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Stepping Stones

Discovery & Development Center

A Step Ahead !
Orientation Handbook

Stepping Stones Discovery & Development Center

Mission Statement
Stepping Stones learning philosophy is based upon the Connecticut Curriculum Framework for Preschool and the National Association for the Education of Young Children (NAEYC). Our program strives to develop positive learning outcomes for all children, regardless of their backgrounds and experiences. The curriculum capitalizes on children’s natural sense of wonder with a variety of child-initiated and teacher-initiated activities. The program also provides families with information they need to support children’s learning and development and encourages a foundation for solid school, parent and community connections.
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Introduction

Welcome to Stepping Stones Discovery & Development Center (SSDDC). The Orientation Handbook will provide important guidelines to follow during employment. The information in the Handbook is to assist you in learning how to perform the functions of your job.
SSDDC reserves the right to modify, revoke, suspend, terminate, amend or change this Orientation Handbook and any or all of the plans, policies or procedures of SSDDC in whole or in part, at any time and as it may deem necessary with or without notice to employees. 

Any revised pages or additions to this handbook will be distributed to employees and should be carefully read and then placed in the handbook. The policies contained in this manual supersede and replace all policies, rules and regulations contained in prior handbooks or policy statements.

Item Locations
Tour the building and locate the following. Use the available space to note locations of the items below.
	Health & Safety

	Fire Extinguishers and Alarms
	

	Telephones
	

	Evacuation Maps
	

	Outside/Evacuation Exits
	

	Medication Storage
	

	Allergy Lists
	

	Incident Reports
	

	Emergency Phone Numbers
	

	Children’s Emergency Contact Info
	

	Staff Items

	Mailboxes
	

	Time clock
	

	Restrooms
	

	Storage for personal belongings
	

	Teacher Resources
	

	Parking Areas
	

	Staff Bulletin Board
	

	Program Items

	Art supplies
	

	Cleaning Supplies
	

	Forms
	

	Snacks
	

	
	


Supplies

It is everyone’s responsibility to report their need or the Center’s need for supplies. Please record your need for supplies to the Director. For supplies that are critical to children’s needs such as food for snacks, soap, toilet tissue, paper towels, etc., inform the director immediately.  When lesson plans are submitted to the Director, all needed materials must also be listed.

Getting to Know Parents and Children

Parents and children must feel comfortable with your presence. The following practices will ease parents and children that you are here to care for the children.

·  Always introduce yourself to parents you are unfamiliar with. Explain to them what your role is.

· Where a name tag for at least one month so that parents that normally don’t report to your classroom have an opportunity to become familiar with your name.

· Use classroom name list to learn the children’s names. Have teachers help you along the way.

Write a statement about your hobbies and interests. Include pictures of you and your family or your favorite activities. This helps to personalize you.

Opening Routines

The following are routines for the opening shift.
1. This center must be open and ready to serve children and their families at ______ am.

2. Turn on all lights in the building including:

· Reception area

· Hallways

· Classroom

· Office area

· All classrooms

· All student bathrooms

· Kitchen

3. Turn on parent sign in computer and staff sign in computer
4. Check the outside play area for any safety concerns

5. Check the classroom temperatures and inform director of necessary adjustments

6. Additional tasks as required
Opening Classrooms

One or two classrooms will be needed for initial arrivals. As staff and more children arrive, additional classrooms are opened. Allow parents to place their child’s classroom items in their classroom even if it is not open.

Staff in the opening classrooms must check for the following:

· All lights in room and bathroom are on

· All chairs are off the tabletops or are un-stacked and placed neatly around the tables

· Check that tables, floors, counters, and toilets are clean

· Check the necessary supplies are in classroom (gloves, paper towels, facial tissues, cleaners, etc.

· Check for safety issues (broken equipment, sharp objects on floor, etc.)
First Arrivals
The following procedures should be followed for each child arrival. 

· Greet the child first (by their name) then greet the parent

· If you are with another child or family, wave to the child entering while making contact

· Have table activities ready so that children are occupied. This allows you additional time to greet families

· Write down any important information that a parent may have for the class or the director such as schedule change needs or pickup changes

Head Counts
When children arrive, take attendance of their arrival time. Additionally, verify the class size and staff to child ratio repeatedly throughout the day. When you have visitors from another classroom, be sure to add them to your roster. It is especially important to verify classroom counts during transition periods such as outdoor play.
Teacher:Child Ratios

Staff members will comply with the Teacher:Child ratio setforth by the State of Connecticut Department of Public Health.

Infants/Toddlers  1:4   or 2:8

Preschool             1:10 or 2:20

It is the responsibility of every staff member to monitor their classroom often, especially at early morning and late afternoon, for compliance. It is mandatory that when your group becomes over ratio, either too many children or too many teachers, that you immediately bring to the attention of the Director or supervising staff member so that staffing may be adjusted accordingly.

Supervision

The following guidelines are critical during supervision periods:
· The children must be within your view and hearing distance at all times.

· Children are your primary focus. Non-essential conversations with staff members or reviewing professional development materials and lesson plans are not appropriate during activity times with children.

· Structure activities appropriately so that children are engaged in their learning.

· Prevent situations from happening by monitoring child to child interactions closely. Address potential conflict before it occurs either through direct conversation or through a redirection activity.

· If you notice children are having difficulty maintaining attention with a planned activity, be flexible and recognize that new activity may be needed. A mini-exercise class, a story, or a song are great ways to shift to a more engaging activity.

· Always be sure that there are no children left alone without adult supervision.

Meals and Snack Time
Lunch and snack time are considered learning opportunities. Meals should be served and accompanied with words and phrases that encourage language development and dietary facts such as, “Do you know what color Jill’s Jello is? Yes! It is red.” Or “ How does the peanut butter feel in your mouth?”. As much as possible, staff should sit with children to encourage both eating and learning. Refrain from cleaning utensils, etc, during the children’s lunch/snack time.

Other tips for successful meal times include:

· Transition to snack in a quick and efficient manner. Children are easily board if they wait to long for their snack to arrive.

· Make sure children wash hands before meal (this is also a useful transition activity)

· Be sure tables are clean before seating children

· Assign children jobs (when age appropriate) to assist in table set up

· Monitor foods and food allergies

· Be prepared with all utensils and napkins ahead of time

· Wear food handling gloves

· All children to drink liquids during their meal

· Do not withhold food as a punishment

· Be prepared for spills and accidents-do not overreact when they occur. Assist the child in resolving the spill.

· Do not rush meal time.

· Encourage self-snack choices when possible
After Snack Time

· Have children assist in cleaning tables and place settings

· Children need to wash hands and face

· Discard uneaten food

· Discard remaining milk in open-top pitchers

· Thoroughly clean tables

Feeding Infants
Special requirements apply for infant feedings. They include:
· Parents must provide their own formula or bottle prepared. Staff can not mix formula for the children.

· Staff can not thaw breast milk for a parent

· All bottles must be clearly labeled with the child’s name and date when refrigerating

· Partially used bottles may not be returned to the refrigerator. They must be emptied and rinsed out.

· Parents must take all used bottles home with them

· If emergency supply of formula is in building, the date that the supply is opened must be marked. The remaining amount must be sent home with the parent.

Warming Bottles

Bottles must be carefully warmed before giving to infant. Place bottle in warm bottle until the liquid reaches room temperature. The liquid should not feel like a temperature when you test with a drop on your skin. Use a food handling glove to test the temperature. Be sure to wash any formula or breast milk that comes in contact with your skin. 
Feeding Bottles

All infants must be held when feeding. Bottles are never to be propped in position. Bottles should never be fed to the infants in the cribs, swings, or in seats. 

Older infants may hold their own bottle if able in a seat. They may not walk around the room while holding their bottle.

Rest Periods 

Children in the center for the full day will be provided with a rest period. Most children have difficulty transitioning to nap time. The following practices can ease the transition:

· Place the child’s cot in the same place each time 

· Allow special objects from home such as a blanket or stuffed toy

· Provide a calming activity such as a story before nap time

· Give children enough time to settle in their cot however, do not allow them to repeatedly stand up and walk around the room. Encourage them to remain at their cot.

· Have alternate activities for children that wake up early such as drawing, reading, or a quiet game

· Students must be supervised during rest time.
· Ratio must be maintained within the building during rest time.

· A rest period should not exceed two hours for the majority of the children.

Diapering and Toileting
Diapering
The purpose of the diapering procedure is to adhere to health and safety requirements. The procedure is as follows:

· Wash hands before changing a diaper

· Where gloves at all times when changing diapers and where new gloves for each change on each child

· Have items accessible to the changing table before placing the child for changing (wipes, approved ointments, diapers, etc.)

· Do not leave the child unattended on the changing table.

· Only apply ointment when parent permission is on file

· Keep one hand on the child when the child is on the changing table

· Wash hands after each diapering

· Dispose of soiled items immediately

· Disinfect the changing area after changing

· Record the diaper change on the daily sheet 

· Children must be checked every two hours except during rest periods.

· Be sure to change immediately prior and immediately after long rest periods.
Toilet Learning

Learning to use the toilet is a developmental milestone. Children reach the milestone according to their individual readiness level. It is important to be familiar with toilet readiness signs. Readiness signs include but are not limited to:
· Dry diaper for extend periods

· Child wakes up dry

· Child can get up and down with little assistance

· Child can state that they need to use the toilet

· Child is uncomfortable or aware of wet or soiled diaper

· Child is interested in sitting on the toilet

Be sure to communicate readiness signals with parents. They may have additional input. 

During toilet learning there are other ways to assist children accomplishing their transition from diapers to the toilet.

· Provide opportunities for children to learn how to use snaps, zippers, and buttons.

· Allow the child to attempt sitting on the toilet (even if only for short periods of time) and praise the child for the attempt

· Children should undo their own clothing as much as possible. Encourage them to learn how to remove clothing but do not let them reach a point of frustration.

· Check the child after toileting. They will likely need assistance in cleaning themselves properly.

· If a child has an accident, quickly clean it. Do not punish the child or humiliate them for having an accident. Set backs are a part of the learning process.

Toileting Routines

Plan regularly scheduled opportunities for toilet learning. Children usually need to use the restroom before and after outdoors play, after meals, before and after nap, and before trips or long walks.
During active periods, remind children of the use of the toilet. Children may loose track of their needs if they are too engaged in an activity. 

Children may not enter the building unsupervised to go to the restroom. They must be supervised at all times. When on field trips, children must be accompanied to the restroom and can not be left alone in a public restroom.

Communication With Parents

A partnership with the parents benefits the child, the staff, and the parents. Establishing common goals enhances the child’s likelihood for success.

The following are communication practices that occur on a regular basis:

· Daily parent to teacher contact a drop off and pick up

· Parent Library and Bulletin Board

· Daily Sheets

· Conferences and Goal Setting Meetings

· Monthly Newsletter

All parent communication is expected to be professional and appropriate. The following communication types are not appropriate:

· Staff gossip

· Personal information about other children/families

· Company issues 

· Assessment of child development without review of the director

Cleaning

Cleaning must be done on a regular basis for the health and safety of the children and staff. Cleaning guidelines during the day include:

· Clean activities after they are completed. Use children as helpers when age appropriate

· Repeatedly wipe tables after use

· Have labels or other visual cues to assist children in proper placement of toys

· Clean any art materials immediately after use

· Keep room neat and orderly with the assistance of the children

· Floors and bathroom floors need to be spot checked for cleaning throughout the day

· Toys need to be sanitized on a regular schedule

· Infant Toys – Daily sanitation

· Preschool and Toddler – Weekly sanitation

· Cots must be sprayed with sanitizer after each use. They should be wiped down at least once a week.

· Linens must be washed weekly.
All cleaning supplies must be secured in a locked storage area. Cleaners can never be left in the reach of the children. 

Common areas must be kept clean. Do not leave a mess behind. All areas must be straightened after you have finished in that area.

Leave hallway clear of toys and trash. If you are cycling toys out of your room, be sure to promptly have them placed in storage.

End of Day Routine

There is a lot of activity during pick up time. Children are restless to be home and parents pick up at different schedules.

The following procedures will help make closing time an easier transition:

· Frequently check and recheck head counts

· Schedule table activities so that children are not feeling restless

· Be sure that the children are clean in appearance before the parent picks up

· Check that the child has all their belongings in their cubby

· Be available for parents as they come in. Some may have concerns they wish to share.
Authorization for Child Dismissal Policy and Procedure

SSDDC staff is responsible for ALL children placed in the Center’s care. The following policies must be strictly adhered to. Failure to do so will result in corrective action or termination.

· A parent’s request for someone listed on their Authorized for Dismissal Form to pick up their child must always be in writing and handed to a staff member in person-faxes and/or approvals over the phone are not acceptable.

· When written notification is received from the parent, immediately check to make sure that this person is listed on the Authorization for Dismissal form and that there is a matching photograph of that person or staff members are familiarized with the person via the parent.

· At any time of pick up, it is mandatory to speak to the person directly before directing them to the child.

· Go to the file and get the Authorization for Dismissal Form and match name with identification from the individual picking up the child.

· A person picking up must show a photo identification, driver’s license preferred. ID’s without a picture are unacceptable.

· Any discrepancies in identifications and/or confusion must be immediately brought to the attention of the Director.

· Every person who enters the building must be stopped at the front door. Delivery personal must also be stopped at the front door.

Releasing a child policy and procedure

Individuals other than parents or legal guardians may not be left unescorted. When a person other than the parent or guardian arrives to pick up, check the file to determine if the person is authorized to pick up the child. Additionally, match the individual’s driver’s license to the name before releasing the child.

Never allow timidity, uneasiness, or fear that you might insult, upset, embarrass or anger the person picking up if you are in the slightest doubt. Remember, your responsibility is to each child’s safety. One moment of weakness, one second of hesitation could result in serious consequences for that child.

Closing the Classroom

Closing staff must check the following before ending their shift:

· Verify that all children have been picked up

· Check all windows and doors –they must be locked

· Empty all trash cans and replace can liners

· Flush toilets and make sure restrooms are clean

· Make sure all classroom toys are put neatly on a shelf

· Check room for safety hazards

· Have next day daily sheets written out with classroom names 

Closing the Center

The closers must check the following before ending their shift:

· Verify that all children have been picked up

· Check that kitchen stove is off

· Check that all faucets are off

· Remove remaining trash

· Check that all lights are off

· Be sure that all outside doors are locked and closed
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