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Using This Childcare Staff Handbook Template
Overview and Purpose
This template provides a comprehensive framework for creating a customized staff handbook for your childcare center. A well-crafted staff handbook serves several important purposes:
· Communicates expectations, policies, and procedures clearly to all staff members
· Ensures consistent implementation of center practices
· Supports compliance with licensing and regulatory requirements
· Provides legal protection for your center
· Serves as an orientation tool for new employees
· Functions as a reference guide for all Staff
Customization Instructions
1. Replace all bracketed text: Items in [brackets] throughout this template indicate where you should insert your center-specific information. Be thorough in customizing these sections to reflect your center's unique policies, state requirements, and organizational structure.
2. Consult relevant regulations: Before finalizing your handbook, review your state's licensing regulations, employment laws, and other applicable requirements to ensure your policies align with current regulations.
3. Tailor to your program philosophy: Ensure the language and policies reflect your center's educational philosophy, mission, and values. The handbook should authentically represent your program's approach to early childhood education.
4. Consider your audience: Write in clear, professional language that is accessible to Staff with varying levels of education and experience. Avoid jargon when possible and define technical terms when necessary.
5. Be thorough but concise: Include all necessary information while keeping the handbook user-friendly. Staff are more likely to read and refer to a handbook that is well-organized and not unnecessarily lengthy.
6. Maintain consistency: Ensure policies do not contradict each other across different sections and that terminology is used consistently throughout the document.
Legal Considerations
1. Legal review: Have your completed handbook reviewed by an attorney familiar with employment law and childcare regulations in your state. This review helps ensure your policies are legally sound and compliant with current laws.
2. At-will statement: If your state recognizes at-will employment, ensure this is clearly stated in the handbook and acknowledgment form (unless you intend to create contracts with employees).
3. Anti-discrimination policies: Confirm your policies comply with federal, state, and local anti-discrimination laws.
4. Mandatory reporting: Clearly outline staff obligations regarding mandated reporting of suspected child abuse and neglect according to your state's requirements.
5. Disclaimer: Include a statement that the handbook is not a contract and that policies may be changed at the center's discretion.
Implementation Tips
1. Formal introduction: Schedule time to thoroughly review the handbook with new employees during orientation. Have them sign the acknowledgment form after they've had sufficient time to review the content.
2. Annual review: Revisit the handbook at least annually to update policies as regulations change or as your center evolves.
3. Accessible format: Make the handbook available in both digital and print formats for easy reference.
4. Training connection: Reference handbook policies during staff training to reinforce necessary procedures and expectations.
5. Document revisions: When you update the handbook, clearly communicate changes to Staff and have them sign a new acknowledgment form.
6. Professional presentation: Consider having your final handbook professionally formatted and bound for durability and a polished appearance.
Adaptation Recommendations
· Small centers: You may simplify some sections while ensuring all regulatory requirements are still addressed.
· Large organizations: Consider adding an organizational chart and more detailed information about management roles and communication channels.
· Specialized programs: Add sections specific to your program type (e.g., Montessori, Reggio Emilia, faith-based, or inclusion-focused programs).
Remember that your staff handbook is a living document that should grow and evolve with your center. Regular updates ensure it remains relevant and continues to serve as an effective tool for communication and guidance.

Section 1: Welcome and Introduction
Welcome Letter
Welcome to [Insert Center Name] [Insert Center Name]! We are delighted to have you join our team. At [Insert Center Name], we are committed to providing a nurturing, safe, and engaging environment for all children and staff members. This handbook has been prepared to familiarize you with our policies, procedures, and expectations that will guide your work with us
Mission Statement
[Insert Your Center's Mission Statement Here]
Ex: "At [Bright Steps Early Learning Center], our mission is to nurture each child's natural curiosity, independence, and joy through purposeful play and meaningful relationships."
Vision Statement
[Insert Your Vision Statement Here]
Ex: We envision a learning community where every child feels safe, valued, and empowered to explore, create, and thrive in a world of possibilities.

Core Values
[Insert 3-5 Core Values, e.g., Respect, Safety, Excellence, Inclusivity, etc.]
Philosophy of Care
We believe in [Insert Your Philosophy, e.g., child-led learning, structured curriculum, play-based education]. Our Staff plays a vital role in fostering growth, curiosity, and a sense of belonging for every child in our care.
Purpose of This Handbook
This handbook outlines the policies, procedures, and expectations that guide our work together. It serves as a reference tool to ensure consistency and clarity across all areas of our center's operation. While comprehensive, this handbook cannot address every situation that may arise. We encourage open communication between Staff and management to address specific circumstances.
History of [Insert Center Name]
[Insert brief history of your center's founding, growth, and significant milestones]
Center Contact Information
Main Address: [Insert Address]
Phone Number: [Insert Phone Number]
Email: [Insert Email]
Website: [Insert Website]
Hours of Operation: [Insert Hours]
Emergency Contact: [Insert Emergency Contact Information]
Section 2: Organizational Information
Organizational Structure
Leadership Team
· Center Director: [Insert Name and brief description of responsibilities]
· Assistant Director: [Insert Name and brief description of duties]
· Program Coordinator: [Insert Name and brief description of responsibilities]
· Administrative Staff: [Insert relevant administrative positions]
Program Structure
· Infant Program: [Insert age range and brief description]
· Toddler Program: [Insert age range and brief description]
· Preschool Program: [Insert age range and brief description]
· Pre-K Program: [Insert age range and brief description]
· School-Age Program: [Insert age range and brief description, if applicable]
Licensing Information
[Insert Center Name] is licensed by [Insert Licensing Agency] under license number [Insert License Number]. Our license is renewed [Insert renewal period, e.g., annually] and is displayed [Insert location where the license is shown].
Accreditation
[Insert Center Name] [is/is not] accredited by [Insert Accrediting Organization]. This accreditation demonstrates our commitment to exceeding minimum licensing standards and providing high-quality care and education.
Regulatory Compliance
We adhere to all state and local regulations regarding:
· Staff-to-child ratios: [Insert your state's ratio requirements by age group]
· Health and safety standards
· Staff qualifications and professional development
· Facility requirements
· Nutrition guidelines
· Emergency Preparedness
Center Capacity
Our center is licensed for [Insert total number of children] children, with the following breakdown by program:
· Infant rooms: [Insert number of rooms and capacity]
· Toddler rooms: [Insert number of rooms and capacity]
· Preschool rooms: [Insert number of rooms and capacity]
· Pre-K rooms: [Insert number of rooms and capacity]
· School-age rooms: [Insert number of rooms and capacity, if applicable]
Quality Rating
Our center participates in [Insert State's Quality Rating System, e.g., QRIS] and currently holds a [Insert rating level] rating. We are committed to maintaining and improving our quality rating through continuous improvement efforts.
Professional Affiliations
[Insert Center Name] maintains memberships with the following professional organizations:
· [Insert professional organization]
· [Insert professional organization]
· [Insert professional organization]
These affiliations provide our Staff with access to resources, professional development opportunities, and the latest research in early childhood education.
Section 3: Employment Policies
Equal Employment Opportunity
[Insert Center Name] is an equal opportunity employer and does not discriminate on the basis of race, color, religion, gender, gender identity, sexual orientation, national origin, age, disability, genetic information, marital status, or any other characteristic protected by federal, state, or local law. 
Employment Classification
· Full-Time: Employees who work [Insert hours, e.g., 35+ hours] per week on a regular basis.
· Part-Time: Employees who work less than [Insert hours, e.g., 35 hours] per week on a regular basis.
· Temporary/Seasonal: Employees hired for a specific period or project.
· Exempt: Employees not eligible for overtime pay according to federal and state wage laws.
· Non-Exempt: Employees eligible for overtime pay according to federal and state wage laws.
Hiring Requirements
All staff members must meet the following requirements before beginning employment:
· Minimum age of [Insert age requirement, typically 18]
· [Insert education requirements by position]
· Clean background check including: 
· Criminal history check
· Child abuse and neglect registry check
· Sex offender registry check
· [Insert any additional background checks required by your state]
· [Insert health requirements, e.g., TB test, physical exam]
· CPR and First Aid certification (to be completed within [Insert timeframe])
· [Insert additional certifications required]
Probationary Period
All new employees will undergo a probationary period of [Insert length, typically 30, 60, or 90] days. During this time, performance will be closely evaluated to determine suitability for continued employment. Either the employee or [Insert Center Name] may terminate the employment relationship at any time during this period, with or without cause.
Personnel Records
[Insert Center Name] maintains personnel files for each employee, which include:
· Employment application and resume
· Background check results
· Educational credentials and certifications
· Performance evaluations
· Training records
· Emergency contact information
· [Insert any additional documents]
Employees may review their personnel file by submitting a written request to [Insert position, e.g., Center Director] at least [Insert timeframe] in advance.
Staff Qualifications and Professional Development
Minimum Qualifications by Position
· Lead Teacher : [Insert education and experience requirements]
Ex: Lead Teacher: Must hold an Associate's Degree in Early Childhood Education and have 2+ years of experience working in a licensed child care setting."
· Assistant Teacher: [Insert education and experience requirements]
· Teacher Aide: [Insert education and experience requirements]
· Substitute: [Insert education and experience requirements]
Required Annual Training
All staff members must complete [Insert number of hours] of professional development annually, including:
· [Insert required training topics, e.g., child development, health and safety]
· [Insert state-mandated pieces of training]
· [Insert center-specific pieces of training]
Professional Growth Plans
Each staff member will develop an individualized professional growth plan in collaboration with their supervisor. This plan will be reviewed and updated [Insert frequency, e.g., annually].
Performance Evaluation
Formal performance evaluations will be conducted [Insert frequency, e.g., annually, bi-annually] by [Insert position responsible]. Evaluations will assess:
· Job knowledge and skills
· Adherence to center policies and procedures
· Classroom management
· Interaction with children, families, and colleagues
· Professional development progress
· [Insert additional evaluation criteria]
Separation from Employment
Resignation
Employees who resign are requested to provide [Insert timeframe, typically 2 weeks] written notice to [Insert position, e.g., Center Director].
Termination
Employment may be terminated for reasons including, but not limited to:
· Unsatisfactory job performance
· Violation of center policies or procedures
· Unethical conduct
· Excessive absenteeism or tardiness
· [Insert other grounds for termination]
Exit Procedures
Upon separation from employment, employees must:
· Return all center property
· Complete an exit interview (if requested)
· Provide updated contact information for the final paycheck
· [Insert additional exit requirements]
Personnel Files
[Insert Center Name] maintains personnel files for each employee. These files are confidential and contain documentation related to employment, performance, and benefits. Employees may request to review their personnel file by [Insert process for reviewing personnel files].
Section 4: Work Schedule and Attendance
Hours of Operation
[Insert Center Name] is open [Insert days of operation, e.g., Monday through Friday] from [Insert opening time] to [Insert closing time]. Staff schedules will be arranged to provide appropriate coverage during these hours.
Work Schedules
Standard Work Hours
· Full-time employees typically work [Insert number] hours per [Insert period, e.g., day, week].
· Part-time employees work varying schedules as assigned by management.
· Schedules are created to maintain required staff-to-child ratios at all times.
Schedule Changes
· Work schedules will be posted [Insert timeframe, e.g., two weeks] in advance.
· Requests for schedule changes must be submitted to [Insert position, e.g., Director] at least [Insert timeframe, e.g., one week] in advance.
· Management reserves the right to adjust schedules as needed to maintain appropriate staffing levels.
Break Periods
· Staff members working [Insert number] or more consecutive hours are entitled to a [Insert duration] meal break.
· Breaks must be coordinated with other Staff to ensure proper supervision of children at all times.
· [Insert policy on paid vs. unpaid breaks]
Attendance and Punctuality
Expectations
· All employees are expected to report to work on time according to their assigned schedule.
· Staff must be fully prepared to begin work at their scheduled start time.
· Punctuality is essential for maintaining required ratios and ensuring proper supervision of children.
Absences
Reporting Procedure
· If you are absent, you must notify [Insert position, e.g., Director] by [Insert time, e.g., 6:00 AM] on the day of absence.
· In the case of a planned absence, notification must be given at least [Insert timeframe, e.g., one week] in advance.
· [Insert specific notification method, e.g., phone call to Director]
Documentation
· After [Insert number] consecutive days of absence due to illness, a doctor's note may be required.
· All absences will be documented in your personnel file.
· Excessive absences may result in disciplinary action, up to and including termination.
Tardiness
· If you will be late, you must contact [Insert position, e.g., Director] as soon as possible.
· [Insert number] instances of tardiness within a [Insert timeframe, e.g., 30-day period] may result in disciplinary action.
· Chronic tardiness may result in termination of employment.
Overtime
· Non-exempt employees may be scheduled for overtime when necessary.
· All overtime must be pre-approved by [Insert position, e.g., Director].
· Overtime is paid at a rate of one and one-half times the regular hourly rate for all hours worked in excess of [Insert number, typically 40] hours in a workweek.
· [Insert any state-specific overtime requirements]
Time Records
· All employees are required to accurately record their work hours using [Insert time tracking method, e.g., time clock, electronic system, timesheet].
· Falsification of time records may result in immediate termination.
· Time records are to be reviewed and approved by [Insert position, e.g., Director] before processing for payroll.
Staff Meetings and Training
· Staff meetings will be held [Insert frequency, e.g., monthly] on [Insert day, e.g., the first Tuesday] of each month from [Insert time range].
· Attendance at staff meetings is mandatory unless excused in advance by [Insert position, e.g., Director].
· [Insert policy on compensation for staff meetings and training]
Inclement Weather and Emergency Closings
· In the event of inclement weather or other emergencies, [Insert Center Name] may close or operate on a modified schedule.
· Notification of closings or schedule changes will be communicated via [Insert communication methods, e.g., email, text message, phone call].
· [Insert policy on compensation during emergency closings]
Substitutes
· A list of approved substitutes will be maintained by [Insert position, e.g., Director].
· Staff members should not arrange for their substitutes unless authorized by [Insert position, e.g., Director].
· All substitutes must meet the same background check and qualification requirements as regular Staff.
Section 5: Compensation and Benefits
Compensation
Pay Rates
· Starting pay rates are determined based on [Insert criteria, e.g., education, experience, qualifications].
· Pay scale ranges are as follows: 
· [Insert position]: [Insert pay range]
· [Insert position]: [Insert pay range]
· [Insert position]: [Insert pay range]
· [Insert any additional positions and ranges]
Pay Schedule
· Employees are paid [Insert frequency, e.g., bi-weekly, semi-monthly] on [Insert specific days].
· Pay periods run from [Insert start day] to [Insert end day].
· When a payday falls on a holiday, employees will be paid on [Insert alternate day, e.g., the preceding business day].
Direct Deposit
· [Insert Center Name] [offers/requires] direct deposit for all employees.
· To establish direct deposit, employees must complete the Direct Deposit Authorization Form and provide a voided check or bank documentation.
Payroll Deductions
Standard payroll deductions include:
· Federal income tax
· State income tax
· Local income tax (if applicable)
· Social Security and Medicare taxes
· [Insert any mandatory state deductions]
· Employee-authorized deductions (health insurance, retirement contributions, etc.)
Pay Advances
[Insert policy on pay advances, e.g., "Pay advances are not permitted" or "Pay advances may be granted in emergencies at the discretion of management."]
Wage Garnishments
[Insert Center Name] will comply with all court-ordered wage garnishments as required by law.
Salary Reviews and Increases
Performance-Based Increases
· Performance evaluations will be conducted [Insert frequency, e.g., annually] for all employees.
· Salary increases may be given based on [Insert criteria, e.g., performance, center budget, length of service].
Cost of Living Adjustments
[Insert policy on cost of living adjustments, e.g., "Cost of living adjustments may be provided annually based on economic indicators and center budget."]
Educational Incentives
· Employees who complete additional relevant education or certifications may be eligible for [Insert incentive, e.g., salary increases, bonuses].
· Education verification must be submitted to [Insert position, e.g., Director] to qualify for incentives.
Paid Time Off (PTO)
Vacation Time
· Full-time employees accrue vacation time at a rate of [Insert accrual rate, e.g., "1 day per month"].
· Part-time employees [Insert policy for part-time employees, e.g., "accrue vacation time on a pro-rated basis" or "are not eligible for vacation time"].
· Vacation time may be used after [Insert eligibility period, e.g., 90 days] of employment.
· Vacation requests must be submitted at least [Insert timeframe, e.g., two weeks] in advance.
· [Insert policy on vacation carryover]
Sick Leave
· Employees accrue sick leave at a rate of [Insert accrual rate].
· Sick leave may be used for [Insert eligible uses, e.g., personal illness, medical appointments, family illness].
· Employees must notify [Insert position, e.g., Director] of sick leave usage by [Insert notification requirements].
· [Insert documentation requirements, e.g., "A doctor's note may be required for absences exceeding three consecutive days."]
· [Insert policy on sick leave carryover]
Personal Days
· Employees receive [Insert number] personal days per [e.g., year].
· Personal days must be requested at least [Insert timeframe, e.g., 48 hours] in advance.
· [Insert policy on unused personal days]
Holidays
[Insert Center Name] observes the following paid holidays:
· [Insert holiday]
· [Insert holiday]
· [Insert holiday]
· [Insert additional holidays]
To be eligible for holiday pay, employees must [Insert eligibility requirements, e.g., "work the scheduled day before and after the holiday"].
Health and Insurance Benefits
Health Insurance
· [Insert eligibility criteria, e.g., "Full-time employees who have completed 60 days of employment"] are eligible to participate in the company health insurance plan.
· [Insert Center Name] contributes [Insert percentage or amount] toward employee health insurance premiums.
· Dependent coverage is [Insert policy on dependent coverage].
· Open enrollment occurs [Insert timeframe, e.g., annually in November].
Dental and Vision Insurance
[Insert policy on dental and vision insurance, including eligibility and cost sharing]
Life Insurance
[Insert policy on life insurance benefits, if offered]
Disability Insurance
[Insert policy on short-term and long-term disability insurance, if offered]
Retirement Benefits
· [Insert Center Name] offers a [Insert type, e.g., 401(k), Simple IRA] retirement plan.
· Employees become eligible after [Insert eligibility period].
· [Insert Center Name] matches contributions up to [Insert matching percentage, if applicable].
· [Insert vesting schedule, if applicable]
Additional Benefits
Professional Development Reimbursement
· Employees may be eligible for reimbursement of [Insert percentage or amount] for approved professional development expenses.
· To qualify, courses must be [Insert requirements, e.g., "directly related to early childhood education"].
· Reimbursement requests must be submitted within [Insert timeframe] upon completion of the course.
Child Care Discount
[Insert policy on employee child care discounts, if offered]
Employee Assistance Program
[Insert information about Employee Assistance Program, if offered]

Worker's Compensation
Worker's Compensation Insurance covers all employees for job-related injuries or illnesses.
Leave of Absence
Family and Medical Leave
[Insert policy on family and medical leave, in compliance with FMLA if applicable]
Military Leave
[Insert policy on military leave]
Bereavement Leave
[Insert policy on bereavement leave, including eligible relationships and duration]
Jury Duty
[Insert policy on jury duty leave]
Section 6: Code of Conduct and Professionalism
Professional Standards
Ethical Conduct
All staff members are expected to:
· Maintain the highest standards of personal and professional conduct
· Act with integrity and honesty in all professional relationships
· Adhere to the [Insert relevant code of ethics, e.g., NAEYC Code of Ethical Conduct]
· Keep all child and family information confidential
· Report any suspected child abuse or neglect as required by law
· Avoid conflicts of interest
Professional Appearance
Staff members are expected to:
· Dress in clean, modest, comfortable clothing appropriate for working with children
· Wear [Insert specific clothing requirements, e.g., closed-toe shoes]
· Avoid [Insert prohibited clothing, e.g., clothing with offensive slogans, revealing attire]
· Maintain good personal hygiene
· [Insert additional appearance standards]
Communication
With Children
Staff should:
· Speak in a calm, respectful manner
· Use positive language and redirection
· Model appropriate vocabulary and grammar
· Get down to the child's eye level when communicating
· Listen attentively to children's questions and concerns
With Families
Staff should:
· Communicate professionally and respectfully at all times
· Address parents/guardians by their preferred names
· Respond to inquiries within [Insert timeframe, e.g., 24 hours]
· Avoid discussing sensitive matters in public areas or front of children
· Maintain appropriate boundaries
With Colleagues
Staff should:
· Communicate respectfully with all team members
· Address conflicts directly and privately
· Support and mentor colleagues
· Share information necessary for the care of children
· Respect the privacy of staff conversations
Personal Conduct
Social Media and Online Presence
· Staff must not post photos of children on personal social media accounts
· Staff should not "friend" or "follow" current families on personal social media accounts
· Posts that reflect negatively on [Insert Center Name] are prohibited
· Staff should be mindful that their online presence may be visible to families and colleagues
· [Insert additional social media guidelines]
Confidentiality
Staff must maintain confidentiality regarding:
· Child and family information
· Health and developmental records
· Personal family circumstances
· Financial information
· Staff information
· [Insert additional confidential information]
Violation of confidentiality may result in immediate termination.
Cell Phone Use
· Personal cell phones must be [Insert policy, e.g., "stored in staff lockers during work hours"]
· Cell phones may only be used [Insert appropriate times, e.g., "during breaks in designated staff areas"]
· Personal calls and texts should be limited to emergencies
· Photos of children may only be taken on [Insert Center Name] approved devices
Substance Use
· [Insert Center Name] maintains a drug-free workplace
· Use of alcohol, illegal drugs, or controlled substances during work hours is strictly prohibited
· Smoking and vaping are prohibited on center premises
· Employees must not report to work under the influence of alcohol or drugs
· Violation may result in immediate termination
Outside Employment
· Staff must disclose any outside employment to [Insert position, e.g., Director]
· Outside employment must not conflict with or affect job performance at [Insert Center Name]
· Staff must not solicit private childcare arrangements with current families
Professional Boundaries
Relationships with Children
Staff must:
· Maintain appropriate physical boundaries
· Avoid showing favoritism
· Never be alone with a child in a closed or isolated area
· Use appropriate touch as defined in our [Insert name of touch policy]
· Never use physical punishment or verbal abuse
Relationships with Families
Staff must:
· Maintain professional relationships with all families
· Avoid personal financial transactions with families
· Decline gifts valued at more than [Insert amount, e.g., $25]
· Direct concerns about children to appropriate supervisory Staff
· [Insert additional boundary guidelines]
Workplace Conduct
Harassment and Discrimination
[Insert Center Name] prohibits harassment or discrimination based on:
· Race, color, or national origin
· Religion
· Sex, gender identity, or sexual orientation
· Age
· Disability
· Genetic information
· [Insert any additional protected categories]
Any form of harassment or discrimination should be reported immediately to [Insert position, e.g., Director].
Workplace Safety
Staff must:
· Follow all safety protocols and procedures
· Report unsafe conditions immediately
· Properly use and maintain safety equipment
· Attend required safety training
· Report all accidents and injuries promptly
Conflict Resolution
Staff should:
· Address conflicts directly with the individual involved when appropriate
· Seek mediation from [Insert position, e.g., Director] if direct resolution is unsuccessful
· Follow the formal grievance procedure outlined in [Insert section or document]
· Maintain professionalism throughout the conflict resolution process
Disciplinary Procedures
Progressive Discipline
[Insert Center Name] follows a progressive discipline approach:
1. Verbal warning
2. Written warning
3. Final written warning/Performance improvement plan
4. Suspension
5. Termination
Gross Misconduct
The following actions may result in immediate termination:
· Child abuse or neglect
· Violation of confidentiality
· Dishonesty or theft
· Endangering the safety of children or Staff
· Being under the influence of drugs or alcohol while on duty
· [Insert additional examples of gross misconduct]
Reporting Violations
Staff members are required to report any violations of this code of conduct to [Insert position, e.g., Director].
Section 7: Child Safety and Supervision
Supervision Requirements
Staff-to-Child Ratios
[Insert Center Name] adheres to the following minimum staff-to-child ratios:
· Infants ([Insert age range]): [Insert ratio, e.g., 1:4]
· Toddlers ([Insert age range]): [Insert ratio, e.g., 1:6]
· Preschoolers ([Insert age range]): [Insert ratio, e.g., 1:10]
· Pre-K ([Insert age range]): [Insert ratio, e.g., 1:12]
· School-Age ([Insert age range]): [Insert ratio, e.g., 1:15]
These ratios must be maintained at all times, including during:
· Indoor activities
· Outdoor play
· Field trips
· Emergencies
· Rest periods (unless modified by state regulations)
Active Supervision
Staff must implement active supervision at all times, which includes:
· Positioning: Staff must position themselves to see and hear all children at all times.
· Scanning: Continuously scan the environment to account for all children.
· Counting: Regularly count children, especially during transitions.
· Listening: Remain alert to sounds that indicate safety concerns.
· Anticipating: Predict potential safety issues and intervene before they occur.
· Engaging: Interact with children while supervising.
Supervision in Specific Areas
Playground Supervision
· Staff must spread out to cover all areas of the playground
· [Insert number] staff member(s) must supervise each climbing structure
· Staff must position themselves near high-risk areas
· [Insert playground zone supervision requirements]
Bathroom Supervision
· Children under [Insert age] must be accompanied to the bathroom
· Staff must [Insert procedure, e.g., "remain within sight and sound of children using the bathroom"]
· For children requiring assistance, bathroom doors must remain [Insert requirement, e.g., "partially open"]
· [Insert additional bathroom supervision procedures]
Naptime Supervision
· Staff must [Insert naptime supervision requirements]
· Sleeping children must be within [Insert distance] of supervising Staff
· Staff must conduct [Insert frequency] visual checks of each sleeping child
· [Insert additional naptime supervision procedures]
Safety Procedures
Daily Safety Checks
Staff must complete the following daily safety checks:
· Indoor environment check before children arrive
· Outdoor environment check before each use
· Equipment and materials inspection
· Hazard identification and removal
· [Insert specific checklist items for your center]
Injury Prevention
Staff must take the following precautions to prevent injuries:
· Remove broken or damaged equipment immediately
· Ensure proper placement of furniture and equipment
· Secure potentially hazardous materials out of children's reach
· Monitor for choking hazards and remove any items smaller than [Insert measurement/standard]
· Follow age-appropriate activity guidelines
· [Insert additional injury prevention measures]
Accident and Incident Reporting
In the event of an accident or incident:
1. Provide immediate first aid/care as needed
2. Notify [Insert position, e.g., Director] immediately
3. Complete an Accident/Incident Report within [Insert timeframe]
4. Notify parent/guardian by [Insert notification method and timeline]
5. Document follow-up actions taken
6. [Insert additional reporting requirements]
First Aid and Medical Emergencies
· At least [Insert number] staff member(s) with current CPR and First Aid certification must be present at all times
· First aid kits must be [Insert requirements, e.g., "readily accessible in each classroom and on the playground"]
· For medical emergencies, Staff must: 
· [Insert step-by-step emergency medical procedures]
· [Insert documentation requirements]
Child Abuse and Neglect
Mandated Reporting
All staff members are mandated reporters and must:
· Immediately report any suspicion of child abuse or neglect to [Insert appropriate agency and contact information]
· Notify [Insert position, e.g., Director] after making a report
· Document observations that led to the report
· Cooperate fully with investigating agencies
· Maintain confidentiality regarding the report
Signs of Abuse and Neglect
Staff must be familiar with signs that may indicate abuse or neglect, including but not limited to:
· [Insert physical indicators]
· [Insert behavioral indicators]
· [Insert emotional indicators]
· [Insert neglect indicators]
Prevention Measures
To prevent abuse and neglect within our center:
· Staff are never to be alone with a child in a closed room or isolated area
· Classrooms have windows and/or open-door policies
· [Insert bathroom assistance policy]
· Administrative Staff conduct random classroom observations
· [Insert additional prevention measures]
Security Procedures
Arrival and Departure
· Children must be signed in and out by authorized adults using [Insert sign-in procedure]
· Staff must verify the identity of unfamiliar adults against the authorized pickup list
· Children will only be released to individuals listed on the child's authorized pickup list
· Photo identification is required for anyone not recognized by the Staff
· [Insert procedure for unauthorized pickup attempts]
Visitor Policy
· All visitors must: 
· Sign in at the front desk
· Present valid identification
· Wear a visitor badge at all times
· Be escorted by Staff while in the building
· Sign out upon departure
Building Security
· Exterior doors remain locked at all times
· Access is permitted only through [Insert entry procedure, e.g., "keycard entry system"]
· Security cameras monitor [Insert areas covered by security cameras]
· Emergency exits are equipped with alarms
· [Insert additional security measures]
Emergency Preparedness
Emergency Evacuation
· Evacuation routes are posted in each classroom
· Staff must know primary and secondary evacuation routes
· Emergency contact information for all children must be readily accessible
· Staff must conduct [Insert frequency] evacuation drills
· Our designated evacuation location is [Insert evacuation location and address]
Shelter-in-Place
Staff must know procedures for:
· Severe weather emergencies
· Environmental hazards
· Threatening situations
· [Insert specific shelter-in-place procedures]
Lockdown Procedures
In the event a lockdown is necessary:
· [Insert detailed lockdown procedures]
· [Insert communication protocols during lockdown]
· [Insert all-clear procedures]
Missing Child Protocol
If a child is discovered missing:
1. [Insert immediate actions to be taken]
2. [Insert search procedures]
3. [Insert notification procedures]
4. [Insert documentation requirements]
Section 8: Health, Hygiene, and Nutrition
Health Policies
Immunization Requirements
· All children must have current immunizations as required by [Insert State] law
· Staff immunization requirements include: [Insert staff immunization requirements]
· Immunization records must be updated [Insert frequency, e.g., annually]
· [Insert policy on immunization exemptions, if applicable]
Illness Policies
Exclusion Criteria
Children and Staff should not attend the center when they have:
· Fever of [Insert temperature threshold] or higher
· Vomiting (within the past [Insert timeframe, e.g., 24 hours])
· Diarrhea (within the past [Insert timeframe, e.g., 24 hours])
· Contagious rash
· Pink eye with discharge
· Strep throat (until [Insert timeframe] on antibiotics)
· Head lice (until treated and nit-free)
· [Insert additional exclusion criteria]
Return to Center Guidelines
Children and Staff may return to the center when:
· They have been fever-free for [Insert timeframe, e.g., 24 hours] without fever-reducing medication
· [Insert other criteria for returning after illness]
· A doctor's note may be required for certain conditions
Illness at the Center
If a child becomes ill at the center:
1. The child will be separated from other children and supervised by Staff
2. Parent/guardian will be notified and asked to pick up the child within [Insert timeframe, e.g., 1 hour]
3. Staff will complete an Illness Report documenting symptoms and actions taken
4. [Insert additional procedures]
Medication Administration
· Only [Insert authorized Staff, e.g., "designated and trained staff members"] may administer medication
· All medications require a completed Medication Authorization Form signed by the parent/guardian
· Prescription medications must be in the original container with pharmacy label
· Over-the-counter medications must be in the original container with the child's Name
· All medications must be stored [Insert storage requirements, e.g., "in a locked cabinet"]
· Staff must document all medications administered on the Medication Log
· [Insert additional medication policies]
Allergies and Special Health Needs
· Parents must complete an Allergy Action Plan for children with allergies
· Children with special health needs must have an Individual Health Plan
· Plans must be updated [Insert frequency, e.g., every 6 months]
· Staff will be trained on implementing all health plans
· Allergy information will be posted [Insert posting location, e.g., "in classrooms and food preparation areas"]
· [Insert center policy on food restrictions, e.g., "nut-free facility"]
Hygiene Practices
Handwashing
Staff must wash hands:
· Upon arrival at the center
· Before and after handling food
· Before and after administering medication
· After using the bathroom or assisting a child with toileting
· After handling bodily fluids
· After cleaning or handling garbage
· [Insert additional handwashing times]
Children must wash their hands:
· Upon arrival at the center
· Before and after eating
· After toileting
· After outdoor play
· After handling pets or animals
· [Insert additional handwashing times]
Proper handwashing techniques include:
· [Insert step-by-step handwashing procedure]
Diapering and Toileting
Diapering procedures:
1. [Insert step-by-step diapering procedure]
2. [Insert sanitizing procedures]
Toilet training support:
· [Insert toilet training policies and procedures]
· [Insert clothing/supply requirements]
Cleaning and Sanitizing
Daily Cleaning
· Toys: [Insert cleaning schedule and procedure]
· Tables and surfaces: [Insert cleaning schedule and procedure]
· Floors: [Insert cleaning schedule and procedure]
· Bathrooms: [Insert cleaning schedule and procedure]
· [Insert additional cleaning responsibilities]
Sanitizing Solutions
· [Insert approved sanitizing solutions and mixing ratios]
· [Insert proper storage of cleaning chemicals]
· [Insert requirements for labeling]
Deep Cleaning
· [Insert frequency and scope of deep cleaning]
· [Insert responsible parties for deep cleaning]
Personal Items
· Each child will have a designated space for personal belongings
· [Insert requirements for labeling personal items]
· [Insert policy on sharing personal items]
· [Insert policy on bringing toys from home]
· [Insert requirements for extra clothing]
Nutrition and Food Safety
Meal and Snack Service
· [Insert Center Name] [provides/does not provide] the following meals and snacks: [Insert meals provided]
· Meals and snacks are served at the following times: [Insert schedule]
· [Insert family-provided food guidelines, if applicable]
· [Insert policy on celebration foods]
Menu Planning
· Menus are planned [Insert timeframe, e.g., weekly, monthly] and posted [Insert posting location]
· All meals comply with [Insert applicable standards, e.g., CACFP, state licensing]
· Menus include: 
· [Insert nutritional requirements]
· [Insert variety requirements]
· [Insert cultural considerations]
Food Allergies and Restrictions
· [Insert procedure for accommodating food allergies]
· [Insert procedure for accommodating religious or cultural food restrictions]
· [Insert procedure for handling special diets]
Food Safety
· Food preparation areas are cleaned and sanitized [Insert frequency]
· Food handlers must [Insert requirements, e.g., "wear gloves, hairnets"]
· Refrigerators must maintain temperatures of [Insert temperature requirement]
· Food brought from home must be [Insert requirements, e.g., "labeled with child's name and date"]
· [Insert policy on leftover food]
· [Insert policy on reheating food]
Infant Feeding
· Formula and breast milk must be [Insert handling requirements]
· Bottles must be [Insert preparation guidelines]
· Introduction of solid foods will [Insert policy on introducing solid foods]
· [Insert policy on infant feeding schedules]
Mealtime Environment
· Staff will sit with children during meals
· Food will not be used as a reward or punishment
· Children will be encouraged but never forced to eat
· [Insert policy on child participation in mealtime routines]
· [Insert guidelines for creating a positive mealtime environment]
Physical Activity and Outdoor Time
Daily Physical Activity
· Children will have [Insert minimum time] of physical activity daily
· [Insert requirements for structured vs. unstructured physical activity]
· [Insert indoor physical activity guidelines for inclement weather]
Outdoor Play
· Children will go outside daily when the weather permits
· Outdoor play will not occur when [Insert weather restrictions]
· [Insert appropriate clothing requirements for outdoor play]
· [Insert sunscreen policy]
Screen Time
· Screen time is limited to [Insert time limits by age group]
· [Insert requirements for educational content]
· [Insert policy on personal electronic devices]

Section 9: Classroom and Curriculum Expectations
Educational Philosophy and Curriculum
Educational Approach
[Insert Center Name] follows the [Insert educational philosophy/approach, e.g., Reggio Emilia, Montessori, Play-based, Creative Curriculum] approach to early childhood education. This approach is characterized by:
· [Insert key principles of your chosen approach]
· [Insert how this approach benefits children's development]
· [Insert how Staff should implement this approach]
Curriculum Framework
Our curriculum is designed to:
· Support whole-child development across all domains
· Foster a love of learning through [Insert key methods]
· Align with [Insert applicable standards, e.g., state early learning guidelines]
· Prepare children for successful transitions to the next educational setting
Curriculum Planning
Staff responsibilities for curriculum planning include:
· Developing [Insert frequency, e.g., weekly, monthly] lesson plans using the [Insert template/format] provided
· Submitting plans to [Insert position, e.g., Director] by [Insert deadline]
· Including activities that address all developmental domains
· Incorporating children's interests and emerging skills
· Making adaptations for children with varying abilities
· [Insert additional planning requirements]
Classroom Environment
Room Arrangement
Classrooms should be arranged to include:
· Clearly defined learning centers, including [Insert required centers, e.g., dramatic play, blocks, art, science]
· Open pathways for movement and accessibility
· Visual boundaries between activity areas
· Materials displayed at child-level
· A balance of active and quiet spaces
· [Insert additional room arrangement requirements]
Materials and Equipment
· Materials should be: 
· Age-appropriate and developmentally suitable
· In good condition and complete
· Organized and accessible to children
· Rotated [Insert frequency, e.g., monthly] to maintain interest
· Reflective of diversity and inclusion
· Inventory of classroom materials should be conducted [Insert frequency, e.g., quarterly]
· Requests for new materials should be submitted to [Insert position] using [Insert process]
Displays and Documentation
Each classroom should include the following:
· Current documentation of children's learning and projects
· Children's artwork is displayed respectfully at the child's eye level
· Visual schedule of daily routines
· [Insert requirements for family information boards]
· [Insert requirements for educational displays]
· Documentation should be updated [Insert frequency, e.g., weekly, monthly]
Daily Schedule and Routines
Sample Daily Schedule
Each classroom should follow a consistent daily schedule that includes:
8:00–9:00 AM Arrival & Free Play
9:00–9:30 AM Circle Time
9:30–10:15 AM Outdoor Play
10:15–11:00 AM Small Group Activities
11:00–11:30 AM Lunch
11:30–2:00 PM Rest Time
2:00–3:00 PM Afternoon Centers
3:00–5:30 PM Free Play, Snack, Pickup
Transitions
Staff should:
· Plan for smooth transitions between activities
· Provide warnings before transitions (e.g., 5-minute warning)
· Use transition strategies such as [Insert examples of transition strategies]
· Keep waiting time to a minimum
· [Insert additional transition expectations]
Rest Time
· Rest time should last approximately [Insert duration]
· Children who do not sleep should be provided with [Insert alternative quiet activities]
· Staff should [Insert expectations for Staff during rest time]
· [Insert requirements for individual bedding and storage]
· [Insert cleaning schedule for rest equipment]
Teaching Practices
Developmentally Appropriate Practices
Staff are expected to:
· Understand typical child development and milestones
· Recognize individual variations in development
· Plan activities that are challenging but achievable
· Adjust expectations based on individual children's needs
· Balance child-initiated and teacher-guided activities
· [Insert additional expectations for developmentally appropriate practice]
Positive Guidance Strategies
Staff must use positive guidance techniques, including:
· Setting clear, consistent, and reasonable expectations
· Redirecting inappropriate behavior
· Using positive reinforcement for desired behaviors
· Teaching problem-solving skills
· Helping children identify and express feelings appropriately
· [Insert additional expected guidance techniques]
The following practices are prohibited:
· Physical punishment of any kind
· Threatening, intimidating, or humiliating children
· Withholding food, rest, or toileting
· [Insert additional prohibited practices]
Supporting Diverse Learners
Staff must:
· Implement adaptations and modifications as specified in individual plans
· Collaborate with specialists and therapists
· Use inclusive language and practices
· Accommodate different learning styles and abilities
· [Insert additional expectations for supporting diverse learners]
Assessment and Documentation
Child Assessment
[Insert Center Name] uses the following assessment methods:
· [Insert assessment tools, e.g., observation, portfolios, developmental checklists]
· Assessments are conducted [Insert frequency, e.g., quarterly]
· The assessment information is used to: 
· Plan curriculum
· Identify children who may need additional support
· Communicate with families
· [Insert additional uses of assessment data]
Documentation Requirements
Staff must maintain the following documentation:
· Daily attendance records
· [Insert required daily logs, e.g., diapering, feeding, napping]
· Anecdotal observations [Insert frequency, e.g., weekly for each child]
· Incident/accident reports as needed
· Communication with families
· [Insert additional documentation requirements]
Progress Reports and Conferences
· Formal progress reports are prepared [Insert frequency, e.g., twice yearly]
· Family conferences are held [Insert frequency, e.g., twice yearly]
· Additional conferences may be scheduled as needed
· Staff should prepare for conferences by [Insert conference preparation expectations]
Special Events and Field Trips
Classroom Celebrations
· Birthdays may be celebrated by [Insert birthday celebration guidelines]
· Cultural and seasonal celebrations should [Insert guidelines for inclusive celebrations]
· Food for celebrations must [Insert food guidelines for celebrations]
Field Trips and Community Visitors
For field trips:
· Advance notice of [Insert timeframe] must be provided to families
· Permission slips must be obtained for each child
· Transportation must comply with [Insert transportation requirements]
· Staff-to-child ratios will be [Insert enhanced ratio requirements, if applicable]
· Emergency information and first aid supplies must be brought on all trips
For community visitors:
· All visitors must be approved by [Insert position, e.g., Director]
· Visitors must sign in and wear identification
· Staff must remain present during all visitor interactions with children
Technology Use
Appropriate Technology Use
· Technology should be used to [Insert proper uses of technology]
· Screen time is limited to [Insert time limits] per [Insert time period] for children ages [Insert age range]
· Staff should [Insert expectations for staff oversight of technology use]
Digital Documentation
· Photos and videos of children may only be taken on [Insert approved devices]
· Digital documentation may only be shared through [Insert approved platforms]
· Staff must have signed media releases before sharing any images of children
· [Insert additional digital documentation guidelines]

Section 10: Family and Community Engagement
Family Communication
Communication Methods
[Insert Center Name] utilizes the following communication methods:
· Daily reports via [Insert method, e.g., app, paper form]
· Weekly newsletters distributed [Insert distribution method]
· Family bulletin boards located [Insert locations]
· Email updates sent [Insert frequency]
· Text message alerts for urgent information
· Family conferences held [Insert frequency, e.g., twice yearly]
· [Insert additional communication methods]
Communication Expectations
Staff are expected to:
· Respond to family inquiries within [Insert timeframe, e.g., 24 hours]
· Update daily reports by [Insert time]
· Contribute to newsletters by [Insert deadline]
· Document significant conversations with families
· Maintain confidentiality in all communications
· [Insert additional expectations]
Communication Regarding Concerns
When addressing concerns about a child:
1. Document observations objectively
2. Consult with [Insert position, e.g., Director] before approaching families
3. Schedule a private meeting in a comfortable setting
4. Present information factually and non-judgmentally
5. Listen to family perspectives
6. Develop a collaborative plan of action
7. Schedule follow-up communication
8. [Insert additional steps]
Family Involvement
Family Participation Opportunities
Families are encouraged to participate in center life through:
· Classroom volunteering
· Sharing cultural traditions or occupational expertise
· Attending family events
· Joining the [Insert parent organization name, if applicable]
· Participating in fundraising activities
· Serving on advisory committees
· [Insert additional participation opportunities]
Family Events
[Insert Center Name] hosts the following family events:
· [Insert event, e.g., Back-to-School Night] held [Insert timing]
· [Insert event, e.g., Family Picnic] held [Insert timing]
· [Insert event, e.g., Holiday Celebration] held [Insert timing]
· [Insert additional events]
Staff responsibilities for family events include:
· [Insert planning responsibilities]
· [Insert set-up/clean-up expectations]
· [Insert documentation expectations]
Family Resources
[Insert Center Name] provides the following resources for families:
· Parenting information library located [Insert location]
· Community resource referrals
· Parent education workshops offered [Insert frequency]
· [Insert additional resources]
Staff should be familiar with available resources and provide referrals when appropriate.
Family Conferences
Conference Schedule
· Regular conferences are held [Insert frequency, e.g., twice yearly] in [Insert months]
· Additional conferences may be scheduled as needed
· Conferences are approximately [Insert length, e.g., 30 minutes] in duration
Conference Preparation
Staff should prepare for conferences by:
· Reviewing assessment data and observations
· Preparing samples of the child's work
· Organizing documentation of progress
· Identifying strengths and areas for growth
· Preparing questions for families
· [Insert additional preparation expectations]
Conference Documentation
For each conference, Staff must complete:
· Conference summary form
· Goals established collaboratively with the family
· Action items for Staff and family
· [Insert additional documentation requirements]
Conference records must be maintained in the child's file, and copies must be provided to families.
Family Feedback and Surveys
Annual Surveys
[Insert Center Name] conducts annual family satisfaction surveys to:
· Assess program effectiveness
· Identify areas for improvement
· Guide program planning
· Inform professional development needs
Feedback Mechanisms
Families can provide ongoing feedback through:
· Suggestion box located [Insert location]
· Direct communication with [Insert position, e.g., Director]
· Family representative on [Insert committee name]
· [Insert additional feedback mechanisms]
Response to Feedback
[Insert Center Name] responds to family feedback by:
· Acknowledging receipt of feedback within [Insert timeframe]
· Investigating concerns thoroughly
· Implementing changes when appropriate
· Communicating actions taken to families
· [Insert additional response protocols]
Community Partnerships
Community Resources
[Insert Center Name] maintains relationships with the following community resources:
· [Insert local library]
· [Insert health department]
· [Insert early intervention services]
· [Insert local schools]
· [Insert additional community partners]
Community Engagement
Staff are encouraged to:
· Participate in community events representing [Insert Center Name]
· Invite community members as classroom guests
· Utilize community locations for field trips
· Collaborate with other early childhood programs
· [Insert additional community engagement activities]
Collaborative Services
For children requiring specialized services:
1. [Insert Center Name] collaborates with: 
a. Early intervention specialists
b. Therapists (speech, occupational, physical)
c. Behavioral specialists
d. [Insert additional service providers]
2. Staff responsibilities include: 
a. Participating in planning meetings
b. Implementing recommended strategies
c. Documenting progress
d. Maintaining regular communication with service providers
e. [Insert additional responsibilities]
Cultural Competence
Embracing Diversity
Staff are expected to:
· Recognize and respect diverse family structures, cultures, and traditions
· Incorporate diverse perspectives, materials, and celebrations in the curriculum
· Use inclusive language
· Address bias promptly
· [Insert additional expectations]
Translating and Interpreting
For families with limited English proficiency:
· Written communications will be translated into [Insert languages] when possible
· Interpreters will be provided for conferences when requested
· [Insert resources for translation/interpretation]
· [Insert procedures for requesting translation services]
Cultural Celebrations
When planning cultural celebrations:
· Consult with families about significant celebrations
· Ensure authentic representation of cultures
· Focus on learning and appreciation rather than appropriation
· Include a variety of cultures throughout the year, not just during holidays
· [Insert additional guidelines]
Family Education
Parent Workshops
[Insert Center Name] offers the following parent education opportunities:
· [Insert workshop topic] offered [Insert frequency]
· [Insert workshop topic] offered [Insert frequency]
· [Insert additional workshop information]
Family Lending Library
· The family resource library is located [Insert location]
· Materials may be borrowed for [Insert time period]
· Available resources include [Insert types of resources]
· [Insert checkout procedures]
Family Support
Staff should be prepared to support families through:
· Transitions (new enrollment, moving to a new classroom, graduating to kindergarten)
· Challenging behaviors
· Developmental concerns
· Family changes (new sibling, divorce, moving)
· [Insert additional support situations]
Support includes providing resources and referrals and maintaining empathetic communication.
Section 11: Documentation and Record-keeping
Required Records
Child Records
The following records must be maintained for each child:
· Enrollment forms with emergency contacts
· Health records, including immunizations
· Medical authorization forms
· Medication administration logs (if applicable)
· Allergy and special needs documentation
· Authorized pickup list
· Signed permission forms (field trips, photography, etc.)
· Assessment data and progress reports
· Incident/accident reports
· Family conference documentation
· [Insert additional required child records]
All child records must be:
· Updated [Insert frequency, e.g., annually or as information changes]
· Maintained for [Insert retention period] after the child leaves the program
· Kept confidential and secured in [Insert storage location]
Staff Records
The following records must be maintained for each staff member:
· Employment application and resume
· Background check results
· Educational credentials and certifications
· Professional development documentation
· Health records and immunizations
· Performance evaluations
· Disciplinary actions (if applicable)
· [Insert additional required staff records]
All staff records must be:
· Updated [Insert frequency, e.g., annually or as information changes]
· Maintained for [Insert retention period] after employment ends
· Kept confidential and secured in [Insert storage location]
Center Records
The following center-wide records must be maintained:
· Licensing documentation
· Inspection reports
· Incident logs
· Maintenance records
· Fire drill and emergency procedure documentation
· Insurance documentation
· [Insert additional required center records]
Documentation Procedures
Daily Documentation
Staff must complete the following daily documentation:
· Attendance records by [Insert time] each day
· Daily reports for families by [Insert time]
· Meal counts by [Insert time]
· Diapering/toileting logs (for applicable age groups)
· Nap/rest time logs (for applicable age groups)
· Medication administration (as needed)
· [Insert additional daily documentation requirements]
Weekly Documentation
Staff must complete the following weekly documentation:
· Lesson plans by [Insert day/time]
· Classroom cleaning logs by [Insert day/time]
· Child observations ([Insert number] per child)
· Communication logs with families
· [Insert additional weekly documentation requirements]
Monthly Documentation
Staff must complete the following monthly documentation:
· Inventory of classroom supplies by [Insert day]
· Emergency drill documentation
· Professional development activities
· [Insert additional monthly documentation requirements]
Annual Documentation
The following documentation must be updated annually:
· Child enrollment information
· Family handbooks
· Staff handbooks
· Emergency contact information
· [Insert additional annual documentation requirements]
Record Management
Confidentiality
· All child and family information is confidential
· Staff may only access records necessary for their role
· Records must not be discussed in public areas
· Information may only be shared with third parties with written permission from parents/guardians, except as required by law
· Staff must sign a confidentiality agreement upon hire
· Violation of confidentiality may result in termination
Electronic Records
For electronic documentation systems:
· Each staff member will have a unique login
· Passwords must be changed every [Insert timeframe, e.g., 90 days]
· Staff must log out when leaving computers unattended
· Information should only be accessed on secure, center-approved devices
· [Insert backup procedures]
· [Insert additional electronic record security measures]
Record Storage and Retention
· Active records are stored [Insert location]
· Archived records are stored [Insert location]
· Records must be retained according to the following schedule: 
· Child records: [Insert retention period]
· Staff records: [Insert retention period]
· Financial records: [Insert retention period]
· Incident reports: [Insert retention period]
· [Insert additional record types and retention periods]
· Records must be securely destroyed after the retention period
Record Access
· Parents/guardians have the right to access their child's records
· Requests to view records must be made in writing to [Insert position, e.g., Director]
· Records will be made available within [Insert timeframe, e.g., 48 hours] of request
· Staff may review their personnel file by appointment with [Insert position, e.g., Director]
· [Insert additional record access procedures]
Required Documentation for Incidents
Accident/Incident Reports
An accident/incident report must be completed when:
· A child is injured
· A child becomes ill
· A behavioral incident occurs
· Property is damaged
· [Insert additional reportable incidents]
Accident/incident reports must include:
· Date, time, and location of incident
· Name(s) of child(ren) involved
· Name(s) of Staff present
· Description of the incident
· Action taken by Staff
· Parent notification details
· Staff and Director signatures
· [Insert additional required information]
Serious Incident Reporting
For serious incidents (requiring medical attention, involving suspected abuse, etc.):
1. Complete internal accident/incident report
2. Notify [Insert position, e.g., Director] immediately
3. Contact parent/guardian
4. Report to licensing agency within [Insert timeframe]
5. Document all communications and actions taken
6. [Insert additional serious incident procedures]
Medication Documentation
For each medication administered:
· The Medication Authorization Form must be completed by the parent/guardian
· Each dose administered must be documented with the following: 
· Date and time
· Medication name and dosage
· Name of Staff administering
· Any observed reactions
· Medication errors must be reported immediately to [Insert position, e.g., Director] and parent/guardian
Classroom Documentation
Curriculum Documentation
Staff must document curriculum implementation through:
· Written lesson plans submitted [Insert timeframe] in advance
· Samples of children's work
· Photographs of activities (with appropriate permissions)
· Anecdotal records of children's engagement
· [Insert additional curriculum documentation requirements]
Child Assessment Documentation
Staff must document child development and learning through:
· [Insert assessment tool] completed [Insert frequency]
· Portfolio collections updated [Insert frequency]
· Anecdotal observations ([Insert number] per child per [Insert timeframe])
· Progress reports completed [Insert frequency]
· [Insert additional assessment documentation requirements]
Family Engagement Documentation
Staff must document family engagement through:
· Conference attendance and summaries
· Communication logs
· Family participation in center activities
· Family education participation
· [Insert additional family engagement documentation]
Quality Assurance
Documentation Review
· [Insert position, e.g., Director] will review documentation [Insert frequency]
· Staff will receive feedback on documentation quality
· Documentation deficiencies must be addressed within [Insert timeframe]
· [Insert consequences for consistent documentation deficiencies]
Self-Assessment
[Insert Center Name] conducts a program self-assessment [Insert frequency] using [Insert assessment tool/method].
External Evaluation
[Insert Center Name] participates in external evaluation through:
· Licensing inspections
· [Insert quality rating system, if applicable]
· [Insert accreditation process, if applicable]
· [Insert additional external evaluations]
Continuous Improvement
Documentation is used to inform:
· Program planning
· Professional development needs
· Resource allocation
· Policy revisions
· [Insert additional uses of documentation for improvement]
Section 12: Acknowledgment and Agreement
Handbook Acknowledgment
I, ________________________________, acknowledge that I have received and read the [Insert Center Name] Staff Handbook. I understand that it is my responsibility to familiarize myself with the information contained in this handbook.
I understand that this handbook contains essential information about [Insert Center Name] 's policies, procedures, and expectations. That I should consult [Insert position, e.g., the Director] regarding any questions I may have about the handbook or its contents.
Policy Understanding and Agreement
I understand and agree that:
1. This handbook is intended as a general reference guide and is not a contract of employment, nor does it create contractual obligations of any kind.
2. My employment with [Insert Center Name] is at will, which means that either I or [Insert Center Name] may terminate the employment relationship at any time, with or without cause, and with or without notice.
3. No supervisor, manager, or other representative of [Insert Center Name] other than [Insert position, e.g., the Executive Director, Board of Directors] has the authority to enter into any agreement for employment for any specified period of time or to make any agreement contrary to at-will employment. 
4. [Insert Center Name] reserves the right to modify, supplement, or rescind any policies, practices, or portions of the handbook from time to time as it deems necessary, with or without notice.
Specific Policy Acknowledgments
By signing below, I specifically acknowledge and understand the following key policies:
Confidentiality Agreement
I understand that all information concerning children, families, and Staff at [Insert Center Name] is confidential and may not be disclosed to unauthorized individuals. I agree to maintain confidentiality both during and after my employment with [Insert Center Name].
Mandated Reporter Responsibilities
I understand that as a childcare professional, I am a mandated reporter under [Insert State] law. I have a legal obligation to report any suspected child abuse or neglect to the appropriate authorities. I acknowledge that I have received training on identifying and reporting suspected child abuse and neglect.
Health and Safety Responsibilities
I acknowledge my responsibility to maintain a safe and healthy environment for children and Staff, including following all policies related to supervision, safety procedures, illness management, medication administration, and emergency protocols.
Professional Conduct
I agree to conduct myself professionally at all times, adhering to the code of ethics and professional standards outlined in this handbook, including appropriate interactions with children, families, and colleagues.
Documentation Requirements
I understand the importance of accurate and timely documentation and agree to fulfill all record-keeping responsibilities as outlined in this handbook.
Professional Development
I agree to participate in ongoing professional development as required by [Insert Center Name] and [Insert State] licensing regulations, maintaining all the necessary certifications and credentials.
Receipt and Acknowledgment
I have received a copy of the [Insert Center Name] Staff Handbook dated [Insert date of current handbook]. I have read and understand the contents of this handbook and will act in accordance with these policies and procedures.
I understand that if I have questions or concerns at any time about the handbook or its contents, I will consult my supervisor or [Insert position, e.g., the Director] for clarification.

Employee Printed Name:

Employee Signature:

Date:

Director Signature:

Date:
Please sign and return this acknowledgment page to [Insert position, e.g., the Director] within [Insert timeframe, e.g., five business days] of receiving this handbook. A copy of this signed form will be kept in your personnel file.
Annual Review Acknowledgment
I have reviewed the [Insert Center Name] Staff Handbook and any updates or revisions made since my initial acknowledgment. I understand and agree to continue following all policies and procedures contained within.
Employee Signature:

Date:

Director Signature:

Date:
This section should be completed annually during performance reviews or when substantial handbook revisions occur.

____________________________________________________________________________________

Bonus Resource: Get 100+ Editable and Printable Templates for Almost Every Situation! 
We know how valuable your time is—and how much heart and dedication goes into running a successful childcare program. That's why we've created something just for you: a collection of over 100 ready-to-use, customizable templates to help you streamline your operations.
Whether you need sign-in sheets, parent communication logs, lesson plans, or emergency contact forms—we've got you covered.
Get the Full Collection in 4 Simple Steps—No Assembly Required!
1. Click the button below
2. Download all 100+ user-friendly templates instantly
3. Customize and implement with ease
4. Enjoy smoother, more efficient childcare management
Because the work you do with children matters so much—and you deserve the best tools to support it.
👉 Download the Templates Now
Powered by Vanco's Smartcare: Purpose-built to help preschools, afterschool, and daycare programs automate tasks, simplify operations, and focus more on what truly matters. See how we can help.
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