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ECC DIRECTOR WELCOME MESSAGE: 
  
Dear Early Childhood Center Staff Member:

Shalom and Welcome to the TRS Early Childhood Center. We are so excited that you will part of our 2023-2034 School year team.
 
We hired you because we know you will help make our school a special, safe, and fun environment for our all our children this year. This manual will introduce you to the policies and procedures of the ECC to help you perform your job successfully, skillfully, and confidently. 
  
Please make time to read the Staff Operations Manual in its entirety. Should you have any questions or need additional information please reach out to the ECC Leadership Team. As part of the onboarding process, we will ask that you read and sign your acknowledgement of this document. 
  
We are glad you have accepted our offer and appreciate you taking the extra time to study our policies and procedures before the children arrive. 

Rene Shiohama
Director, Early Childhood Programs

TRS EXECUTIVE DIRECTOR’S WELCOME MESSAGE:
  
Dear Staff Member:  

Welcome to Temple Rodef Shalom, also known as “TRS”. We are delighted you are joining us and hope your experience here will be meaningful and rewarding and will challenge you to learn and grow professionally. 
  
To help you on your journey, we’ve prepared this ECC Staff Operations Manual. In the pages that follow, please find important information about what you can expect from Temple Rodef Shalom and what we will count on from you. The congregation places the highest value on its’ responsibility to each of our staff members and strives to create and sustain an environment that supports your efforts and those of your colleagues.  
  
The entire Manual really says just a few things: Be honest. Be ethical. Take ownership. 
Take pride in your work. Take responsibility. Be accountable. Be professional. Share knowledge. Think differently. Work together. 
  
Follow these tenets, work hard, have fun and together we can serve our members, our children and community admirably.  
 
Thank you for choosing to be part of the extraordinary team that makes TRS what it is: a congregation that celebrates the joy of Jewish living and learning and promotes justice and equality in our wider community. We look forward to your contributions. 
  
Once again: Welcome! 
  
Jessica Ingram/ Executive Director 





Temple Rodef Shalom Early Childhood Center
Acknowledgement of Receipt of Staff Operations Manual

Please sign electronically and return to Denise Lloyd, Assistant Director Operations 
(dlloyd@trssecc.org) via email if possible or print out, sign and send. 
  
I, ____________________________________, hereby acknowledge that I have been provided with electronic access to Temple Rodef Shalom (TRS) Early Childhood Center (ECC) Staff Operations Manual, which provides guidelines on the policies, procedures and programs affecting my employment with TRS.  
  
I understand that I may print a hard copy of this Manual if I wish. I have carefully read and fully understand all of the provisions of the ECC Operations Manual and agree to abide by its provisions.  

I understand that TRS can, at its sole discretion, modify, eliminate, revise or deviate from the guidelines and information in this manual as circumstances or situations warrant. 
  
I also understand that any changes made by TRS with respect to its policies, procedures or programs can supersede, modify or eliminate any of the policies, procedures or programs outlined in this Operations Manual. I accept responsibility for familiarizing myself with the information in this Manual and will seek verification or clarification of its terms or guidance where necessary. 
  
All employment is at-will. Furthermore, I acknowledge that this Operations Manual is neither a contract of employment nor a legal document and nothing in the Manual creates an express or implied contract of employment. I understand that I should consult my supervisor or HR if I have any questions that are not answered in this Operations Manual. 
  
 By signing this acknowledgement, I agree to read all of these HR documents and that if I have any questions regarding any of the contents; I will consult my supervisor or HR. 
  
  
____________________________________	
Employee Signature 					 
	
	
Date: _________________________________
  
  
  
  
  




Early Childhood Center Mission Statement:

Temple Rodef Shalom’s Early Childhood Center (TRS ECC) provides a joyful and nurturing learning environment that fosters in each child the confidence and competence to become a productive, caring member of his/her/their family and society. Our families are active partners in creating the welcoming and supportive community at our preschool.
We emphasize learning through intentional play experiences that promote cognitive, social, emotional and physical development. These experiences are designed to inspire a love of school and life-long learning. Our faculty is committed to studying and incorporating the best practices of early childhood and Jewish education. Our families are active partners in creating the welcoming and supportive community at TRS ECC.
	
Early Childhood Center Values:
Our values are focused on three key areas- showing Loving Kindness, Peace in our Community and Caring for the World. Specifically, 
Loving Kindness:
· Show empathy
· Help without being asked
· Care for others
· Practice self-care
· Fix what we can be fixed

Peace in our Community:
· Respect others’ feelings
· Include others
· Show Hospitality
· Take care of property
· Use friendly voices
· Speak in a nice way
· Wait for one’s turn
· Show appreciation

Caring for the World:
· Be gentle with nature (e.g. let bugs live)
· Understand needs of plants and animals (e.g. water plants)
· Conserve resources (e.g. water, paper towels)
· Recycle
· Use friendly voices
· Speak in a nice way
· Wait for one’s turn
· Show appreciation


SECTION 1- INTRODUCTION

1.1 Purpose of Operations Manual

This Operations Manual has been created to help prepare and acquaint all ECC staff members with information and communication as it pertains to the ECC daily operations. It is only a general guide, yet coupled with TRS’ Employee Handbook, it provides a sound foundation on roles and responsibilities and expectations for our ECC staff. Each employee is expected to read and comply with all provisions of both the Handbook and this Manual.

Additionally, Staff must comply with all school policies, as well as applicable state laws and regulations governing licensed child day centers, including tuberculosis screening tests, searches of applicable central and criminal registries, sworn disclosure statements from staff, Program Leader requirements, and documentation standards. We highly recommend that staff are up to date on their vaccinations.
Additional onboarding documents and information will be shared with you during your orientation and training period prior to the beginning of the school year.

Please see the Early Childhood Center Director if you have questions regarding these policies.


1.2 Staff Calendar

All staff members are provided a staff calendar with their letters of employment. Please note that the Early Childhood Center will be closed for winter vacation days, spring vacation days, and other days during the school year. Please see school calendar for a full list of specific dates the Early Childhood Center will be closed. The school calendar is subject to change.


1.3 Faculty Work Hours

The Early Childhood Center offers various programs for children with varying start and end times. The earliest start time is 8:00 AM and programs can extend and conclude in the mid-afternoon. Staff members are instructed to review their specific employment letters to ensure they know their exact schedule. Regardless of the specific start times, all materials are to be gathered and be ready in advance of the childrens’ arrival time. Staff members are to be present in the classroom to greet and supervise them. 

Children must never be left alone. Staff members should be engaged with children at all times.

At the end of the designated program, the staff member must ensure all children have been picked up and the classroom is cleaned. If a child is here later than their designated end time, one person from their teaching team must stay with the child until they are picked up.  

Periodically, staff members may need to leave early for personal reasons/an emergency or other appointments. These times should be minimized and do need prior advanced approval from the ECC Director.


1.4 Professional Development Days, Faculty Meetings and Parent/Teacher Conferences

The Virginia Department of Education requires all faculty to attend a minimum of sixteen and ½ hours of professional development education each year. The course(s) must pertain to child development, discipline, art, music, curriculum, or religion as appropriate for the school. The faculty and professional meetings will count toward fulfilling this requirement.

A schedule of the meetings and staff professional days is included with your employment letter. If you miss a meeting and are unable to fulfill the sixteen-hour requirement by the end of the school year, you are responsible for obtaining the required hours outside of the school day. Meeting dates are subject to change.
The following conferences/meetings are scheduled each school year:
· Professional Development
· 3 "all day" conferences- a combination of off-site and onsite
· Parent and Teacher Conferences -- Staff is required to work these conferences if they fall on days they regularly work:
· Fall conference
· Spring conference

Lead Teachers will meet from 12:30 p.m. - 2:00 p.m. at various scheduled times throughout the year. A schedule of meetings will be provided to Lead Teachers. Other meetings will be scheduled as needed. You will be notified in advance of these mandatory meetings.
[bookmark: _Hlk142568868]
At the teacher's discretion, assistants may be required to meet as a team, for one additional hour per month. Meeting times will be determined by each team.


	  1.5 Timesheets and Paychecks

It is the faculty member’s responsibility to keep timesheets current and legible. Faculty are responsible for turning in timesheets by the respective due date noted on each pay period’s timesheet. Early Childhood Center staff are paid bi-weekly. A calendar of payroll dates is provided to each staff member during their onboarding or orientation week.

Teacher Assistants are expected to sign in and work the hours stated in their offer letters, in addition to any other hours for faculty meetings, etc. Anything outside of this must be reviewed and approved by the ECC Director.


1.6 Paid Time Off (PTO)

ECC staff members receive personal/sick leave with pay during each school year based on their job description and the number of days that they are regularly scheduled to work each week. The specifics are included in each individual offer letter.

To summarize, full-time Early Childhood Center teachers will receive five (5) Personal Time Off (PTO) days, upon hire, that may be used for any reason they deem necessary (personal/vacation or sick) during the school year. This will be pro-rated accordingly for part-time staff.

This time off must be requested in writing and approved in advance by the school director. The expected workload during the time period requested, and already-approved absences of other employees will be taken into consideration as part of the approval process.

PTO cannot be used during the first or last two weeks of school. If there are extenuating circumstances, please discuss with the director.

If a staff member determines they are ill and cannot work, it is important that they notify the office and teammates as soon as possible. Personal contact by phone or text is preferred and recommended so, the absence is ensured to be covered. If during office hours (8:00 AM-3:00 3:30 PM), please call 703-532-2227. If a last-minute emergency (before or after hours), contact the substitute coordinator at home or by cell If a staff member is absent for more than three days, a doctor’s note may be requested. Eligible staff who may have extenuating needs and qualify for leave under the Family and Medical Leave Act (FMLA), should refer to the TRS Employee Handbook for appropriate use and handling of time off.

Any unused PTO will be paid out to the staff member at the end of the school year. 


	1.7   Inclement Weather 

The Early Childhood Center will make every effort to remain open for business on     scheduled workdays; however, there may be instances where conditions make it impractical or unsafe to do so. These include, but are not limited to, severe weather, declared state of emergency, utility disruptions, natural disasters and terrorist actions. When circumstances impact TRS and the school’s ability to be open 
for business, the following procedures apply:

Office actions:

· ECC office closed: TRS offices are closed and employees should not report to work. However, if you are able, all employees should be accessible and available to work from home or other remote locations. If closed, this will be communicated to employees by 7:00 AM.
· ECC delayed opening: TRS will open at a specific time and employees should not report to work before that time. This is typically a one hour delayed start. If Arlington schools announce an early closing during the morning, the ECC will close at 12:00 PM. There will be no Enrichment classes. 






Decision and notification:

· The ECC typically follows the Arlington County decisions on closings. TRS ECC will monitor the conditions and the guidance received to determine if the circumstances impact ECC’s ability to be open for business. 
· An e-mail message will be sent to all ECC employees by 7:00 a.m. to notify employees 
whether or not the office will be closed for the day, if there will be a delayed opening, or if the office will be open on time with liberal leave.
· If the office opens but closes early, employees will be notified by e-mail or by phone.
· If possible, employees are encouraged to “stay connected” to work during the day- hold phone or video meetings if possible and check email as appropriate.

At times, TRS ECC may deviate from this and if so, will communicate accordingly.


	1.8 Faculty Communication
	
Notices of upcoming events, unexpected school openings or closings, etc., will be texted, emailed, written on the staff white board, and/or placed in team mailboxes. All staff members are responsible for checking for checking for communication notices as needed. Team members are required to be cognizant of attendance at required meetings, as well as any changes to school hours due to inclement weather or unforeseen circumstances.


1.9 Professional Appearance

A professional appearance appropriate to performing ECC activities while working with young children is required. This can include jeans, shorts (no shorter than mid-thigh) and dresses/skirts with bike shorts underneath. Close-toed shoes are also required. No flip flops or crocs are allowed. All teachers must be able to run after children. When in doubt, employees should discuss with the ECC director.


1.10 Anti-Harassment and Zero Tolerance

While this policy as written below is included in the TRS Employee Handbook and the  Highlight Summary documents that you have also received, we feel it is important for it to be included within this Manual as well. We take this very seriously and want to ensure you understand this.
[bookmark: _Hlk106617132]
Purpose - Harassment Prohibited

TRS is committed to providing a work environment in which all individuals are treated with respect, decency and dignity. Inappropriate workplace behavior and harassment create conditions that are wholly inconsistent with this commitment. The work environment should be characterized by mutual trust and the absence of intimidation, oppression, and exploitation. Employees should be able to work and learn in a safe, yet stimulating atmosphere. The accomplishment of this goal is essential to the mission of the organization. Through enforcement of this policy and education of its employees, 
TRS will seek to prevent, correct and discipline behavior that violates this policy.

The purpose of the policy set forth below is to maintain a work environment that is free from all forms of improper harassment, whether that harassment is because of race, color, religion, sex, age, disability, national origin, ancestry, sexual orientation, marital status, personal appearance, citizenship status, family responsibilities, gender identity or expression, genetic information, matriculation, political affiliation, veteran status, or any other prohibited basis of discrimination as required by law.

Improper harassment, including sexual harassment, will not be condoned, or tolerated by TRS.  This policy applies to all harassment occurring in the work environment, regardless of whether on work premises, at a TRS-sponsored event or another location.
[bookmark: _Hlk106612213]
This policy covers all employees of TRS, including applicants for employment, and also applies to third parties, such as congregants, contractors, vendors, suppliers and visitors.

All employees will be required to sign an anti-harassment acknowledgement form which will remain in their human resources file and which will be updated annually.

Sexual Harassment Defined

For purposes of this policy, sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:

· Submission to such conduct is either explicitly or implicitly made a term or condition of an individual’s employment.
· Submission to or rejection of such conduct is used as the basis for employment decisions affecting the individual.
· Such conduct unreasonably interferes with an individual’s work performance or creates an intimidating, hostile, or offensive working environment.

Some examples of what constitutes sexual harassment include:

· threatening to take or taking employment actions—such as discharge, demotion, or 
reassignment—if sexual favors are not granted;
· demands for sexual favors in exchange for favorable or preferential treatment;
· unwelcome and repeated flirtations, propositions or advances;
· unwelcome physical contact;
· whistling;
· leering;
· improper gestures;
· use of stereotypes;
· offensive, insulting, derogatory, or degrading remarks;
· unwelcome comments about appearance;
· sexual jokes or use of sexually explicit or offensive language;
· gender or sex-based pranks;
· offensive and unwelcome physical contact of a sexual nature, including the touching of 
another’s body, the touching or display of one’s own body or any other similar contact;
· and the display in the workplace of sexually suggestive objects, films, videos, or pictures,
including through e-mail.

The above list of examples is not intended to be all-inclusive. Additionally, care should also be taken in informal business situations, including at TRS-sponsored events and on work-related trips. Violations of this policy may lead to discipline, up to and including termination of employment.

Hostile Work Environment and Other Harassment Defined

For purposes of this policy, other harassment is defined as verbal or physical conduct that denigrates or shows hostility or aversion toward an individual based on any characteristic protected by law, that:

· Creates an intimidating, hostile, or offensive work environment.
· Unreasonably interferes with an individual’s work performance.

Some examples of such harassment are:
· using epithets or slurs
· mocking, ridiculing, or mimicking another’s culture, accent, appearance, or customs
· threatening, intimidating, or engaging in hostile or offensive acts that focus on an individual’s race, color, religion, sex, age, disability, national origin, ancestry, sexual orientation, marital status, personal appearance, citizenship status, family responsibilities, gender identity or expression, genetic information, matriculation, political affiliation, veteran status, or any other prohibited basis of discrimination as required by law; including jokes or pranks
· the display on walls, bulletin boards, or elsewhere on work premises, or circulating in the workplace (including via e-mail) of written or graphic material that denigrates or shows hostility or aversion toward a person or group because of an individual’s race, color, religion, sex, sexual orientation, ancestry, national origin, age, marital or veteran status, disability, or any other characteristic protected by law.

The above list of examples is not intended to be all-inclusive. Violations of this policy may lead to discipline, up to and including termination of employment.
[bookmark: _bookmark48]
Complaint Procedure

See the policy on Reporting and Investigating Discrimination, Harassment and Workplace Violence in Section 2.5 of the TRS Employee Handbook.


SECTION 2- PARENT-TEACHER COMMUNICATION PRACTICES

2.1 Parent-Teacher Communication

Teachers are responsible for holding two face-to-face parent-teacher conferences per school year. All communication regarding the children must take place between the parent and lead teacher, or between parent and director. In addition, a February phone conference must be offered to parents.

Please remember that the relationship between teachers and enrolled families is a professional relationship. While it is, of course, appropriate to be friendly, courteous, and amicable with enrolled families, be cognizant of establishing personal relationships that may lead to the appearance of favoritism, conflicts of interest, and/or other similar issues. Please always exercise your best professional judgment and don't hesitate to come to the director with questions about whether a certain course of action is professionally appropriate. If a conversation is needed with a family member, the staff member must discuss with the ECC Director prior to approaching the family. The primary concern should be to act in the best interest of our students and to represent the Early Childhood Center and TRS professionally.



2.2 Confidentiality and Social Media

The Early Childhood Center stresses the importance of protecting the rights and privacy of our children, their parents, and staff. Confidentiality of verbal, written and electronic information is a basic policy of our school. Photos are for school or temple-related use only.

Staff must be mindful of anything posted on social media. No photos or verbiage naming the school or showing any children or our facilities may be posted on Facebook or other social media. If a staff member "friends" a parent in the school, be aware of your settings (private vs. public). Common sense and good judgment are expected. See Section 3.10- Social Media and Online Communications in the TRS Employee Handbook for further information.


2.3 Parent Requests for Additional Assistance from ECC Staff

It is important that our staff maintain appropriate relationships and boundaries with school families. Occasionally parents will ask a staff member to transport a child home and/or babysit. While parents can arrange for a staff member to transport a child home from school, staff members are not allowed to babysit for children in their class. Please note, transporting and babysitting of school children are private transactions between the staff and the parent.

To avoid any perceived or actual conflicts of interest, school faculty and staff are prohibited from accepting outside employment with families who have students in their class and from accepting compensation directly from any families who have children enrolled in their class.


2.4 Faculty Children

Faculty members who have children enrolled at ECC are welcome to bring them at 8:45 a.m., when staff members are expected to arrive. If your older child has a school holiday, please check with the director in advance if you would like permission for your child to spend the day with you at school. Children need to stay with their parent and be well-supervised if they are spending the day at school.

   SECTION 3- CLASSROOM USAGE

 3.1 Observers/Therapists

No child may be observed by or discussed with an observer or therapist- or removed from the classroom by an observer or therapist without prior written approval from a parent. Please see the office for the required observation forms.



3.2 Classroom Maintenance
TRS ECC shares its classrooms with the Religious School and the Temple which meets on certain weekday afternoons and evenings and on weekends. It is critical that rooms be left as neat and as clean as possible, enabling the custodians to make the necessary furniture changes. Be sure all school supplies are put away, and windows and outside doors are closed. Teachers are held accountable for their rooms on a daily basis.

In order to help facilitate the movement of furniture in and out of classrooms, teachers will create room set up photos at the beginning of the school year. These photos are to be displayed in each classroom. An additional copy of the room set up photos should be turned into the office at the beginning of the school year.


SECTION 4- CHILDREN BEHAVIORAL CONCERNS

4.1 Discipline Policy for the Early Childhood Center
Licensing standards require centers to define in written policy the center's method of discipline. This allows parents and staff members to have a clear statement of which techniques are allowed in classroom management and which are not.
A. In order to promote the child’s physical, intellectual, emotional, and social well-being and growth, each staff member shall interact with the children and one another to provide needed help, comfort and support. Additionally, staff members will:
1. Respect personal privacy
2. Respect differences in cultural, ethnic, and family backgrounds
3. Encourage decision-making abilities
4. Promote ways of getting along
5. Encourage independence and self-direction
6. Use consistency in applying expectations
B. Behavioral guidance shall be constructive in nature, age and stage appropriate, and shall be intended to redirect children to appropriate behavior and resolve conflicts.
C. TRS ECC does not use time out as a form of behavioral guidance.


Forbidden Actions:
1. Physical punishment, such as striking a child, roughly handling or shaking a child, restricting movement through binding or tying, forcing a child to assume an uncomfortable position or exercise punishment
2. Placement in an enclosed small confined space or any space that the child cannot freely exit himself
3. Punishment by another child
4. Separating from the group so that the child is away from the hearing and vision of a staff member
5. Withholding or forcing of food or rest
6. Punishment for toileting accidents
7. Punishment by applying unpleasant or harmful substances.

The minimum standards require that "discipline shall be constructive in nature." These methods should include:

· fair and consistent limits
· positively worded directions
· providing reasons for limits
· redirection and modeling of acceptable behaviors
· assistance with verbal expressions of feelings and frustrations
· arranging equipment, materials, activities and schedules in a way that promotes desirable behavior separation, if used, shall be brief and the child must be within sight and sound of a staff member

Any staff member using any forbidden discipline of the above-mentioned techniques will be subject to immediate dismissal.


4.2 Behavioral Issues

In order to ensure that every child has an opportunity to learn and grow in a safe environment, Temple Rodef Shalom Early Childhood Center reserves the right to remove a child from the program if the child's continued presence is not in the best interest of the school and/or the child. If any staff member has any concerns about a child's behavior, please consult the director.


4.3 Reporting Child Abuse

The Social Services Department requires the Early Childhood Center to report all forms of suspected child abuse and to make parents aware of this policy. If any staff member suspects child abuse it must be reported to the director immediately.


SECTION 5- FOOD, HEALTH, SAFETY, INJURY AND EMERGENCY POLICIES

5.1 Food/Allergies

The ECC does not allow any nuts, shellfish, or pork to be on premises. Related to this would be no usage of latex gloves or bandages. Due to the severity of a potential allergic reaction, we do not allow nut products of any kind (peanuts, peanut butter, products containing peanut oil, Reese’s peanut butter cups, or any items containing other nuts or nut products) in the school. 

Restricted foods include any products with nuts and/or tree nuts as an ingredient or with a cautionary label warning such as "may contain nuts," "manufactured on equipment that also processes nuts," or "produced in a facility that processes nuts." Products containing nuts may not be brought to any outdoor play areas or be stored in lunchboxes or backpacks. With the increasing number of children who have this serious allergy, we believe this is a prudent measure to ensure a safe environment. These restrictions also apply to staff and to any staff event that takes place during school hours in school areas.

With regard to children's lunchboxes and/or backpacks containing food, staff must call regarding foods that are not allowed, foods not allowed during holidays, or foods that are suspected to be prohibited. Staff members should not guess or rely on what a child says. If an item is unmarked and its origins are unknown, staff members must contact the parents to determine whom is the correct owner.

5.2 Children’s Medical Issues
In case of illness, staff members are to bring the child to the office so that the parents can be notified. Staff must notify the director prior to contacting the parent. The Health and Wellness Coordinator will stay with the ill child until a parent comes to pick them up from school. In case of a serious accident, the child should not moved. The staff member will use the walkie-talkie or classroom phone to call the office immediately and it will be determined if further emergency assistance is required.


5.3 Children’s Medications

All medications for children must come through the office to ensure that all necessary paperwork has been completed and medication is properly labeled. Medication must be good for the entire school year as indicated on the medication label. TRS ECC does not apply sunscreen, bug spray, diaper cream, or lip balm. These items are not allowed to be in a child's backpack.

Emergency classroom medication must remain locked at all times in emergency backpacks. and remain with the teacher at all times. Emergency medication must be given to enrichment teacher daily, and then returned to the classroom. Only staff members who are current in MAT (Medication Administration Training) may administer medication. A list of MAT trained personnel is posted in the office and each classroom.
  

5.4 Injury Prevention Plans

The following is an injury prevention plan for Temple Rodef Shalom Early Childhood Center which is created and followed per the ECC’s licensing requirements with the State of Virginia. Preventing 
injuries is a key concern for childcare providers. As we all know, children can be accident-prone. The following steps must be followed to help keep the children we care for safe.

· The children must be supervised at all times. VA Department of Education Licensing requires children to be in sight and sound of a staff member at all times. They must be accompanied to the bathroom and watched in the hallway.
· All shelves and dividers should be sturdy and securely in place so as not to fall over on a child.
· All heavy toys and materials should be stored on the bottom shelves or on the floor to prevent them from falling on anyone.
· All electrical outlets shall be checked daily for child-safe covers.
· All toys shall be appropriate for the age of the children. They should not contain small parts or have parts that are easily removed if the children are under the age of 3.
· Classrooms shall be kept well organized and free of potential safety hazards. Teachers should check their rooms daily for hazards from a child's perspective. All problems are to be reported to the director immediately and taken care of as soon as possible.
· All cleaning materials must be kept in the uppermost cabinets of each classroom that are secured at all times with child-safe locks. As required by licensing, all containers must be properly labeled.
· All purses or bags containing any type of medication, cosmetics, or any other possibly hazardous material must be kept in cabinets classroom that are secured at all times with child-safe locks.
· The use of sharp items such as scissors and pencils must be supervised at all times by a teacher.
· Keep all plastic bags out of the reach of the children.
· Use only safe, non-toxic art materials (see licensing regulations for appropriate materials).
· All hot foods and liquids must be kept away from small hands. Coffee cups must have lids. Staff may not carry any drinks around the building or outdoor play areas during center hours.
· Cooking projects must be strictly supervised by the teacher. If you wish to use the upstairs kitchen, please coordinate scheduling with the office.
· Teach the children safety. Teach appropriate ways of using materials. Show them what to do in emergency situations. Model appropriate behaviors. All emergency equipment will be checked regularly, and staff shall be aware of how to use it.
· Keep hallways, walkways and doorways clear and accessible.
· Children three years of age or younger may not be offered foods that are considered to be potential choking hazards. Examples of these foods are hot dogs, raw carrot rounds, whole grapes, popcorn, and marshmallows.
· Children must be seated while eating, or while using sharp items.
· Children should not run or throw things in the classroom.
· Strictly follow the Playground Safety plan. Check daily for broken glass or other dangerous debris. NO children are allowed outside without an adult. This also includes all staff children. Be sure all children are dressed appropriately for the weather conditions outside.
· Supervise children on climbing structures very closely.
· Children should never be left alone on changing tables.
· Children of biting age should be closely watched for rising levels of frustration, fighting over toys, or needing to feel in control (powerful). These are all prime times for biting. Redirect behavior and teach children to express themselves verbally.
· Supervise children carefully when in the block area.

Class emergency backpacks and walkie talkies will be with the class when leaving the classroom to go to locations inside and outside of the building. Walkie talkies will be turned on to full volume so that at least one staff member can hear it all times. Please remember to turn off walkie talkies and place them in charger at the end of each school day, so the walkie talkies will be fully charged for the next school day.


5.5 Safety Guidelines and Practices
Playground Supervision
· When a staff member goes outside, the emergency backpack must be taken and the walkie talkie be on to full volume. The office may need to reach your class, so be sure your walkie talkie is in a place where you can hear it. Walkie talkies should not be kept inside backpacks.
· Every member of the team must be outside with the children at all times.
· Faculty must count and know at all times the number of children present in their group.
· On all playgrounds, staff should be stationed near each gate, by the climbing equipment and by the sand area.
· The surface of the playground must remain well maintained. If severe bare spots or low mulch are noticed, the office should be contacted.

[bookmark: _Hlk142584842]         Playroom  Supervision
· Team members should be stationed around the room to facilitate play and prevent dangerous situations.
· Faculty must count and know at all times the number of children present in their group.
· Every member of the team must be in the playroom at all times.
 
         Faculty/Student Ratio
· The faculty/student ratio required by licensing is for 1 faculty member for 10 children who are three years and older and and 1 faculty member for 8 children who are two years old. Specialists, such as Speech Therapist, Occupational Therapist, Developmental Specialist, Music Teacher and Shadows, are not considered part of the ratio.
        Safety Awareness
        The children's safety is the school's primary goal. All faculty must count
      and know at all times the number of children present in their group.
		
· Teacher will maintain an attendance sheet.
· Teachers need to be aware of where the children are at all times.
· Children must be supervised constantly. They may not be in any place (classrooms, bathrooms, hallway, supply areas, multi-purpose room, music room, outdoors) without adult supervision.
· Teachers must count children before and after any transition and multiple times when outside of the building. Children should be counted before and after going outside, as well as upon return to the building.


5.6  Accident Report Forms/Injury Reports

In the event of an accident (involving a child or staff member) on premises, licensing requires that an Accident/Minor Injury Report Form be filled out and filed in the office. The report must be signed by two staff members. Parents must also be notified by phone, email, or note.

Any time a child has been injured (e.g. - bite, bruise, scratch, scrape), an Accident Report Form  must be completed. If there is any type of head injury, the injury must be reported to the Director, and the parents must be notified by phone immediately.


5.7  Security and Emergency Procedures

Please see separate Security/Emergency Manual for more detailed instructions.
  
 All visitors must check in with the Early Childhood Center office upon entering the   building. The following guidelines summarize the key actions during these different kinds of emergencies. These instructions may be modified as needed and will be communicated accordingly to staff members, children and parents.
	   
Evacuation Procedures- Emergencies that require evacuation of building due to fire, bomb threat, etc.
· All classes will evacuate per fire drill route and go to predetermined locations. The decision to remain at Bunny's Place or go to Haycock Elementary School (arrangements have been made) will be made based on the type of emergency and/or weather conditions.
· Faculty needs to bring classroom backpack which contains emergency forms and any medication needed for children, as well as walkie-talkies turned on to full volume.
· When possible, the office will notify parents via text, email, updates on our web site, and Facebook.




Shelter-in-place Procedures - Emergencies that require remaining in the building because of war, gunfire, a bomb, chemicals, tornado, hurricane, etc.
· All classes will go to the playroom/multipurpose room (our designated safe room) or drop, cover, and hold for a tornado. Teachers will take roll. Clothing, diapers plus two days of food and water and first aid supplies are stored in the multipurpose room.
· When possible, parents will be notified via text.
	
           Emergency Lock-Down Procedures

Lock-Down procedures will be used in situations that may result in harm to persons inside our facility, such as a shooting, hostage incident, intruder, trespassing, disturbance, or at the discretion of the director, designee, or public safety personnel.
· The Director (or another designated person) will announce the following over the walkie-talkie or paging system: "This is an emergency. All classrooms go into lock-down procedure."
· If staff members are not in their classroom when the lock-down is announced, children should be gathered all children and proceed to the CLOSEST classroom.
· If a class is in the playroom or music room, stay there. Close playroom doors which will then be locked from the outside.
· Once students are inside a classroom, the playroom or the music room, close all doors. Seat the children in an area that is farthest away from any visibility from outside the room. Be aware of the windows as well as the window in the classroom door.
· All administrative staff will proceed to the nearest office and lock the doors OR into the nearest room that has a telephone.
· IMMEDIATELY take attendance and make a note of any children who are missing from your room AND any children or staff members who have entered your room since it was the closest room when the lock-down was announced. Staff members should have their class list so that you know who is absent.
· During a drill, the Director (or another designated person) will contact each room by walkie-talkie. Be prepared to list which children are missing from the room and which additional people are in the room who are not usually there.
· In the case of a real emergency, the walkie-talkie should not be used unless someone is badly injured and in need of medical attention. Walkie-talkies should not be used so that the airwaves are clear and important instructions can be delivered by the Director (or another designated person).
· Keep children engaged by reading stories, singing, listening to CD's etc.
· One staff member in each room must be listening to the walkie-talkie at all times during a lock-down.
· The "all clear" will be announced by the Director (or some other  designated person) when it is safe to continue activities as usual.

· Lock-Down procedures will be used in situations that may result in harm to persons inside our facility, such as a shooting, hostage incident, intruder, trespassing, disturbance, or at the discretion of the director, designee, or public safety personnel.

Lockout Procedures- Secure the Perimeter-Lockout is called when there is a threat or hazard outside of the school building. Students are to return to inside the building and assume business as usual. Teachers will recover students and staff from outside the building and practice situational awareness which entails maintaining business as usual and taking roll and accounting for all students.

Missing Child Policy

· Each class will take roll at the end of morning carpool and know their class head count throughout the day including individual counts when breaking into small groups.

· Teachers will count children at transitions into and out of all spaces.

· Teachers will carry charged walkie-talkies set on channel 7 at all times.

· If a child is missing:
· One staff member will stay with the class.
· One staff member will immediately notify the office and join in the search.
· One staff member will retrace the class's steps.
· TRSECC Office staff will make notifications as needed to the temple staff and enlist additional staff to help in search as needed
· When child is found, teachers will immediately notify the TRSECC Office.
· If a child is still missing, TRS ECC Office staff will call the police and initiate lockdown mode in the building.


5.8 Fire Drills, Evacuations and Hibernation Drills
Fire drills and evacuations, and hibernation drills must be taken seriously. Quiet, calm, rapid evacuation of the building is critical. Follow directions on the sign near the door of the classroom. Staff members are asked to review the directions with their students early in the school year. Each room should have a fire drill evacuation route posted. The Early Childhood Center is required to hold one fire drill per month as well as two shelter-in-place drills per year. We will also periodically review hibernation/shelter-in-place drills with the staff.
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