you wish, I will conduct a course for you at a cost of $50 each. This cost will be deducted from your first 2 checks. Anyone employed 90 days will be reimbursed for the cost they paid on their 1st Aid and/or CPR course.

10. Pre-Service training is a state requirement. All personnel receiving Pre-service training will be paid an hourly rate $7.25 an hour. Pre-Service training will include at a minimum:

· Developmental stages of children;

· Age-appropriate activities for children;

· Positive guidance and discipline of children;

· Fostering children's self-esteem;

· Supervision and safety practices in the care of children;

· Positive interaction with children; and

· Preventing the spread of communicable diseases.

· If a caregiver provides care for children younger than 24 months of age, one hour of that caregiver's pre-service training must cover the following topics:

· Recognizing and preventing shaken baby syndrome;

· Preventing sudden infant death syndrome; and

· Understanding early childhood brain development.

· Personnel Policies with specific job functions

· TWC Texas Rising Star Provider Certification Criteria

· Planned daily activities of the facility, which reflects the ethnic background, gender, abilities and make up of the children, as well as the diversity of cultures represented in the communication.

· Civil Rights
11. Annual training is a state requirement and your continued employment is contingent on receiving 20 hours of annual training. Personnel attending training will be paid at an hourly rate of $7.25 an hour regardless of your current pay rate. Any training attended above the required 20 hours of annual training is optional and you will incur the cost and receive no pay for the training you attended. Personnel who fail to stay current on their annual training requirements will be terminated for cause. Accredited training is available locally, some organizations provide the training for free and some charge for a fee. I recommend attending the free training. If you decide to attend training that has a fee associated with it, it is your choice and you will incur the cost the training they provide.

CLASSROOM MANAGEMENT

1. Caregivers must provide every child with stimulating activities to keep the child entertained.

2. All classes have to have age appropriate activities and materials for the children.

3. A lesson plan must be submitted every week by Thursday at closing for approval by administration.

4. Caregivers must make sure that children are wearing appropriate clothing for weather and conditions. Every child must wear shoes.

5. It is required that EVERY child has a designated place to keep his/her belongings (cubbies). Label all the items in cubbies. Teachers need to be aware of what is put in and taken out of cubbies. Only closed food or drink items not requiring refrigeration can be in cubbies as long as they are labeled. Check your cubbies daily!

6. Positive reinforcement in required by teachers to the children. You should never yell, scream, or raise your voice to a child ever.

7. Positive control of the classroom is essential to providing a structured environment for the children's safety, well being and growth. You must always be aware of how many children are in your care at all times. Losing count places a child in jeopardy and means a teacher has lost control of her classroom.

8. Health checks should always be done in the presence of another person, preferably with another teacher or the parent before they leave. They are usually pretty cursory— with just a close look, although sometimes someone will need to feel around the throat area to see if there is any swelling, or look in the ears or mouth. Routine health checks do not usually include looking under clothing, unless a rash is present or symptoms or signs that warrant further investigation. Specifically you are looking for signs that would:

· Illness that prevents the child from participating in activities.

· The child's health compromises the health, safety, and supervision of other children.

· The child has a fever of 100.4 degrees or other behaviors such as diarrhea, vomiting, rash, etc. that would suggest a medical evaluation before attendance is needed.

STAFF DUTIES

1.  All toys have to be cleaned with bleach every day. Tables, shelves, walls etc apply as well. Anything that is in a child's reach must be cleaned.

2. Mats/ Cots and cribs must be labeled and cleaned after every use with bleach, soap and water.

3. Vacuum, Sweep and Mop daily, and as required. Classrooms need to be clean and tidy to promote good health and sanitary conditions.

4. Trash cans need to be taken out everyday. Never leave food, diapers or personal items in open containers. Eliminate odors by emptying trash cans periodically.

5. Every month classrooms need to be decorated to give children a positive environment to learn and play in.

6. Visitors will not be allowed in classrooms. Every caregiver is approved by TPRS with background checks. Parents who wish to observe will be approved by administration, this is to ensure the children's safety.

7. Personal calls need to be made on personal time unless there is an emergency.

8. Please dress in an appropriate manner to teach children. You're not a babysitter.

9. Caregivers MUST KNOW YOUR CLASS COUNT. Carry your clipboard with your class count. If an administrator asks, you need to know right off the bat how many kids are .in your care.

EMPLOYMENT AND EMPLOYEE STATUS

1. Every new employee is on a 90 day probationary period. After 90 days there will be an evaluation to determine their status.

2. Employees may also receive a probationary period for disciplinary reasons as decided by Director.

3. Raises are primarily based on your work ethic and ability. If you deserve more, you will get more.

4. Many employees have need for daycare for their children, I will work with you and you may receive daycare for your child in lieu of monetary means.  The general rule is we charge $25 a week for one child, $50 a week for the second child, with no additional charge for additional children.
NOTE

1. For staff that have worked at Kids Are Cool for 3 years or more, your weekly fee is half of the stated rate listed above

2. In addition to the fee’s listed above, there are additional fee’s listed below:

a. If your child is enrolled in our Pre K program, there is a $50 fee for BEKA books that we use to teach our Pre K program.  The cost of the set(s) of books is $100.
b. There is a $55 summer activity fee for children 3 years and up that covers the cost of field trips, swimming etc. for the summer.
3. If you are getting a discount on daycare, the rule is if you are not at work, your child is not at daycare.

4. If you need something to do your job, please write it down and submit it to me, I will do my best to give you the tools you need to be successful at your job

5. There are two types of employees, Full time and Part time. Part-time/Substitutes are hired to work in periods of the day for breaks, lunches, naptime, after school, or absences etc. Available positions will be filled through available applicants or Part-time employees qualifying for positions as designated by Director.

JOB DESCRIPTIONS

Job Title: Director

Summary of the Job:  A Critical position.  You must ensure the smooth day-to-day operation of the facility. A Director serves two important functions: Balance of business concerns with what’s good for children and to provide leadership and direction to the caregivers responsible for providing safe and healthy care for the children.

Description of Duties

Ensure daily operation is in compliance with minimum standards

Ensure all employees understand and comply with minimum standards

Match employee skills, abilities and training in their daily assignments

Know what employees are doing and ensure they fulfill their assignments.

Meet all requirements as delineated in minimum standards to qualify as director

Oversee the Child and Adult Food Program and all mealtime activities

Ensure center stays clean

Interact with parents in a positive manner

Must love children and relate to parents on a daily basis.

Job Requirements:

High School degree or Equivalent

Formal training in Child Care

Experience in Early Child care Development Programs

Directors License

Job Title: Assistant Director

Summary of the Job:  A Critical position.  You must ensure the smooth day-to-day operation of the facility. An Asst. Director serves two important functions: Balance of business concerns with what’s good for children and to provide leadership and direction to the caregivers responsible for providing safe and healthy care for the children.

Description of Duties

Ensure daily operation is in compliance with minimum standards

Ensure all employees understand and comply with minimum standards

Match employee skills, abilities and training in their daily assignments

Know what employees are doing and ensure they fulfill their assignments.

Meet all requirements as delineated in minimum standards to qualify as director

Oversee the Child and Adult Food Program and all mealtime activities

Ensure center stays clean

Interact with parents in a positive manner

Must love children and relate to parents on a daily basis.

Job Requirements:

High School degree or Equivalent

Formal training in Child Care

Experience in Early Child care Development Programs

Directors License

Job Title: Teacher

Summary of the Job: Primary responsibility for planning, organizing, and carrying out the educational and developmental program in line with the center’s goals and beliefs. 

Description of Duties

Responsible for each child in their class.

Daily planning and execution of all classroom and outdoor activities.

Supervision of group in the bathroom

Perform Mealtime activities in accordance with the Child and Adult Food Program

Daily attendance sheets, well body checks

Maintain 1st aid, CPR and annual training requirements

Assist in keeping center clean

Must love children and relate to parents on a daily basis.

Job Requirements:

High School degree or Equivalent

Formal training in Child Care

Experience in Early Child care Development Programs

Job Title: Van Driver
Summary of the Job: Primary responsibility is the safe transport of children placed in their care.  Whether it’s to or from school, or on a center planned field trip. 

Description of Duties

· Responsible for each child in their care
· Familiar with Vehicle Emergency Procedures

· Safe Loading & Unloading Vehicle Procedures

· Procedures for Lost or Missing child

· Daily attendance sheets, well body checks

· Maintain 1st aid, CPR and annual training requirements

· Must love children and relate to parents on a daily basis.

Job Requirements:

· High School degree or Equivalent

· Formal training in Child Care

· Experience in Early Child care Development Programs
· Valid Texas Drivers License
Two hours of annual training in Vehicle Transportation requirements, including the successful completion of a written driving test and a road test for drivers
· Must be familiar with the use of a fire extinguisher

Job Title: Cook

Summary of the Job: Primary responsibility for the preparation of all food items eaten at the daycare.  Secondary duties include routine cleaning of the daycare.

Description of Duties

Complete required food service handling training as required by the state.

Perform your duties in accordance with the Child and Adult Food Program

Maintain 1st aid, CPR and annual training requirements

Date all food items, only use food still within date

Ensure no bent cans are used in the preparation of foods

Follow weekly menu in preparing daily food items

Keep hot foods hot & cold foods cold until served

Keep kitchen area clean

Prepare shopping list for foods & supplies as needed

Assist Director in carrying out the facilities daily routine as directed.

Job Requirements: 

Experience in Food Preparation

Civil Rights Training

High School Diploma or Equivalent
MOONLIGHTING

If you provide care for a Kids Are Cool Parent after normal working hours, understand you do so at your own risk.  We are in no way responsible for your actions after normal working hours.

DRUG TESTING

We reserve the right to conduct random drug testing on all employees as we see fit. Failure to comply is grounds for immediate termination

EOCC, FEDERAL AND STATE REGULATIONS

Kids are Cool follows all applicable Federal, State and Local laws governing hiring and firing practices and FMLA. You are part of our family and deserve the same respect and dignity we would ask of you.

TELEPHONE

All phone calls made to employees will be taken as a message unless it is an emergency. When you get a break or lunch you may return your call.

DAYS OFF/ SICK DAYS

If you require a day off you must fill out a time off sheet(s) and submit it to the Director two weeks in advance to be able to schedule a substitute. If you are sick you need to call the DIRECTOR OR PERSON IN CHARGE no later than 6am the day you are scheduled to work. We prefer you call at the earliest convenience so that another caregiver can be contacted. It is difficult to find a qualified caregiver on short notice. If there is more than one (1) absence in a month you will be required to bring a doctors note.

HOURS AND CONDITIONS OF WORK

1.  Kids are Cool is open Monday thru Friday 7:00 am to 6:00 pm. Hours are subject to change as dictated by the Director.

2. Staff are required to clock in and out at scheduled times.

3. Tardiness will not be tolerated. If you do not call or show up, it will result in your replacement.

4. Two weeks notice is required for any scheduled time off.

5. Leave for specials purposes will be taken on an individual basis. 

6. Full time Employees who have been employed with us for more than One Year will receive pay for all holidays we observe, unless you have missed 8 work days in the quarter prior to the holiday.  We count the 8 days in half day increments.  Example, you call in sick, that’s a day.  You have an appointment scheduled for the afternoon and you take off half a day, it also counts.  I tell you not to come in (counts are low) it doesn’t count.  Additionally, if you take a day off in conjunction with a paid holiday, you will not be paid for that holiday.  An example would be, we’re closed on Monday for Labor Day, if you take off on either that Friday before or that Tuesday after, you would not be paid for Labor Day.
7. Payday is every two weeks, paid on Fridays.

8. One week paid vacation is given to full time employees with 35 hours or more a week once the employee has been at Kids Are Cool for one year.

9. Attendance is important to Kids are Cool to encourage stability for the children. If there becomes a problem with absences or tardiness it may be result in your dismissal.

10. Finding and then Keeping Good Employees is the hardest challenge we face in Daycare.  The Teachers make the difference at any daycare.  In an effort to hire and keep Good Employees I have started the following Incentive Program:

· If we hire an Employee based on your Referral, you will receive a $50 bonus on your next check.

· If we keep the Employee after their initial 90 day Probationary period, you will receive a $100 bonus on your next check

RESIGNATION

A written letter must be submitted to Director two (2) weeks in advance so that the position may be filled.

DRESS CODE

1. Dress modest and presentable. Remember we are working with children.

2. No provocative clothing, tight fitting pants/skirts, no low cut blouses, no blouses that show midriff. No immoral marks on body parts that can be seen. (It will be covered by bandage)

3. Wear comfortable shoes. Shoes must be on at all times. 

4. Shorts must touch your fingertips on your leg.

5. Practice Daily hygiene!  Bathe daily, brush teeth & comb hair prior to work
STAFF TRAINING

1. Every member is required to be First Aid and CPR certified.

2. The State of Texas requires that all caregivers receive 20 clock hours of training every year. This period starts on your start date to anniversary date every year.

3. Training meetings will be conducting throughout the year on different materials to help you receive clock hours. Request a copy of our annual Training Plan to ensure you stay current on your training requirements.

DISCIPLINARY ACTION

1. Administration may feel the need take disciplinary action if needed. All Information will be kept confidential.

2. First action will result in written/verbal warning.

3. Second action will be a written write-up, which may include a 30-day probationary period followed by an evaluation. The evaluation will help administration decide if demotion or loss of hours may occur.

4. Three (3) write-ups depending on severity may result in termination. The Director will determine if termination is required.

5. Action that will cause write-ups/ termination

· Consistent failure to follow procedures or assigned duties.

· Failure to comply with Minimum Standards or Kids Are Cool Personnel policies.

· Violating confidential information.

· Gossiping

· Bad attitude towards any staff member

· Discussion of pay and/or spot bonuses with other employees. The other employee may not understand which disrupts our working environment. This action can tear any business apart

6. Action causing immediate termination

· Falsified employment information

· Insubordination

· Physical or Mental abuse of a child.

· Stealing

· Failure to show up to work. If you don't show up to work we will assume that you quit and will find a replacement.

· Sleeping when you are supposed to supervising children.

· Using foul language on premises

· Gossiping and/or discussing pay with other employees

EMPLOYEE EVALUATION

1. Purpose of Evaluation - An evaluation is to let you and Director know how well you are performing your job.

2. An evaluation will be done every 3 months during the first year of employment.

3. Thereafter an evaluation will be done every 6 months.

4. After being employed 2 years there will only be a yearly evaluation.

***NOTE Raises will be given depending on rating of evaluation. Promotions will be reason for early evaluations if a raise is required.
5. Things that will be evaluated.

· Attitude and job duties

· Neatness of classroom, including decorations.

· Lesson Plans and teaching of the children.

· Punctuality on the job.

· Gossiping

· Training Hours.

· Behavior with children

HEALTH AND SAFETY

1. Abuse or mental/physical problems must be reported to the Director immediately.

2. All medication must be signed in by the parent.

3. Only personnel designated by the Director will administer medications.

4. If necessary for staff to use First Aid or CPR, an accident report will be filled out and signed by the parent and the person in charge.

5. All emergency numbers are posted by every phone.

6. Always walk through the classroom and playground before children enter so that you can check the conditions. Make sure there are no hazards for the children. These measures prevent accidents from happening.

FIELD TRIPS
1. You have to have a copy of enrollment forms with emergency information for every child on your clipboard.

2. First Aid Kits that meet Minimum Standards.
3. Clipboard with class roll.

4. Children and staff must wear identifying t-shirt or marking with Daycare name and phone number.

EMERGENCIES – MEDICAL, SEVERE WEATHER, FIRE, TOXIC FUMES & EXPOSIONS
1.  Each class binder contains emergency contact info, a class roster, children in attendance and a copy of our Emergency Operations Procedures.

2.  Our first responsibility is to ensure the safety of each child in our care.

3.  The Director or the Asst. Director will contact emergency personnel and explain the nature of the emergency.

4.  Our evacuation location will be inside the fenced in area on the east side of the Sportsplex.

5.  The Director or Asst. Director will ensure all children in attendance are accounted for at the evacuation site.

MEDICAL EMERGENCIES

Under any medical emergency, we will follow the steps listed below:

1. Immediately render 1st Aid to minimize any injury

2. Notify the Parent or Guardian immediately

3. If necessary, dial 911 for emergency personnel

4. Keep area clear and wait for first responders and/or parents to arrive.

SEVERE WEATHER
1.  Immediately move children away from windows and when directed relocate children to the bathroom and/or closet area designated on your Emergency Evacuation Plan, located in the classroom.

2.  Staff will remain clam and stay with the children at all times.

3.  The Director will announce when severe weather is over.

4.  Tornado Drills are conducted four times a year.

FIRE

1.  Fire Drills are conducted every month.

2. Children will be lined up and counted, then proceed to the Evacuation Site as is posted in Our Emergency Evacuation Plan.

3.  If someone is missing, notify the office staff immediately.

4.  The Director or Asst. Director will notify the Fire Department.

5.  We will not re-enter the facility until told to do so by the Fire Department.

TOXIC FUMES

1.  If toxic or other chemical fumes become apparent, notify the office immediately, the Director will notify the Fire Department and immediately begin Emergency Evacuation Procedures.

2.  When directed by competent authority, either evacuate or go to deep shelter in accordance with the Emergency Response Plan.

3.  Turn off all electrical equipment, air conditioning, heating and exhaust units.

4.  Close all internal and external windows.

5.  Ensure all staff remain clam and in control of children.

6.  Keep all children in designated areas until advised by emergency personnel.

7.  Staff must check class binder for accurate count of children in attendance that day.  Notify the office if someone is missing.

8.  NEVER LEAVE CHILDREN UNATTENDED.

EXPLOSIONS

1. Ascertain the damage to assess moving the children to safety.

2. If possible, move the children to safety, conduct roll call to identify children and staff present and determine which children and/or staff are missing.

3. Render 1st Aid based on the most critical need.

4. Notify 911

5. Wait for assistance.

DIVORCE, CUSTODY BATTLES AND OUR RESPONSIBILITY

Families have an almost uphill battle with the current divorce rate for Americans being 40%.

With the high divorce rate and subsequent custody battles, I need to clarify our Position on what we can and cannot do legally.  Our primary responsibility lies with the child, but our specific responsibility begins and ends with the legal documents we’re given.  We can only accept a full copy of the Restraining Orders and/or Custody Papers.  Partial orders will not be accepted

IF WE DENY A PARENT WITHOUT LEGAL CAUSE, WE CAN BE HELD LIABLE.

WHAT I CAN AND CAN’T DO LEGALLY:

If parents are fighting and one calls up and say’s don’t let so and so pick up the child. 

I CAN’T, UNLESS THEY HAVE A LEGAL COURT DOCUMENT, SUCH AS A RESTRAINING ORDER, CUSTODY ORDERS, ETC.

Who is legally allowed to pick up a child.

THE PARENTS (UNLESS THERE IS COURT DOCUMENTATION TO PREVENT ONE OR THE OTHER PARENT) AND ANYONE THEY PUT DOWN ON THEIR AUTHORIZED PICK UP LIST.

Can I add or delete names to the authorized pick up list?

YES, WE CAN UPDATE THE LIST AT ANYTIME, BUT HERE IS WHERE WE MAY RUN INTO TROUBLE.  LET’S SAY THEYRE FIGHTING WITH THEIR HUSBAND’S PARENTS AND YOU REMOVE THEM FROM THE LIST.  OK, BUT THEN THE HUSBAND FINDS OUT, HE CAN ALWAYS ADD THEM BACK TO THE LIST UNLESS THERE IS COURT DOCUMENTATION THAT PROHIBITS THIS.

For Custody or Restraining Orders, How should they be written.

THEY SHOULD BE SPECIFIC AND INCLUDE SOME OF THE FOLLOWING INFORMATION:

FOR A RESTRAINING ORDER.

1.  WHEN THE ORDER IS IN EFFECT.

2.  HOW LONG THE ORDER IS GOOD FOR.

3.  WHEN WILL THE ORDER EXPIRE.

4.  WHO DOES THE ORDER EFFECT.

5.  IF THERE ARE ANY EXCEPTIONS, IT NEEDS TO BE SPECIFIC, SUCH AS:

· THEY’RE ALLOWED ACCESS ON CERTAIN DATES OR TIMES.

· THEY’RE ALLOWED TO VISIT THE CENTER ON CERTAIN DATES 

· AND TIMES.
ANY OTHER EXCEPTIONS.

1. WORDING IS CRITICAL, IF IT STATES CANNOT WITHDRAWL FROM 

DAYCARE, TO ME, THAT MEANS CANNOT DIS-ENROLL THE CHILD,

AS IN THE COURT WANTS TO MINIMIZE THE DISRUPTION TO THE

CHILD.

2. IF THE PARENT OR GUARDIAN CANNOT PICK THE CHILD UP FROM

DAYCARE, IT NEEDS TO SPECIFICALLY STATE THIS.

FOR CUSTODY PAPERS

1.  WHEN THE ORDER IS IN EFFECT, WILL IT EXPIRE.

2.  WHO DOES THE ORDER EFFECT.

3.  IF THERE ARE ANY EXCEPTIONS, IT NEEDS TO BE SPECIFIC, SUCH AS:

· THEY’RE ALLOWED ACCESS ON CERTAIN DATES OR TIMES.

· THEY’RE ALLOWED TO VISIT THE CENTER ON CERTAIN DATES AND TIMES.

· ANY OTHER EXCEPTIONS.

THE REALITY IS, THAT WE’RE RESPONSIBLE FOR THE SAFETY OF THE CHILDREN WHILE THEY ARE IN OUR CARE.  

WE SHOULDN’T BE PUT IN THE MIDDLE OF A DOMESTIC DISPUTE.
AND ONCE THE ORDERS ARE IN EFFECT, NO ONE SHOULD DEVIATE FROM IT. ALLOWING ONE PARTY OR THE OTHER LAST MINUTE EXCEPTIONS ON A ROUTINE BASIS CAUSES COMPLACENCY AND IS NOT IN THE BEST INTEREST OF THE CHILD.

BECAUSE VIOLENCE IN THE WORLD SEEM’S TO BE EVER INCREASING, I MUST TAKE ACTION BASED ON THE SAFETY AND WELL BEING OF EVERY CHILD IN MY CARE.  TO THIS POINT WE WILL:

1. CHANGE THE ENTRY ACCESS CODES IMMEDIATELY UPON RECEIPT OF A COURT ORDER RESTRAINING OR BARRING A PARENT OR GUARDIAN FROM ENTRY IN TO THE DAYCARE.

2. VERBALLY STOP A PARENT OR GUARDIAN TRYING TO ILLEGALLY GAIN ACCESS TO THE DAYCARE.

3. IMMEDIATELY CONTACT THE POLICE AND THE EFFECTED PARENT OR GUARDIAN OF A CHILD WHO HAS BEEN EITHER TAKEN OR ATTEMPTED TO BE TAKEN BY SOMEONE WHO HAS A RESTRAINING ORDER OR CUSTODY ORDER AGAINST THEM.
STAFF MEMBERS SPECIFIC DUTIES INCLUDE:

1. YOU WILL BE BRIEFED ON EACH AND EVERY RESTRAINING ORDER AND/OR CHILD CUSTODY CASE SO THAT YOU ARE AWARE OF THE REQUIREMENTS AND YOUR RESPONSIBILITIES.

2. IF SOMEONE ENTERS OR TRIES TO ENTER THE DAYCARE ILLEGALLY, OR TRIES TO PICK UP A CHILD THEY ARE NOT LEGALLY ALLOWED TOO, YOU WILL:

· BUZZ THE OFFICE ASKING FOR A ROLL OF BLUE CONSTRUCTION PAPER.  THIS IS OUR CODE WORD AND IT LET’S OFFICE STAFF KNOW WHAT ROOM IS IN   TROUBLE.  IF NO ONE IMMEDIATELY ANSWERS YOU, STICK YOUR HEAD OUT AND ASK ANYONE NEARBY TO BRING YOU A ROLL OF BLUE CONSTRUCTION PAPER
3. FOR TEACHERS AND RUNNERS, YOUR JOB IS TO STALL BY:

· ASKING IF THEY WOULD LIKE YOU TO CHANGE A DIAPER

· WASH A FACE

· CLEAN A NOSE

· CHECK THEIR FOLDER OR CUBBIE FOR PAPERWORK, CLOTHES, ETC.

· ANYTHING THAT YOU CAN DO THAT DOES NOT ALERT THE PERSON CONCERNED BUT DOES ALLOW THE OFFICE STAFF TIME TO REACT.

4. FOR OFFICE STAFF AND ASSISTANCE DIRECTORS, YOU SHOULD:

· IMMEDIATELY CHANGE ACCESS CODES AS DIRECTED BY THE COURT ORDER AND OUR POLICIES.
· BRIEF TEACHERS ON ANY CHANGES, ADDITIONS OR DELETIONS ON ANYONE IN THEIR CLASS THAT MAY BE EFFECTED BY A COURT ORDER OR RESTRAINING ORDER.

· TRAIN NEW PERSONNEL ON OUR CODE BLUE PROCEDURES (ROLL OF BLUE  CONSTRUCTION PAPER)

· CONDUCT QUARTERLY TRAINING ON OUR CODE BLUE POLICIES

· IF YOU RECEIVE A CODE BLUE FROM ONE OF THE ROOMS, HAVE SOMEONE CONTACT THE POLICE VIA 911 AND IMMEDIATELY REPORT TO THE ROOM IN QUESTION AND TRY TO STALL THE PERSON BY ASKING THEM:

· TO STOP BY THE OFFICE AND SIGN SOME PAPERWORK

· ASK ABOUT THEIR CURRENT BALANCE

· ANYTHING THAT MIGHT SLOW THEM DOWN WITHOUT THEM GETTING AGITATED

· NEVER TRY TO PHYSICALLY STOP THEM

· VERBAL FORCE IS A LAST RESORT AND THE FINAL RESORT

.  

Discipline and Guidance Policy for Kids Are Cool

Discipline must be:

· Individualized and consistent for each child;

· Appropriate to the child's level of understanding; and

· Directed toward teaching the child acceptable behavior and self-control.

A caregiver may only use positive methods of discipline and guidance that encourage self-esteem, self-control, and self-direction, which include at least the following:

· Using praise and encouragement of good behavior instead of focusing only upon unacceptable behavior;

· Reminding a child of behavior expectations daily by using clear, positive statements;

· Redirecting behavior using positive statements; and

· Using brief supervised separation or time out from the group, when appropriate for the child's age and development, which is limited to no more than one minute per year of the child's age.

There must be no harsh, cruel, or unusual treatment of any child. The following types of discipline and guidance are prohibited:

· Corporal punishment or threats of corporal punishment;

· Punishment associated with food, naps, or toilet training;

· Pinching, shaking, or biting a child;

· Hitting a child with a hand or instrument;

· Putting anything in or on a child's mouth;

· Humiliating, ridiculing, rejecting, or yelling at a child;

· Subjecting a child to harsh, abusive, or profane language;

· Placing a child in a locked or dark room, bathroom, or closet with the door closed; and

· Requiring a child to remain silent or inactive for inappropriately long periods of time for the child's age.
Texas Administrative Code, Title 40, Chapters 746 and 747, Subchapters L, Discipline and Guidance

My signature verifies I have read and received a copy of this discipline and guidance policy.

Signature                                  



                Date

Check one please:
________Parent
________Employee/Caregiver

KIDS ARE COOL PERSONNEL POLICY HANDBOOK

Date:




I 






have read and understand the

(EMPLOYEE)

Personnel Policy Handbook

Employee Name (print)









Employee signature









Director's signature
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