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FOREWORD . .

. )

This series of manuals for Child Gare Givers on DoD Installations is
issued under the authority of DoD Instructien 6060.1, "Training Manuals
for Child Care Givers on DoD Inscallations," January 19, 1981, 1Its purpose
"is to prov1de child care givers with cra1n1ng ,materialg.that include the
latest techniques and procedures for the safe care and guiding development

of children entrusted to their’ care. .
- « ’

developed under the auspices'of the Departmen ‘of Health and Human Serwices
by the Department of Army, in cooperation ‘wit the Navy, .Air Force, ands

Marine Corps. . <

-

This.series of manuals, DoD 606é~l/M 1 cgrough DoD "6060.f-M-17, was

-

The prov151ons of this series of manuals apply to the Office of the
Secretary of Defense, the Military Departments, and the Defense Agencies
(hereafter referred to as DoD Components) whose heads shall %ensure that the
manuals are distributed or otherwise made available to all child care givers
on DoD installations and that these materials ate used in regional® and inter-
Service workshops, seminars, ‘and training sessions.

s .
This series of manuals is effective immediately.

Send recommended changes to the manuals through -channels to:

Director, Personnel‘Adm1n1strac1on and Services

Office of the Deputy Assistant Secregary of Defense
(Milicary Personnel and Force Management) (ASD(MRA&L))

Waahington, D.C. 20301

. DoD Components may obtain copies of this series of manuals through their
own publications channels. , Other federal agencjes and the public may obtain

copies from the Supérintendent of Documents, v.S. Governmenc Printing .Office,

CR)

Washington, D.C. 20&02. , .

- 2 4 s
¥

R. Dean Tice
Lieutenant General, USA
Deputy Assistant Secretary

Feor ssle by the Superintendent of Documents, U.8. Government Priating Ofice Washington, D.C. 20402
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It is three o'clock in the morning and the phone
You sit up in bed and fumble for the receiver, '"hello.'" A tred
voice replies, "This is Mary from the center. We' still have
brother and.sister here whose: parents haven“t picked them up.

elosed at ome o'clock, since it's. Saturday What should we df)

A8 you are getting dressed you keep asking yourself h
you ever had the fortune - or misfortune - to be the personnel
committee's firet choice for Center D‘Lrector P

"Well," yows think, as you drain the coffee from the staff \
coffee pot and watch the MP's carry two sleepy bundles from the cen-
ter, "when the interviewers said 'flexibility' was tmportant in this
posztwn, they weren't kidding!" \ oy

) In this section of the Administrativé Guidebook, the

- management aspects of rumning a child care center are explored.
The ideas and information included are based on research as well .
as on the down-to-earth experiences which come from running a large
military .child care center. We hope that this creates an awareness
of the many facets of center management and is.useful as a start-
ing place for military child care center directors. At the end of “*
each topic we have lncluded a 1list of.inexpensive resources which
can be* used to supplement the area, depending upon the additional
 needs and interests of the director.’ Several ilmportant aspects of -

.center management - financial planning, parent and volunteer .
involvement, yesource utilization and program deyelopment - have ‘
an entire section of this Guidebook devoted to t:hem, and are not
included here. .




UNDERSTANDING THE JOB

P

Being a director of.a child care center is not an easy.jgb. You
afe the one person who is responsible for everything that happens in the
center. .You have not one role to play, but many, and quite frankly th
position may seem impossible at times. , , -

' As the director, you must display a unique; set of abilities and
traits necessary to pull a prodram together and hold it together. You are
the person who must, see that the day-to~day operation runs smoothly; that
the program for -children assures that they receive the best possible care; .
and, that the staff are selected and supervised, know their responsibilities
and are trained to perform them well. You musf oversee the business ahd
financial aspects of the cenwey; the building, equipment and supplies; the
food service program; and the health and safety of the children. In addition,
you must have more than a cursory knowledge of accounting, recordkeeping,
legal matters and public relations. In short, you must work effectively to
keep everyone happy - your installation, your "boss," your staff, the parents
" and the children. Quite a job!

The key to being successful in this position is to balance effec-
tively the roles of child care. center provider and business manager. Unfor-
tunately, very few child care center directors have practical experience or
training that adequately prepares them for both-tasks. But, it is only
through both aspects that quali services for children can be developed.
Operating a child care center is not simply running the program for children
within the center, but it also is running a business. When the two roles -
work in harmony the director's job can be rewarding and fulfilling. ’

As child care programs grow, it is more critical thah ever that.
the director, who is the heart of a well-organized structure, has good
managerent skills and knowledgé that lead to high quality child care.

The director of a child care center is essentially a manager - a
manager of the "people" as well as the "business" of g center. -In order to
manage effectively you need to become familiar with many responsibilties.
Those of you reading this Who have experience as a center director will find
no surprises here. Those of you who aré new to the position may find many
surprises - some welcome and scme maybe not-so-welcome.

. The vari,oqg.'tésks .involved in managing a child care center fall
into sc_avexal categories. Although the following list is by no means exhaus-
tive, it does highlight the major roles of a center diyector.l ~N

- ' )

.

-

"

-

o, -

L

1 . Y ‘ .

'I:hg‘.s list, was adapted fram P. Axelrod and E. Buch, Preschool “And Day
Care Administration, Ann Arbor, Michigan, School of Education, The University
Of M.]‘.Chiga'.n, 1974’.pp'o A"'S’ A-6a
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Financial Manager - developing annual and long~range plans and
budgets J.ncludlng' .

Accounts, financial managen'ent neoords

Fee-structure setting

Equipment and supplies purchasing

Payroll information gathering ‘ <

Capital renovation or new construction planm.ng
Building And Grounds Supervzsor - maintaining a healthy, safe
environment aocord.mg to regulaticns J.nclud.mg
' Sanitation and custodial care

Preventive maintenance and repairs

Record-Keeper - gathering and ma.mta:.m.ng necessary .nformation '
that pertains to center administration mcludmg

Records on children: enrollment, attendance, food program
participation, }‘ealth, emergency consent form, developmental
data
Personnel records: application forms, health, payroll J.nforma-
tion, leave time, evaluations 1
, Building and equipment records: inventories, warranties,
bills, maintenance schedules .,
Financial records ,
Policy And Decision Maker - establlsh.mg‘ an overall set of proce-
dures under which your center operates J.ncludmg

Relating to other installation agencies, advisory comittee -
Making daily decisions

Developing policies «

Deciding on program changes '

Public Relations Expert - informing the installation about your
- center and involving the members of the commmnity in various cen-.

ter programs including: =
Knowing about installation and community resources .
Promoting children's causes and center's status within the
installation commmity
Acting as community consultant on children's needs
RecruJ.tJ.ng children .
Welcoming v151tors, conducting tours N

, Evaluator - determ:.nmg how well your center 1s meeting its. stated
x goals or cbjectives including: -

Analyzing and evaluating total program
- Plarming program changes and expansicn ,
Evaluating the physical space relative to the program

L]
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Eval%at:mg staff - : Y
Evaluating children's progress and program N
Evaluating own perfomanoe . ~
Personnel Director - managing everyﬂu.ng involved with the growth
. " and devee.opment of the center staff including: : : -

Recruiting and selecting staff - . (-
Planning training for staff ‘ ‘ ’
Acting as consultant to staff - -
*Planning.program with staff . ‘ ' \
Conducting staff meetings . .
Supervising and evaluating staff , .
d , : Orienting new staff , ¢
Arranging substitutes : ' . ¢ .
Solv:.ng conflicts between staff members -
Preparing staff handbook .. . )

,

Parent Involvement Facti Zztator - furtherlng actJ.ve parent/center
relatlonshlp including:

Organizing programs for parent involvener&t
Orienting parents, 1ptexpretmg program to parents
Being available to parents with problems

Referring parents to installation resources

Conducting business: collect fees,- follow through on center g
requirements of parents . L o o .
* Acting as parent educatdr : M .

Handling parents' complaints -

Health, Safety, ‘And' Nutrition Monitor —'planm.ng'and implementing
supportwe services to facilitate the center' s basic purpose - ‘
**  caring for children, including: \ ’

Establishing preventive health and safety program
; ’ Arranging emergency health care program- "
/ Inspecting regularly .and ‘correcting unsafe conditions
’ Arranging and mom.tor:.ng ch:.ldren's nutrition and food serv:.ce
.ptogram — . . o

Program Expert - being everything to everybody!"incl}_zding:

. , Determmmg philosophy for center
s © Understanding and relating to children
- : Scheduling ‘and coordinating program :
Handling and advising staff on discipline J.SS‘L’BS <
Keeping informed of legal responsibilities
: ' Working with Facility Engineer and Installation Planm.ng
v Board to ensure developnental approprlateness of facility

v
- b

At this point, you very well may be asking yourSelf how any one per—
scn could be expected tof perform all-these tasks. We're not sure that anycne
hasalltheanswersto tquest.mn, b\itwedolmowthattherearenOSmple,'




\/)_“l .

‘uocopemthd'xenever-erﬂmgcnses,melmgcenteerurs,themnymter-

P

-

P d

formulas for direct:i.ng or managing a child care center. Ang, we also know
thattkmeammnyswcessfulcentemmthiscomtxywh;dupmdeevxdence"
" that - scmehow - it can be done. An:.nsplringempleofvmatleadersaedl\/ -
cated to thewell-bemg of children can accamplish, andhowthey did it, is
presénted in a recent bock, The New Exrtended Family - Day Care That erks.,

_by Ellen Galinsky and William H.:Hooks. It is a fascinating'descripti '
l4ofthebestchildcarepmgransmAmncaandtheleadersvmosteeZd .
these programs successfully into new and prawising territory.

Humor and energy. 'The director of a child care center holds the
keyuoﬂ'aesuc’cessorfa.xluxeofachlldcarecenter A successful director ,
is a very special kind of person - warm, dynamic, persevering, patient,
committed, and unflappable. In addition to possessing some of these atti-
tudes and attributes necessary for management, and the skills and knowledge
to manage effect:.vely, maybe what is needed most of all is a good ,sense of
humor and a .lot of physical and emotional stamina. These certainly are needed

ruptions, and the last-minute notification of deadlines.

Even though classified as a 40-hour per week pos:.t.mn, it is .
rarely that. Many directors put in 60-hour weeks and consequently ’burn
out" after a few years of such long hours. As a,result, the continuity and
development of a oenter pmgram can be threatened by the turnover of direc-
tors.

+

USING YOUR TIME EFFE;'I‘MY

Time :Ls your most prqcmus resource. The demands on your time may
seem endless, given the crisis- t way in which most child care centers*
must operate. Although there is no. to stretch the number of minufes in
an hour or hours in a day, thereaxesmeldeas forbettermanagmgymrtme
whlch ‘can help. restare a sense of balance in your life.

Ate"c':l'mthuemhaveusedand fowmdhelpfulmregauﬁ.ngomtrolof
time is an approach developed by a management cmsultaht to aid busmess
executives. In his book, Getting Things Done:- The ABC's Of Time Management,
_the author, Edwin C. B].‘LSS, recommends taking a lock.at your actmns on the
" job and c"lass:.fymg them in one of flve categories: .

Important and Urgent

Impovtant and Not Urgent

Urgent but Not-Important

Busy Work .

‘Wasted Time .
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Iet‘s take aalook at each of these categories. ’

L4

: : Important and Urgent. These are actions you literally have no
. choice about. Emergencies like a child's,accident requiring a physician's”
attention, ordeadlmesmposedupmyoubyothers suwch as an order from your
" superior, are the kinds of situations that requ:.re action and arenot rea.lly
& -pmblens in tme management for- Tost. of us. -
Important but Not Urgent. These aye s;.)zuat.wns you know_you must do
something about "one of thése days" but you can put off.. .2And you oftendo
——  3ust that - forever. Rewriting the employee handbock, revising the health
information form or doing a little _reading to keep wp with what's new in ciild
care all are projects of inportance, but there is ro pressure to,accomplish
them - except pressure fmmyourself. It is no wonder that this category of
Important But Not Urgent actions is where ineffective time managers are
separated from effective cnes.: e

o

. Urgent but Mot Important. A lot of your time can be taken up by
other people asking you to do things. These things are urgent because scmecne
- 1is asking you for an answe:nghtnowaboutwhetheryou‘llgo to a meeting,
". . speak to an organization or write an article.’ Many ofithem are not .urportant
" because if you took time to consider them in light of everything that is: .
important to you, you wouldn't undertake them. But, almost without thinking,
- you agree and once you've done that, the task has a deadline and now it has
become Important and Urgent. The solution to awoiding this trap is not to
give snap answers to such requests. Before camu.tt:.ng yourself, take the time _
, to ccns:.der each request in the llght of what is ﬂrportant to you’.

L Bysy Work. We all know ‘ghat that"fs.‘ routine activitjes that we

" feel comfortable doing and which use as an excuse for not tackling the
higher priority things that really should be ‘done. You sit down to do scme=~

' thing you've been meaning to do for & long time. Then you notice a few -

’ papersmyourdeskthatneedﬁobef:.led, SO you take them to the .file
cabinet. Then, since you are filing, you decide to re-file a stack of papers
laying on top of the file cabinets Pretty soon, you've finished the routine

s task, butyourt:.ne:.sgone and you haven't even begun what you originally set
‘out to do. What's worse is thatyourat.xonallze what you've done bytell:.ng
yourself that "maintaining files is important, too." Once more, you've Let

Bugy Work delay action on the Important but Not Urgerzt tasks.

‘ Wasted Time. Like beauty, wisted time is in the eye of the beholder
What is wastgd time to ane person, 1sverymportantuosaremeelse. Sur-
prisingly, perhaps, your problems with managing time probably don't lie here. = ./

- Rather they lie with letting Urgent but Not Important thNngs and Busy Work get

- -~ in the. way of and postpone things that are Important but Not. Urgent.
Whatcanyoudotohelpstaymthetrackandcontmltheuseof
your tune? Well there are two simple demces whlch we 'have fcund work well.

- . 3' H
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Keep A Time Log _ ) ) o .-

Keepmg a time log is scxretmng that you will do only tengib?arlly
untJ.l you understand exactly what you are doing with your time. Take a min-
uteortwoevezyhourorsotomakeanoteofwhatyouhavecfonedurmgthat
time. After a few days review it and you probably will be amazed at what you
find, Lock at the number of times &ach day you have been in each area of the
center, the trips you have made to shop for items, the nunber of phone calls
you have received or made gnd the amount of time you have spent talking with
parents, visitors, staff, volunteers and what you talked about. Then analyze
these patterns carefully. For &xample, have you been making two trips when
planning would have saved you ae? Have you discussed the same genexal
information with a number of staff members individually? Could making this
an agenda item at a staff meeting f&ve saved some time? How many times did
you go back and forth through the center for something? Could someone else
have helped you with some of those things? If you find that you are fnot
spending enough time on things that are urportant to you, you will want to
find ways to change that.

Set Priorities And Keep Daily Lists ™~

Make two lists every day - one showing your appointments and other
actJ.vn.tJ.es specifically scheduled, the other listing all of the things you'd
like to accomplish that day. On the second list rank the items you want to
get done by their importance in meeting your real cbjectives-for the center.
Try not to include just urgent matters, but put down scme of your long-range

,prOJects and dmportant but Not Urgent activities, too.

Look back at your flrst list of already scheduled ;lcuvn.t.x and
. set aside blocks of time between those scheduled activities for the high
priority {tems not on list'two. Be flexible, but avoid procrastination. Put
things you did not accarplish yesterday on “today's list. If after a few days
you can find certain tasks getting transferred from day to day, evaluate them '
again and either make them a prlorlty or eliminate them. If you makewyp your
lists at the end of each day, you'll beg:.n the next day with a purpose.,

Test Yourself ' - v

~. Answer the following questions and you will have an idea of how
effect.wely you manage your Jtime as a oenter director!?

+
.

- ) . . Yes No

Doymmmwhatthemost product:.vet.ureof . \ v
day is foryou, so you can work on the most
' important tasks during that time? v

2E C. Bliss, Getting Things Done: The ABC's Of Time Management (New
York: Charles Scribner's Sons, Publisher, f976); R. Neugebauer, "Managing
Time, Your Most Precious Resource," Child Care Information Exchange #6
(Feb., 1979), pp. 1-6. .
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" Do you concentrate on cbjectives iristead of
prowdures?

Do you judge you.r accanplishmerit by results
\or just amount of activity?

‘Do you set priorities aocord:.ng to urgency
or importance?
7

Do you force yo.:rself to make minor decisions
qu:.cklf’

Do you always set deadlines for yourseif?

'Di:yéuforceymrselftotaketimtonake
future plans?

Do you continually strive to establish habits
of effective time management? ‘

When debai:.mg whether to save something, do
youfollowthenaxim"v&xanmdmbt, throw
1t outh?

Do you live in the present, not won:ying
about past mistakes or future problems?

Are you really in control of your time,
determining your own actions rather than
letting circumstances or other pecple
éec1de what you will do? .

Do you feel pressured to work nonstop
during the day and to devote many evenings
and weekends to your work?

>

Doo%omstantlyfretbecauseyoumverham
time to do all your work?

Do“you feel gquilty about \mfmlshed work
when you are "relax;.ng"" ’

PAYING ATTENTION 'IO THE CENTER'S PUBLIC IMAGE

Y

The director is a key person in implementing a successful public

relations program with the local cammmity. )
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“  Image is a commonly used word which refers to the way the cammmity
"feels" about a center. The image of your center is what pecple believe to
Pe true about it and how well those beliefs conform to what they think it
should be like. Images of your center are formed by knowledge or lack of
knowledge of specific features of your program. You should be aware of )’m
the public about your center. The image which pecple have may be
accuraté or quite different from actual conditiops. What pecple think of
your program, personnel, management or cost may mean the difference bemeen
success or failure.

A center's image is a carplex affair and does not change or stay
bright by itself. Maintaining or improving a center's image can be handled ™
mthesaxrewayasyoudealmﬂuothermanagenentpmblens Review yoyr ,
image regularly just as you review your financial statements. Locate possi-
ble trouble spots and correct them before they get out of hand.

Donotmderest:.matethepoténtlalpaverofcawer staff and par-
ents. Many of your staff members and your parents are active citizens in the
community. 'B:esepeoplehaveagreatmterestmthecmtermdhave@ws
influences in the commmity. However, many staff members do not realize their
om:.nterpretmgpower-mrthepwerofparmts in that comamity. An
effective director cannot ignare the impact that staff-and parents can have
and will strive .to strengthen these relatiomships which influence the center's”
image.

It is recognized that you may not want or need to put publicity
* or public relations at the top of your 'priorities list," but an awareness
of the many opportunities that are available can‘be mportant for the cen-

tersdevelogrent @ - -

- With approval from your installation command secticn, yofx can help
to create a good tenter image and make your center better known by pattici-
pating in civilian community actlv:.tles and by inviting the civilian com P
munity into the center. '

Periodically, and certainly before inviting visitors to your center,
youshmldwalkaboatyourcenberandthegmmdsandtrytothnﬂchmlg
would look through the glasses of a parent, a child, a visitor:or a Fire’
inspector. Try to think how they might see the center. Whatdoymsee?
Appearance, which relays information about the center, is an mport:ant
element in the center's image. . N

Llster{to thé manner in which telephcnes are/answered. Is the per-
son answering the phone pleasant, courteous, tactful and kmmledgeable? The
telephcne is' a nost important instrument in public relations and in creat:.ng
an impression of your cénter to the caller.

'I‘heobjectlvesoftmssectlmhavebeentocreatea’r{mrenesé :
.ofyourroleascmterdlrectorandenableymtotmnkcarefullyaboutthe
time you spend in that role. These, coupled with the information presented
in this module, should help you blend effectively the "people" and "buginess"
aspectsofnanagmgaduldcarecenteraﬁdsomprovethequahtyofcare '

provided. .

<
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READING MORE ABOUT IT

. fouowing)swgestédreadingsamtlmewhiéhmhaveusedmrselvesand
ich we have found to be the most useful on this topic. If you want to
include other resources on your bookshelf, these would be gocd additions:

P ) SR

Axelrod, P., & Buch, E. Pr‘escfzoojl and child care administration. Ann
Arbor, Michigan: School of Education, The:University of Michigan, 1974.

R -
Click, P. Admintstration of schools for young children. New York: Delmar
Publishers, 1975. .

. ’ »
Galinsky, E., & Hoocks, W. The new extended family: Day care that yorks.
Boston: Boughton Mifflin Campany, 1977. )

levine, J. Letters to a day care directcr. Day Care And Early Education,
1974, _];(3)!5-100 -

. Neugebauer, R. Managing time, your most precious resource. Child Care

Information Exchange #6, February, 1979, 1-6. <

Schabacker, J. Strengthening small business management. Washington, DC:
Small Business Administration, 1971. ‘

Sciarra, D.,"§ Dorsey, A. Developing and administering a ¢hild care center. -
. Bostcm, Massachusétts: Houghton Mifflin Campany, 1979.
T ’

Stevens, J., & King, E. Administering early childhood educatien programs. .
Boston: Little, Brown and Campany, 1976. *
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UNDERSTANDING THE
" LEGAL ASPECTS
OF CHIID CARE

? " Running a business and accepting responsibility for-the
cave of young children both entail legal responsibilities. The

two major areas of legal responsibility of a child care center are
those surrounding the employer/Bmployee relationship and the gen-
eral area of protecting the health and safety of children in care.

Military center directors are fortunate, in many
respects, since persomnel policies, health and safety inspections
and 1iability insurance are provided to centers operating as
instrumentalities of the United States government. However, there
. still are many areas of legal responsibility which must be
addressed in center policies and procedures.

T . The following section addresses some of the legal issues
involved in operating a‘child care center on a military installa-
tion. This is not a complete list, but it covers some major areas.
And keep in mind as you read this section that 1t always is easler ,
to identify potential problems than to propose solutions. It 1s
only possible to find solutions when all the facts and circumstances
surrounding a particular situation are looked at closely.- There 1s
only one recommendation that we can meke with certainty here and
that is that it is extremely importakt for you to seek a consulta-
tion with an attormey on your installation regarding any legal
questions you may have. .

*




FOLLOWING ARMED FORCES REGULATIONS
FOR CHIID CARE FACILITIES .

.

In the civilian sector, each state enforces wnat are callesi
"licensing regulations" for child care centers. These regqulations set
mintmwn standards for the safe operation of a facility which provides group
care for children. They cover such things as health and safety inspections,
minimum allowable floor space per child and maximum allowable number of
children per adult supervisor. Because military child care centers are
operated on federal installations, they are not bound by state licensing
regulations. Rather, each branch of the Armed Férces has or is developing
suwch standards in the .form of requlations which insure minirum standards for
the protection of groups of children receiving care cutside their homes.

The regulations governing the military child care centers vary
from one branch of the Armed Forces to another, so it is difficult to make
any kind of summary remarks that would be useful throughout the Department
of Defense. It really is not necessary for us to say nore than get a copy
of the regulations of your branch of service, read them and_adhere to them.
But we also want to touch on the legal considerations inlexgnt in the operation
of & child care.center to alert you to these considerations and to encourage
you to think about them. "

L3

A child care center provides a service which has been determined
to be subject to official regulation; therefore, many aspects of center
operaticn are affected or controlled by legal requlations, including fire
safety, health,. financial management, sanitation, transportation and center
employment. 1In order to awoid potential difficulties, it.is important for
¢hild care center directors to recognize the aspects of their programs which
are affected by service regulations. The list of difficulties or things
wh;ch might - and often do - go wrong is nearly endless and includes every~
thing from a child falling from a slide to an employee pilfering food from
the kitchen or money from the cash register. ) .

]

ASSUMING RESPONSIBILITY FOR CHILDREN

+

: When children are signed into your center, you and your staff
assume a big responsibility. You are accepting somecne else's "pride amd
joy" and in essence, guaranteeing that the child will be returned safe ‘and
sound. This is no small task and should not be taken lightly. Regardless
of the type of child care program you offer, your first responsibility must
be to the health and safety of the children. Ard, many legal issues surface
rega..rd.mg these matters. To avoid problems, make certain a lawyer and the
medical or safety authority - if appropriate - have approved all policies
:h;ch have ﬁeen established in your center for potentially hazardous situ-

tions, suwh as:

reporting children’s injuries to parents

seeking emergency medical care for children




releasing children to someone other than the parents or guardians
transporting children .

refusing to admit a child, for whatever reason, -
violating health and safety regulations at the center

] ‘ ) °
Don't take any risks when dealing with the health and safety of
children! Although directors generally prefer not to think about the many
things that could dccur in a child care’ center, it's always better to' be *
_able to think through such concerns or ask questions of an eéxpert before you
" are under pressure to do so. To provide the very best for young children,
think of the very worst that ¢ould happen to those receiving care in your
center and take action now to alleviate the situation.

”’

Reporting' Injuries To Parents

i} Every center's health policies should include a list of procedures
to be followed in cases of accidents or sudden illnesses until the child can
be picked up fram the center. This is extremely important since the center
will be held legally responsible for any injury <f negligence can be proved.
An accident or illness report should be completed and signed by the care-
giver in charge and the center director whenever an incident occurs at the
center - bites, falls, scratches, vomiting, fever - all should be reported
however "minor" they may seem. These reports should then be discussed with
the parent or quardian, signed by them and filed at the center. .

When such an accident reporting system is instituted, caregivers
may be reluctant to sign the report, feeling that there could be potential
personal liability resulting from their actions and written acknowledgment
of those actions. In fact, the likelihood of a caregiver being held per-
scnally liable in a center which ‘is an instrumentality of the U.S. Govern-
ment is nearly nonexisteént. Instrumentalities of the U.S. Government are
" covered by tort liability insurance which insures the center, in this case,
if a civil claim should be filed. Staff members of the center are protected
from personal liability suits when they have acted to the best of their
knowledge as center employees.

Parent Authorization For Emergency Medical Care

Legally a center must have the authorization of a parent or
guardian in order for a medical staff to provide emergency medical care to a
sick or injured child. Therefore, you should have an emergency medical
consent foxrm for each child in the center. Even if parents have let you
know their whereabouts, it is frequently impossible to get in touch with
them in an emergency, e.g., they may be in transit or have changed their
plans. The emergency consent foxm is essentially a power of attormey which
enables center staff to cbtain emergency medical care when required for a
child if the parents are not available. '

13




Releasing Children From The (Center

A camon problem confronting directors of child care centérs

involves the leégal custody of children, Think abolt your respcnse to the

.

following situation.

When Susan Smith checks her daughte# Témmy, into the center, she
annownces: '"Fred (the child's father) and I are separated and I
have legal custody of Tammy. He i8 an unfit father and only upsets

Tammy. °If he should call to Find out if she's here, tell him

. ;;Zo’ - and if he should come to pick her up, don't let him have
r., " .

According to one lawyer, specializing in center liability,:L three
things should be remembered in thinking about.ydur response to situations such
as this, - t R

Your child care center is not*?court of law and you are not a ’

judge. So, you cannot determine which parent has legal custody

of a child. - . »

. Your child care center is not an agency designated to enforce the
law and you are not a police officer. Sa, it is not your business
to enforce a court custody order or any other type.of court order.

Your child care center is not in business as a counseling agency
ard you are the director - not the counselor - of the center. So,,
providing advice to parents regarding difficult and sensitive sub-
jects such as this is not your purpose. ° .

what this simply means is that you cannot ignore-the legalities of
a custody situation. As is true of many difficulties facing the director of
a child care center, there are both practical and legal, issues involved, but,
befare making any -decisions, think about the legal implications of your
actions. . ’ '

Transpdrting Children
; There are other types of liability concerns that must be considered
if your center ever transports children in any motor vehicle - whether
privately-owned vehicles, center-owned vehicles or military vehicles. In
our center, children are never transported in motor vehicles owned by any
staff member, including the director, .Virtually any alternative to this is ~
a wiser solution - ambulance for medical treatment, military police for other
emergencies Or even taxis if there is no -other choice. Transportating children

»

p)

lW. Aikman, "Child Care and the Law: Custody Probléms," Child Care
Information Exchange No. 1 (Spring, 1978), p. 8.,

o AN
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involves a high degree of potential risk and liability so be sure you knou
the regulations and abide by them. If you have any questions regarding this.

"risky" situation, consult your legal office. .-

Another potential risk to your program also involves transportation.
Ifympennit-orevenrequestorrequire-centerstaffmusetheirwn ‘
' vehicles for center-related duties, such as to obtain films from a local

library, attend a meeting in another location or shop at the commissary,
scme liability might be involwved. . ‘

In typical child care centers, it is not uncawmon for one parent to
pick up a child fram another family and txansport the child hare. Most
likely, this is accamplished with advance notice, perhaps in writing, from the
parent of the child. And, the center usually complies with the parent's
request with no difficulty. But, consider the following situation.

When Mrs. Jones brings her child, Johmy, to the center in the.
morming, she informs you in writing that her friend, Mrs. Smith,
Wwill be picking Johniy up in the afternoon to take him home.

Mrs. Smith does indeed pick Johnny up, and en route home there 18
a tragic aceident. ALl occupants of the car are killed.

Is the center, in any way, liable? Is a hand-written note legally
sufficient to release a child to another party? If you have any doubts about
the legality of this situation, and particularly if your’ center is among those
who do release children to other parents, with or without written consent,
seek the advice of an attorney. PR

Refusing To Admit A Child For Whatever Reason |,

. To preclude any lawsuits or unpleasant situations, the operating
procedures of your child care center should specify clearly who is eligible
to use the center and the admission requirements. If written concisely and
approved by the legal authority on your installation, most problems can be
avoided. ’ ’

Hou'aeve_r.‘,"""ft has been our experience that unique situations occa~
sionally ar1:.§e which perhaps have not been defined clearly. For example:

*What would you do if military parents seek to place their child
in your center, but the child has not received any of the
recommended immunizations because of the family's religious or
_philosophical beliefs? Can you refuse to admit the child?

Do you have the right to refuse further ch'ziid care to a family
who has not paid for previous care? -

Can you, the director, legally refuse to admit a child who appears
to be sick?...who-is dirty?...who speaks no English?...who has
no shoes on? . L

~  Dgryou have the legal right to refuse to accept a handicapped~ child
“ Kin"yaur center if your ‘'staff has had no specialized training?
A b - :

~
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If your respaonse to all of the above questions was, "Yes, I can
refuse to admit that child," we strongly suggest that you confer with a legal
officer. In same of the above situations, you perhaps could refuse to accept
the child for care; same others are questionable. In every special case, it
is wise to seek a legal J.nterpretat.lon

. For instance, lock at the last situation above which deals with the
handicapped child. As a result of the passage of the Rehabilitation Act of
1973, Secticn 504, Title V as mpletent-ed in CFRTitle 45-A-84 published in
the Federal Register on May ‘4, 1977, it is zZZegaZ to deny admission to any
child so lely by reason of hig or her handicap in any child care center or
preschool program receiving federal financial assistance. This includes, of
course, most child care centers on military installations if are housed
in a federal facility or receive other money or services paid for from federal
Aollars. This law extends to children with all types of handicaps the same
civil rights as other Americans are quaranteed by the U.S. Constitution.

You are not excused from caring for children because the staff lacks ‘spe-
cialized training; the facility is not properly designed; the equipment is
not suitable for handicapped children; or, the adult/child ratio is not
ideal for a handicapped child. If you refuse to, admit a handicapped ch:le,
you may be running the risk of a lawsuit by the parents.

Yiolating Health Or Safety Regulations

Certain requirements are imposed on the phvsical environment of
child care centers to protect children fram fire, fram unsafe conditions and
from unsanitary buildings. The regulations which address these 1ssues are
based on public safety and public health laws.

g Advice and guidance pertaining to building and sanitation regula-
tions can be obtained from the fire department, the safety office and tlie
health and enviromment section on your installation. In addition to being
able to provide you ‘with valuable informafion, representatives fram these
organizations usually enforce the regulat.lons through frequent inspections
of your center.

Inspections by competent, trained, concerned "outsiders" are vital
and necesgary for the protect:.on of the children in your center. The inspec-
tors often have clgarer vision than you and may observe a potentially danger-
ous situation which you may not see bhecause you are so close - emoticnally
and physically - to the center. Although jnspections may seem bothersame and
ccnfusmg at times, be grateful that there are others on the installation who
share your concern for the well—ben.ng of, ‘the children in your care. When the
lives of children are involved, it is reassurlnq to know that you have sup—
port. (See Installatwn Regources Ava;lable To Military Child Care Programs
section of this Guidebook) .

/’.




- Avmdzng Legal Ltabtuty For Negugenc‘

You should be Swaxe that tha\:.gter will be held respons:.ble for any
injury if negligence cart ge proved. of negligence include but are not °
limited to the following: ' ,

Y
Improper or insufficient supervision, especially if it is less

than the adult-to-child ratio prescribed by regulation
Defective equipment '

Defective building :

Inadequate protective fencing

Unsafe growd conditidns

Ynsafe floor conditions

Allowing a child to remain in the center if his lack of self-control
makes him dangérous to himself ar others \

.Employing a staff member or utilizing the regular sexrvices of a
volunteer who does not have 3 health clearance from a physician.
(This applies to student teachers, parent assistants, substitutes
and trainees, as well as reqular staff)

Failure to administer first aid when necessary

Failure to notify parents, guardians or a phy51c1an when a child is
seriously injured

Failure to have a plan for evacuating the building in case of fire
Failure to notify staff members of a child's physical, emotional
or health problems that warrant special consideration, such as .
allergies, epilepsy, hearing or visual problems, recent. illness or
family problems

Misrepresentation in.obtaining fire, health, samtatlon, bua.ldn.ng,
safety and other permits that are required by military regulatlons

. FaJ.lure to provide adequate refrigeration for food as necessary

Unsamtary conditions, especially in regard to toilets, washbasins
and food serving facilities’

”»

Fa:.lure to vent gas heaters or to screen open fireplaces or
free-standing heaters .

Faxltn'euokeeppamchardmremgoodrepalrondoorsthatlead
to the street

\

zAdapted from C. Cherry, B. Harkness, and K. Kuzma, Nursery School And
Day Care Center Management Guide (California: Fearon-Pitman Publishers, Inc.,

& .




REPORTING CHIID ABUSE *AND NEGLECT . ;

Child abuse ard neglect are ugly words which mbst .of would _
rather not think about. However, we must think about them beca they are
a grim reality for many young children. Neither a parent or any other person
may willfully injure a child. It is unlawful. Like it or not, "the staff of
a child care center is in a better position than most to cobserve and help a |
young child who might be mdergo:.ng abuse or neglect at home. And, observmg
means ' reforting. .

A Conéress passed the Child Abuse And Neglect Prevention And Treat-
ment Act in'1974. Since that time, all 50 states as well as the military
camunities have develcoped laws pertaining to the reporting of child abuse.
These laws vary from state to state and from one branch of service to another,
but the laws are specific in what they require. . Check the regulation pertain-
ing to your branch of the Armed Forces. Generally, you will find that a
director of a child care cemter is required to report suspected abuse of chil~-
dren to the appropriate agency and that the law also prov1des immnity fram
lawsuits to profess:.onals who report suspected cases in good faith. In prac-
tical terms, it is important to understand “that legally you have no choice
about reporting suspected abuse - you are required to do so. Failure to
report suspected cases could result in \J.’egal charges being brought aga.mst
you. Ancther noteworthy aspect of these laws is that today the txend is to
provide support and social services to the family rather than prosecution and
punishment. The goal is the protection of the child and help for the family,
not removing the child fram the parents and putting the parents im jail.

. Be aware, too, that parents are not the only child abusers. Care-
glvers who do not properly feed children or change diapers are just as guilty

of neglecting a.child as the parents who do not properly feed or diaper théir
own child. Inanyeventthecenterwhlchdoes its part in reporting such
instances will be helpmg a great deal in the baftle to prevent chJ.ld abuse
and neglect.

Report.mg child abuse and neglect is difficult, hut su: must be done.
Ignoring the symptams of child abuse does not make them go away. Pretendmg
that,it is none of your business doesn't help either. Your, business is carifig
for children, and caring sametimes means taking risks to insure the welfare
of those children and help for their parents. - e ’ .
3

. -

RESPECTING THE CONFIDENTIALITY OF RECQRDS

There are laws governing the confidentiality as well as the dis-
closure of records, not only of the parents and children receiving child care
services, but also personnel records of the staff. .

—~ The Federal Privacdy Act of 1974 covers points such as who has access’
to records, for what purposes and under what circumstances. This act was .
designed to require federal agencies to keep their records on individuals in

., ' / H . ’
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a_systematic fashion, to prevent the circulation of these.records to unautho-
rized individuals or agencies, and to pemmit individuals to find out what )
information about them is on file within particular agencies. . )

"Common sense" probably alerts any director to the possible lia-
bility involved in giving free access of children's records to anyone who
requests them, for example, to a new children's photographic studio who
requests a list'of names for advertisirly purposes. But, have you considered
/the finer points of this confidentiality requiremwent? _ .

what would your initial reponse be to the following rather cammon
kinds of telephone inquiries? - , - - "

"gello. Thig is XYI Finance 'Company calling to verify employment
for Sam Benson. How long has he been an employee in your child
care center and what ang his hourly wages?"

"Yello. This i8 Ray Garrett, Louise's father, calling. I just
got hcme from work and my wife and Louise aren't here. I know that
my wife was to have picked Loutse up from the center zarlier. Has,
she picked her up yet? Did she indicate that they were going some-
bhere else after leaving the center?” : \

"gello. This is Betty Bell calling. I'm a ‘friend of Cathy Collins
who works at your center. She gave me her home telephone number,
but I've misplaced it and I desperately need to get in touch with
her. Can you give me her number?" ~ . :

' Your initial.response td the above ipquiries.may be to provide the
requested information, but-if you do so, you may be violating the confiden-
tiality of the records maintained in your center. Be cautious and alert.
Although you sinply may be trying to be helpful, remesiber il-at your intended
helpfilness could indeed be harmful. )

For example, consider the hird situation above. You have no way
of being certain that the person calling is who she claims t¢ be nor do you
have any way of knowing that she really is a friend of Cathy Collins, your

" employee. Cathy may even have an unpublished number. If so; she does)not

want it revealed. If inde€d Betty is a "long-lost friend," she pr Y
wilds be understanding of yout responsibility to protect her friend's rights?
However, if you still feel a need to be helpful and if you have thg time to
became involved, the legal solution to this situation would be to inform Betty
that you will contact Cathy and give her g message. : » !

Always keep in mind that your first responsibility is to maintain
_the security of privileged information. We have found that the best method
of handling inquiries abott employees is to refer the person to the Civilian
Personnel Office for answers. If you have any questions about maintaining
eprivacy of other records, it is recommended that you contact an authority on
your installation regarding the items of personal informatien that you nor-
mally may release without an umwarranted invasion of persomal privacy or

‘ viclating the Privacy Act.

L 4
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RO On the other hand; the Federal Freedom of Information Act provides
access to records by individuals or agencies if the access is not restricted
by other statutes. Under the proVJ.sz.cns of this act, parents would be per—
mttedtohaveacoesstoanyrecordswhlchyoumamtamonthelrchudren

. Similarly, your etrpleyees are entitled to review any of their own Personnel

records or files stored in the ch:.ld care center or the Civilian Personnel

. Office.

’

. It is mpe.ratlve that you familiarize yourself and your staff with
the specific privacy and disclosure regu:.rements fhat may-apply to your @en-
ter, e.g., disclosure under child abuse or freedom of informatiofi statutes,
or privacy procedures under the Brivacy Act. vhen you. find out what statutes
apply to your center, you must shape your information and other procedures in
accordance with the law. Failure to adhére to these requirements could sub-
ject the child care center to damage claims by J.ndJ.vn.duals who belleve the:.r
rlght to prlvacy or dlsclosure was -viclated. .

® 1.
i
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A T MOKZING SERVICEMEMBER'S RESPONSIBILITY FOR CPHIDRIEIN

X

One categozy of law concerns the respons:.blllt_y of parents, in gen-
eral, or the military sponsors of dependent children, in particular, for the
acts of their children on a military installation. Military members are
respongible for willful and destructive acts of their children. They may be
- held financially liable for damage to property or liable for injury Q-

~ another person Altfmgh it is unlikely that you will‘be involved in a sit-

uation requiring egforcement of this requirement, it may occur, The cne
J.nstance ift which it was useful to us involved "requ:.nng" 'a_trouble famlly

to seek professiocnal counsel:.ng services: A daughter in this family, who ’
‘redeived regular caré in our child care center, frequently displayed ‘
ant1~soc.1al and destructive, hehavior. Numerous efforts by the center staff .
failed to ‘convince the famly of the need for any assistance. When the child
evenmally lost ‘all control - in our opinion - the parents were reminded that
they were responsible for this ch:.ld's actions. And, because her actions

and behav:Lors were harmful to not only herself but to other children, the only
“choite renammgtouswastosuspendﬂuechlldfrcmthecenteruntllthe
fam:.ly sought professional help. The family was told that the child would be
readm.tted to the cen on.l.y upont the recam'endatlon of a‘counselbr L]

’I.he pomf: is that this family would not seek' as cé until
reminded that they were responsible and liable for their ch:le 8 actions. -
When we emphasized the llablllty involved, the famJ.ly did .seek help, reluc—
tantly.. Today, the girl is a delightful, _well-adjusted child, the fam;.ly
is happler and. the paj‘ents constantly express their gratJ.tude to us.

-
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m:.wwmc; FATR EMPLOYMENT pmcnc_:ss ;

Conditions of employment' and rights of workers are govemed by
military redulations which provide uniform personnel policies and procedures.
These regulations include section$ dealing with salary and wages, hours of
employment, -leave policies, performance evaluations and benefits. It is not
our mtenttorematregulatlmsmtms section, but rather to inform the
new directors that such regulations exist ~ a copy should be in the center
director's files - and to present some of the more common situations sur-
romdmgazployeeswhlchtendtooocurmchlldcare settings and which have
legal implications.

r

. Assuring Equal Opportunity In EmpldYyee Selection

The employment interview and seléction process is known to be the
point at which mpst discrimination occurs in hiring. Three major pieces of
Federal law are designed to provide all persons an equal opportunity for
‘employment. The Civil Rights of 1964, Title VII, is the major law -
de31gned to eliminate discri tion on the basis of race, religion, color,
sex or national origin. The Age Discrimination in Employment Act adds the
same protection to applicants age 40 to 70, while the Rehabilitation Act of
1973 extends this equal opport\mmy in hiring provisions to the handlcapped

It is‘for reasons of assuring equal opportunity in employment that
conducting interviews in a legal manner is very important. When interviewing
candidates ‘for a staff position, there are same questions which definitely

_are illegal to ask One of the most useful pieces of information on this
subject that we've seen was from a 1977 mrkshop conducted by the North
Carolina State Personnel Office Training Centr-;r It is quoted on the -
following page. ' .

3Reproduced by the North Carolina Stabe Training and Techm.cal Assistance
Office for Head Start, June, 1978. North Carolina Leadership Development Pro-
gram, Gregnsboro, North Carolina. -

\
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CONDUCTIRG THE -LEGAL INTERVIEW

aE

NATICRAL

CRIGIN

4

. T SHCULD NOT ASX
" fhether parson has worked under a differ-

ent nacme. Questions which divulge marital
status, ancestry. -

’

Current legal nam

) °"o L.

m:pcrsmumrhd.smqh,m- wmmc

rated, divoroed,

Abcut family planning, family size, chil-
dren’s ages, child care plans, spcuns
eaploymant or salary. .

Questions showing preference for mﬁc
m growp.

Abouz: ancestry, birthplaca of q:pl.icanc,
pamts.orspam

CITIZENSHIP (* hether a U.S. citizen.

EDUCATION

ARRESTS ~

CONVICTIONS

About educaticn that is not relatsd to
job)p.rfcmm-.

About ‘arvests because a perscn is not
judged quilty by an arrest.

Aboutcmvicﬁmsmummmfmmm
ba:sm‘jobpartmm

1 4

CREDIT FATINGS About credit ratings since it u:ually

CR GARNISH-
m:ms

mmmms

HEIGHT & °

» HANDICAPS

has little cr no relatidn to jocb per-~
formance. .

Abwtallorq;nintimsmmsmb.lmql
m:otgmntimswhichmdimm,
colar, creed,’ sex, marital status, reli-
gicn or national crigin. - )

About religion.

Unless relatsd to jcb mqtmts
- ' L3 ¢

v

About medical history concerning preg- .

nancy and nlaad tealth matters.,

.

Génaral questions that bring out informa-
tiocn that is not job related.

.

.

Freedom to traved.
_:.fjobnquim
meating work .scheduls
requiremsnts, All *
app].ican:sforapositim
must be asked the same;
quastions.

Are you wder 18 or
over 65.

Ability to speak,

read ar write English
or a foreign language
if the job requires.

¥hethar visa gr
immigration status
pravents perscn from
lawtul employment.

Training and experience
related to jcb require-
ments. )

About convictions,

if all candidatas are
‘agkad, and if the
information has bear-
ing on job performance
otdnspociﬁcposit.i'cn.

NOTHING, . unless jcb

) related,

About amtestioml :

Anuciphud absences

fram the job.

About ability to per-
form the jcb require- °

meants.,

Anticipatad cmration

¢n the job. Anticipated
absences from the job
(same questicn must be
asked of males and
females) .

mtheraperscnnasgen—
sory,mlm:al or chysical
that relats

ty to perfooy job.

>
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. Making Employment-Related Dectgions In Daily Operations
3} During the normal operation of a child care center a.varie:y of
situations arise which require the director to make a decision which may or
. may not violate enployment laws. It is important to recognize the potential
legal question inherent in dec1310ns of thls sort. Consider thé following
situations.

You have scheduled an outstanding speaker to conduct a workshop
. for parents. + It will be held on a Wednesday evening and will -
2 F focus on "Discipline." You have requested that center staff
voluntarily attend. As the director, are you permitted to make
a request of this nature?

-

You arrive at the center at 8;00 a.m. on the day after Christmas
to discdver that only ten children are receiéiﬁg care. Normal
- average attendance at this time of day is 40 children. Four of
— the center staff alfeady have started to work and within a short
- time other scheduled employees are to arrive for work. You
realize that the center will be drdstically overstaffed - result-
| ing in disaster to your budget. Can you call the,caregivers who
have not yet arrived. for work to inform them that attendance is
low and they will nat be needed on that day?

N The center staff is given a 30-mirute break for meals.. They are
: not paid for mealtime and often leave the center. You huve
observed that when they do leave to shop or do other errands, they
frequently take longer than the 30 minutes allowed. This practice
18 -creating, many problems“in the center. Can you, in what you
consider to be in the best interest of the center and in fairmess
to other staff, prohibit staff from leaving the center?

¥

— You are interviewing appligants for a staff position in the cents.
You know that most of your best employees in the past have been
parents; therefore, you would like to make certain that the appli-
cants have chzldren Are you legally permitted to ask them if
they do? ' .

¥

A parent - whom you know to be insecure but also influential in
the community - comes to you and insists on 8speaking privately -
you. During your: meeting with her, she complains vehemently ake-:.
the two caregivers who were carmng for her son when-she arrivel
to ptck him up. Questioned further, she reveals that the care-
givers were speaking a language other than English to each othc:
giggling and glancing at her while they changed her son's diare
She believes that the caregivers were making fun of her or her
child and is very upset. To prevent this from happening again,
you establish a center policy which states that caregiverg may

> ,. 8peak only English in their "normal" day-to-day routines. s

. this lawful? i

30




3
During a probationary pemod a caregwer has been >gzven an unsatig-
- factory evaluation. The caregiver has been notified that he will
be dismtesed. He now has one week to continue wor&zng prior to the
effective date of this action. This caregwer now i8 actively tell-
ing parente how horrible the center i8: As a result, can you termi-
nate him immediately without pay? “ -
’ . . _‘) <
+  Without ccns:.dermg the meny "fn.ne points"’ éf etplo%l;ent' laws, all
. of the above situations generally are considered unlawful you have any
~doubt about these or other s:.tuatlons relating to employment, it is mperatlve
that.you seek, adbzce

s

EmpZoymngmo(m L ) . s
Ancther area relating to legal issues involves the employment of
, minors. If the recruitment of new employees and the applications for employ-
men,t:.nywrcenterarehandledbyapersonnel office, youneednotbecm-
cerned with same of these issues such as work permlts or the age at which
minors legally are permitted to work. This screening will be done for. you.
However, if your center does employ young people during the summer, on week-
ends or after school, there are aspects of child labor laws which may be your -
responsibility. These may include, but are not limited to, the following.
There may be restrictiens upon the number of hours minors may be
able to work each  day or wegk.

-

There may be restrictions upon scheduling minors$ to work late in

the evening or an all-night shift.

<

There may be restrictions“upon the kinds of -occupations or tasks
.that a minor can perfom. -

There may be restrictions on prcv:.d.mg for the safety and welfa.re
, of minors.

Undertheregulatlonsofyourmstallatlon, doyrmlmowtheanswers
to the following questions pertaining to t‘ne employment of minors?

Your center is open from 6:00 a.m. untzl midnight daily. Can you
employ an.18 year old, who has completed school, to ‘work as a
cleaning person between the hours of midnight and 6:00 a.m.?

Your center operates until 1:00 a.m. on Friday and Satuz'day even-
inge. One of your, caregivers te 17 years old. Can the caregiver
work as late as 1:00 a.m.?

1%




A caregiver in the cénter is a high school senior who assists with
the school-age group after Bchool from Monday through Friday. She
would like to work about five hours each day. Phth the ,number of
children receiving care in your center from 3:00 p.m. il

8:00 p.m. you know you couZd use her«talents. But, i8.it legal?

1

Are there any differendes between lunch/rest.period requzrements
for minors and those for adults?

Because of the vanatlons in laws and policies, we cannot provide

answersforyou,butlfwecausedyoutothn.nkaboutmeselsmsompuzpose
has been

And, if you are in doubt abﬁ'ui:\ans/ver's to any of these questions, it
recamended that you contact your installation personnel office, legal
office and regulations for information.

Insurance generally is of little or no concern o vou. Because you
and your staff are government en‘ployees, operate in a federally-cwned building
and abide by federal regulations, your insurance needs are provided at no cost

to your program.

Insurance that usually is available and/or provided to you, your
employees and the center includes:

workmen's compensation
unemp loyment compensatior;
fire and theft insurange
health, life and retirement

fidelity bonds -

tort claims

One of the most mportant types of insurances for any child care

program and for any director is liability insurance.4 Liability insurance
is what protects your center fram the results of accidents which occur in your

center. In legal terms, liability insurance is what protects the center or

S

! [
M

4';'he information that follows on insurance and contracts is adapted from
W, Aikman, Day Care Legal Handbook: Legal Aspects Of Organizing And Operating
Day Care Programs' (Urbana, Illinois: ERIC/ECE, 1977), pp. 67-75.

25.
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you fram financial 1oss when scmecne has been injured or property damaged as
a.result of "negligence." William F. Aikman, at attorney, has said "as a gen-

can assume that virtually any kind of accident which occurs an
yo}:rpnemisesisquitelikelytobe 1 to have occurred as a result of
negligence, if the injured party should the issue.” He further advises
that child care centers "are subject to the legal rules'applicable to busi-
nesses, ard in our legal system, there is almost a presurption of negligence
regarding accidents which occur cn business premises or as a result of busi-~
ness operations."

For your own peace of mind, consult a legal officer to cbtain a
clear understanding of the insurance provisions offered to you and your cen-
ter ~ and be particularly cautious and questioning about liability insurance.
With increasing frequency, lawsuits for injury to children are being brought
against child care staff. Those who work with young children consequently
are finding themselves in legal difficulty, with very little understanding
of their legal responsibilities. . ;

It seems clear that the saying, "an ounce of prevention is worth
a pourd of cure," is.appropriate here. Obviocusly, you will try to prevent
accidents by providing proper supervision of the children, by attempting to
foresee hazardous situations and-by taking necessary precautions to avoid
accidents. But since preventive measures sametimes fail, you also should pre-
ventandspareymxrselftheburdmofhea%ydamgepaynmtsasaresultof )
a lawsuit by investing in perscnal liability insurance - if you find it nec-
essary after consulting with an attorney on your installation who can fully
‘explain any potential liability of your position to you.

UNDERSTANDING QONTRACTS ‘ E .

. As a military child care center director,jouarerequ.i.réatoabide
by the military regulations which address contrdcts. For many child care cen-
ters, these are troublescme concerns; for you, the director of a military cen-
ter, they are clearly defined. Even so, contracts often are confusing issués
for child care center directors. In essence,,they are legally enforceable
agreements. They are, essentially, pramiseg which can be enforced legally
-and which you have an obligation to fulfill. If you.don't fulfill-them, you
are subject to possible penalties. ‘ ) o

There are three main elements of a Contract:
the offer - your intent to a seller to purf:ﬁase sa'nethmgfor a
specific price; T

the acceptance - the seller's indication that you will be supplied
with samething at theé specific price; : ot

T

'the consideration - a fancy legal word for value or price of some=
|I ] . . .

- - )
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Threemim:ceptimsaboutcmtractsarecammarﬂresultinm
peopleamteringintowlidcmtmctswiﬂnutevmhmﬁngmeyhavedaeso.

One belief is that a’contract is a wmtten, “‘gtgned document. This
is not true. Oral gontracts are legal and enforceable.

ﬂ)esecorderrorlsttmtsmespeczalfbmlitiesarereguuedto
enter into a contract. -This is not true. There are no particular

formalities required.

The third frequently held belief is that a contract.ekists only if
an exchange of money is involved. This is not true. 4n exchange
of money is not necesgarily a consideration in a contract. Howeter,
sareﬂu.ngofvaluemstbeexchanged for a binding contract to
exlst.

- Consider the following situation, one which is cammon in child care
centers. .

Jameg Brown, an artistic person, ig the father of a child who
receives care in your center daily. He approachee you and offers
to paint children's murals on the walls of the child care center in
exchange for a month's cost-free care for his child in the center.

. If you agree, you have entered into a contract which is legally
binding. In exchange for Mr. Brown's artistic abilities, you will provide
child care for his child. The three main elements of a contract have been
met, but note that no money, offic:.al-look:.ng documents or particular for-
malities were J.nvolved

T

As a director of a child care center, it is important that you have
sane familiarity with the nature of contracts and the military regulations
governing contracts inordertobeabletonmymmcep}t;errespmsibly.

ASKING FOR CLARIFICATION WHEN IN DOUBT

ne last thought. Like many professions, the law is surrounded by
anyst.iqueoffancylegaljazgmandtecm;cahtles. Don't be threatened! -
Don't~be afraid to ask the military lawyer or legal officer questions. Ask
foranexplanatimifywdmtmderstandsarethingttnttheattomeyzs
saying or doing. and, until you do understand, keep asking. If you don't
understand the technical language being used, ask the lawyer to use simple,
non-legal language. You can be sure the lawyer would ask you questions if
your .roles were reversed ard you were explaining theories of child ‘develop-
mttothelawyerusinqthejaxgm of your profession.

Although some dire possibilities have been explored in this section,
being the director of a military child care center is really not a leqally
hazardous occupation. 'mis is true mainly because there is a network of

27
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resources cn your installation available to advise and assist you. A key
element to avoiding problems is to be aware of how they might arise. Pre-
pared with that awareness, you can protect yourself against most difficulties
merely by carefully thinking through your plans and their implications and
by takihg advance actions. If this section helps to bridge that legal gap by
developing that awareness and outlining same of those actions, our purpose

<

will have been fulfilled.




READING MORE ABOUT IT

'Bxefoﬂm:dsuggeétedreadﬂgsamtknsewhmhwehaveusedmmselvesand
wm.chwehavefomdtobem“mstuseﬁzlonthlstoplc If you want to
include other resources on your bookshelf, these would be good additions.

Ailman,. W. Child care ard the law: mstody‘pfoblars., child Care JInforma-
tton Exchange #1, Spring 1978, 8. - ‘

Aikinax}, W. Day care legal handbook: Legal aspects of organizing and operat-
ing day care programs Urbana, Illinois: ERIC/ECE, 1977.

Click, P. Admzmstratwn of schools for young children. New York: Délmar
Publishers, 1975, - . -

Day care personnel management. Atlanta, Georgia: Southern Regional Educa-
tion Board, 1979. )

Morgan, G. [Regqulations of early childhood programs.]  In D. N. McFadden
(Ed.), Early childhood development . programs and services: Planning for
action. Washington, DC: National Association for the Education of

Young Children, 1972.

Rose, C. M. Some emerg‘zlng i88ues in legal liability of children's ézgencieé.
New York: Child Welfare Leaque of America, Inc., 1978. .

1




-

STAFFING YOUR CENTER
FOR QUALITY CARE

-

! [}
The easiest way to attract and keep good staff is to

. assure them a challenging ahd rewarding job with potential for

advancement, pay them well and offer them attractive working
hours. Unfortunately, the realitles of child care usually
include such intangible rewards as being hugged in the morning
and helping children learn to button their coats. The job usua-
11y brings' with it low pay, little opportunity to move up, and
long or unusual working hours. s It takes extraordinary peoﬁie to

- be satisfied with these conditions for years. As a result, in

child care centers staff turnover tends to be high and Job "Der-
formarice may drop off after a time.

Therefbre, one of the most 1mportant priorities in cen-
ter management - arid one “which is vital to program quality - is
the establishment of a staff recrultment, development , management
arid evaluation system which can keep the quality of the center

. high without requiring extraordinary caregivers with an ability

to be self-sacrificing. In short, a center needs a staffing
system which can absorb staff turnover and continue to operate
a quality program.




RECRUITING STAFF

A lot has been said and written about what qualifications are ‘ 0
necessary to staff the various roles in a child care center. Recamendations -
seem to agree on the deésirable pefsonality traits of an adult who works with
young children all ddy, but they vary a lot with respect to the amount and
kind of education or experience considered necessary. Scme of this variation
reflects the fact that a lot of things contribute to the quality of a center
including, in particular, the size of the group of children cared for in one
room, and the number of children assigned to each caregiver. In addition,
such things as the kind and amount of ,administrative support available to the
staff when needed, gemeral staff morale and opportunities for on-the-job
training and staff development affect the amount of specific knowledge or
experience which is needéd for each center position.

-

, Staffing For Diversity

One important consideration in the recruitment of staff for the
group care of children is the variety of experiences and world views the
child will get through contact with the adults in the center. An important
way of broadening children's experience is by making it possible for them to
get to know a staff that is not all of the same age, dex, race and culturee

Although it requires a lot of energy to work long hours with young
children, this does not imply that only young people have that energy. It
certainly is possible to find people of.various ages who are able to work in
a center as a caregiver or in other positions such as administrative assis-
tant, cook, housekeeper or receptionist. In particular, in the military set-
ting where many children are prevented by geographic mobility from Having
experience with grardparents, aunts, uncles and cousins, some of the benefits
of these lost relationships can be replaced through exposure to people of

different ages working at the center.
\

. Another obvious lack in the lives of many children today throughout
society is experiences with men. Although child care has not been an occupa-
tional choice of men in the past, this is changing. A day care center located
near a college usually can work out an arrangement for men students to become
. part-time workers at least.

. ¥,

In a military comunity there is another very rich source of vari-
ety to add. to the center through including staff from the different racial
and cultural backgrounds represented in the community. The military .
life-style of integrated housing, neighborhoods and work places is, in many
ways, an advanced social setting which is steps ahead of many civilian commu~
nities. We have seen in our own center that children, families and staff mem-
bers benefit from exposure to others of different racial, cultural and socio-
economic backgrounds. Although’child rearing philosophies may vary greatly
among people from different backgroynds, it is important for us all to be
aware that there is no one way to raise a child and that adults of the future
will néed to understand this diversity. In a setting where differences are
respected, children develop their own ‘sense-of-self by identification of. -
similarities and an awareness of differences., We have found that the best

E
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way to teach about mnna.p d.LversJ.ty is by J.ncludJ.ng people that represent that
diversity in everyday lJ.fe . -

Thinking about Job requirements. The first step toward recrun.tmg
and selecting staff is to determine the requirements of a posJ.tJ.on A well
written job description will provide this information. From the requirements, )
simply list all the qualifications or qualities needed to perform these tasks /_J
For example, if you are hiring a cook, does the applicant need to*

7

be able to plan meals as well as prepare them? . . o

have an understanding of nutritional needs of children?

do any heavy llftlng‘>

A

have knowledge of oomnerc:.al cooking equipment?, - . |

LY .

x

possess the qualities 'of a competent caregiver or teacher (warmth,
ability to cammnicate, nurturing)?

shop for food or purchase equipment?
enjoy beling around children? ’ R
-gver work with children?

be responsible for any money? , - L

Developing Job Descriptions

. Every employee should be provided with an accurate job descrlpt.lon

A job description is a written summary of the important facts about a partJ.cu—
~lar position. It tells (1) the duties, (2) the responsibilities and

(3) the requx_renents of a particular job. "Depending on the work to be done
“and the size of your child care center, job descriptions can be simple or
involved. » ;
It is important to realize that the success or failure of your cen-
ter is dekermined largely by how well your employees do their work and how
well that work relates to other positions in the center. If the duties and
responsibilities of each position are not identified clearly, poor employee
performance could result - perhaps the employee actually does not know what’
ig to be done. '

A job description provides the significant facts. about a position.
These facts give the director and the employee a general understanding of:

_what . the employee does o -

how it is to be done

why the employee does it © s ‘




-

]

Keep J.n mind that a job description includes only "the basic requlre-
‘ments of a position - “to provide an wnderstanding of what is ekpected of an =
employee. .It is not designed as an evaluation tool to determine how well an,
.employee performs the duties. However, it can serve as a basis for deSJ.gn:mg
a tool to evaluate staff performance. .

,
4

. Awell wr:.tten job description alsocanbeusedas agm.deln C .

selecting tl’p best applicant when- you have a vacant posxta.on in you.r center.A ’_J

.

' Although the Civilian Personnel Office usually, is fespons:.ble« )
for publishing civilian job descriptions on a military installatiom, it is *
your responsibility as the director of the child care center to provxde

them with enpugh information to publlsh an accurate description, for each

job. The more thérough the information you provn.de the better t:he publlshed
jeb description widl be. . ‘ N

y ’ ' ' SR e

Sone excellent exanples of job descripticns, as well, as many other "

adrtu.mstratlve tools for organizing and operating, chlld care centers, be .

found‘in the handbook, Day Care: 7 Administration, published by the Umted
States Departnent of Health, Education and Welfare, ACYF, Wash.mgton, DC, . ’
1971, N o oy o N

Adverthng The Pogition ,. vl ) Lo ( T S
4 —/ 4

In most. oommnlts,es today; ‘an announcement of a child care posltmn
in local newspapers produces an avalanche of"appllcants. But our experlende
indicates that number of applications’ is not related to the quallty of thé
applicants. We have found that the best qualified. appllcants tend ro be
thosewho - y P e , . A‘;a;""

P by
» Sk

use other staff nembers or parents and frlends of the center o

as references . T o

-t “. ‘. , v

submt an app,llcatlon volkmtarlly based on the center's reputa-

tion on the mstallatlon . :-‘ et

r, ~% s
ahave attended c'1asses at a school or college w1th a strong - ’ L
early cmldhood ‘emphasis . , . , Pt W

- C A

are merbers of the local early chJ.ldhood profess:.onal c*gam—\ . "‘~ .

zat:.ons - . o CoL

The Civilian Personnel Offlce also is responsrble for off1c1ally
publlsh_mg lists of vacanty announcements forvpositions on an mstallatmon.
These are distributed w1de1y and include child: care pasitjons. Since many,
of our best applicants in the past have known'existih p3 staff menpers, we
make certain that our caregivers are, aware of vacancies. Posting vacancy

* announcements as soon as they' are tributéd by the Civilian Personnel

Office in the staff lounge and an ts' bulletin boards as well as

\announcing these vacancies in staff/parent meetings are methods that seem

to work well for us. We also recamend that announcements be’ sent by
ivllian Personnel Office.to local early ‘childhood profess:.onal organizations,

" colleges or vocational schools whiche offer programs in relevant fﬁalds ‘




" or other. cfu.ld care centers in the area. At times, it may be nedéssary for
“the ClVllian Perscnnel Offlce to advertise in local NEewsSp3pers .

<

iy Screemng Apglzcants For Intemews ~ -

.. Those of us ftmc&mmg as center dlrectors in the military system

‘are more fortunate than our civilian counterparts in some respects. The

Civilian Personnel Office provides -application forms to appl:.cants,, _aceepts:

appllcata.cns ard.initially screens all applications. The screening orocess

~ is based cn such things as experience, references and academic backgrcund._
Those appligants who are considered "best qualified" are referred to us for
the selection proogss. Without their assistance, the hiring process could
involve hours of work = writing vacancy announcerents, submitting newspaper
ads, giving mstrucpms for completing appllcatlon foms, accepting applica-
ticns, responding to many telephome calls, aSsessing ‘applications and checking
" references. Child care directors working in civilian cent: < often cc(rpla.m
that their’ overall program suffers each time they must go tnrough the hifing
process because so much time i$ involved. On. the other hand, those who have

, , attempted to take short-cuts in this process realize the error in doing so.
"An unsatisfactory employee hired as a result may in the final. analys:.s be
more dJ.sruth.ve to a progrant and consume more of the dJ.rector s tJ.me and
energy than any mltlal t-horough hiring process

t

~ :
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. DE’SIQ‘JING A STAFE‘QELECI‘ION PROCESS

Conductzng an I ntervzew v

" Conducting personal interview with each of those appllcants E
referred to you is-€s §nt1a1 to select the one who fits your needs best. The
, personal interview ig the most important step in the selection } procegs. The
"~ @ivilian Persdnnel Office will contact the best qualified applicants and ¢
"‘'schedule interview appointments according to: your instructions. You also
w:.ll be provided with a written schedule of time and dates for mterv:.ew:.ng
addlt:.on to the application forms of .each candidate.

. As a rule, we have found that® mtemewmg ‘at least five applicants’

for a pogition’likely will yield at least cne person to fill the pOSlthn

If fewer than five are interviewed, it is tempting to hire sctreone who is not

papticularly inpressive sinply because you do not want to waste time waiting
for' additional.interviews to be scheduled. FRemenber that although not all
persons who look pramising in an interview will work effect:.vely in your ,cen-
ter, you can be hearly certain that those whO\are not unpresswe will not |
mrk mll < 5 o .

b

o Selectmg caregivers to work under your dlrecta.on _prabably is youa:
most important tasky JA child care center is only as good as its staff, and
-you, as the dlrector are the key to the selection of caregivers which,ulgi-.
mately is a key to the .success of your center. When you have a congenial,
enthusiastic, well—tramed staff, all else seems to go well and the problems
that do arise are solwved eaSJ.ly But, unhappy, 111-sm<ted caregivers create ~
tensions w:.thm the uotal cenber operation that can destroy a program.

i
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As the director, you are.solely respmsible for interviewing and
ghoosing caregivers whose p?:i‘smalities and talents can be c_:orrbmed_suc_:éess-
fully. In actual practice, we have found that there oftén is more insight
and cbjectivity if the interview is conducted by more than one perscn, 'w1th
the director making the final decision. In addition to the director, inter-
viewers in our 'center have included advisors to the child care center, the
. director's supervisor,. parents and key staff members. We believe that'two -
:0r at most three - interviewers can conduct a joint interview succgssfully
if careful planning has been done before the interview. Any more inter< :
viewers seem to overwhelm the candidate and be less productive. Or, the -
interviewers can meet the candidate separately - one right after the other -
which does not produce as much anxiety for the candidate and may result in
additional information being obtained. In this case, careful planning also*
must be done to fully assess the candidates' qualifications.

A thorough interview which provides an opi‘:orttmity for both the
director and-the candidate to 'share information will last from 45 to 60 min-
utes. It is important to conduct the interview in a comfortable, relaxed
at:nospheé'free' from interruptions. Choose a arrangement that allows
easy discussion among all those present. Above all, avoid the courtroom-
type atmosphere of a trial. The candidate should not have to face a row of
interviewers or an interviewer seated coldly and very officially behind a
desk. ;

/

Jr
<
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. The successful interviewer listens and observes more than.he or
she talks. But to set the candidate at ease and to start the interview pro-
cess, the interviewer should summarize the particulars of the position to be

- filled. We then have found it appropriate to ask the candidate to briefly

. describe prévious training and/or experience that he or sl;xe has had that is

relevant to the position. Although this information also 'can be found on

the application form, it is surprising what a candidate will relate to you
verbally compared to what is written. In addition, this question is an
-easy, ncn-threatening one for the candidate to answer and starts the communi-
cation ball” rolling. After that, questions which prabe deeper into the

‘ candida_tte’s perscnality and functioning ability are necessary and appropriate.
Depending on the job applied for, the questions may vary, but it is helpful
in making a final seléction if all candidates for a position are asked the
gx questions. We've'had sudcess with hypothetical-situation questions

as, [ s '

What would you do ifs.. - o .

" a child bites another child?,
a parent complains because her child gets dirty?
you disagree with another caregiver's method of digeiplining
a child?: v ‘ ‘
a child kicks you? = = L ' PR
. A C , A\ , g
. There is:a wealth of such situations in the Military Child-Care __4’
Project's Staff Development Series which would be .appropriate for the inter-
view setting. Other questions which can be helpful in making the final 'selec-
tion include: ' ..

¢

Q 36 ’ ' ‘ - :
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How do you feel about parents uging child care for their chzldren’

How is your health? e
How would you describe youz' dzsposztwn’

Why do you believe that you would be good in. this position?
¥t

* . Obviously questions such as these do not have only one correct ¥
answer. As a result, they might make the’candidates feel scmewhat uncomfort-
able, yet they also can be valuable in providing the ¢andidates with a :
glinpse of the real facts of life about a job in a child care center before
accepting it. You can help put the candidate at ease about answering ques-
tions by praising respanses, that are sincere,  frank and conplete. Nodding
your head occasionally and maintaining eye contact also acknowledge the
applicant's respanse. It probably is best not to disagree with the carididate
dur:.ng the interview, although clarifying center policies i permissible.

At the end of the interview, time should be atlowed for the appli-
cant to ask questions. Then the applicant should be told when the final
seléction will be announced and how he or she will be hotlflea

Obsemnng The Applwcmt In The Center

Follow:l.ng the interview it is wise to take the candidate J.nto the
center. By doing this you are able to briefly cbserve the candidate's
interactions with children and other staff.

Taking Notes On Your Thoughts

Because much of what is said in an interview is forgotten qu:].ckly,
it is critical to record relevant inforfaticn as soon as possible. Although
taking detailed notes during an interview is not generally recammended, we
find that occasionally jotting down a word or two is not offerisive. Then,
following the interview allow yourself 10 to 15 minutes before the next
interview to write more detailed comments and inmpressions about the candi-

. date. This also allows you time to review the appllcatlcn of the next
candidate to be interviewed. An interview data form is a convenient method
of recording and recallmg information about each candidate. The one-page
form we use allows space for recording the followlng ‘information:

Position to be filled : IR

Name of applicant )
General appearance

Attitude B .

Strengths of applicant .

Weaknesses-of applicant

General impressions of applicant
JInterviewer signature(s)
* Date




.
If a candidate is hired, thisfomnisp}ac_:edinh:@.sorhgrpqrgm-

nel file. The interview data farms of those qualified candidates intefviewed

but not hired are kept together in a separate file folder for future ref?.%é..\;:ces‘

or referrals. ' \

) )

)

"'Making A Careful Ghoice

. When all the candidates have been interviewed and information
recorded, deciding whom to hire is the final step of_the selection' process.
Tt often is a difficult step. Occasionally cne candidate clearly w:Lll.stand
out above the rest, but most of the time it requires a careful evaluation of »
each candidate's background as well as responses and images projected in the
interview. R “ o : -

Think carefully about and discuss each candidatg's strengths and
weaknesses. It is important to select someone who genuinely cares about
children, who is willing to learn and who can work well in your center. In

_ our opinion, personality - not past' training or experience - is the key

" factor in selectiar. Keep in mind that it is possible to provide training
" in the routine aspects of child care, but it is very difficult - if not
impossible - to change a candidate's personality or basic view of children.
And, remember also, that in the final analysis the selection of one can- |
didate over another always involves speculation. It is for this reason that

all full- and part-time employees serve a probationary pericd.

Y

DEVELOPING WRI'I’I'EN_ PERSONNEL POLICIES

- If your center operates as a non-appropriated fund activity on a.
military installation, it probably is govemned by a service-wide regulation
dealing with personnel policies and procedures. As a result, the "official®
staff records and policies regarding hiring and firing, scheduling, wages
and benefits are under the auspices of the-Civilian Personnel Office.

Our experience indicates'that often the service regulation is too
complicated for many center employeés, does not contain all relevant infor-
mation peculiar to center operations and is not available for distribution
to all employees. In addition, because the center employees work in the
child care center, they expect you - the director - to provide answers to
their gquestions. Most staff members go to Civilian Personnel only twice -
once to apply for a position and again when they terminate employment.

As the center director, it is your responsibility to have in your
possession the service regulation governing persannel policies on your
installation and to act as an intermediary between center staff and the
Cividian Personnel Office. In order to function effectively in this per-

. sonnel management role, it is necessary to establish an unofficial per;onnel
system within your center. If your center operates as a private assoclation
" on an installation, the personnel system which you design most likely will
become .the "official" personnel policies and procedures. -
) '/ . .




Making Necessary Policy Decigions

In setting up a child care center, the advisars and/or center direc-
tor must make some specific decisions about personnel management that could
rightly be calléd policy decisions. If the director does not set policies on
important matters affecting personnel but rather, lets each situation be
handled differently as it arises, the center staff will never know where they
stand and will be unable to make important decisions about their work per-
formance. Therefore, for a camon understanding between staff and administra-
tmm it is important that policy decisions affecting personnel be set down

in wmtmg as a quide for everyone.

. No employee should have to guess about the mrk:x.ng conditions and
no director should be unsure of what is demanded of employees. The writteén
policies of a center should ke in the hands of every staff member and center
.advisor for the development of good staff relations. Written personnel poli-
cies will not guarantee that employment problems will not occur, but they can
prevent misunderstandings and potential conflicts.

Many dlrecto:is believe that writing personnel policieg#s a waste
of time because change is occurring constantly. It has been our experience
that some items do chapge, but many will stay the same. It is fairly easy to
retype a few pages to meet changing conditions if, in the long run, time and
effort will be saved by having the policies clearly stated in writing. 1In
developing policies, :Lt is more important that the policies be clear and fair
than elaborate.

Preparing Anjl-;?rgz-aloyee Handbook

Our written personnel policies are included in an Employee Handbook
which is given to each new artployee. When a new employee is given a copy of
the written policies, you don't have to waste time discussing all of the
details of employment; instead you.can use that valuable tl.me to get to know .
the new staff member. -

T~ The following is an overview of the sections which have been useful
to us for inclusion in the Hmployee Handbook. As you will notice, the hand-
book combines what could be called center policies with some otimer useful
information about the center which should bejavailable to center employees.

L

STATEMENT OF PURFPOSE

Why does your cené: exist? " 2a

What are the goals of the center?

Why did you write the perscnnel policies?

Is there any general historical information about the center
which would be-of interest to staff?

»

Ve
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ORGANIZATIONAL CHART .,

'mischartnaybeaverysinplelipedrawingillustratingallposi-
ticnsinthecperatimofthecenterandtnwtheyrelatetoeadu
other -~ the "chain of command,” in military terms. Don't forget
to include any other organizations on the installation that may

be respensible for any administrative function within the center --
‘personnel, financial, advisory, operaticnal or. regulatory.

JOB DESCRIPTIONS

Because each employee should be provided with a separate detailed
job description, this segment of the perscnnel policies should pro-
vide more general informaticn about all positions. What are the
general qualifications and duties of each position? What are the
responsibilities of all staff members? :

DETAILS OF EMPLOYMENT

Definition of employees
full time/part time/intermittent
probationary period
seniority
work schedule
"hreak" time
Campensation
time and method of payment
compensation for meetings
deductions
wage scales
overtime payment
Benefits
r .
sick leave
annual leave
holidays with pay
leave without pay
procedures for taking leave

Insurance

FICA .
medical/health insurance
retirement program
workers' compensation
unemployment campensation

A
Health and medical requirements or




affirmative action policy
promotion policy
Evaluation of- performance
Termination/resignation policies
Rights of staff/qrievance procedures e
Confidentiality of records g

STAFF TRAINING OPPORTUNITIES

Pre~-service requirements

Inservice training

Professional responsibilities/conference and wotkshop attendance
Cooperative arrangements with educational institutions

SPECIFIC CENTER POLICIES

Enrollment policies

Health and safety matters

Program policies

Classroam/physical enviromment procedures
Behavior management policies

Purchasiryy policies

Emergency procedures
Guests/volunteers/students procedures

’

#EPING PERSONNEL RECORDS

Good personnel records are vital to the successful management of any
center, but the larger the staff, the more important these reco. A
Maintaining accurate and timely records will save you time that can be Spent
on improving staff relations. Setting up a system of maintaining staff
records simply means keeping a file folder on each employee. The files,
which natu?\allynustbeconfidential ard kept under lock and key, can be- set
up initially in less than a day. Then when new employees are hired, a new
folder is added to the file, and when employees resign or are terminated,
their file folders are moved to an "inactive" file.

The records kept in each file folder should include all the infor-
mation that you acquire about each of your employées. Items which we have
found useful to keep include the following:

. Application form. The application for employment - including name,
address, social security number, emergency contact, education and relevant
experience - is the beginning of an individual's staff records. Any attach-
ments to the application form - references, credentials, transcripts - also
shou}d be kept in the file. If the Civilian Personnel Office must retain
the original application for employment, it is advisable to obtain-a copy
or at the very least, take notes from the original application for center
records. . . )

.
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In addition, a written record of the personal interview of the
applicant is useful to keep. The interview data form described earlier pro-
vides this information. )

Health forms. Reports on the employee's health status should be
kept in the file folder. Initially this would include the physical examina-
tion and food handler's card required for hiring. Physicians' reports after
illness, yearly examination reports, reports of on-the-job injuries, and any
other records of the employee's health would be filed in the folder. Per-
sons who should be contacted in case of an emergency, including the name of
the employee's physician, should be on file.

Employment record. This can be a.simple one-page form which
includes the position, starting date, wage, change in employment status,
dates and type of leave granted, professional development during employment,
termination date, and reason for leaving. The job description also-should
be included or attached to this record.

. Evaluations and conferences. Records of all evaluations of an

. employee's performance, including evaluations of probationary employees’
should be kept in the file folder. Evaluation records over a period of
time will provide a camplete record of job performance and also may point to
areas in which staff member$ could be helped through additional training.

A few factual statements covering the purpose and outcome of any
private conference with a staff member should be included in the personnel
folder. e \ ,

Other per’tinent information. Items in this category might be
correspondence relating to the employee, letters of commendation, special
awards or achievements, requests for references after an employee has left
the center, or letters of recammendations written for the employee. Payroll
information usually is not kept in the personnel folders, but it is treated
as part of the financial records. (See Financial Planning For Military
Child Care Centers). '

b
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READING MORE ABOUT IT

The following suagested readings are those which we have used ourselves and
. which we have found to be the most useful on this topic. If you want to
include other resources on your bockshelf, these would be good additions:

Bruce, M. Human relations in small business. Washingtorf, DC: Small Busi-
ness Administration, 1969.

Cherry, C., Harkness, B., & Kuzma, K. Nursery school and day care center
' management guide. California: Fearon-Pitman Publishers, Inc., 1978.

Click, P. Administration of schools for young children. New York: Delmar
Publishers, 1975. - .

Day care personnel management. Atlanta, Geori;ia: Southern Pegicnal Educa-~
tion Board, 1979.

Herbert-~Jackscn, O'Brien, M., Porterfield, J., & Risley, T. The infant cen-
ter: A complete guide to organizing and managing infant day care. Bal-
timore, Maryland: University Park Press, 1977.

il

| Hewes, D., & Hartman, B. Early childhood education: A workbook for admini-
gtrators. California: PR & E Associates, 1974.

Host, S., & Heller, P. (Bds.) Administration. Day Care Bulletin No. 7 (OCD
" 73-20), Office of Child Developmenf, 1271. J DHEW PUBLICATION No. 73-20.
Washington, DC. Ce "

Matts, R. How to write a job description. ’@m&;@m,'m: Small Business
‘Administration, 1965. >3

Mitchell, G. L., & Chmela, H. I an! I can! Conpecticut: Greylock Pub—
lishers, 1977. .

Neugebauer, R. Staff selection; Choosing the one fram the many. Child Care
. Information Exchange #2, S}ﬂm‘er 1978, 3-11.




PLANNING FOR
STAFF DEVELOPMENT
AND EVALUATION

The largest single investment you will make in your
child care center, and the most crucial one in terms of what )
happens to children and their families, is your staff. Improv-
ing staff skills and their ability to function @s a team through
staff development makes a very real difference in the quality of
care you provide.

Most often-training is thought of as a method for
teaching some specific pileces of knowledge to those' wno have had

* little or no background in child care. It is important to recog-
ze that training should not be limited only ‘to those who have
Eittle educational preparation. It should be viewed as a contin-

ous, on-going proceBs for all staff at the center. Staff devel-
opment opportunities - learning opportunities - are provided not
_only in special training programs, but in the day-to-day working
of a center, through supervision on~the~job and through continu-
ously examining the effectiveness of all parts of the program.
The format and content for staff development programs will vary
from center to center,’ depending on the mneeds of the group and
the scope and resources of the center and surrounding community.




UNDERSTANDING THE DEVELOPMENT OF CAREGIVERS .

-As in teaching yoyng children, so too in"planning a staff develop-.
rent program, it is necessary to understand the developmental needs of the
‘caregivers who are learning to work with groups of children. Lillian Katz,
an early childhood educator, suggests that teachers or caregivers go through
\four develcpmental stages, and that each stage makes certain types of train-
ing or developmental expeériences most useful to them.l

-

Survival - Stage One

The new caregiver in a roam of young children usually feels a‘bit
insecure and is occupied with day-to-day survival and learning the routines
of the center. 'In addition, new caregivers can be rather self-conscious about
their image in the eyes of the more experienced staff. ,

During this period the caregiver probably can benefit most from
things that will help him/her understand the ‘center and from cn-site support
and advice. Providing each new caregiver with a "model" - scmeone in the
center who can encourage, reassure, guide and provide J.nSlghtS into the
children's behavior - probably is the most effective way to assure a good
beginning. Orientation or pre-service training in center goals and policies,
how the daily schedule is arranged and specific room procedures can make a
new caregiver feel more at-home during this "survival" period.

Consolidation - Stage Two

After several months, the new caregiver begins to gain confidence
that she/he will, in fact, survive! the period -of "consolidation"
when attention tends to turn to broader probleés than the dag-to-day manage-
ment of routines and activities. During this time, caregivers frequently
become interested in increasing their "bag-of-tricks" - finding new ideas and
new ways to do things. At this stage, they also will want to know how to
handle individual "problem" children well and to more effectlvely manage

theat:rosphereforthegmup

At this stage, it is inmportant, Stlll to have the experienced’
"model" available cn-site to answer questions and help plan strategies.
Further, it is important that careg:.vers have the opportunity to exchange
ideas and feelings with other caregivers at the same lewel of experience.
Group meetings, team building dessiohs and open discussions among staff
are inportant at this time. ¢

Renewal - Stage Three

After several years of working in group care with children of about
the same age, the caregiver or teacher may become bored doing the usual things

{

~—

lT.. G. Katz, "Developmental Stages of Preschool Teachers," EZementary
Sehool Joumal Vol. 23, No. 1 (1972), pp 50-54.
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over and over. Same stimulation and new challenges are needed to maintain
enthusiasm ats this point. ‘

It has found that attending local, regional or national con-
ferences and workshops is stimulating and rewarding at this stage of develop-
ment, Membership in a professional association of people with similar inter-
ests also seems meaningful. At this stage caregivers tend to do some .
self-~ ination and are aware of their strengths and weaknesses. The indi-
vidual at tHis stage should be encouraged to build on special interests, and
. talents, perhaps in creative dramatics with children, teaching music to
.children or science activities. ’

Maturity - Stage Four

The mature caregiver or teacher views him/herself as a commi tted
professional who understands the need for continual professional growth and
the acquisition of new ideas and skills that will improve the learning set-
. tings for young children. -The mature caregiver has evolved a personal philos-
ophy of education or develommental learning and is aware of the real impor-
tance of early learning. ° K , ) v
‘ . “ 1

Lt this stage, t.je caregiver usually serves well as a "model" for

. others with less experience.. The contributions to the learning setting of
the mature carégiver are innumerable. If the mature caregiver has not had
experience in cross-cultural settings, this would be a valuable time for .
such exposure in.providing a greater understanding of the various ciild rear-
ing practices that exist world-wide. Usually, the mature caregiver makes a
good supervisor, teacher trainer or perhaps, center administrator. :

} -

-

ORIENTING THE NEW CAREGIVER

Orientation Or Pre-Service Training

New staff members, whether experienced or m ., need an orientation
and training period to introduce them to your particular program. Some cen-
ters set aside up to a week for this pre-service training. A great deal of
time and effort is required to train each new caregiver, but it is vital.
When all caregivers know their jobs, yours is easier.

Bmployee handbook. It is helpful to have written guidelines or an
employee handbook for the orientation. As discussed previously, these spell
out the policies of the center in détail and should be read carefully by the
new employee before starting to work. On the very first day of work, it is
wise to take the time to discuss some of the information contained in the
employee handbook and to provide opportunities for the new caregiver to ask
questions about theinformation presented in it.

New employee checkligt. A new employee checklist, such as the one '
on the followingspage, is another useful tool for orienting new caregivers.
It is essentially an aid for you to make sure that you have not forgotter any
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Bplain ewployes's tion in the centar and to whom s/he is o
mw.ﬁm,mmmm. e

Review description explain eployes's dutiss
jo&km, how work will be done, ardmwh‘r/hi.l

parformance will be eveluated.

Tell employes whers directives concerning her/his job are filed

() Inform the esployes of training available for bettsr job pec-
“ formance and advencenent.
mmmmm—mmws
NGFeSTLONS .

TEploves's Slonktuze) .
\ i /
important information. But, it also serves as a reminder to caregivers that
the items contained on it were discussed with them.

At our center, it takes about one hour on the first day of work to
cover all items on the checklist. We have each new caregiver 319n and daté

the checklist and a copy of it is placed in the employee's personnel fl; i

the center.

1 -
L

Introductory tour. Although time-consuming and costly, it is
important to introduce the new caregiver to the total functioning of the
center including, of course, an introduction to the rest of the caregiving
team and to the children. We do this by providing a brief introductory tour




of the entire center dunng whi the dxffepent sect:.cns of the facility are
poinited cut, mclud.mg the staf lounge, kitchen, lamdzy and supply area.
Then the caregiver vis Dg‘;ts and cbserves for about 30 minuteg in each section
of the center. )
briefly by an experlmeed caregiver. Time also 13‘3T10Qd fog quest:.ons as
well as for some ifteraction with chlldren - i
. Meetmg with dwector Follow:.ng this full first day s act:J.v1ty,
the new caregiver meéts with the director to discuss any quest:.ons and to
review the day~.s aCthltleS.‘ s -
¢ >
' We have found that the intreductory discussion of the enployee
dbook and the new employee checklist, followed by a tour of the center
cbservations in each section of our large facility, and ending with a-
meetlng with the director constitutes a very full first day. ‘Even though
Joverwhelming in scme aspects to the new ca.reglver who may not work in all
sections of the cenfer, this orientation gives the employee an overview - an
understandmg and .appreciation - of what the center really is and does. It
is our belief that this initial overview helps the new employee become a
productive member of a cBoperative team: And it is this team tRat can make
or break a child caxre center.
E‘xpgmenced garegivers as models. Depending upon the individual
needs of the careg;wers and the positions they are to fill in the center,
the pre-service training-can last a few days - .for an on-call employee, to a
_few weeks - for a lead caregiver. In any case, during this initial "survi
pericd, it is nmost mportant that those caregivers continue to work along51de
a good model and not be given total responsibility for a group of children
until you have cbserved their work and are assured that they can handle that
responsibility. During this time it is J.nportantxmat you, the directdr,
are avallable to new caneglvers
1

-

Other supportwe staff deveZopment materials. The time ava:Llable
for such orientation “trajning, and further J.n-serv:.ceﬂtrammg, will vary
from center to center. The difficulties in tra#ning a large nunber of
intermittent caregivers w1ﬂ1 lmu.ted formal training’ ormence in child
Gare, camplicated by hJ.gh turnover rate, have been t?e for the
development of the series of Staff DaveZopment Modulés written by the Mili-
tary Child Care Project. In particular, in: military ‘child care centers where

L many caregivers are military wives who movel frequently and where intermittent

,__careg-xvers ‘often are used to suppl t.key staff, the question of staff .
developmentr looms large. In addition, most military child care centers.
open six or sevén”] days a week for mdre than eight hours g day and opera

- throughout ear. Therefore, it is costly, complex and not at all
convenient oondmt droup orientation or training programs. .

The staff develcpment materials prépared by the Military Child. -
Care Progect were desxg;gd with the need for individualized, self-paced
learning in mind. That'is, the series were, deVeloped as modules, each one
rela:t.mg to a specific themé or age group, which can be reviewed?by the.
careglvers attheummpacewherxeverthere is time for them to do so. The
<" modules present brief texts explaining. ‘important concepts in child care and
) _ child development, which are followed by proble.m-solw.ng situations likely

v
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to occur in a child care ter. Each of several poss:.ble ways to handle .

. the situatioms is dlscusse.gl{follmncr each situation. .A Director's Manual .
accampanies the modules which presents ideas and suggest:.or;s for using .these o

_materials most effectively in the orlm’w.t.mn and on-going staff develbpnent .

program at a center S e

Followmg the first day s or:.entat:.on, the new caregivers at our
center work through -the three-part Staff Development Module, Ihe "Caridg"
Roie In A Child Care.(eénter.” It is designed to prdvide caregivers with a

" basic understanding of their responslbilltles to chJ.ldren to parents and to
co-workers. )

' . ‘ W

’ a"\_,' * - ’ -

PROVIDING ON-GOING TRAINING
. A *
In-Service -Training *

v .

A primary objective of in-seriice training .‘LS enrichment - pro-
moting quality ahd upgrading skills to improve work performance.. It should
be used tec strengthen weaknesses in the center program, reinforce the cen-
ter's strengths and increase the caregiver s, understandmg of <child care and
chlldren .o . .

In'-se.rv1ce traiding mast take into account various levels of
development - survival, consolidation, renewal 'and mat ity, = of individual
employees as well a$ address program-wxde concerns.  The follow:.ng questions
*may help you focus on the develcpmental level of your caregiving staff as
" well as the needs of your .center program. ) o

Is the staff composed of many pecple with fornal training in
child care or many with ited training? 4 < .
Is the staff relatively*experienced or inexperienced?*
Is the staff primarily full- and part-time employees, or are
. there many intermittent“on~call caredivers? . ,
s , Is the staff large or small?
‘ What are therweaknesses in the center program, and how can
. training strengthen them?
s+ ' What are the Jprogram strengths arid how can tram:.ng re:.nforce

them?
s What adaptions are. need@ in the center program to address unmet "
~ cammunity needs for child. care, and how can training help” .

L. Unforttmately you are the only one who knows ‘the answers to these
questions. It is you who must identify the needs of your own situation.. '
And these needs obv10usly&have a defitite impact on not only the time required
-to plan and implement any in-service training program, but ?the method and
content of such a progtam as well. So, essentially.you must be the one who °
designs a program specifically to meet your identified needs. No. one else R
- can do it for you. > And the particular program you develpp will depend -upon

amount of time’you choose to allot for training, the range of qualifications
and experience of your staff‘and the amount of meney you qan afford to.spend .
for training. . ) ~ ’ .

.,
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If your staff of caregi has little formal training and/or
: 5 ience, you or a well-qualified sistantwillnéedtg‘carry“ogtt_:he.
program. It is clear that the mor _profess::.mallybtramed and inexperi-
enced the staff at your center, the more complicated the process of training
and costly that training might<be. Based on our experiences it also is
evident that few, if any, military child care centers can afford the luxuxy
of full-blown training programs. Buttherearescuecaiceptsandteclmiq\u
for staff training that.do not require a fat budget and yet assist you in

. making a difference. o

-

Include Theory And Practical.Application -

. ‘The in-service training.program you design should include two com-
ponents: theoretical subjeet matter and practical application. Theory pro-
vides the basis for understanding children and their development, while

.. practical application enables the caregivers to put these ideas into practice
and to use materials creatively with children, Unless caregivers understand
Sughly hdw children develop, knowledge of particular activities will be
useless hecause they won't know when or why to use them. On the -other hand,
caregivers are not able to fully integrate & new child development thedry ™
until they have the oppertunity to experience or apply it with a group of ~
children. ' ‘ . , ’

It is wise to keep in mind that these two components are imterre-
lated and impossible to separate in reality, but for training.purposes you
may choose to separate them. In a recent book?2, the authors suggested that
one~quarter of the time set.aside for in-service training be dewvoted to
theory and three-fourths of the time to practical application.

-~

BN Include Op-Going Supeérvision

. It éerxerally is aéreed that directors should organizé time to
. . include at least three basic-forms of in-service training: supervision,
staff meetings and more formal Qrammg approaches, such as workshops,
{ . :

seminars and written materials,

L Based on our own experiences, as well.as on discussions with other
rm.lttary dlrecéto;sé‘veve have found that supervision of staff is rated as the
most important o three techhiques. Although rated as the mgt important,
many directors frankly admit that fzealso is.the one to which they devote
the least amount of time. Because supervision is possibly the most critical -
in texms of the success or failure of a center program, it is discussed at

* length in another module in this Guidebook - Program Development In Military
Child Care Settings. . . Teos .

v L
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2y, Efx_rans, B. shub, & Weinstein, Day Care: How To Plan, Develop,
And Operate A Day Care sCenter (Boston: Beacon Press, 1971).
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Include Staff Meetings

The single and perhaps the most consistent technique for stgff
develcpment in child care centers is probably the staff meeting. It is
cbvious to anyone who has.worked in this field for very long that child care
staff meet and communicate on an informal basis nearly every hour of every
working day. They meet over lunch, during breaks or in the parking lot -
whenever and wherever two or more caregivers are gathered and choose to
discuss child care. These meetings clearly are unscheduled and require no
preparation, but they do enable caregivers and administrative staff to
camunicate quickly. And that's the main purpose of any staff meeting -
comunication. '

%

. While more formalized meetings are an important part of the learn-
ing opportunities in any child care center, it is important not to under-
enphasize, the value of these casual meetings. All caregivers who are working
together also are learning together. The nurerous informal exchanges of K
ideas, feelings, thoughts, questions and suggestions that occur in the
ptocess of working each day are a valuable form of in-service training.

Although information indeed is exchanged on this casual, one-to-one
basis, many issues and prcblems are commmicated nost effectively and effi-
ciently in a more structured, scheduled staff meeting with as many caregivers
as possible in attendance. If these meetings are conducted in an atmosphere
where conmunication is open and cooperation is encouraged, thoughts and
feelings can be exchanged to clarify problems and issues. When caregivers
have been involved in meaningful discussions about the program, have been
able to express opinions and have had some say in the decision-making process,
they have a greater sense of being part of a team. Throtgh working together
at staff meetings, the real strength of a center can be developed.

Simply stated, staff meetings serve four main purposes :
o~ .
to inform - designating a definite time and place for communicat- -
ing and sharing relevant informaticn.

to clamlf‘y, - helping to make clear pertinent issues and policies

' to make decigions - formulating plans and offering suggestions
to improve the child care center. , .

to unify - bringing the staff togethet as one unit in terms of
function and purpose. ‘

=~ . It is the director's responsibility to plan and conduct staff meet-

ings. The careful preparation and distribution” of a clear, concise agenda
ensures that the necessary business gets done in a timely manner. Although the
director has the final voice in the 'items listed on the agenda, suggestions
' for agenda items should be drawn from the whole staff. A blank sheet of paper
entitled, "Agenda Items For Next Staff Meeting," an the director's bulletin
board has worked well for us. On it, staff members can jot down ‘items which
they want to discuss; these are used as ane basis’ for designing the agenda.

~

52 < ) 57 . ) :




Ay

- . [ . Th— . L
In prepar the final agenda, it is important to select only those suggested
agenda itgg that are of concern to the majority of staff members attending
the meeting. - Othexwise, staff members become bored and restless. Suggesi':ed
items that are relevant to a few caregivers should be discussed in a special
meeting involving only those concemned with the issue. .

The items on the agenda should: o ‘
be listed in oxder of importance.

tdentify who te leading the discussion about each item.

I4

include an estimate of the time needed to cover the item.

PR

This serves to remind staff menbers of their responsibility during the meet—
ing and helps awoid overly long discussins or rambling presenters.

The director sets the stage by making adequate preparation to
ensure a productive ‘meeting and by beginning and ending the meeting on fkime.
Avoid long, drawn-out meetings. Such meetings destroy staff morale bechuse
they waste time. An hour or an hour-and-a-half is usually enough time to

,cover everything you have in mind. A thoughtfully organized agenda which is

followed closely is your best defense against meetings dragging on and on.
If, however, meetings are scheduled to last over an hour, a short break
midway is recommended to refresh staff. Just as children need variety and a
balance of activities, so do caregivers to maintain interest and to enhance
the quality of their contributions.

The director usually presides over the meeting and facilitates
moving the group through the agenda. Facilitative leadership enables the
grow to deal with important business matters rather than falling into
fruitless "rap-sessions."

It is essential that one person in attendance takes notes of the
issues discussed. These minutes should be posted and distributed folldwing
the meeting. They also will serve as a review, as well as a reminder of any
necessary follow-up reports, at the next staff meeting.

Periodically, it is wise to have those in attendance evaluate the
value of staff meetings - either orally or in writing. If staff members
feel free to express their opinions verbally while the group is present, not
only is immediate feedback provided but some of the whispered complaints
that might be voiced following the meeting can be prevented. However,
additional information might be available if a written evaluation is used,

. especially if same caregivers are wncomfortable or reluctant to voice their

‘the amount of business typically.discussed. It is better to have weekly or

opinions.-

. .Although staff meetings should be scheduled as needed, their
actual number and regularity will vary from center to center depending on

<

bi-weekly meetings than one monthly four-hour meeting. It also is important

1]
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to set a reqular time and day for staff meetings and stick to it. For
example, the staff meets the first and third Wednesday of egch month at 1300,
hours; with no exceptions. Staff members usually prefer & meetings, ,
but some centers prefer to hold their meetings in the evening because that

is the cnly time the entire staff can attend. In some military centers,

- >~ open both days and evenings for six or seven days each week, it is virtually

impogsible to have a total staff meeting. In this case, two separate meetings

focusing on the same agenda may be required. Anothersoluta.mtqth:.s

problem is to require key staff members to attend all staff meetings and to
work out a rotation plan for others to attend meetings as often as possible.

Include More.Formal Training
" There are many formats for more, formal appréaches to training

which may involve consultants or child development professionals from local
colleges ar schodls, or simply you and your staff. Written materials,

lectures, discussion groups, demonstraticns, seminars, 7 role-
playing, skits and awdiovisual materials can all be as a part of the
in-service program. . S :

Sametimes vocational schools, colleges or universities are willing
to offer credit courses on a part-time basis or at a free or reduced cost to
staff. Local early childhood educational meetings and conferences of various
child care ocrgani tions often can be used to supplement in~-center training
at a reasonable cost. , A\

Visits to other child care genters in your area can be refreshing
and interesting and can be part of the. total training program. After such
out-of-the-center meetings or visits, caregivers often bring back additional
program techniques, new and different ideas for structuring the physical
setting and a fresh enthusiasm for solving problems or improving your program.

In recent years thé availability of comrercially prepared training
packaggs for child care and early childhood programs has increased dramat-
ically. However, this incregse says nothing of the quality or-applicability °
of these materials to- training staff to work effectively in military child

Staff Development Series - Child Environment Series
'Ihe_ "Caring" Role In A Child Care Center Creating Environments For Infants
Caring For Infants ‘ Creating Environments For Pretoddlers
Caring For Pretoddlers ’ Creating Environments For Toddlers
Caring For Toddlers Creating Environments For Preschoolers
Caring For Preschoolers Creating Environments For School-Age

Caring For School-Age Children Child Care .
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These modules stress the importance of ensuring the qmceptual
unity of ideas which are presented to staff while also addressing both '
theory and practical applications. They recognize the p;oblem of .sched\ﬂmg
large group staff development sessions and offer innovative techniques for
getting information to individual caregivers. The design of the modules

helps caregivers cp an understanding of young ch:.ldren and some creative
Decide If It's Mandatory Or Optional ’ ~

It is the director who must decide whether in-service training
sessions should be mandatory or optional. If attendance is required, the
staff must be paid their normal hourly wages which is costly. In addition,
you should realize that some caregivers sinply may be present in body but
not in mind, which is even more costly. On the other hand, if 4ttendance is
voluntary, those who attend may resent not only the time spent but also
those who do not attend. You will have to assess carefully both the commitment
and reaction of the staff and the center budget before making a decision.
Whatever your decisign, it should be-clear that the training offered must be
wortlwhile. ' g : '

Occasicnal voluntary training sessions held inh the evening have
been nost successful for us when scme form of recognition has been available
from people who are fiot members of the staff. A corbined parent/staff work-
shop offers the possibility of verbal recognition by parents. For instance,
in a discussicn about the ages and stages of early childhood, it is not
uncommon to hear a parent say something like this: "Well, Mary helps many
of our two year olds learn toileting skills in the center. What's your &
opinion, Mary?" Needless to say, beinf’given this kind of recognitidn in
front of a grouwp boosts anyone's morale. A second type of recognition that
has increased voluntary evening participation for us has been a certificate
of attendance and/or credits earned. When training sessions are conducted
in cooperation with an accredited educational institution, these credits can
be applied toward the requirements for cbtaining a credential or degree from
that institution. :

Schedule Tn‘zining Carefully ) 7 ‘

Finding a suitable time when all staff are available or can be
scheduled for training often presents a problem. If your center operates
botl} day and evening for six or seven days a week, there are always children
to supervise. Even if your center is not open every evening or all weekehd,
_careglivers may be too tired for active participation if training sessions
are scheduled then., Additionally, staff members usually don't welcome too
lyliny t@mg or weekend meetings regardless of how informative or interest-

g are. o, ' ~

. One way to solve~this problem id\ to include a specific training
segment in each regularly scheduled staff ting. Many child care centers
schedule these meetings during nap time because napping children can be
watched by just a few caregivers while the others meet. This is a workable
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Plan as long as the meeting is held in the child care center and the care-
givers, therefore, are near to help in case they are needed.

. Another solution is’ to repeat a training session twice in cne day.
By repeating the session, half of the staff could attend in the morming,
while the other half could attend in the afterncon.

-~ Obviously, these training sessions should be scheduled on those
days of the month when fewer children are usually in attendance. For exanple,
if your records indicate that Monday tends to be the slowest day of each .
week, then, by all means schedule meetings and training sessions on Mcnday.
For most military child care centers, it would be very foolish to schedule
such a meeting on payday because attendance usually is higher on that day
and caregivers are needed to supervise children.

Career Development - ‘

Career development refers to the concept that programs should pre-
pare staff for positions of increasing responsibility and pay. It can be
supported both through direct actions of supervisors and through the general
policies of the child care program. * .

Programs which can afford to should provide. releasegine for care-
givers to take off-the-job courses and workshops and to work toward creden-
tials or degrees in a related field. At our center several staff have
mrkedmtheirjobsintheceptermdertheguidpnceofatzair;erfrana
local vocational school and have received the Child Development Associate
(CDA) credential. For information about this naticnally recognized program
which is competency-based and does not require a college degree, write the
Child Development Associate Consortium, Suite 500, Southern Building, 805 .
Fifteenth Street, NW, Washingtox\'x, DC 20005. .

A center practice which has been found to reduce tumover is that

of offering all staff a chance.for promoticn and advancement among different
jobs at the center. This in-house career developmerit plan can be supported

by working informally with individual scaff en knowledge or ‘techniques they

lack and by letting them know when upper level jobs are open.

\
EVALUATING -STAFF

Another center practice that helps reduce turnover ﬁ a system of
regular evaluations of staff performance clearly related to salary actions,
whenever possible. Not all evaluaticns must be related to a salary review,
however. It has been found effective for maintaining staff morale for cen-
ter directors or'assistant directors to meet with individual staff every
three to six months to review how thly are doing and what assistance they
may need to improve what they do.

-
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) The basis for performance reviews should be the job descriptions
which include what the center expects of them, plus the daily cbservations of
the caregiver in the center. Asaruleof_tmm'beachsta.ffumberstmldbe
evaluated at least twice a year. The first evaluation/performance review
should be conpleted at the end of the probationary period. Other performance
reviews should occur at six-month intervals following the initial review.

Caregiver Self-Appraisal _

Many centers have caregivers reflect .carefully on their*own jcb
performance, satisfaction and career plans as a part of the overall evalya-
tion process. We think that this is an important part of the team-building
and morale-building process in a center. A self-sppraisal of self-evaluation
could include questions such as,

What do'you like most about your work? ¢
What don't you like about your work? ) ,
What have been highlights of your job so far? . ”
In what way can the type of assignments you are performing be more
satisfying? ‘
Are there other duties or responsibilities you would like to
include as part of your job?
. If you had the opportunity to perform a different jeb in the pro-
gram, what would it be? '
What changes could be made that would enable you to'do your jab
more effectively? .
Are there new things you'd like to leam-about during in-service
.. training? e
‘ In what ways have you demonstrated growth and develcpment over the
: * past review period, e.g., attending workshops, reading books,
training sessions? ] )
List specific areas (goals/cbjectives) for_improvement that will

". promote growth'and development on your job. —
“Supervigor/Director Assessment Of Staff

The second part of- the evaluation process usually involves the

use of a standard form designed for all workers in a particular job category.

The forms usually combine job description requirements for which enployees
are respasible with some other agsessment items based on supervisor/director
cbservation of the caregivers' interactions with the children and staff at
the center. We use an evaluation form that was developed by the University
of Wiséonsin-Milwaukee Day Care Center.3 It includes the kinds of questicns
frequently asked in a performance evalultion. , (See page 58).

A / -
. For evaluating performance of lead caregivers, head teachers or
section supervisors, the form cn page 59 is used in conjunction with the
caregiver performance evaluation form.

AY

3L. Evans, & J. Larus, Staff Training Manual (Milwaukee: University,

of Wisconsin-Milwaukee Day Care Center, 1977).




Better Than Satisfactory

Unsatisfactory
Needs Improvement

Satisfactory

RELIABLE:

- is pnctual

~ shows resonsible attitude toward scheduled work hours
- attands reqularly scheduled staff meetings

AWARE OF TOTAL ROCM OPERATION

- is active and cbservant

~ prevents problem situations
- dsals with problem situations quickly
- able to discriminate between approcriate and inacoropriate behavior

-~ initiates group activities
- works well with aroups of children
- ancourages imaginative and constructive use of materials and equip.

=_shires respcnsibility for roam meintenance
- ralays information to staff, head teacher & parents, verbal or written

-

CHIIOREN: .
- is dwere of ard responsive to children's individual:

-com:rimcu wdzildrm'slamdwelomumlkﬁgwimtm
-rdammrdrmdﬁldms‘&udcmumwmu

~ develops child's sositive self-conceot .
- verbalizes senditively and aporcoriately (voice qualitv)

- displays warmth and chysical affesction

ATTITUDES::

- shows enthugiasm toward job

-~ sense of humor
-cxxrmmicatuwj.mod\ersutfandheadéndu

L

-mmﬁ@uamofa"c;n '

- conveys ositive attitude about the Center and children

’
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SECTION MANAGEMENT:

- Gemmstratss a working knowledge of envircamants which bring
about responsible decisions relatsd to child care

Better Than Satﬁfactog{

Unsatisfactory

Satisfactory

- shows creative imsgination and responsible judgrent in pro-
viding a healthy and safs, warm and stimulating environment
for both children and caregivers

-abhwmtdwmamwmefﬁctimlywimmm
different problems

&

- submits necessary reports on tims and maintaing accurate
records ,

LEADERSHIP SKILLS:

maamd.ltora&ucmqimbydimhyﬁqskm
in planning, presenting and maintaining matarials and
acnvitiuapprcpnatawdumdsandmmofchndrm
in the section .

-displaysduabmtycopamnvadug:mpuamhwhile .
deronstrating to other caregivers the skill nscessary to
work with smell groups and individual children

- exhibits thoughtful program m plarning based on long-range and
shcrt-mmgoa.l‘andindivmlcmldmds

-pariodimnymianarﬂadjummpmgrmwmﬂectda
individual children's growth and developmant

- able to set and maintain limits and standards of conduct in
the section so optimm child care resuits

- supervises and coordinates ac:ivitiuotalloﬁarcu‘givars
in-the- section

RAPPORT:

disphy:abﬂitycomhﬂtpmdmdceﬂectivaly with not
anly children, but also other staff menbers, parents, volun-
teers and quests

- ensures that all caregivers working in the section understand
aach other's roles and the team relationship

- kasps the section team of caregivers informed

EVALUATION:

- able to recognize own strengths and weakrmsses and the reasons
for them

-~ displays a desire for learming and sclf-iupmt‘:

- able to provide constructive criticism and suggestions to
ather careqivers in the section
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Director Self-Appraisal

In addition to evaluating staff, a wise director will pericdically
reflect on a self~-evaluation. Before you can further the development and
growth of those yQu serve, you must first know and understand youtrself. An
honest self-apprdisal can provide scme insight into your role as the direc-
tor. It will assist you in determining whether your goals and the goals of
the center are being met and how effective you are in meeting the needs of
the center. In addition, it can provide a solid basis for future planning.
Using your past performance as a basis for a thorough self-evaluation seems
to be the most effective way to evaluate yourself. The questions on the
following form can be used for such an appraisal of your performance. Be
completely honest in rating yourself on each question.

DIRECTOR'S SELF~EVALUATION QUESTICRNAIRE

In the colums after each statement is a TRUE, ??, and a PALSE. If
the statement as it is worded is true aj it applies to your past performence
as a director, make a check mark under the TRUE; if you beligve 1t does not
apply or is not true of your past performance, check under FALSE. If you're
not sure or really dn't know if the statement applies to your past per-
formance, check wder the ??. Read each statament carefully and answer
frankly.

TRUE ??  FALSE
I HAVE:

- writtan a philoscphy for the cextter in cajunce
tion with interestsd and concerned citizens of
the installation.

~ developed with caregivers short-tam and long-term
goals in relation to the center's-philoscpliy.

-wot}udwidlthstaﬁtodmlcpaprogrmfor
children which meets their basic and develop-
mental needs as well as the goals and cbjectives
of the center.

- éstablished all necessary policies and proce-
dures for smooth cperation of center,

- determined that all program components conform
wima.l.lappl.icablemgulatiaumd@s. .

- established and operatsd within anmual and ‘
lmq-rangomz)ubhbudgeu -

-minuimdachq\nm rm:drinasate,fdnrly
‘and accessible menner .

- maintained a healthy and safe, attractive and
inviting physical envirormment suitable for the

centar’s program.

- established working relati{conships with all
appropriate installation agencies and services.

- implemanted a successful “public :Latims program.
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-mmmwmmm:
of staff marbers

- daveloped an effective caregiving tedm and a com-
mnication network amng staff members and

volunteers through training, perscrrsl policies,
mestings, conferences and conversations.

- conductsd’ an-going evaluation of the staff -
merbers and all aspects of the lenter's program.

- furthered active parent involvemsnt by planning
and implementing programs responsive to the {
parants' interests and needs.

meﬂmwmudwuwmw
bettsr serve the children and their familiss.

- organized my duties and respcnsibilities for
maximm efficisncy.

DISCUSSING PERFORMANCE WITH STAFF

All evaluations should be discussed verbally and in private with
each staff member. Always stress the person's positive points as much as
possible. Get the employee to think through his/her weak or problem areas

_and get his/her reaction. Give the employee a chance to express an opinion
s 7about what you are saying. Don't just criticize; rather, offer help in
overcoming weaknesses and in cbtaining additional resources which can
improve areas of weak job performance. -

In using this supportive approach, there are many practj tech~
niques which the supervisor can use to help the communication be maximally
useful. Dr. Martin Feinberg developed the following helpful list of tech-
niques for presenting criticismg/(o employees. 4 ‘

.

4uow To Criticize An Employee," Business Management, Vol. 26 (July,
1964), p. 36. )

%
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Be involved - Criticize in an environment where you are paying *
direct attention. '‘Make your employee realize that at this momént,
he is the most important thing on your mind. Tell him that you N
have scme negative things to say about hys performance, but you

also have same that are positive. - :

Say the negative first - The positive should be last because it
is part of healing.

Talk about the immediate - If you tell him what it will be like
once his troubles are solved, he starts to daydream about how
great things are going to be and forgets how he is going to beccme
great. ®

Take one at a time - If you concentrate on one phase of criticism,
he knows what is bothering you.

; ‘ r
Never say "aluays" - This distorts the degree of the person's
faujit and helps him to erect a defense against what is really a
mi.r;fbr point. ‘ . .
Crﬁticize in the morning, early in the week - By criticizing at
the begiming of the week, early in the day, you give yourself a
chance to relate, to build a s , constructive, improving ”
re}aticnship. .

s

Stéer clear of humo# - It will be interpreted as sarcasm.
Be| specific - In your criticism. &

He/az with pratgse - Try to close the interview with a word on
a jpositive subject; do not exaggerate because it will reflect on
Jl},’dgtmt. s ‘

Probation Period Evaluation

One final note about employee assessment relative to the concept. "
of probation. Pfobation is a specified period of time, usually from three
months to a year depending on job classification, during which new _wotkers
try out the job to see if the type of work and employee condition§ are
suited to their needs, and employers try out new caregivers+o see whether
le under actual working conditions. _PrabBation is useful to

’, since either yer or emploey€e can terminate the enploy-~
ment agreement without hard Eeelings _or.a-mark on the employee's record.

This makes the initial evaluatidn of newly employed workers partic-
ularly significant. Generally, if a director chooses to terminate the
employment agreemeft during the probaticnary period, she/he may do so without
cauge, that.if, without stating the specific reascns why. After that period,

_ the emplofer must site specific and reascnable justification for terminating
N an employee who had demonstrated satisfactory work during the prabationary
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v + It certainly is-true that some pecple are not suited for enployment
in child care prograns, even same pecple who choose seriously to work in the
field. Characteristics of persomality or plulomuca.]: expeqtations of a "
menployeesinplynaygotmtchapwiﬂmtherealityof te, full-day .
contact with young children. When this occurs, ter di hane a pro-
fessional obligation to guide Such employees & from child care work and
recommend fields of employment that would fore suitable.

S

)

MAINTAINING STAFF MORALE ° .

o - Indmildcare_{thequal_ityoﬁtl:xe,pmgramdependstoqlargeextent
on tke vior. and happiness of the staff, Most child care programs don’t

e ipment or a lot of materials, and most.child development in
‘clzii.ld are results from contacts between children and staff and children and
other children. 7This means that the center director should plan carefully .
how staff menbers: are used efficiently. . This is discussed more fully in the
module in this Guidebook on.Program Development. '

"+ Making Jobs Reasonable And Understandable

-

~

N [
.. It general there jre sofie basic steps which we have found nec-
-essaxy to assure efficiency of staff use and good morale: T
‘ Assure that -eachi staff member has a well-defined job with enough
' time to do it. . S
Schedule staff vbrking hours, if possible, so that thef} have an
occasional hour a day free to themselves. <

. - ”~
.Have support orback-up staff available to fill in for absent
caregivers to .assure that nd cne must absorb this extra burden.

. Deploy staff in a way that is convenient for caregiver supervism
jiven the group sizes, type of space and staff es in the .

Work ‘hard foigood commnications in which the director, section
'superyigprs and.all staff know what is new and what is expected.
Supexrvise staff in a.way ehat assures all center policies and
procedures are-carried out from day to'day and that there are
enough materials and support staff to assure strooth Speration. f‘
Provide staff development and staff training regularly, evaluating
staff performance and when possible relate this evaluation to

N

salary actions and promotions.

v
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Preventing - "Burm-Out" )

Child-care is ‘a demanding job, one which offers a nu.m.nun of |
tangible rewards. Burn—-out or loss of positive energy, flexibility and .
v personal creativity on the job probably leads to the 3050 percent turnover

" per year among most child care center staffs. The signs of.bum—out are
fairly easy to spot - repeated lateness, increased absenteeism due to ill-
ness-and,a feeling of "no-energy” in the center. At the same time, there

. may be more staff ‘camplaints about chiidreri's behaviof, the parents; the,

* center "director and working conditions.. In general, gossip among staff
increases, petty arguments arise, staff meetings are filled with discussions
about jcb details, and no ¢ne seems as flexible or willing to accommodate

" inconivenience as previously. If this process continues, some staff members
may” becote so negative ‘that they either resign or are asked to leave. «
Others that stay ‘may be just going through the motions of providing care and
become rather abusive towards the children. Where did all the enthusiasm
g? What can you do? The following: suggestions for awoiding burm-~out were
made by a social worker at a Catifornia Children's Qenter.5 E °

¢

.

Pay attention to cented climate and recognize when the first
8igns of "burm-out' behavior appear. Make all staff aware of the
symptoms and of their responsibility to help deal with them.

. > . LY .

Provide regular open forums for earegivers to air their concerns. --

- Develop meeting dgendas which focus on problem-solving and encour-

= -age staff to raise issues for solutions. .Such open and honest H
feelings from everyone should bé done in an atmosphere where no
one need fear the consequences. '

«Involve all staff in decision-making about their own work environ-
ment. Coamittees including staff which deal with program goals,
budgets and staff training plans can increase the staff's feeling
that they havé a perscnal stake in the program's success.

2 ) 4 -
oy to working conditions. 1If there is no money for °
increased salakxjies, use recognitiorr and special awards frequently.
imenQff, praise in a newsletter or personal commenda-
tion, can all make warking rewarding. . ( -
[N ’ S
- Change routines and rhythms regularly. BAvoid getting stucK in a
setting which becames inflexible and dull. Give some long week- s
ends, shorter but more frequeqt vacations or arrange individual
scheédule shifts which meet caregivers' perscnal needs.

é

»

\SS. Seiderman, "éatba_att.@ng- Staff Bumn~Out," Day Care And E‘arly' Education,
Vol.\5, No. 4 (Summer, 1978), PP. 6-9. ' N
: ., .o ' %
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Create an atmosphere that allows gome fun along unth the sertous
responsibilities. Allow scme horseplay now and then and encourage
stéfftobecreatlvebyhrmgmginanddlsplamgmelrcrafts
arts or other interests

-

DeveZop gome ﬂeanble gob responstbzumea. Many enmployers are
seemgt:hebenef:.tpf treating new ways to increase diversity and
. options in jobs.' Job sharing betweeri two people, rotating leader-

‘ sh:. or flexible work-schedules are same ways to' add this diversity.
Offer staff metrbers some break from the contintous direct contact
,with children by scheduling some time for paperwork', housekeeping,
J.mrentcry chores or other needed tasks. .

Offer them opportumtzes to renew t:hew energzes. Pernu.ttmg
attendanceé at a workshop now and then, encouraging taking classes
or scheduling a social activity for staff such as a party, a
p.u:mcorapotiucktoget staff together in.a relaxed setting can
revive mterest and ehergy m t:he center.

Create opportumtzea for staff to feel successful and to demon-
* ‘strate the value of what they do. Make staff responsible and
- accountable ‘for the results of what t.hey do and recogmze their
successes
Create an atmosphere of trus® and mutual respect. Help staff .
. members feel free to express what they feel they need to do-their

»

. jobs well. For example, if & ¢ needs a few extra hours of

° sleepmeday,dotheyhavetocallm "sick" or can they tell the
truth? ’
One acerc:.séthatwehaveusedmth great success in -

our center staff meetings is the fallowing.6 The objectwe is to get each
staff.member to rank the factors on the list below in order of importance as
theyseethemaffectingthelrmmrale. . )

¥
A
[

FACTORS IMPORTANT T0 E?vﬂ’LOYEE MOIMLE L

L]

Rankall:.taminorderofomportancebyp ing a 1 by the factor most
lnportanttoywrmrale, bythenext st important, and so on through
the list.: : .

l

Wages .
Supervisicn

Security

Social aspects of job

7

6M. Bruce, Human ReZatwna In SmaZZ Bustness (Waslunqtm DC: Small
Business pdnhustration 1969), p. 10 '
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Hoursv

- Interest

Opport\mz.ty for advancement
Working conditims.

‘ Intr:.ns1c aspects of job assignment

Whentl'ey aboutlSorZO uté,tbdothis,tmyeachdlsqlsstheu

. pe.rcept:.ensaboutthemtl‘vatlonmthe.xrjobs. This pro—-
v1desalotofopendlscussmnandcanhelpthempermsor/dlrectorgam
insight into the Vmewpomd;s of staff,

Severalstudlesdoneatanajor university showed that the itemd
tendtoberankedmth:.sorder .

"~ 1. Security 8. Superv.Lsmn
- 2. Interest \ 9. Social aspects of Job
3. . Opportunity for advancement 10. Working conditions
4. Appreciation 1ll. Commmnication ,
5. Company and management 12. Bours
6. TIntrinsic aspects of job 13. Ease
assignments 14. Benefits
7. Wages '
. Note that wages ranked half-way down the list! So, while your staff
may camplain in’ terms of money, be aware that scmething else may be wrong. -
High salaries alone are rarely enough to ensure hlgh morale -and outstanding
work.. ~

-

What we havedlscmre.red franexerclses such as these and frcmour e,

observations agree with many nanagetent specxal:.sts today- People basitally .

motivate themselves to enjoy and do a gocd job. The task, of the boss or cen- " °

‘  ter director is to create.a climité for job-satisfaction. There really is no
" reason why peoplé smuldn’tbeascanforbalbledomgttmrjohsastmyare,,
mentheyarenotmrkmgz If ‘they are urhappy, there generallyls scmething
wrong at the rranagement levei. Perhaps- the nutber one fault ifi such’situa~-
tions is that nanagers donﬁtgetou& of their offices and lz.sten to what .. -
employees have' to say. . m.stemnq and being alert to.problems is a big part
of the-art of supgrvigion. Supenmsionbrfalls just under‘wages.on the U
rank-order-1ist. ‘It ig“an important factor fn'maintaining staff mrale. S :
’ Btplqyee-orierlted _supervisién by directdrs usually gets better results; The
caregiver who IS treated as 4n individual and fee lsmntedarxdmededusually

w:.lldea,bettergob MWaymgetteamqorkonthegobmtorecogmze -,_31:;.7




that humans really are human and that pecple can't be expected to perform
like rcbots. Supervision plays such a major role in the success of a child
’carepmgranﬂutmhmedmsentodiscussitindetailinthesepar?te
Program Development mocule. :
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'mefolimingsuggestedreadingsareunsewhich;wehaveusedmrselvesand
which we have found to be the most useful on this topic. If you want to
imludeoﬁermmsmymmbmkshelf, these wouldgbe good additions:

Bruce, M. Human rela;:iofzs in small business. Washington, DC: ‘Small Busi-
: ness Administration, 1969. .

Carmichael, V., Clark, M., & Lecnhard, B. Administration of schools‘for
yowng children. California: Viola S. Carmichael, 1972.

Evans, E., Shub, B., & Weinstein, M. Day care: How to iplan, develop, and
operate a day care center, Boston: Beacon Press, 1971.

Neugebaver, R. Motivating your staff. C(hild Care Information Exchange #7,
April 1979, 23-28. )

O'Brien, M., Porterfield, J., Herbert-Jackson, E., & Risley, T. The toddler
center - A practical guide to day care for one~ and two-year-olds. !
Baltimore, Maryland: University Park Press, 1979.

Parker, R., & Dittmann, L. (Eds.). Staff training. Day Care Bulletin No.
5 (OCD 73-23), Office of Child Develcpment, 1971. U.S. Department of
Health, Education and Welfare. Washington, DC.

Prox;ence, S., Naylor, A., & Patterson, J. The chaZZ‘e\nge of day care. Con-
necticut: Yale University Press, 1977.

Seiderman, S. Combatting staff burn~out. Day Cgre And Early Education, 1978,
-5(4), 6-9. .
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PLANNING FOR
" EFFECTIVE FACILITY
. AND BQUIFMENT MANAGEMENT

* Relatively few directors of military child care centers
have the_exciting opportunity to help plan and design the child
care center on their installation nor to watch it be constructed
from thé ground-up. Most find tkemselves in the position of making
the most of what they have inherited, while some are glven the
opporturiity to create centers in vacant buildings designed for other

purposes. -

Ideally, a child care center should be housed in a new
bullding designed by a Qualified professional team of building and
landscape architects. and child development professionals to meet
the needs of children in group care. It is beyond the scope of
this module to discuss the design and construction of a new child
care center, so we have chosen instead to discuss some good methods
for managing and making the most of your existing facility - old
or new. However, you should not rule out the possibility of search-
ing for a different building or initiating new construction of a
center if your current center is a very poor environment for young
ychildren.

€ - 7

In 1978, the Department of the Ammy contracted with a
design team at the University of Wisconsin-Milwaukee to prepare
recommendations for the planning and design of child care centers
on Army installations. Two major documents especially tailored
to design and renovation issues in military centers nave been
produced by this Children's Environments Project. These documents
reflect the best and most' cwrrent thinkdng on creating child ]
environments and should be reviewed by directors who are consider-
ing making changes in existing centers or proposing a new center.
The documents are entitled Recommendations For Child Care Centers
and Recommendationg For Child Play Areas (see Reading More About
It on page 91). These documents are available from the Center for
Architecture and Urban Planning Research at the University of”
Wisconsin-Milwaukee and would be good companions for this Admini-
strative Guidebook on a «director's bookshelf.

-
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DESIGNING MRA@GJDIZORSPPCE‘IHATWDRIG FOR YOU
1

. ’ﬁxeq:alityofaspacedepe:ﬁsontnwitisorganiéedandwfmt
is put into it. The way that you design your space will control such impor-
tant factors as: . .

the adequacy of supervision for the children Both indoors and out
the nurber and types of activities which can be provided

the convenient accessibility of various areas to children and
staff

the safety of the children and the center traffic patterns
the kinds‘ of behaviors you encourage in both staff and children

Perhaps the most. inadequate feature of most child care centers
is’an outdeor play yard that provides developmental challenges in a setting
which is natural and interesting for young children. The importance of
outdcor play in a child's overall development cannot be overemphasized.
Therefore, the design and development of those parts of your center which
are devoted to outdoor play space are an important contribution to the
_ potential for quality care. 'I,‘heyrmstbeoonndered as_important as the
development of the indoor ‘spac

The only difference between indoor and outdoor play space is that
one has a roof over it or, in the case of sheltered outdoor areas, the
indoor areas can be more easily temperature controlled. Both, however, need
to provide opportunities for the physical, intellectual and social/emotional
needs of children. >

Indoors, one of the most studied aspects of center design is whether
what is called open structure child care center plans or closed structure plans
are preferable }n texrms of the child and caregiver behavior which each encour-

ages. Prescott* studied both types of structure and found the following.

/ In open structure centers without ’separate "roams, " children
exhibited more autoncmous, active, "initiating" behavior such
as choosing things or asking for help. However, caregiver
input in child activities seemed diluted and less focused.

In closed structure centers with fully separated rooms for
groups-of children, they tended to meet adult expectations well,
byt were less autonamous and more hesitant to make their own
choices. Adults rarely held or hugged children and there
tended to be fewer messy materials and few rugs, pillows or
swings which would pemut ch:.ldren to lounge camfortably.’

i

lE. Prescott, E.” Jones, S. Kritchevsky, C. 'Milich, & E. Haselhoef,
Assessment of Child-Rearing Environments: An Ecological Approach (Pasadena,
California: Pacifiq Caks College, 1975), pp. 16-23.
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" A type of space divisjon which allows the best of both philgsophles
has been used in several quality centers visited by the design team with tpe’
Children's Environments Project and was recamended strongly by this team in
the design guides prepared for the Department of the Army.2 This plan is
called a modified open space plan. It comsists of a mixture of several open
areas with smaller enclosed spaces. The open spaces can be subdivided for
smaller group use. The smaller areas can be opened to provide larger group .
areas by simply moving dividers or other partial barriers. This philosophy o -
gives children some private corners or "get-away" spaces that often are
absent from the group care of children. Partially enclosed units provide
"protection" for three or four children and “cave-like" private spaces for
®ne or two children. ,

" The modified open space concept permits children to see a variety
of play possibilities open to them, but provides them with enough closure
for the child to feel protected from distraction. The space created has the
following qualities: .

provides for a range of activity spaces, 8izes and shapes; inelud-
ing some for one to two children, for groups of four or five
engaged in an activity and for gatherings of 14 to 16

uses éhanges in floor levels, niches, activity pockets, fixed
and movable shelves, cabinets and partitions - both full and
half height - to define semi-open and semi-closed spaces

uses sound-absorbent materials on floors and ceilings to lessen ,
sound radiation

has furmiture, fixtures and low-height partitions so arranged
that exits are clearly visible and unobstructed for safety

In summary, the modified open space plan has the potential for-
excellent and convenient organization. Research has shown that-when child

care center space is well organized, it will have the following major
characteristics.3

It will have sufficient empty space - not less than one-third or
more than one-half of the play space - which can be used in a
variety of ways.

There will be a broad, easily visible path through the play area
80 that a child can see easily how to get from one area of

interest to another without interfering with other children's
cactivities. )

2G. T. Moore, C. G. Lane, A. B. Hill, U. Cohen, & T. McGanty, Recommenda-
tiong For Child Care Centers (Milwaukee: University of Wisconsin-Milwaukee,
Center for Architecture and Urban Planning Research, 1979), Section’905.

3s. Kritchevsky, E. Prescott, & L. Walling, Planning Environments For
Young Children - Physical Space (Washington, DC: National Association for
the Education of Young Children, 1969), gp. 15-25.




Low dividers or other partial barriers assure ease of suzgervision
by caregivers who can see what i8 going on in the room without
having to walk through the room.

" Storage unitg are placed efficiently so that both children and
caregivers have convenient access to needed materials.

When space is well organized, places where child activity is likely
to be unproductive or full of conflict can be eliminated, and the caregivers
can tailor the available space to the changing interests and needs of the
children. Perhaps the most important advantage of well-arganized space is
that the caregivers will have more time to cbserve and work with small?groups
and individuals rather than providing directed activities and managing child
interactions which result from poorly organized or inadeduate space.

The placement of equipment will determine how children and care-
givers move from cne place to another. For example, a major piece of
equipment, like a slide, should be placed so that a child who has just
finished sliding can see other interesting things to do in additicn to going
back up the slide. Also, equipment should be placed so that traffic flow does
not interfere with activities thdt require ccncentration. A book corner is
more likely to be used, for example, if it is out of _the way of children play-
ing noisily on a climber or, tumbling mat. Block play is likely to maintain
attention for a longer time if it is placed in an area away from interruption
or major pathways.

Traffic patterns also should be planned with safety in mind. An
area near swings should not be in a major pathway to another popular activity.
If so, children using the pathway may get kicked. Sand play areas prcbably
are best placed away from tricycle, wheeled-toy patios or other areas where
it could be thrown cn passing children. R

The following is a checklist of important considerations in plan-
ning or evaluating your child care center's use of space. This list has
been campiled from checklists in the Child Envircnment modules for care-
givers prepared by the Military Child Care iject.4 The "quality" features
are those recammended by most recent literature in the field and by the
design considerations suggested in the R eommendations For Child Care Cen-

. tersS volume prepared for the Department of the Army.

/

M. Scavo, S. Riewald, & E. Diffendal, Child Environment Series - Infant,
Pretoddler, Toddler, Preschool, Sehool-Age (Washington, DC: Department of-

Vs h

the Army, 1979-80).

3. T. Moore, et al, op. eit.
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Use the checkiist below to help you look at and think about your

center's play areas. Think about ways o provids areas ad oppor- -

twrtties for play which yowr center may not have.

ORGANIZATION OF PLAY IARD |
____ barrier-free envirorment for handicapped children €
___ easy access to cutddors from all indocor play areas ' ¥

___ varisty of play spaces linksd to each other, ottarinqawidad\oice ' A
T of play areas

oppor&nitiutord:iidrmwsuardpuywi:hdﬂldmotdiztm
ages

\ sane play areas attractive to older or more skilled children and some
attractive t© younger or less skilled children

bushes, sheltars, porches or cther herriers to protsct play arsas

. blay stxuctures spaced and located to avoid crowding and accidents
— active play aress near each other and away from quiet play areas
__lwbwm,hillso:otmrbarrimw‘pardy«cloupuym
— clear visibility into all areas of the play yard

____ convenient storage for cutdoor equipment >
_physpncenﬁoravuistyotgmxpsius

bmmmua:t\mlsforomdnldto "get away”
tirulogsa:bmhucream;qmllareuﬁormtnthmcmldrm
open spaces for active or group play

—_ orrortunities for caregivers and children to change the size of areas
T by moving dividers, boards or tires K

sasy access to bathroans
autdoor water sourcs ard drinking<“fountains
, child-croof fences and qates 4

QUTDOOR ACTIVITY AREAS 5)
____oaved play areas for trike paths, wide pathways and hard-surfaced areas
T for balls and games
—_ Coen grassy or soft-swface play arsas for tumbling, rumning or sitting .

—___ large play areas for clirbers, logs, spools, slides, platforms, swings
T or other play units

play areas with "lcose parts,” such as booes, tires, boards and blocks
o:otmtmbhphym

. hatural environment areas with native plants, t:reu,roda,imocts <

—_ Special intsrest areas such as qarden plots, fenced animal areas,
ouedoornmaﬂandphy

. sall-group activity areas for books, music, arts and crafts

—___ Play areas at diffsrent levels - platforms, tumels, large rocks,
mmsuogtcinmdmdtr behind and on top of

o+ -
ORGANIZATION OF INDOOR SPACE

barrier-free enviroment for handicapped children
mbrwqﬂmmmm&;nmm . N

__ cubby/space for diaper bag ____ 4 place to hang coats
1vuucyo£mﬂudacdvityspmot£¢rjmtchoicaofacdwo:
T quiet play ’

mmmwotmswlsm
mllacuvitym’czmwmdmdm plus a caregiver
"get swy" or privats speces for one child

1vari.:yo£1¢vnls ramps, low steps, lofts - creating indoor intarest
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- clear patimays to exits and betvesn different areas-

all areas are spaced to ooevent’ crowding and accidents

child-height storace and cpen shelves near play areas

cut-of-resch storage for sgpliss, matarials,

hard and soft floor coverings in different play areas

crib/napping area and adequats storage ~

_diapcim/hoih&uqammxminactivigym
—_ eating area nsar kitchen
plmmt:idt-bayutddxhunilyw
____child-sized "learning bathwocms”

___sn.umadnqciu:ws

____ aftar-school drop-in place separats from rest of centar

_mm:/m«mmwmmmnm

' ) INDOOR ACTIVITY AREAS

mi.nphinviuotsmﬂinqdmm
l.owpuvmitstorcunbimmdsudim
____ carpetad area for groupe/active ouy/play units -
_avu'i-tyozwy:cnopm diild-lniqmsmlvu
____ rooks and crarmies for toy "collections”
srall-growp resource~rich activity areas

____ pretand play area nature collections —_— m
puzzlu and small tovs arts and crafts -l
a:u musical instrunents — play dough
sard table . magnetd and
-mords ad tapes water play T science dis--
/ . : " plays
“*  different areas cleerly marked by '
K shelves ) — low dividers -
floor lsvels at different heights . Colors
. . C8iling heights —___ floor coverings
JRCANIZATION OF SPACT 7OR ADULTS
director's office visible and accessible to parents and main activity
areas

_Wuwm'mmmmipﬂm ) LRI

_bdudmrpqnmmumimtofmﬂ

—___ Place for staff to hang coats L.
mt!amny&mdudghﬂuﬂnnﬂ:ofdnﬂdm ’

. window to outside ' —_ caregiver supplies
e adjmubhlut/ai:ouﬂiﬁaﬂm p-pu:mcur
childanmbooks
sohotlo.nqn mqnzim
—___ table and work areq mmwlmbh
. sink.mcpuuntriq-n c-lcptm
' mrogumlyswdudwithmp p, towels and toilet paper

mt: closed indoor storage space
corvenient, closed ocutdoor Storage. space .

a&
>

easy acceds to clesning supplies .
mmmwhtdmarmt'otmuma:m
~\ staps and simplify routines

.
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MAKING THE CENTER LIVAELE FOR CHILDREN AND ADULTS

Children are sensitive to their environments: Therefore, if
it is your respmsibilivt?rr{o create a center in which children wiliL spend
hours each day, use your imaginakion to its fullest to create a building
atmosphere that is as non-institutional, safe and cheerful as posg,ﬂ?le. The
. following excellent suggéstions have helped us to perk-up our fac:.%:.ty.

They were included in two recent books, Creative Homes And Centers® and
Recormendations For Child Care Centers.? :

The Entrance .

The entrance of a center is a very important area, since children
and parents will be parting company, and this can be made easier when the
center entry has a warm and reassuring atmosphere. Use of "homey" elements
such as a path to a shelteted front porch, carpeting, warm colors, :low light
level and sights of "familiar pebple" like the director or children at play
will help. A partial glass or all-glass door with attractive decals lets in
natural light and permits the children to see their friends playing inside.
Once inside, a glass door makes them feel less shut in.

The Walls

Be creative in the use of walls. At child eye level, paint murals
of all kinds, like nursery rhyme characters, an urban orrural scene and ’
animals. A fort or playhouse back drop make interesting subjects for wall
murals. If you are advised not to paint murals, be sure the walls are
painted with a cheerful color. A darkér color on the lower walls will
disguise the dirt, while a lighter color on the upper walls will make your
‘space seem larger. You also might cMnsider fabrics as wall coverings.
Vinyl, burlap or grass-cloth are long-lasting and can give the room a ,
special feeling. Indian bedspreads or tie-dyed and batiked sheets can be
hung from dowels to make partial dividers or can be tacked to the ceiling to .-
form a canopy. In one center, bat;iked“.shéets dyed light blue with a moon )
. and stars were hung from dowels Yo form dividers in a napping area. The
effect was restful and cozy. - Walls also can be used for storage and for
- display. Bulletin or cork boatds, either bolted to the wall or suspended by
.-ropes from the ceiling, are good spots for displaying the children's art or
making other special displays. Pegboards can provide a good storage space

for scissors, musical instruments, dress-up clothes, or art smocks. An

easel attached to the wall can save four square feet of flvor area. Open .
shelves or cabinets along the wall withr spaces for-children to put away toys-
saves floor space. In many centers there is not enough shelf space. Effi-
cient use of shelf space ¢an be encouraged by including various types of

hY

*

. by, Anixter, and A. Kuhn, "Creating Interior Spaces’For Child Care" in
Creative Homes And Centers, Vol. III in the series Child Care: A Conpre-
“hensive Guide edited by S. Auerbach, with J. A. Rivaldo (New York: ‘Human
Sciences Press, 1978), pp. 164-170.

7

®

G. T.e Moore, et al, op. cit., Sect_ion 1003.
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shelving, e.g., tnclined to display bocks; slotted for sorting puzzles;
steppedg:for gase in finding dolls or small toys that might go unused jumbled
in a toy box;-and drawers for blankets or paper or less frequently used
items. Adult eye-level wall cabinets out of reach of the children can

, contain the equipment and materials that are breakable or used in special

‘ projects such as audiovisual equipment, science materials, records or craft

: supplies. A clothesline tacked to the.wall for hanging children's paintings
to dry is convenient and adds color to the room.

[ . ~

The Windows -

Windows are important features in a center. They provide hatural
light and allow children to see the world outside. For this reason you_gn.ll
want to pay attention to both the inside and outside environment that.chil-

. dren see through windows. Inside, you will find that sunny window sills are .
good places for potted plants or for a window box. They also are excellent
spots for transparent cbjects such as prisms, colored cellophane or plastic
stained glass. Shelves.built below windows make good drying space for art
projects. Large wooden storage chests with clishioned tops placed below
windows make window seats, reading cormers, or just quiet, get-away spots.
Some terxariums or caged pets probably would benefit from*a sunny spot,
also. - 2L B - . '

You may or may not be in a position td do anything about the view
from your center's windows. If you are on the grouwnd floor and have a foot
"« “,or two of soil beneath your window,. you might consider a4 sfall rock garden |
in front of a very low divider to shut out a view of an asphalt parking lot,
for example. -If there are interesting, busy scenes outside,-this will add
interest for the children. ,. ~ Ca. -

‘In covering the winidows, drapes and curtains can be opened or’
closed by hand or with a sinple pulley which the childfen can understand and
use. Curtains or drapes also can soften the'look of the room and make it
more "homey." Shades, shutters or blinds are more fragile and complicated.
If the sun pours through the windows, making the room hot, you will want a
glindm covering that reflects the heat but lets the breeze come in. Also,
in nap roams or rooms used for showing films, a window covering which blocks

- out the light ig desirable. If you have a problem with drafts you will want
heavy. insulating curtains. You will need screens for the windows in climates -
where -insects are a problem. Windows also may need to be firmly screened or

" safeguarded with other devices to protect children from falls.. However,
,Screens should be detachable in case-of fire. s

The Ceilings .
Ceilings can have'some ‘practical and decorative uses as well. A -
light covered ceiling gives height to the room and reflects light well.
Some centers paint ‘their ceilings with mwals of the swn and the clouds,
mck%t'.q, bhot air balloons, flying carpets, airplanes or birds. Draped
plantg. can be hung from permanent screw eyes or hooks on the ceiling. A
broomstick or long dowel suspended by ropes can -support a tent made of
sheets that can't ocollapse.” ., -~ . '

a




The Floors ' , o i
. . LV i ‘

The floors of a child care center are perhap$ the most important
physi¢al aspect. Children run, jump, rest, sit, play and fall on the floor.,
. Everything ‘imaginablé is spilled on’center floors, including glue; cockies;
" juice and paints. Fumiture and toys are pushed across them and'blocks fdll

. on them. Versatility is the most important thing to consider when choosing
' texr flooring. ‘ ,

‘:2? - 3 ——'—‘_/ .

Rugs, ‘of course, are the most comfortable floor covering on which
_to lie and fall, and they also absorb ‘the most noisg. Unfortunately, they
also absorb dirt and spills ahd are not as easy to, as tile or lino-
leum. ¢Good quality indoor-outddor carpeting with havy foam packing and -~
stain repellants, however, is very versatile and can serveva center well.
Smaller area rugs are good for quiet, small-group activities. Plastic drop-
cloths beneath easels or water play areas, for example, make clean-up easier.
Censider cushions, quilts, foam rubber covered with colorful fabric, large,
movable wooden shapes covered with carpet or mattresses with colorful ticking
as alternatives to rugs in different areas of the roams. Gymastics and
roughhousing or small group story-telling and finger plays could, be accommo—
datéd comfortably in small ayreas covered with these soft materials.

Linoleum and wood .floors make good surfaces for ball bouncing,
wheeled toys and dancing, They also are softer, warmer and less tiring to
walk on than @ cement floor, for instance. One good way to create different
activity dreas is through the use of colored tape or chalk lines on the
floor. This is a particularly effective way to set aside different activity
areas in a large multi-purpcse room, for exa;rgle. A large circle, a four-
sduare area, a line of numbers put on the fleor with tape or chalk can
break-up and change use pattems at very little expense. Also, a floor
painted a bright color in an othexwise dark or dreary room can make a big
difference. \ CT
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LIVANILITY BEATURES ‘

;mmm-ﬂimmm:ﬂwm-

' __.The center envircrment is bright and chescy, including the faint an .-
. the walls. . -

! child's eye level. . .
| . Canter sound levels afe controlled,by the use of sound-abecrbent’
- materials in dividers, ceilings, walls and floors; low ceilings:; swall
. DS, , - v
Lighting is directed at ‘certain activities or aress and oontrolled to
mmMmmd&mmpm-MM
- Mmsmulmg_udn&ﬁvityuaingmmwm.
« Children can move and-change things while they. play.
- The cintar feels "homelike” with curtaing, plants and areas for oom-
., fort and getting may. . ) )
. ____ Play units can be used in more than coe wey. = -
, . .

SOPTNESS ‘TEATURESS
rocker :

ryiREEns
Q"E q % ,
'ghg g%gﬁ |

4 .

4
ion arxd absence of drafts, up.chuygﬂoct

resilisnt outdoor and indoor play .surfaces in areas nesr equipment

whare children are likely to fall _

fenciis or natural high encugh to safequard children and
. ‘d’-ﬁd‘mfgui ) )

slip~proof rugs on flcors : N - =~
e - ) .

0y -

.

! 8These soft items aré taken; from Elizabeth Prescott's Assessment of.
Child-Rearing Envidomments: An" Ecolegical Approach. California: Pacific .
Oaks College, 1975. . s’ :

~

]
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) . If you and your staff are in the process of evaluatlng or rede&gn-
ing your indoor or outdoor play areas, cmsmderthefollwmgplannuxgchedc

list.9- \
% * N .' - ‘. U P ) . - .
" ke sentory of your earisting space, equipment an’d inqzéez‘ials. RO
Decide upon the numbers and types of activity pockets or mter-' P
est areas that you want baged on . . ) L, ;
program goals ' C SRR '-; R q o
\ . age and heeds of the children. o - L i ~
- \_' square feet available' . . - o I ‘;&
equipment and materials. S RN - 2.
‘ ° creating developmentally appropr:.ate and varled choa.ces ; “ -7
Make a sketch or a drawing to scale.on graph’ papez’ of one or T
more possible arrangements of the indoor play areas_ and/or :
he outdoor play yard. o~ .
Consider the loedtion of buz.lt-m flxtures, st,orage and L R
. furnishings . N . L
. 'De31gn interest arsas including. Larqe activity spa;:es, spa.ces T :
: for small groups and private spaces for each age or develop-
- mental level in the center. . ) . . o=
_’ Establisk.number of chz.ldre.n/area limits. - - - A
¢« - Define clear pathways and place activity areas and equlgmmt
« such that children can see cholces of thmgs t6 do mext. -
* Locate similar kinds of act.w:.tles tog un.et near qu:.et, .
active near active. - . R
“ Create different levels using lofts; create dlfferent sized ‘
. enclosures using partial barriers. :
Make careful long-sand short-range plans for makmg or purchasmg
-'. , necessary equipment or materials to carry out the plan.
Y. .

Rearrange space accordmg to short-range plans.

Work with staff.to develop a child observation plan to record
chzldren 8 responses to the new arrangement and a sta“f super-
viston plan to récord problems/benef'bta. of supervwmg the new
. . arrangement. . .

chuss problems and solutions with staff and make z"earrangement‘s
as necesgsary avd posszble

~t

. \ : .
Shis checklist was fran S. D. Campbell, "Designing and’ Evalua-
. - ting.Space For Group Progr. For Young Children" in Day Cang: Facilities
- And E'quzpment (Canada: Natjonal Day Care Information Centre,’ Soc1al Service

ngram Branch), Health and Welfare), ﬁp 7-8. A
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- v Doe, 4 . R . g’ . g o
ERCE ’f}dbofthebestd’evxceswehaveséenandusedmourchlldcare
. cente.r for assessing ‘the Center’ envuommt are The Day Care Enptironrent ll
‘ ' .mventorglo and its ocnpam.oﬁ pi€de, Thé Day Care Erpironmén:. Ritirg ‘Seale.: )
. These inexpensive ard campyehensive observation :.nstnmen;s are 4pplicable =
:'. %o center. settings for the cate of children fraw infancy theough five years
" .. of age. They are self-assessment tools with easy-t&-understand mstrustg.qn,s
and have been ‘designed to help d.zmctors and @reglvers take stock of" the

'f'“,envi.ment tf'ﬂY*erlde » ] X P :M‘,z: :\.,:_.. .,
st.rongly xecarmend that ym: read the ser:.es of Chv,:éa’ F’rszoﬂment g
- Mozﬁdesla? developed by the Military Child Care Pro;ect which addresses the
- . process of creat:.ng center envirénments that are sat:.sfymg £o both care-
" givers and children, fram infancy through school-age.  Also, we._recgmrend -\,
that you read Rec'omendatwns Fop Child Care Centez'sll dnd Recormendationg. .
For 'Thild Play -Avegsld, whifh have been written specn.flcal.ly for persons :
responsa.ble for the des:.gn of mhtary chlld Care centers. - ; .

- o

]

. . . e
. . - 3
P ? - - . .

smme mummmmmmsmnmm : .“f"f

4 "'|4.

- C Bqulgamg a Chlld ca—:eTen’Eer takes money, but it also takes

_ mag;matmn and resourgéfulngss. Some essentials must be purchased, but
fuch of the eqmpment can be made or found in second-hand shops, military
- surpliis stores qr 4in samgone's attic. id fact, the most valuable materialg
areoftenthel teacperwwe,,es they are the raw matefials’ thaf can be ',
'used for many purposes.” Sand, boards, ‘water,. corrqgated cartons and tires,
canbeusedbyachlldaione, thhothertoys byagroupofchlldrenandm
na.ny dlfferem: ways.‘ L D - '

. 4

" ., 10T Harms, and L Cross, En;'zrowﬁé?ztal Provwwns In Day uare (Chapel

Hill, North Carolina: Frank,,Porter Graham Cm,ld Development Genter, Univer—
51ty of North Ch.rol:ma, 1977Y, - $P.. 43—53. P o ' R =
[} L -’ N J‘ ¥
llT Harms and-R. Cllfford, The Day C‘az"e Erzmromeni; Ramng Scale -
(Chapel Hill, Norfh Carolina: Fiank Porear Graham Child Uevelopr'ent Center, _
: Um.versxty of- North Carolma, 1978) 2T R :

et ,.v-‘-‘ -
S A

WV 1

Ty =

‘;"'II-..

*
IZM Scavo, S RJ.ewa.ld, % E lefendai. opﬂ.c'z:t

l3 ' et -'.‘»:’/' i
G. T Nbore, et aJ., op czt PR

l411 Cohen, A: B. Hlll, CrG Lane 5 Gl T. Moore, Recomendatwns For
' Child.Play Areas (Milwaukee: University of. Wlsconsn.n-MJ.lwaukee Center For~ :
Archltecture and Urbm Plannmg Research, 1979) . 4 X
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) 3. ‘; 5 Tl &tore pu:dms;.ng any pnece of equigrent for your center ask your-
e self tﬁe feﬁ.lcxving qses’tfms _

- -~ . B4
. ~."¢rs kS -“ - .'

-~ l

R “.‘::;*' 3 - . A,‘", . t-‘,_:' :," f‘;.' ‘,.' S :,‘5. Is it ﬂmbzle‘? N
* L, \.:?"-. . o - :- - T - i .' ) .. ’
: P LR /- 3 it‘dumble’ . .
: % PR AR T P
G S AR o N : ‘
A ST TR Jie it eafe? R
;"' B e, . - .'.‘ -C ; . 7

vSeZe(;t-my Equipment For E’Zembtlwy And Leqrmng Opportunmes

L /"fhe authors of a. three-ye,ar study of ch:.ld care centers classified
L ther coni;mts or play units wiich could be .in centers’ into three major
 -graups according to the 4ty of activifies they invite children to explore

« 5?2

. the children.l5 They classify center cemponents into'simple units, such as
.. swings or tricycles vhich have one dovious use;. complex units which involve
3 . two,different play materisls, such as a sandbox with digging equipment,
" ' water table with pouring cups or. aclinbquare with a tarp thrown over it;
* dnd super units which add even'more materials, such as water play in a sand-
. box with small boats. ‘The complexr and super units usually allow for more
' creatlvenmp:pulata.mbychlldrenandpemtusebymre children at -one time.
. In ge:neral the rrore movable and versatlle the equipment is, the
lougér it w:.ll remain. mterest:.nq and stimulating to children. In pa.rtl.cu-
. lar,- mrabls outdoor. eqm.pnent always seems to be in short supply. Barrels,
large hollow blocks .or boxes, sawhorses, boards and tires offer many more,
leam:l.ng &portunities than .one large piece of stationary equipment such as
.fj‘-l -a swmg set and they cost less to promde.

o
/“"

. ) ' Another aspectof ‘flem.bl.l.lty is the range of developmental lewvels

for, which the piece of equipment is' appropriate. Play equipment should pro-
vzdeaduallengetoachﬂdsdevelopm apacities along with same experiences

.’ 'that can be mastered. A major piece of t should accommodate as many

v - . _Gf the develogmtal levels in the center population as is possible. For

S exanple, it is preferable o .select equipment a little too small for same

"-ofthebluldrenratherthantoola.rge because the short body parts of small

.- childrén limit their use of large equiprent entirely, while large children

LT czn \use Adw clm'bers for example, in -a variety of ways.

. 3 N

SeZecmng Equipment For Durability

T Chz.ldcareequiptrentcanbenadeof netal plastic or wood. It
A tI;é equipment designer's jcb to select from these materials those which
““ “« he or she can use to the best advantage at the lowest po#sible cost. The
C material “and manufacturing process that is chosen depends on the size of
. _the market. For exanple, it -is very expensive to tool plastic items, sé
.~ *:plastic equipment often is available which\appeals to a wider consumer mar-
"~ -. ket than just child care centers, although scme larger equipment of plastic
¥ .is available to centers. v

-

4

1 r

s. kritchevsky, E. Prescott, & L. Welling, op: git., pp, 10-12.
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Indoor equipment generally falls into the categc_aries of fwrniture,
play equipment and toys. This equipment most frequently is made of wocd,
although plastic also is available.

Metal and wood-working equipment is more versatile and can produce
fewer items inexpensively. Heavy metal and large wood eqmpment items fre-
quently are found in permanent outdoor ecuipment. However, an important
consideration is the relative durability and maintenance requirements of the
equipment purchased. Although wood equipment tends to provide a warmer: .
feéling, it has to be sanded and varnished every year to keep it smooth, and
such equipment must be kept under cover at night. This equipment mustbe
made of hard wood that is stronger and less apt 'to splinter if it is to be
cost effective. Maintenance of galvanized metal equipment is minimal,
although areas of wear such as chains and hinges should be checked once-.a
month and pivot parts should be greased or oiled to reduce friction and
noise. . }

Selecting Equipment And Furniture WitH®Safety In Mind

Each item being considered for purchase or construction must be
given consideration individually to detexmine whether or not it is safe.
There are at least two aspects to the consideration of safety. The first as
the potential hazard of same aspect of the equipment itself, e.g., is it
designed with sharp edges or protruding partls; is it easily tipped or does
it splinter? The secornd major area is the guestion of safety fram a develop-
mental readiness point of view. There are very few things with which a
child could not have an accident of some sort. The sensitivity of the
director, the developmental capacities of the children and the supervisory
attention possible by the staff should help in selecting equipment that -
presents challenges but has limited risks. T o
&

A corncern for safety on any large equipment -~ inside or outside -
is a must. Far too many serious injuries resulting in permanent impairment
and even death occur each year on large equipment that was either unsafe in
its construction, improperly J';nstallegl or inadequately supervised.

Selecting Safe And Appropriate Toys

Toy safety is as important‘as safety in furniture and equipment.
For infants to children two years of age, awoid toys which are small enough
to be swallowed or lodged in the throat or which have parts which can be
removed and swallowed. Do not buy flammable items, toys with toxic paint or
finish and stuffed aij i
stuffed animals, large;
sturdy push-pull toys are
sharp edges, removable parts) “toxic paint and flammable materials. Marbles,
beads and coins also are dangerous. Sturdy cars and trucks, wooden animals
which are free from splinters and large pegboards are good choices. When
. children reach three to five years of age, you still want to watch for sharp
edges, flammable materials and toxic substances which might be an ingredient
in finger paints, crayons and other art supplies. Electrical toys are not
appropriate for this age either. Wooden trains,' building blocks, dolls,
blackboards, paints and the like are excellent if the basic safety features
are followed. For 6 to 12 yéar olds, approved electrical toys with, adequate
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adult supervision can be allowed. H terials and well constructed
sports equipment are fine. ich sets and carpenter henches w:_.th
light-weight tools for younger children are suitable. Ncne_of these items
should ever be used without adult supervision. Awvoid shooting toys like
rifles and dart gamds. Electrical toys which do not bear the UL label are
" unsafe.

For many useful safety suggestions on children's play equipqent, ‘
write to the U.S. Product Safety Commission, 5401 Wesbard Avenue, Wahington, |
DC 20207. . . . N

- Installingl And Supervising Equipment Safely

vy Correctly planning and installing equipment is essential if acci-
dent$ are to be curtailed. Never put equipment like swings, slides, and
climbers over‘@h/ard suz’faces. They should be at least six feet from cbstruc-
tions such as fences or walls. Be sure the trike path and other foot traffic
patterns are away from swings and similar, large-moving cbjects. Check
regularly to be sure nuts and bolts are tight and are not rusty. Replace"
any which need replacing. All rusted or roughened surfaces showing signs of
wear should be sanded smooth and refinished. Check for chain and rope wear.
Watch for wobbly.wheels, loose handlebars, and cracking metal or wood.

A\ ’

The use of any piece of equipment only will be as safe as you and
your staff make-it. Even when things are selected carefully, installed and
‘maintained, proper supervision and use of equipment is essential. Be sure -
there are plenty of adults on hand to supervise each area. They must not
only know the rules of safe play on each piece of equipment, but must under-
stand the necessity of enforcing those rules to the letter. All it takes is
gn?f exception to the rule and that mistake could result in the loss of a

ife. . P .

Teach children how to use large equipment safely. Allow no rough
play around the playground - no shoving, pushing or fighting. Children need
to learn to sit in the center of the swing seat, to slide down the slide and
climb up' the ladder and to follow the direction of the trike patf. They
should understand that tod many children on a piece of equipment at one time
1s unsafe. Only one child.on a swing seat, one sliding down at one time or
,two cn a seesaw, are rules which must be cbeyed.

Planning _Akéad For Equipment Purchase

Buying equipment is only cne expense in your center's budget. After
the staff has been pa.id and food and consumable supplies have been purchased,
you may have something left for that "special" purchase. Since equipment is
not mexpensivef be a smart consumer and plan ahead for the really essential
and most,versatile types of equipment and materials. ' o




SELECTING IQUIFMONT POR CENTERS ~ A CHECXLIST

(1

GENERAL SAPETY FEATURES  °
_m&xﬂnuh-mah_qppoinuo:suvm
____ o smll, loces parts
—__ 1o lead-based paints
____doss rot tip easily
__ lightweicht, sturdly swing seats
_;:cdqmntywmlyammm’m
_____ 1o exposed bolts or screws or protruding parts
____ 1o cpenrended hooks, like S hooks

____ 1o moving parts that could crish or pinch fingers

lmothmqummplymmmmgmmu&xmm
"7 in cables or chains

edges that are rounded and swooth

QUALITY AND DURABILITY PEATURES

Metal Play Equipment
_____ vwalded metal joints rather |than bolt-and-nut assenbly
— lorraintenance galvanized finish rather than paint
_ailmldqn.tolhd\yro:mwmtm
____ thick mterials used in construction to asmwe dursbility

m‘mwmwwﬂnkmh
Wooden Play Equipment
wooden equipment with metal accessories mounted securely with galvanised

v sooth finish, ro sharp points or slivers
__*_edmlromd-d'an'lmoth ‘ _
___ meple and birch used for strangth, dent and crack resistant
___ straight grain, absence of knotholes °
___ birch venser plywood used for dant resistance and hardness
—__ presswod core plyvoods used cnly for Light shalving
—__ pegboard and mascnits painted to inprove
- o simple overlagping wooden joints which anqivn.in'cosu‘-
___~m-:pzoo£. durable, protactive covering npalMcnm

«

* .

lGAdapted from D, Johnston, *"The Role Of Indoor And Qutdoor Equipment In
Preschools" in Day Care: Facilities And Equipment (Canada: National Day Care
Infmntion‘ga@tre, Social Service Program Branch, Health And Welfare), pp. 8-9..
84 ’ . e ' '
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; One of the most helpful lists of purchasing guidelines we have seen
and used to set priorities for equipment purchase and to assure getting the
most useful items at the best price was developed by the owner/director of a’

centér in Michigan.l7* It is quoted belowi
' Gather catalogugs and other sources of materials.

Review sources and «record all possible purchases on 3 x5 cards,
ane card per possible purchase. o

Evaluate potential purchases for their safety. Items to consider
are material content for ¢ombustion level, toxicity, breakability,
pointed or protruding parts, detachable parts, general construc-—
tion and ability to be cleaned. ' )
Sort cards into various categories to determine flexibility of
materials from one category to another, balance .6f materials in
different program areas such as sensory, art, cognitively oriented,

etc. :

Compare similar items from various manufacturers in catalog&es
and local retail or discount establishments. Evaluate safety
features, quality, comvenience and cost, and note cbservations
on the backs of cards. ’ -

»

Select the most important materials from "3!" above, given the con-
straints of money, program, staff desires, e

Indieate choices by marking the appropriate 3 x 5 cards with an
cbvious mark, such as a red line across the top of the card, to .
help in further sortinc,\. :

Retain wnmarked 3 = 5 cards for future purchasing considerations.

Trangfer information on 3 x 5 cards to order sheets and then
to inventory cards when received.

Cross reference purchase order numbers, accounting system records, >
inventory cards and receipt envelopes for easy referencing.

If 'you are just furnishing or equipping your center for the fiXst
time, there are many gocod sources of information for what to include in
- ¥ basic supply closet and the kinds and numbers of play items and furnishin
adequate for certain nunbers of children. One of the most useful sourceg
is the inexpensive booklet, Selecting Educational Equipment And Materials,
published by the Association for Childhood International, 3615 Wisconsin
Avenue, NW, Washington, DC 20016, in 1976.

»

~

. 173:Miller, "Purchasing Guidelines,” in P. G. Axelrod and E. P. Buch,
Preschool And %hild Care Administration (Ann Arbor, Michigan: School of
~ Education, The University of Michigan, 1974), p. D~15. . .

’
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MAINTAINING THE CENTER -

: Any environment that is used by a lot of children is'subject to
.wear and tear. Upkeep and maintenance of a child care center is a continuing
management responsibility of the center director. It takes't.i_me.and careful
record-keeping to accqmplish preventive maintenance - that is maintenance
that is performed on a regular basis to extend the life and reduce or elimi- ..
nate major damage or emergency breakdowns of equipment or a facility.

' While a center may have a number of people involved in mainte-
nance, the center director usually has the job.of checking the equipment and
tbuilding to see that they are, in fact, in good shape. The director also
may have to tighten a few bolts on tricycles, replace a nail or screw, apply
a little oil, unplug a sink or do a little painting in the course of the
day. At least it is the director's responsibility for these jobs, and, if
there is a capable custodian, so much the better. A good rule of thumb for
a center directaor to follow is "Always keep your eyes and ears open and
never get too busy to apply a drop of oil to that little squeak or a screw
driver to a loose screw." ", .

Setting Aside Time

. Center directors have a difficult problem trying to find the best
time to repair and clean the center. When your center is open five or six
days a week and, like some, during the evenings, very little painting, minor
remodeling or heavy cleaning can be worked in. If the child care areas also
are used for napping and meals, there are no breaks in the day for staff to
spend in extra tasks. The same is true for play yard space. When children
use the play yard daily, it is difficult to find time to reseed grassy areas
or resurface and reorganize play spaces.
~ It also is difficult to find time for extra cleaning tasks in a /
center. When do storage closets get inventoried and cleaned? When does
. chipped wooden furniture get sanded and refinished? .

At our center we have found that there‘fire certain times of the
day, days of the week or weeks of the month whe®ichild attendance is lower
than average. For example, we know from recordéﬁ:hat have been kept that
during the Monday' through Thursday evening cperation there usually will be
fewer children receiving care than on®Friday or Saturday evenings. We also
‘know that fewer children tend to be in the cen fraom approximately the
20th to the 27th of each month. Therefore, we take advantage of se times
to perform the necessary chores. If attendan¢e is low, it is rela Lvely
sinple uo‘move a small ‘group of children to\another section of tfie center.

Seheduling 7 )

. Long range maintenance requires planning. A long range schedule
should be prepared for ‘tasks such as painting outgide and gns:.deg? resurfacing
floors, recarpeting, maintenance of the heating system or repairing equipment.'
When these preveqtiye maintenance tasks are anticipated, it will be possible
to bgdget_ for thb expense rather than find yourself facing a large emergency
repair outlay of money. ' '

’




We have found it both helpful and cost-effective to design a
calendar for preventive maintenance. Otherwise, these measures are for-
gotten too easily and sinply don't get dene. ‘

Three factors must be considered to facilitate a successful pre-
ventive maintenagce program. .

Be aware of what you have.
Ingpect per;lodically what you have.
" Make necesgary repairs or replacements ’eaz;ly.

Because child care centers on military installations operate in
government owned buildings, a facilities engineering agency on your installa-
_ tion is respgnsible for maintenance of your facility. So there are same
" preventive measures that are not actually the director's respmnsibility.
These measures probably include such things as

maintaining the heating/cooling system J
maintaining and repairing roofs
inspecting and maintaining wiring
ing asphalt and concrete
E g fire extinguishers *

~

*
-

It is wise to inquire about their schedule for preventive mainte-
nance measures and to include these .measures on the center’s preventive
maintenance calendar. By doing so, you can anticipate when service repre-
sentatives may be in the center. In addition, if you are aware of their
schedule, and for same reason they don't arrive, you can meke an inquiry
about it. It is better by far to ask in August if the heating system is
Operational than to wait until the first cold winter moming and leamn that
the center has no heat.. ‘

‘ Your center's preventive maintenance calendar can be set up accord-
ing to the months of the year. Because each center has individual needs, we
. only can ggneralize here, but the following schedule may give you some ideas
for designing your own calendar, As you will note, we chose to design our
calendar according to the various areas or sections of thd facility. This
) I::nned most gvem.ent for us. However, one also might design a preventive
, tenan endar according to types of i + €.9., chairs
beds/cribd, dividers, windows/screens, etc.equlptrent Sege ¢ tables,




JANUARY
Infant Section

Store and buy “on-sale”
holiday decorations

SEPTEMBER
Offices
Collect checklist forms

for repairs/replacemerits
from staff

FEBRUARY
Pretoddler Section

Check sumer maintenance
supplies

JUNE
Preschool Section
Collect checklist forms

for repairs/replacements
from staff

OCTOBER

Entry/Reception Area,
Isolation Room, and Halls

e
Play Yards
Collect checklist forme
for repairs/replacements
from staff

JULY .

Staff Lounge

~APRIL
Toddler Section ’

Commercially clean and
sanitize all carpeting

AUGUST
Kitchen and Laundry

Chack winter maintenance
sypplies

DECFMBER

. . Nap Room; Supply Storage:

Custodial Closet

Collect checklist forms
for repairs/replacements
from staff

Obviously, this does not mean that each area of the building is

checked only once a year. The caregivers working.in each section must moni-
tor the condition of the section constantly and report any irregularities
.when they are noted. They are responsible for removing hazardous equipment
in need of repair and/or not using equipment until all irregqularities haye
been corrected. In addition, they complete and submit a one-page checklist
every three months indicating repairs and replacements needed in their sec~
tions. (This form can be found an page’'77 of Financtal Planning For Mili-
tary Child Care Centers.) 1

However, tl';é preventive maintenance calendqr does insure that each °

section of the center is checked thoroughly at least once a year. The
annual preventive maintenance measures include inspecting, cleaning and
repairing the -area or*section and everything in it - froms , windows,
floors and doors to furniture, fixtures, toys and equipment. Through the
use of a preventive maintenance calendar and pre-plamning, you are able to
project and apportion the use of both money and time. In addition, by
dividing the center into pieces or, sections, the necessary preventive

+ measures do not seem so gqverwhelming.

Keeping Records ‘ -

As the sample inventory forms and discussion included in Finanectial -
Planning For Mi{litary Child Care Centers in this Administrative Guidebook
suggest, adequate records provide the basis for the type of preventive

upkeep which is the most cost effective.

»
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Staffing Maintenance Activities

X '
A second problem faced by center directors in lanaging center upkeep ]
isv‘ghowilldo the work? How much should caregivers be required to do? What
are. the responsibilities of a center custodian?

The first step in maintaining an orderly environment is making your
staff aware of its importance. Many caregivers think that it is a waste of
tire and unnecessary to keep a child's play environment orderly. As the
director, you may want to demonstrate the effect that different environments
have upon the children in the center. For example, you can show caregivers
that in a -messy room with toys strewn about, children do not play construc-
tively. Children do, cn the other hand, became involved in play again when
toys are cleaned up and clear play space is avaj.lable.l8 )

Next you will have to decide what needs doing and who should do
what. If caregivers are to be expected to clean, this should be included in
their job descriptions. They should know from the beginning what types of
center clean-up responsibilities they will have.

i

You can allow the children to be involved in clean-up if you show
them how to use arbroom and dustpan and sponge, how to make warm, soapy
water and where to find paper towels and rags. Children should not be made
to feel like visitors in what is actually their home-away-from-home. If they
are not permitted to help with clean-up, they cannot be expected to understand
what is involved and to learn to treat their surroundings with respect.

€

You will need to establish a schedule for cleaning so that all of
the necessary tasks can be accomplished regularly. In some cases, caregivers
may rotate responsibility, for example, for cleaning-up after meals or
snacks. Some jobs, such as cleaning shelves or inventorying supplies, could
be done by scheduling caregivers to work an extra hour once a month when
there are no children in the center. For the big jobs - such as scrubbing
floors, bathroom maintenance and washing walls - you probably will involve
custodial service. Depending on the size of your center, usually two to
four times a week is adequate for this type of maintenance. Since this

- work is done at night when the center is closed, you must pay attention to

the thorouwghness of the work yourself. The service persons should have a
list of the tasks which should be campleted so there is no question, of
responsibilities. :

. For a major effort, you also might want to have a general "clean-
up party” enlisting the aid of parents and units'on your installation as well
as the staff and older children. The center should not be in operation during
such an effort. Because hard work creates hungry pecple, it can be fun to
conbine a clean-up party with a potluck dinner or a barbecue. Many necessary
tasks can be accomplished through such an effort, but it does require careful

18p, Click,: Adminigtration Of Schools For Young Children (New York:

‘Delmar Publishers, 1975), p. 80.

’
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pianm'.ng and organization to be successful - especially if a large group of
pecple is involved. However, the results will be well worth the effort.

Anticipating Emergencies . i

A list of resources such as theplurber, fire department, military
policedeparﬂrmtorrepalrsmcesandtmirpmnmbers shouldbekept
available by the phone in case of emergency.

In addition, the director shculd be'familiar with the on—off con-
trol locations and basic operation of all the center'’ s major systems,
including the fire alarm system, water or gas ly, electrical box.
Coping with emergencies will be much easier you “are prepared.

All operating manuals and warrant.xes should be filed for emergency
repairs as well ag for later reference. 'I‘he file on each piece of equipment
should include the date and place ofpurchase naneandphmenmberof
m:;r shop, dates of cleaning or repairs and specifications of repairs

N /
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READING MORE ABOUT IT BN o

N B
'Rnfollwingsugguudreadingsamtmumduwehaveuudourselmand
which we have found to be the most useful on this topic. If you want to
ﬁscluhbﬂ;ermmymboduﬁelf,thesemuldbegoodadditim:

Auverbach, S. (Bd.) with Rivaldo, J. C(reative homés and centers. New Youk: -

" Human Sciences Press, 1978. < 7 .

’ A\

Butler, A. Early childhood education: Planning and administering programs.
New York: D. Van Nostrand Publishing Company, l9,74.

Cherry, C., Harkness, y, & Kuzma, K. Nursery school and day care centér
management guide. Califomia: Fearon-Picman Publishers, Inc., 1978.

Cohen, M. D. (Ed.). GSelecting educational equipment and materials for
school and home. Washington, DC: Association for Childhood Education
7/ Intermational, 1976. .

Cohen, U., Hill, A. B., Lane, C. G., & More, G. T. Recommendations for -
ohild play areas. Milwaukee: University of Wisconsin-Milwaukee,
Center for Architecture and Urban -Planning Research, 1979.

Day care: Faoilities and eq'uipment. National Day Care Information Centre,
Social Service Programs Branch, Health and Welfarve Canada, Qttawa, -
ntario. , .

Evans, E., Shub, B., & Weinstein, M. Day care: How ‘to‘ plan, develop, and’
opsrate a day care center. Boston: Beacon Press, 1971.

Harms, T., & Cross, L. Environmental pmviéions in day .care. Chapel Hil1,
North Carolina: Frank Porter Graham Child Development Center, Univer- —
sity-of North Carolina, 1977. |

Kritchevsky, S., Prescott, E., & Walling, L. Planning environments j“o'r young
ohildren.- Physical space. Washington, DC: - Naticnal Association for
the Education of Young! Children,'1969.

Moore, G. T., Lane, C. G., Hill, A. B., Cohen, U., & McGinty, ‘T. * Recommenda-
tions for child care centers. Milwaukee: University of Wisconsin- )
Milwaukee, Center for Arch:.tdet:\ne and Urban Planning Research, 1979.

Prescott, E., Jones, E., Kritchevsky, S., Milich, C., & Haselhoef, E.
Assessment of ohild-réaring environments: An ecologioal approach..
Pasadena, California: Pacific Oaks College, 1975.

Scavo, M., Riewald, S., & Diffendal, E. Child environment series - Infant,
Pretoddlen, Toddler, Preschool, School-age. Washington, DC: U.S.

" Department, of the Army, 1979-80. :
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. ‘DEVELOPING ADMISSION
. POLICIES AND PROCEDURES

v Choosing to trust a young child to someone else's *
care can be a difficult and emotion-filled decision. Few
parents who fing themselves in need of child care outside -of
the_home have any specific guidelines to help them judge the
appmpriateness of a particular center for their child's
needs. A very important partwof child care center management
is the responsibility for developing admission pollcles and

taining a smooth process which ensures that bdth the cen-
ter'and the child's‘family know enough about each other to
assure the best care for the child.

T~




CONSIDERING THE NEEDS QF CENTER USERS

The range of child care possibilities available to pamnts varies
,fmcammxtytocammlt.y whatever the reality of the situation, it cer-
tamlylsmstmportantthatboththeparentsorguardiansandtheduld
care professicnals do all, that is possible to assure that each child receives
the best care possible. It is for this reascn that a’center's enrollmnt -or
admission procedures should be well-thought cut and discussed with parents
who are cons:.denng using ‘the center.

Child care really serves two different clientele - it offers a
canmmenceorsemcetoparentswhomymdcorhaveoﬂmrmumﬁxtswt-
side the hame or who need réspite from their child-rearing respensibilities
for emotional ¢r other reasms. It offers new experiences and a caring
environment away from hame for children. Vhen considering the develcpment
of a center's policies, both of these clientele should be considered, and
information shared during the admissions process should cover both of their
interests. For example, for the parents to understand whether or how the
center can meet their own needs, the following kinds of infonmt:.on must be

,availabletotrm ,

center fees, payment schedules and penalties for late pick-up
‘ center houré, days per week, evenings, ovemigfzt )
h typés of care offereqd - full time, part time, drop-in
' ages of children served
meal and. snack arrarigements

opportunitiesior requirements for parents to paz‘tic'ipate

center policies on bmngtng sick chzldren for care, diseiplining
chzldren .

Further, -in order for parents to assess how well the center can
meet their children's needs, they would need information such as:

the center's .ébjectives and phiiosop.hy

the "feel" of the center gained from a tour

the kinds of staff hired and staff training provided
center policies on napping and eating

supportive services offered by the.center

‘ability to accommodate certain heglth probZemg, administer
medicine or provide special duties




. &s thedirector, you will want, to know the parents' or guardians'
. needs and their cbjectives for the child, as well as the child's-ability or
readiness to pa.rtlc:.pabe in the kind of situatior offered by the center.

*  The dectsion about whether or not to enroll-the child at the cen-
ter may not be made on the first visit. Opportunities should be made avail-.
able for the parent and the d@ to talk with you and visit the center
until tl'{éy feel comfortable the situation. v
y R

s

i ASSURING FAIR ADMISSION POLICIES = (-
+ * k..
Eligibility for the use of the child care center.on a mllJ.ta.ry
installat:.on usually is cpen to the dependents of active and retired ser-
vicemermbers and, sometimes, to the dependents or civilian personnel working
“on the installation if cénter space is adequate. Admission is on a first-
came, first-served basis unless the center has same raticnale for special
admission categones For example, if a centet has limited spate, a sibling
of a child already in the center may be given priority ‘over another applicant
80 that the needs of the families of enrolled children can be given priority.
Whenever a child is refused admigsion for any reason, the center staff should
be sure that the reason is legal. Decisions not to admit a child which
could be Justlfledmldmcludetheageofthechlld—toooldortooyourlg,
l’xoursofcaretl'xatdonotflttheparentorguardlansneeds orthemablhty
" of the family or an ‘outside agency to pay fees.

A note is important here about admissicn pol:.c:.es related to chil- -
dren with special needs. The history of child care and schooling for children
with handicapping conditions has, for the most , been specialized care
or neglect which has resulted in isolating chi w1t:h special needs from
the mainstream of society and childhood. Recently, however, there has’ been
a movement to incorporate these children as much as possible into the normal
experiences offered to other chlldren )

However,, neither .the des:.rab:.lity of including children with spe-
cial needs nor this recent movement necessarily prepares a center to do a
good job. Those centers which have ipcorporated children with special needs
successfully, have done so primarily by adopting a, center-wide philosophy
“hat each child and staff member is an individual and, needs the freedom to be,
One successful center that enrolls up to 25 percent of its capacity with
children with special needs has found that paraprofessicnal staff members,
with no special training other than an understanding of what is required by
an individual child, are more comfortable with the mixture of handicapped and
normal children than the paraprofessionals who bring with them more fears about
caring for children who are different. The experiences we have had caring for
handicapped children also confirms this. Like this center, we also have found
that, in general, things that:work with an ordinary child work with a child
with special needs, only you have to think about them a little more. Chil-
dren, of course, .are curious about differences and, once understood, they

)
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learn quickly to hedp the handicapped child with things that;needhelpén;d

to play together on the basis of interests, not physical or emoticnal traits.

* ok 9 -
s

SPECIFYING REQUIREMENTS FOR ADMISSION

Health-Related Admission Requirements ' ,
Every center must have health-related admission requirements or
policies which dictate what information must be provided and by whom before
a child is admitted. Minimally, you must have a statement of consent author-
izing the center to secure emergency medical treatment for the child if the
parent or guardian\ cannot be reached. Frequently this emergency treatment
consent form is canbined on the same form with basic health information,
including dates and types of immunizations which .the child has received. Cen-
" ters often use, the back and front of a 5 x 7 card which includes, in addition
to the information dJ.sc‘ussed above:

names of parents, addresses and phone nwmbers
nwne—and home numbers of child's physician,' nurse or hospital
other person who could be ndtzfzed in parent's absence °

\. child's date of birth.:
allergies, medical problems or spectial needs

These forms should be developed in cooperation with your installa-
tion medical and legal authorities. A spice must be provided for the parent's
signature and the date. If medical records at the hospital on your -installa-
tion are stored by social securltynmber a space also must be provided on
the form for the nurber. A Privacy Act statement is required on forms such
as these. For example:

PRIVACY ACT OF 1974: Authority ‘Title 10 USC 3012. This informa-
tion i8 needed to provide assistance to you and your dependent.
Disclosure i8 voluntary. Failure to complete fom-wilz preclude
assisgtance. '

When completed by. the parents, the forms can be filed in thg child
care center, readily accessible far retrieval by authérized personnel only
when required. Frequent updating of the forms is necessary for infants who
receive immmizations regularly during the first 18 months of life. In addi-
tion, the forms for all ch:.ldren should be upd'ated or renewed at least once

a year. .
Health hwtory or physician's statement. A health form which pro-
vides information regarding illnesses and diseases the child may have or have
had, special needs and the child's general health habits can be most valuable.
Same centers find it useful to obtain and file a statement of health 91gned

by the child's physician who assesses each child's. ability to participate in
center activities and mekes notatlons of any special health needs.

96 ’ _IU"' ./‘
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Other personal information. Same centers, particularly those which
serve the same children on a reqular basis, will keep on file scme information
on the child's background, habits and skill levels. Information of this sort
available to caregivers can assure greater continuity in the way that a child
is treated at hame and at the center. -

For example, at our center, the following form is kept in the
infant and pretoddler sections for caregivers' use. Basic information on the
eating and sleeping habits and other notable behaviors can be very helpful to

[]

caregivers.

L)

CHIID'S NAME . sirthdate .

In aur child care centar, we want to make your child as comfortable and as
~ha;:py'mpz:uj.b].o. Please help us by telling us about your child.
EATING HABITS: . )
Doss your child use: al‘:ottlg | breastfed !
Is s/he on: reqular milk __ formula ___ If so, what kind _°
How often does your child take: a bottle m1lk suice
, Iss/}nalle:gictoanyjuiceorfooda__Cans/hemldabottle
Does s/he self-feed with help ___ eat solid foods
mtt':imd:ess/husmllyeat: breakfast » lunch
t o dinner snacks
Should your child be awakened for feeding yes . no
SLEEP: ’ . .
P Douymz?xildca}wamp___-_whatisthe,qmalsdxedule r
Is your child a heavy sleeper ea.siiyamkened
Is your child accustomad to being hald or rocked.to sleep .
OTHER: *
" Is your child allergic to disposabls dispers )
Coss s/he get Looes bowels often for reasons such as teething, etc.
Does s/he turn over pull wp crawl stand walk‘
Doss s/he climb cut of cribs ' .
Is there a favorits oy or blanket necessary for sleep? .
Isdmmyﬂxinqclamshmldhwtomakayaxrcﬁild's'stayasgleaunt
as possible? .
Thank youl o
. Your signature Today's Date -
’ : ,, . 97
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Some centers request, but do not insist that, parents prepare an even
. more extensive background/perscnal information form on all enrolled children.
Same of the kinds of questions which may be included on such a form include:l

CHILDREN'S BEHAVIOR P/-lTTERNS AND HABITS

what is your child's favorite toy? bock? pet? . person?
Does your child have any particular mannerisms or habits such as
nail biting, thunbsucking, needs a special blanket in order to
. sleep? Please describe.:

Does your child have any particular fears, swh as of dogs, of
sirens? -

Does he or she hﬁ;e nightmares? Please describe.

Does your child use any special words or expressions, such as "wee
wee" for urine, which may not be understood by a caregiver? Please
describe.

In general, how does your child react to anxiety or stressful
situations? Does he or she cry, withdraw, have tantrums?

Has your child had any previous child care or play-group experiences?

Does your child relate easily to other children? Does she/he seek
friendships easily or prefer to be alone?

Has your child had the experience of being cared for by adults other
than members of your family? Please describe.

\ - R PR
What is your accustomed way to reassure and reward your child? -

What is your accustomed'mode of showing disapproval of your child's
" behavdor? , .

What is your philoscphy of "discipline"?
Does your child spffik English? -Any other language? ’
Do you consider your child talkative, quiet or average?

To the best of .ycm.: knowledge does your child have any languade
problems or learning disabilities? . L )

g
" ‘

>

1adapted from E. Evans, B. Shub, and M. Weinstein, Day Care: How To Plan,
Ig(e)gegolzjo., And Operate A Day Care Center (Boston: Beacon Press, 1971), PP.




\

Does -your cﬂild have any .emotional disturbances or physical
handicaps? Please describe.

FAMILY BACKGROUND -
Father's occupation

%

bf:ther' smoccupai;i:on

What is the language predaninantiy spoken in the home?

Please list the names, relationship and ages of all brothers,
sisters and other members of your child's usual household.

Have there been any major changes recently m the family structure,

such as divorce or death? -
{

Have there been any difficulties or crises in your fa.nuly that may
have affected the emotional well-being of your child,. such as acc:.—
dents, medical problems, terporary separations? X
How would you desc:r:.be your child's role in the family? ‘Is the-
child the "good little sister," the "troublemaker," the "¢ne who
gets spoiled"?

SELF-CARE AND RELATED INFORMATION FOR CHILDREN WITH HANDICAPPING
CONDITIONS .
. -Can your child dress him/herself?

How much and what type of help isneéded?

*  Does your child use any special appliances? (wheelchair, braces,
hearing aids,” etc.)

Does your child need help with toileting?

Describe toileting schedule or any special equipment or procedures
for toileting.

Are there any special words associated with toileting?

~Can your child wash his/her hands? Explain procedure.

Does your child have any skin allergies or allergies to food?
Does' she/he requi.re or prefer a special diet?

If an adolescent female, does your child nenstruabe? Does she need
help? 3
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A .
How mobile is your child?

Bow much supervision is requlred"

H*\, Does your child have speech?

{

Does he/she understand langquagh? -’ .

Are there any time limitations wher she/he participates in activi-
ties?” .

Whatever information you require or,recamend keeping at the center,
you should bear in mind that the relationship between the center and a child's
home is a very important cne. Each caregiVer should understand the center's
philosophy of child care and center policies, and should be aware of the
important information about each child for wham care is provided. On the’
other hand, each parent should be made aware of the center's philoscphy and
why information about the child's background and health can help the center
de a better job. , _ - .. .

>

SOLVING POLICY-RELATED PROBLEMS

) An important and scmetimes difficult aspect of the centet direc-
tor's responsibility is handling parent requests for exceptions to center
policies or discussing the possibility of withdrawing or not admitting a child
whose best interests may not be served by your center. Admission and opera-
tional policies are developed to assure.that the center's philoscphy of child
care and the requirements for safe and financially solvent operations are met.
At times, one set of policies may not meet the varied needs and values of the
individual families and children using the center. X is in situations such

. as these that the center director must act as interpreter of center policies

and must work out the best solution possible with parents.

L3

opment module produced by the Military Child Care Project, an entire section
of the module was devoted to Relating To Parents. The purpose of this section
was to give caregivers an opportunity to think through same of the kinds of
situations which may need to be referred to the director for final decision.
Consider the following kinds of situations which have occurred in our center
and which usually require the center director and parents to work out the
soluticons tp?ether. "First, think about how you would handle the situation,
then take a look at our viewpoint. The point that is important here is that
you must be prepared to defend or explain your center's policies and to use
good judgment in handling situations involving parents and their children.

S
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In The "Caring" Role In'A Child Cave Center, the first staff devel- °
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Situation A - The mother of Sarah, « physically small, very
intelligent five year old, pequests an appointment with you.
During your meeting you learn that the mother would like Sarah to
receive occasional drop-in.carve during the day-time hours in your
center, but that Sarah hag a physical handicap which makes

. control of toileting impossible for her. Therefore, she must
wear diapers. Although you think it's important to inelude
handicapped childrén, you are concerned that the five-year-old
section has no facilities for diapering and worried about the
possible negative reactions of the other children. What can’ you

" do? <

Our Viewpoint On Situation A. For any handicapping condition, it
is important that you learn everything possible about the particular handicap.
Talk to the mother fully about what you can expect and the .nild's possible
reaction. In some cases, it is wise for you and the parent to cbserve the
child interacting with other children in the center. It also is helpful to
discuss any special needs with the child's pediatrician. In this situation,
we had two practical options: we could accept Sarah, assigning. her to
receive care in the two-yeéar-old section, where diaper-changing facilities .
were available; or, we-could have Sarah stay with her peers and make an
extra effort to provide the care she required to make our program more
meaningful to her. We chose the latter. Even though she was a physically
small child, it would have been unfortunate to place-Sarah with two year
olds simply because it would have been nore convenient for the 'staff.

Sarah was an intelligent five year old and needed to be with her peers.

With just a little exfra effort, we were able to check Sarah's diaper
reqularly and take her to a nearby section of the center for chanding
diapers. This process was managed easily during the day-time’ operation of
the center by using the "helping hands" of volunteers when any were present,
the cook, or administrative staff for the brief period of time that was
required. Because her diapers were checked frequently and inconspicuously
and because Sarah received only occasional care.in the center, the other
children never were aware of her special need. ’

Situation B - Johmny, a 16-movith-old child, occasionally has

bitten another child in the child care center. At .the time the
biting first started, you met with his caregiver to discuss
methods’'of dealing with hie biting. (Methods are wecommended in
.the staff development ‘modules Caring For Pretoddlers and Caring

For Toddlers). At the same time you discussed your concerns

about the biting incidents with Johnny 's parents. Recently,
however, Johnny has bitten an increasing number of children daily
and the bites ave more severe, even breaking through the skin of
one child. The other children and their parents are upset. What

_ ean you do?




~ .
Our Viewpoint On Situation B. Although biting often is a passing

phase, it cannot be ignored especially if it is causing real physical harm to
other children. If it persists and becames a real problem, as it has in this
situation, our solution with a child this age has been to Suspendjhe child .
as soon as possible fram receiving care in the center for a week or two. It
has ‘been ocur:experience that removing a child of this age from "the scene of
his crime" - so to speak - for a periocd of time will help him to quit biting.
When he returns to the center, he most likely will have forgotten about, or
ocutgrown, biting. However, if the child is biting at hame, as well as in the

. center, special help or more time may be needed. If the parents have been
alerted to the possibility that the child might have to be removed from the
center if the biting persists, they generally can make other arrangements if /\
necessary. Note that it is very important to alert the parents in advance.
Give them two or three days to make other’ child care arrangements. When they
realize this action is in the best interest of not only their child but also
of other children, they usually are cooperative. If they are not, it may be
necessary to remind them that on & militawy installation parents are respon-
sible for the actions of their children.

Situation C - Captain Garrett, the father of Steven, age 8, and

Bobby, 2 years of age, insigts tha# the two boye must remain

together when they receive occasional care in the center. It is

the policy of your center to group children according to their

age or developmental level. However, in past gituations you also

have permitted siblings to remain together; but, usually the older

child stays in the young child's section. Captain Garrett indi-

cates that Steven i8 bored when he must stay with all two-year-old

childpen and he demands that Bobby, his 8o year old, be allowed

to receive care with the school-age children. What can you do? }

’ Our Viewpoint On Situation C. Each situation of this nature, indeed
all exceptions to policies, must be evaluated cn an individual basis. If
the two year old is a physically large child and is accustamed to playing

‘ . with his ¢lder brother and other older children, it might be worthwhile

B cbservirig Bobby with school-age children. Meeting the needs of families

‘ and’ maintaining good relations with parents are important parts of your posi-

tion. But, do reserve the right to move the child to his peer group if you
deem it to be in his best interest. If, however, the two year old is small
in stature and has been quite protected throughout his life, you may have
to insist that your stated policies remain in effect. Explain the reasons
for the policy: a two year old easily could be hurt with a group of
school-age children; the toys and equipment for the older children are not
interesting for a véry young child; there are no diaper-changing facilities
in the school-age section; or, it is unfair to both children when they are
[forced to receive care that is not appropriate to their individual rieeds. In
addition, you might reccmmend that the father allow the boys the independence
of réceiving care in different sections of the center - assure him that you
will observe both children and make certain their needs are being met.

~
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Situation D - Mr. and Mrs. Jackson are new arrivals on 'your !
. installatioh and visit the child care center to discuss the pro-
gram. You inform them of the adnission requirementg which include
_ childhood immunizatidns. They request that the immnization
requirement be waived for their four year old because ‘it 18 'in
conflict with their religious beliefs. What should ‘you do?

.
e b -~

Our Viewpoint On Situation D. It is recamended that this request
be cleared through the medical and legal officials on your installation. It
generally has been our policy to’accept the child after discussing fully the
implications of the situation: if all other children in the center are
immmized, it is their child who is facing.a potentially dangerous exposure
to disease. And, for the child's protection, we 'do reserve the right to
refuse care for the child during any outbreak of any disease reaching epi-
demic proportion. . L

9. £

Situation E - Missy 18 a very active four year old who has
trouble sharing toys. When she doesn't get her own way, her
first veaction U8 to hit, kick, push or punch other children. .
Consequently, Missy often is removed.from the rest of the chil-
dren ‘and made to sit in a "time-out” chair for a while. Her g,
parents have been informed of these actions by her caregivers. ’
Because Missy's behavior seems to be,increasingly dggressive and -
. disruptive, you request a conference with her parents. After you
discuss your concerns with them, they inform you that the center’'s
policy for handling this situation.is too lenient and will never
work with their child. They indicate that the only way' she will
obey. the rules is with good, old-fashioned spankings which she
receives frequently at home. They close by saying that you have
their permission to spank her any time she 'needs it." What can, '
you do or say? ‘ . ~b ]

S

.}

Our Viewpoint On Situation E.- Inform the parents that center poli=
cies prohibit physical punishment and that"you will not Spank Missy. This is
an ideal opportunity for providing scame persopal and cbviously necessary
parent education. Although you can empathize with the ovexrwhelming-demands
made on parents and the difficulties they encounter in raising children in
today's world, it is important that you take time to explain- the reasons for
the center's policy. Frequenteand severe punishment teaches the child hos— °
tility and aggression, anger and resentment. Tough parents or caregivers
. generally create miniatures of themselves - the child will learn to hit in,
the same way that.she has been hit. In other words, it presents the child
with a model of how to act when one feels frustrated and angry. Or, the
reverse may result. A child may become campletely subdued and sulmissive,
timid and scared. / ) .

-
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. The followmg conversation which J.noorporates these ideas may
J.llustrate what we mean: . .

"My, and Mrs. Doe, I understand that razsmg children today 18
" difficutt. It seems like there aven't' enough hours'in the day
to do everything that needs to be done.' Bu%, I do. want you to
know that our po‘wws prohibit physwa’/l pum’é}ment ineluding
spankidg - 8o ¥ can't spank your child. We belicve that spanking
presents a-child with a model-of how ‘to act when one feels frus—
trated or angry.'- In othér words, & child will learn to hit in
- -the same yay she has been hit. Or, perhaps, a@ child will become, .
timid and scared, rather than aggressive, as a result of fre-
| quent, spankmgs We have learmed.that children who haye these
) feelings grow into adults who are etther hgstilé and angry or .
. subdued and submissive. I also believe that you genumely are-
mterested in your child growing into a healthy, happy -adult.

‘ If you'weren't, jou wouldn't even be ’Lnterested in trymg to .

teqch her about.obeying rules." . ) .

-

If the parents seem receptlve near, the end of the conversation,-

‘”you might suggest other resoyrces - social workers, boocks, classes - which

the parents might want to investigate. Mention also that you will cont:.m.e
‘to work with them to learn the causes of Missy's disruptive behavior. Howr
ever, rehind them that if Missy should became totally d:Lsruptlve, you nught o
have to refuse care untJ.l the ChJ.ld receives special help .

~
. S‘Ltuatwn e About mzd-mommg on a Monday, a caregivey ﬁﬂom
. the four—year—old section informe you that she suspects one of

the children im her group has been abused. She relates that the
child seemed sad and withdrawn. In talking with him, she.leaymed
that he had been a "bad" boy and his daddy had whipped him. She
also discovered welt marks on his back which looked like he had
been beaten qeverely with a belt. What should you do?

A

. v >

Our Vzewpozn’t On Situation F. Before a suspected child abuse
situation ever arises, you should inquire about the recommended procedures
for handling it. Contact the agency or individual on your installation that
has been designated to deal with child.abuse€ or neglect. This might be a
chJ.ld protection team, a medical officer, a juvenile officer of the military

.pollce, or a social worker. They should give you detailed instructions on

" how to handle suych situations. Because the procedures may vary fram one o
installation to.another, we cannot make specific recammendations here. -How-
ever, it is advisable for you to talk with the child and/or cbserve any marks
on the child yourself follow:.nq a report by a caregiwver. Keep in mind that
an overly-protectlve caregiver sametimes can jump to false conclusions. ,
Then, if‘'you believe the child may have been abused, you must report it, fol-
lowing the established procedures. of your J.nstallatlon A

4



- Although there is no one right method or set answer for dealing with
these kinds of situations, our responses to each may reveal scme of the consi- '
derations that we go through in attempting to meet the needs of the families
and children we serve. It must be stressed that each situation of this nature
must beé dealt with on an individual basis and in lm% with your installation's

policiessand regulations. .-

. It also is important to be aware of the feelings parents may be
having when they do came to talk to you. They may be feeling angry, resent-
ful, frustrated, rushed, fearful, apprehensive, tired or helpless. In
order for any true commnication to take place between the two of you, it
often is necessary for these feelings to surface before the parents -actually

" can discuss any sensitive situation. Keep in mind that you indeed may be
discussing samething which no one else ever talks to them about. Establish-
ing and maintaining eye contact are important partsyof this process. So are
your gestures and facial expressions. Think about who you would prefer to
talk to: a friendly-looking person with a smile and a relaxed posture or
a stermn-looking, arms-crossed-in-front-of-chest, frowning person? Cbviously,
we all send certain "messages" to others without even saying a word. Be aware

* of the. non-verbal messages you send! . ’ - .

A

-

In entering discussions of this nature, you always must assume that
" the parents do care about their child. You can't be supportive of the
child if you-are not supportive of the parents, also. Recognize that all par-
ents have needs that must be met before they can meet their child's needs..
So, if you're going to ask parents to meet theigccéild's needs, you must be

willing to attempt to help the parents resolve of their own néeds.
. A} -~ . . e
: What is important to rena'nbér is that previding‘child care involves
values at every point. How children are dresséd, how they eat, what they
eat, how they, are disciplined, whether they should be immunized, whether it
is better to' group children with other children of the same age or develop-
mental level or better to let children. of various, ages learn from each other -
all are questions which are handled, in many different ways by parents around
_the wofld and within the United States. It is perhaps most important to be.
aware of your own values which are incorporated in your’ center policies,
and be prepared to explain them to families who may not share them. It also
is important to be able to justify why your center policies support certain
values and be sure that these values do réflect the commumnity which your cen-
ter serves as much as possible. Joa ’ )
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are those which we hyve*used ourselves and.
useful on this topic. If you want to,
bockshelf, these would be good additions:

A gutide for teacher recording in day care agencies. New York: Child Wel-
fare League of America, Inc., . 1977.

Austin” Association for the Education of Young: Children. Ideas for learming
envirorments. Washington, DC: National Association for the Education’
of Young Children, 1973. L : :

Cherry, C., Harkness, B., & Ruzma, K. MNursery school and day care cedter
~management guide. California: Fearon-Pitman Publishers, Inc., 1978. -

Evans, E., Shub, B., & Weinstein, M. Day care: How to plan, develgp, ~and
operate a day care center. Boston: Beacon Press, 1971. .
. N
Granato, S., & Krone, E. (Eds.). Seriing children with special needs. . Day
* Care Bulletin No. 8 (OCD 73-1063). U.S. Department of Health, Education
and Welfare. Washington, DC. ’
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CF CHIIDREN IN CARE

.

) Centers which are health and safety consclous are
facilities to which parents will feel secure to bring their
children for child care. Children, too, will feel more at ease. -
When children and their parents are reassured by sound health and -
.+ safety management, your center is more likely to develop a reputa-
tion as a facility that provides. quality child care.

o
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* ESTABLISHING IMPORTANT HEAL'IH-'REIATED POLICIES

In order to protect the health of all children and caregivers in a
child care cgnter and be able to respond effectively in tjmes of medical
emergency, every ter should have a formal set of health-related policies
which cover such things as procedures for staff to follow in times of medical
emergency or sudden illness; policies covering whether or not children who
have colds or minor illnesses can be admitted to the center and when such
children can return to the center after an illness; a policy about admini-
stering medication to children;, procedures for staff to follow in report:.ng
accidents, illness or suspected child abuse and caregiver health care require-
ments. Medical consultation should be cbtained when developing center health
policies. Your installation medical and legal authorities will be glad to
cooperate in develcoping these pol:.c:.es and -procedures. s«”’«,

t

P ~ -

Medical Authomzatwn And Physwzan 8 Statement

A parent or guardian consent form, authorizing the center to
secure emergency medical care for a child if the parent cannot be reached,
should be on file for every child in care. In addition, a requirement for B
admission for many centers is a physician's statement of same sort which »
includes at least a child's immmization record and notation of special
medical problems, if any.

Daily Health Check

Policies regarding the admission of a child who is brought from
hare already ill or injured should be established. Not all parents are
always as careful as they should be about cbserving your rules, so you and
your staff will have to be on the alert for such things as a cough, a stuffy
nose, or a limp. Same centers have available a nurse or health official
who can check the children as they come in. While hiring a nurse full time <~
would be ideal, especially in a center that provides drop~in care, the budget
may not be able to accammodate such an expense. Nevertheless, some sort of .
health check should be made by sameone on the staff whenever a child comes
to the center.

Administering Medications N

Under no circumstances should you give medication of any kind to a
child unless you have approval of the medical authority on your installation
and a staff member who is trained and qualified to do so. If the medical
authority gives approval for the administration of medication, they also *
will give specific guidelines to follow which might include requirements
such as:

The medication must be in the original container®and labeled’
with the child's name.

\
A note cn letterhead from the doctor authorlzn.ng the, administra-
tion of the n'edJ.catJ.on and detaJ.lJ.ng how it should be done.

A pmver—of~atbomey fram the parent giving mstructlons and
authorization.

<
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. Procedures For Handling Medical Emergencies

\ In addition to assuring that a medicdl authorization is on file,
every center should develop procedures to be followed in case of sudden
illness or accidents. For exa}rple, when a child appears to be sick or seems
td be nmning a temperature, the parent should be called and asked to take
the child hame. : . ) .

Most child care centers cannot provide adequate care for the child
who is ill. An-isolation roam should be available in the center for the
temporary care of such, children until they are discharged fram the center.
Do not tell the child thathi§orherparentsorgua.rdianswillbecaning
until after the parents actually have been contacted. While waiting, keep
the child as comfortable as you can. Do not react negatively to the child
about the accident or illness. Simply be reassuring and supportive.

Readmission Policies

) No child should be allowed back in to the center until written
clearance has been given by a physician. This would apply as much to serious
accidents as it would to illnesses., Parents cannot be the only individuals
who determine if it's safe for the child to return to your center.

Procedures ‘For Reporting Accidents Or Illnesses L

A procedure for reporting accidents or illnesses should be developed
as a part of the child health policies. 'An accident or illness report should
. be campleted by the caregiver in charge whenever an incident occurs at the
center - bites, falls, scratches, vomiting, fever - all should be reported
however "minor" they may seem. .

The information needed on such a report would include the date,
name of the child, roam, description of the injury or illness, how it
happened or was observed, place and time, action taken and by wham. When a
child is hurt by another child, do not list the name of #he child responsible
on the form. The caregiver in charge at the time should sign the report,
along with the director of the center. A copy of the report should be .

. retained by the center and discussed with the parent or guardian who picks
up the sick or injured child. It is a good idea to have the parent or
guardian sign the form, simply to acknowledge that she/he has been notified
of the incident. Any accident or illness which you do riot know how to handle,
‘or which you feel requires immediate attention, should be reported to the pro-
\ per authorities at ance. , .

Maintaining Records That Reveal Center Health Patterns

The director who keeps close track of daily attendance of both staff
‘and children can better anticipate the needs of the center and can spot pat-
terns which may require attention. One valuable use of such records, when
the reascn for absences are recorded, is the ability to spot center health
_ patterns. With daily records, patterns of spreading infections can be
detected. illnesses are reaching high proporticns, the health nurse or
scme other health care professicnal may need to be called for consultation.

-
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Procedures For Reporting Child Abuse Or Neglect

During the process of daily cbservation of children you and your
staff will be confronted with the matter of child abuse. There are many
reasons why child abuse occurs, but it is too complicated of an iSsue to
discuss in length here. What does need discussing, kmrever, are the kinds-
of abuse that do occur and what the child care center's role is' in helping
to prevent and report suspected cases. There are baSJ.cally four categories
of child abuse - physical/non-accidental mjury, sexual molestation,
‘emotional or verbal abuse resulting in mental injury, and neglect.

Physical abusé is the easiest kind to identify and prove because
of the visible signs which are there to tell the tale even long after the
actual abuse has taken place. Examples of physical abuse may be severe
spankings or pulling a child sharply by the arm. Sexual abuse is using a
child »for sexual gratification. It could be anything from exhibitionism to
rape. Bmwticnal abuse is extreme adult behavior that places unreasonable
demands on the child. Constant teasing or lack of love are examples of
mental abuse. Neglect is the failure of an adult to provide for the basics
in life such as food, clothing and medigal care. .

It is a fact that the center is cbligated to report all suspected
cases of child abuse. This means that the caregivers, who are in more
direct contact with children each day than even the director, also are =
responsible to report their suspicions to the director. The director then
would make the official report to the proper authorities. .

For the purpose of reporting cases of abise, caregivers and
directors alike should know how to identify possible abused children. Chil-
dren who are shy, withdrawn or very quiet may be®rictims Qf abuse. Very
nervous, aggressive or destructive children may be acting out pain that has
been inflicted upon them. An injury that has no ‘explanaticn such as a bumn
or a black eye, repeated bruises and marks on the same child over a period
of time, or a child who complains about being hit at home are all possible
cases of child abuse. The child who is always hungry, who wears soiled,
smelly cldthes or whose hair is tangled and .uncorbed could be a victim of
neglect. Sametimes the child who is not properly dressed for the weather
oould be suffering from neglect. Anything that is indicative of less-than-
proper care for a child should be investigated. Certainly, when parents
show little concemn for their child's prcblems, they are not ‘able to ade-
quately explain an injury, they cannot be found or they bring a tfird
party into the picture, you can be confident that all is not as it should
.be for that child.

Scme good references on the issues of child abuse and neglect
are The Battered Child, Helping The Battered Child And His Family, Wednes-
day's Children: A Study Of Child Neglect And Abuse, People Are Not For
Hitting, and A Self-Instructional Text For Head Start Persomnel: Child
Abuse And Neglect. ‘ |




Staff Health Policies

It must be recognizéd that the state of health of the caregivers
ard other personnel working in the center should be as closely monitored as
the children's health. 2dults who are running a fever, have a runny nose or
who are injured have no place in direct contact with children. Physical
exams and tests are a must. Their medical history and present health status
should be known. Persons who can be contacted in case of an emergency or
the name and phone mmber of a physician also should be available.

— ~ 7 Realize, too, that you and your staff will need time to eat, rest
or take a break during the day. Have enough staff on hand so caregivers can

- eat without intermiption and attend to other personal needs. A separate staff

" lounge is needed as a "get away" spot. )

ENCOURAGING HEAL’I/H EIIEATION

-

N

Train Staff To Spot Health Problems

) Y Child care centers around the world have cbserved and detected
Hbalth care problems in many children. Without detection, many problems would
go untreated. Such things as malnutrition, learning disabilities and even
urder-immunization have been identified and consequently treated as a result
of children entering child care centers for the first time. For this reason,
the center must nOt take its role casually when it comes to the overall health
care for each child in the child care program. It should be center policy '
to make caregivers aware of the major signs of developmental difficulties or
potential medical problems. Screening children for possible health problems

is an dimportant part of the child care program. ‘ .

Ohe of the best methods to use in identifying health problems is
through the direct observation of a child not only on a one-to-one basis
but within a group of other children of the same age. Observe children for
signs of hearing, speech or visual difficulties. Watch for children who show
signs of physical underdevelopment. Note those children who constantly have
trouble in groups of others their own age.. Be aware of those children whose
feelings are very easily hurt or angered by others. A director anfl staff who
are keen observers are able to add significantly to the health information
available on a child. Some centers go so far as to use dbservation forms,
requesting that caregivers routinely make daily observations of each child
cared for regularly in the center. In this way a systematic program can be
established whereby a child not only receives treatment for health problems
that may arise, but the progress a child is making over a period of time also
is noted through periodic observations. ‘

Include First Aid Training For Staff’
A goéd health program should include first aid training for staff
and teaching good health and sanitation habits to children. If regulations

do not require that at least one person - if not all full time staff members -
has first aid training, consider making it a rule of your cwn. If necessary,
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e it self to study first aid and provide training right in the
?éknter étupgntafy?li\eetings'. There are those who would argue that an ounce of
prevention is worth a pound of cure. No one would suggest that a center
should not do all it can to prevent accidents in the first place. But,
realistically, no matter how careful we are, accidents are bound to occur
from time to time even in the best centers. ’ '

 First.aid is just what the term inplies. It is basic treatment
““given until professional help can be obtained. Any attempts to do more are
not only foolish but ddngerous as well. While there has been an improvement
in the overall death rate among children, accidents still account for the
greatest number of deaths that do-occur. Children can fall from very safe
equipment and break an arm or a leq, suffer head or chest injuries and
receive cuts, bruises, nosebleeds or sprains. They may burn themselves
during a cooking project, choke on a piece of food at lunchtime or poke
objects in each other's eyes, noses or ears. Children are known to suffer
from heart failure, sunstroke and heat exhaustion. They can get frost
bitten, stung by an insect, bitten by an animal or another child or eat a
poison weed. Consider whether or not you would know what to do in each of
these instances and then ask yourself if you feel there is a need for first
aid training in your center. .

. There are many sources through which one can obtain first aid
training and/or information. The American Red Cross offers excellent,
inexpensive or free courses on first aid training and is more than willing .
to come to. your center at your convenierce and give instruction. There are
same good publications available on first aid treatment. One such book
titled 4 Sigh Of Relief, by Martin I. Green, contains good illustrations
along with written instructions for proper.first aid in a wide range of
situations. Through first aid training you and your staff will learn how to
give artificial respiration and which of the various methods are appropriate
to an infant, a young child and.an adult. There are also certain types of
injuries in which some types of artificial respiration are less helpful than
others, Depending upon the chemical or substance a child may have swallowed,
1t may or may not be safe to induce vomiting. There is, indeed, much to be
learned in the area of first aid treatment. ‘

Involve Children With Good Safety And Sanitation Habits

* Teaching good sanitation and safety habits to children will help

' prevent scme illnesses and injuries that often are a, result of carelessness
and lack of cleanliness. Children should be encouraged to wash their hands
and face before and after eating and to brush their teeth when old enough to *
do so. They should be taught to keep water in the sinks, flush toilets,

and, when older, to clean around the sinks when finished. Children can

learn to cover their mouths and noses for cowghs and sneezes. They can

learn to desposit trash in‘the waste containers and help keep the center

neat and clean. They should learn to pick up toys, return equipment to
storage areas and-follow rules when Using equipment.

P

A

‘ It is important to teach the whys along with the hows. When chil-
dren understand why it is important to wash their hards, brush their teeth or

~
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follow rules, they are more eager to do these things., Children are further

encouraged.to learn good health and safety habits when child-sized furniture.

bathroom fixtures and eating utensils are available for them to use. Since

___they are just fearning thése routines, the schedule must allow extra time for
the campletion of a meal or cleaning up. ‘ .

Make Center Sani’tation,A High Pribrity

The center can further foster good sanitary habits by keeping the
bathroams neat and clean. They should be cleaned with a good antiseptic
daily. Any time a ‘child has an accidént in the bathroam or “misses” the
toilet, the area should be cleaned at once. Any and all materials used on
the body or in the bathroom should be disposell of or put out of reach until
it can be properly laundered. Each child receiving daily care ‘should have his
or her own toothbrush. Togthbrushes should be stored separately so they can
dry. 'Never store them in one group container or containers which do not
have air holes. Names on toothbrushes help to identify one from another as
does color coding. Keep the number of children in theé bathroom within safe
limits. .

. . There should be &t least three feet of space between cots. Children
should sleep head to foot for fewer distractions. Blankets, cots, sheets and
any items used for resting must be marked and under no circumstances should
one child use ancther's. If and when they are changed fram one child to
another, they must be sprayed with a disinfectant or, if a washable item, pro-
_perly laundered. : '

Tables, dishes and eating utensile”should be sanitized properly.
"Food sanitation practices should be followed closely. Anything the center
can do to help children learn about the,importance of cleanliness will
reduce health problems in your center and at home as well. Involve parents
in your health education program. Let them know your goals and encourade |
them to further support the program when the child is away fram the center.

Take Advantage Of Available Professional Help

The social welfare department or staff psychologists on your instal-
lation are there to assist yol and your staff with' children who are in need
of special health care. Do not hesitate to avail yourself of their services.
They can make health care and planning much easier and more effective when
they are included in your program. Many national organizations are pleased -
to be of service through their branch offices upon request. For instance,
contact the Epilepsy Foundaticn of America or the Asthma and Allergy Founda~
tion of America for information and help ‘with children who have these :
special health problems. Parents, too, will appreciate the added effort the
center goes to and will be reassured by it. A good director knows that
quality child care is a profession that demands the input of professionals
from all areas. Such resource persong also may be needed when {ou encounter
children with special problems. At sdme time or another you will most likely
have children in the center who have épilepsy or severe hearing or visual
handicaps, who are confined:to wheelchairs or who live daily with a host of
.other special problems from childhood asthma to a terminal illness.
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DEVELOPING POLICIES TO ENSURE CHILD SAFETY - - — ~

There are many aspects of child care programs_whic':p oould involve
a potential safety risk for children in care. "It is critical that a center .
have policies which anticipate and prevent as many safety hazards as ?ossmle
and which permit staff to respond effectively in case of a disaster, such as
a fire, which threatens the safety of the children. Safety issues yhlch
need to be cansidered in policy-maeking include who shall be permitted to
pick up a child from the center; what to do in case of fire, power failures
or natural disasters; how to ensure that the facility and equipment are kept
in safe order; or if the center provides any transportation, how to assure
transportation safety for staff and-children.

~

. Releasing Children From The Center

One of the first safety policy considerations should be the .
development of a ¢hild pick-up policy - a policy which clearly defines who
is and who is not allowed to take a child from the center. Under no circum-
stances should you allow anyone other than the parents or guardian to take a
child from the center unless you have” legal clearance. This can be a risky
business when drop-in care is offered because it is difficult to get to know
the faces and/or voices of people who bring a clild to the center infrequently.
Most centers adopt a procedure of sign—in and sign-out, which is helpful.

Be aware that you can be given all kinds of logical reascns why

. parents cannot be there to get their own child, but in this day of child
custody disputes and political kidnapping, your policies for removing
children from the center should be firm. Certainly no child should ever be
accampanied home by other young children or permitted to leave the center
alone. Make sure that families clearly understand the pick-up policy and
that they adhere to it withbut exception.

Procedures For Preventing And Responding To' Emergencies

Fires, power failures and natural disasters such as floods, hurri-
canes, earthquakes, tornados, blizzards and many others do occur often
enough that you and your staff need to be prepared.’ Expect the unexpected.
Sare emergencies will'require the evacuation of the building, others will
not. Check with those authorities on your installation who can instruct you
in the correct way to handle each potential disaster that could occur. They
can help you establish procedures and design evacuation plans in the event.
‘samething should go wrong. Evacuation plans must be posted in each “room.
Not only do you need to know what steps need to be taken, but you and your
staff should practice during working hours frequently enough so that every-
one will know what to do without any loss of time should the real thing
happen. You can take certain precautions such as listening t® weather
alerts in your area should conditions be right for a blizzard or a hurricane.
Do not allow children outside to play an extremely hot, humid days when
over-exertion or heat-exhaustion could occur. Wind-chill factors are very
dange;ous if not observed closely, tco. Use your common sense and be alert




to situations that could pase a threat to the safety of the adults and
children who depend on your 'good judgment. . ’

Since we cannot give safety and prevention tips for all possible <
disasters that could occur, we have chosen that of fire for discussion here.
Consider the following facts which make fire a topic of real concern:

The U.S. has the poorest fire safety record of any of the so-caJ_.led
developed nations. Public buildings and homes generally are built
for comfort and not for safety.

In almost any fire those persons inside have no more than three min-
Ltes in which to evacuate or reach safety outside. In that amount
of time smoke can make staying in a building very uncomfortable

and subsequent evacuation, very hard because of stinging eyes, noses
and throats.

Fire fighting and rescue squads are trained to save the greatest
number of lives possible in the, time available for rescue. This.
means that those persons who ar€ able to walk on their own will

be evacuated first. In the child care center this would be adults,
school-age and preschooi children::.If time permits, those who are
learming to walk - like toddlers and pretoddlers - would follow.
And, if time has not run out, those who cannot walk - the handi- .
capped and:infants - would be the last to leave.

Think about the implications of these facts and you will be con~
vinced that fire prevention and safety should be a real priority ccheern.
It seems clear that if children who are just beginning to walk or don't walk
at all are to éscape, the initial responsibility must lie with your staff.

Buildings can be designed and built with materials and equipnent
that can make fires very unlikely or at least easy to bring under coritrol.
However, in many military camunities the child care center may very well be
housed in an older building which was built long before fire retardant mate-
rials were perfected and certainly at a time when no cne ever dreamed the )
building might someday be used as a child care center. So when working with
older buildings, equipment such as fire alarms, extinguishers and sprinkler
systems are a must. It may take a good deal of money to install proper
fire doors and even evacuaticn routes, but such considerations must be given
top monetary billing. There should be resource persons who can best advise
you on what needs to be dne to the building to make it as safe as possible.

.. Child care centers should have regular fire safety inspections to
make sure all possible fire hazards are eliminated. Make sure exit doors
and locks work. Clear all evacuation hallways and stairwells. Keep a fire
evacuation plan posted by the door in each rocm. Be sure fire alarms,

lights and sprinklers are in operating condition. Remove combustible mate-
rials - trash, rags, flammable liquids - from the building. Check electrical
outlets for overloading and appliance cords for cracks or other signs of
wear. The heating, ventilating and cooling systems must be in gocd condition
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and free of lint, dust and dirt. Quiz the staff to be sure, they know fire
safety rules and that they know how to use an extinguisher. With assistance
from the fire department, have each staff member practice using a fire extin-
guisher. It is one thing to know how to use an exfinguisher, but quite
another, to actuaflly do it. Incidentally, how long has it been since you
used one? : ) T ‘ .

_ "It goes without siying thats"practice makes perfect" - even in fire
drills. Consult with the fire department when planning your evacuation pro-
gram. Have them help during fire drills. They can point ocut weaknesses in
your center.” Hold meetings with your employees and discuss fire safety prob-
lems. Have drills during inconvenient hours such as meal or nap time. A
fire does not care what time of day or night it is or whether children are
sleeping. Have a method of accounting for all children once outside and a
procedure for keeping them tpgether. Have a search plan for locating, missing
children. wWhen smcke is present note that children often hide in closets,
under furniture or rugs, behind doors or in any crawl space they can find.
Have a good fire education program which involves the children as well as the
adults in the center. Remember, whether it is a drill or the real thing,
children are affected by how the adults around them respond. When you and
your staff are calm and confident, children are reassured.

/ .
Procedures For Ensuring That Facility And Equipment Are
Madatained

The entire center needs to be checked continuously, not just by
installation authoritie$ who are assigned this duty, but by the center staff,
too, to make sure things are maintained in safe condition. Conscientious
caregivers should be encouraged to report any actions or things which are a
threat to the health and safety of those who work amd play there daily. A
suggestion box in which staff and parerits can deposit comments anonymously is
very uséful. These matters can be discussed at staff meetings and/or
handled at once, if appropriate. ' '

When problems are brought to your at\:tention, either from fmeetings,
the suggestion box or your own observation, correct them immediately. If
a piece of equipment is in need of repair, have it fixed or remove it fram
the scene until it can be fixed. Bquipment which is in an unsafe condition.
is a prime candidate for accidents. Develop a safety checklist and follow
it closely! .

Check the people. See if children are unattended, roaming in areas
where they are not allowed or engaged in dangercus play. Count the number °
of adults to children present to determine if the adult/child ratio is ade-
quate. Note if children are hurting one another or if they are properly
clothed. .

-

Check th? surfaces. Be sure the floors are not slippery from wax,
sand or water and that they are not cluttered ar dirty. Note if the play-
grourd is covered with ice and whether or not there are hard surfaces under
climbing or swinging equipment. Keep hallways free of clutter and doorways
free of dbstructions. Repair or replace broken or worn equipment. Consider
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. whether the equipment and materials actually are apprppriate' to the age‘of )
children using them. Wath for nails, screws, sharp edges and points. Make
sure no lead-based paint has'been used in the center. . B

Check the heat and water. BAll heaters, fireplaces, radiators ard
other heating units must be covered. Control knobs should be out of reach <
of even the most enterprising youngster. Take the temperature of the water
coming through the faucets in the toileting, washing and drinking areas to be
sure it is not too hot or too cold. Water play of any kind should be well
supervised. Fill in potholes in the playground that could hold rain or melt-
ing snow.-

¢

¢

. % Check the toileting and eating facilities. Note cleanliness of the
general area and odors which are present. Have adeguate garbage ar trash
disposal tnits. The cook's appearance should be clean and tidy. Watch for
signs of insects or rodents. Cbserve the placement of cleaning agents and
other dangercus items - whether they are left lying around or in closed, locked
cupboards. , , .

Check the lighting. All areas should be well lit. Electrical
codes must be strictly adhered to and electrical outlets either placed 48
inches from the floor, covered or equipped with a safety device. Perhaps )
a combination of all three would be best. Emergency lighting, in the event ‘
of a power failure, should be available. You probably can add many items to .
this checklist. Make up your own or use a good one fram the resources listed
at the end of this section. The best way to know if your center is safe for
staff and children alike is to routinely get out the checklist and go over it
thoroughly. In addition, keep a watchful eye and an attentive ear to what
goes on each day in the child care center.

Transportation Safety Policies

) An area of safety that should be of concern to the center is .trans-
portation.- To what extent the center will be involved in the actual transport
of children - either on foot or in vehicles - will depend upon the policies
and program adopted by that center. Should your center find itself in a posi-
tion of transporting children away fram the center, be sure the vehicles meet
safety requirements. Such excursions also must be very well supervised by
center staff. To whatever degree the center involves itself in the trans-
portation of children and/or staff, know the legal considerations that go
along with that responsibility. '

In selecting a driver for transporting_children and staff, be sure
that the individual is able to deal with young children. All drivers, should
be over 21 years of age and have had at least five years of safe driving
experience. As a center representative, the driver 'should be neat and clean
in appearance and able to drive under stressful conditions. Before any trans- ° .
portation program is undertaken - regardless of how long or short temm - check

military regulatioms.
s
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READING MORE ABOUT IT

I?afolladngsxggestedreadingsaretmsevmichwehaveuéeda;rseivesmﬁ
michwehavefamdtobeﬂ)emstusefulmthistopic. If vou want to
include other resources on your bockshelf, these would be good additions:

Averbach, S. (Ed.) with Rivaldo, J. Model programs and their‘ components. ,
New York: Human Sciences Press, 1978. ' o

~

“Comnittee on Accident Prevention, American Academy of Pediatrics, Evanston,
I1linois. Protect your baby - Birth&6 months, 1974; 7-12 monthg, 1974;
Protect your child, 1-2 years, 1974; Keep your baby safe, 2-3.years,

1974; Teach your child to be safe, 3-6 years, 1974.

Evans, J. (Project Director). Chi¥i Health and Safety Series, Child Develop~
ment Program Division, Texas Department of Human Resources. Austin,
Texas: Soutlwest Educational Development Laboratory, 1977. ° Health pre-
cautions, Module II.% ‘ r

, When a child is sick or hurt, Module ITI.

» Emergency child aid, Module VI. .

Greeef, M. I.. A B8igh of relief. New York: Bantam Books, 1977.

Hendrick, J. Chapter 4: Development of the physical self. The whole child.
St. Louis: The C. V. Mosby Campany, 1975. ' - ,
= L

It hurts when they cry. Washington, DC: U.S. Consumer Product Safety Com-
mission, 1976.
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: ’ . ' FANAGING A CENTER'S
: . . ~ FOOD SERVICE AND
: NUTRTTION PROGRAM

-

" Tf food is a part of the child care program, food and

'+ rnutrition management must be given high priority. This not only
means priority in terms of time and energy but in terms of money
or budgetary allowances as well. Same may wonder ‘why so much
emphasis 1s glven to food and nutrition management. Without a
doubt, when poorly managed,-the food program can spell’ immediate
financial disaster for any center. A sound nutrition program
and a well-managed food service are essential to any quality
child care center. In addition ‘to providing good food, sound
nutrition and a pleasant atmosphere, the center's food services

- ‘program involves not only parents, but the training of teachers

or caregivers to suppart children's. physical and emotional .
development where eating is concerned. Food, whether brought
from hame, catered or prammed and prepared at the ¢center, is an
important part of the overall child care progranm.

]
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- . CONSIDERING THE CENTER'S IMPORTANT ROLE IN- NUTRITION

g

From a nutritionist's point of view, the United States recommended
daily allowance - or U.S.R.D.A.'s - are those amounts of foods or nutrients
established by the Food and Drug Administration as necessaty and vitai to.
support and sustain normal growth and development. While R.D.A.'s are based
on a variety of factors including age, the actual percentages of the R.D.A.'s
provided by a center for any given day would be the same for all. Wwhen a
child is présent in a child care center for six to eight hours each day, the
¢center provides that child with cne-half to two-thirds of all nutrients
which he or she will receive in a day. For children who are present for
loriger periods, the nutritional contributién by the center may be ‘even
higher.  Indeged, this is a tremendous responsibility thrust upon any center
and it becomes an obligation that cannot be treated lightly. Research has
shown that if the nutritional needs of children are not met during the first
six years of life, they will have lower intelligence, lower resistance to
disease, and generally poorer physical and mental health throughout life.
Children who are well-nourished are energetic and eager to léam. Children
who are poorly nourished are restles$, apathetic and inattentive. They
cannot concentrate or learn well. In essence, the child care center simply
must not talk about good nutrition and the importance of food, but it must
serve as an example as well.

From a child's point of view, mealtime not only provides for

. individual nutritional needs, but it is an opportunity for educational,

emotional and social experiences, too. The young child, with help, soon
will learn about different foods - how foods are grown, stored and prepared.
He will carry on conversations around the table, enjoying the company of
other people, and will learn what manners or behaviors are socially accept-~
able and what are unacceptable. He may even make emotional associations to
specific foods and/or meals in general as a result of these various experi-
ences at the table. When meals are enjoyable, happy and peaceful times, the
child will look ypon foed and everything related to it in a positive way.
Singe the child is not born with his food likes and dislikes, good table
manners and the ability to feed himself, his eating habits are formed grad-
ually by experiences directly and indirectly with food. Therefore, the food
and nutrition program in the child care center has a highly influential role
to play in teaching the child early in life to eat and enjoy a wide variety
of nutritious foods. Only through efficient management practices will a
center be able to meet the nutriticnal needs of children.

Management of a center's nutritional prograp involves the following
aspects: . T

Designing The Kitchen And Food Storage Areas

Planning Menus And Purchasing Food

Preparing Food

-

Managing Meal And Snack Time

Cleaning-Up
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Even if total food service is not a part of the child care center ‘-
program, the center will be involved in each of these aspects to scme degree’
at one time or another. Children will have to eat and/or be fed while at the
center even when meals and snacks are brought from hame. Although food,
brought from hame generally is discouraged, it may be necessary and/or desira- .
ble in some child care centers. As the director of a child care center you
may or may not have a dietitian and/or a cook who can plan, purchase or pre-
pare the food for you. So be prepared to handle these tasks by yourself.
You might have a morning-only program folldwed by an afternoon program where
you.serve cnly snacks. Or you may have a full day-program ccmplete with cne,
two or even three meals and all the snacks in between. In any case it will-
be your responsibility to see that all regulations are follcwed, including
the health, hiring, purchasing and sanitation requirements for staff, equip-
ment and facilities involved in the food service program.

/\“"“&‘

Planning the kitchen and purchasing equipment is a vital part of
the food service program. Cooks are able to perform their job better when
they have a kitchen which has been well planned with the necessary equipment
to make food planning, purchasing, preparation, feeding, clean-up, receiving
and storage efficient and effective. - ‘ C \

Selacting Equipment To Meet Your Needs .

First, let's lock at the equipment that would be absolutely neces=
sary:

Refrigerator. Even if meals and snacks are brought from hame or
catered, a refrigerator would be cne piece of large equipment needed to keep
food and formila chilled. Frost-free models use more energy or electricity,
so they cost more not only to run, but to purchase, also. However, they do~
not require the time needed to defrost as do models which are not fmstzfree; ’
Sink. A sink with hot and cold water and counter space on both
sides would be required. . . ~
. Hot plate or oven-broiler. You would need an oven-broiler for R
those children who bring chicken to heat, cheese’sandwiches to tpast, or main
dishes to warm. The size and/cr number of these various pieces of large
equipment will depend on how many children and ‘how many meals actually are ;
. served and who prepares or. provides the food. .
. Range. Whenthecenterisinvomedinauotalfoodservicepro-
gram - planning, purchasing and preparing - a standard sized cooking range
is a must, with burners on the sor and at least one oven<broiler unit. If
the center is a large cne, more than one range - or camercial cooking equip-
ment - might be needed. Ranges, 1ike all other appliances, have many differ-

¥

ent features. The more features an liance hdg, the more expensive it will
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be. Detem\inewhidafeaturesampracticalandnecessaryinach;':ldcérecerr
ter. Do not spend money unnecessarily on features which are not needeg.

Freezer. A freezer can be a very handy appliance to have if the
budget permits. Many varieties of foods can be purchased when on sale and
stored for lenger pericds of time in a freezer. Setting the freezer at 0°
and keeping it more full than empty will better preserve the quality of the
items frozen and reduce cperating costs. Upright freezers take less floor
space than chest type, but do not hold as much food and are scmewhat more
costly to cperate, too. , . ’ ¢

, Dishwasher. A dishwasher is an item that requires thoughtful
budgetary considerations. If the center financially can justify the expense
of a good camercial wnit, dishwashers save time and do an excellent job

» sanitizing dishes and utensils.

12
2 The decision to buy camercial appliances or hame-type models will
depend on the amount of money available to spend, the size of the center and
the actual yse expected,of any appliance. Smaller electric appliances such
as fry pans, blenders, mixers, can openers and so forth are all possibilities.
Surely, same would be more essential and more expensive than others, so care-
ful planning is essential. In any case, all potentially dangerous equipment
should be purchased with safety features in mind because children may wander
into the kitchen with or without adult permission.

As for the smaller equipment or utensils needed, most kitchens have
the same requirements. Go through your own kitchen at hame if you are at a
loss for what things need to be purchased for the center. The more cbvious
things are mixing bowls, measuring cups and spoons, muffin pans, cookie ‘
sheets, cake and pie tins, beaters, mixing and serving utensils, deep kettles,
pots and pans, casseroles, child-sized dishes - the list will be as long or
as short as your center circumstances demand. When serving as many meals to
as many children as we do, much of the equipment purchased is institutional
rather than family or home-size. Your needs may be very different, so always
keep your center foremost in mind. If you are buying institutional-sized
equipment or consainers of food, the space and storage areas in the kitchen -
like the shelves in cupboards and dividers in drawers - must be able to

&

accamedate them,
Designing Kitchen Work Centers

) The placement in the kitchen of both large and small equipment must
be‘ﬁlarmed carefully, so same basic understanding of what makes a well-designed
kitchen is helpful Kitchens usually are divided into work centers and these
work centers revolve around the equipment used in them.

- <The work centers in a kitchen are (1) the-gink center; (2) the
range-serve center; (3) the refrigerator center; and (4) the mixing center.

The sink center is the most often used center. This center will
contain the sink and perhaps a dishwasher. Containers are available for dis-
posing of waste, unless d garbage disposal is installed. Sametimes a con~
tainer for waste paper is in or near the sink center. Storage space is

I
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provided for dishwashing supplies; cocking ware that will need the addition
of water when in use; vegetables and fruits that do not need to be refrig-
erated but perhaps washed ar peeled; measuring cups and spoons; and, knives
and other cutting, peeling and straining utensils. Dishes usually are stored
in this area, too,wheretl'eyarecloseathandforservingfoodaswellas
storing after being washed and dried. Counter space should be available on
both sides of the sink for maximum efficiency. .

The range-serve center is the second most frequently used center.
Most of the activity in food preparation is between the sink and the "‘cocking
or range surface. Near the range-serve center should be located skillets
and 1lids for saucepans; cooking utensils like stirring spoons, ladles and
turners; seasoning and oil used when coocking; and, foods like macaroni, noo-
dles and spaghetti which are used with boiling water. Counters should be
available, preferably on both sides of the range. Serving trays, napkins,
hot pads and any other items used in serving food should be located in this
general area. ) .

The refrigerator center contains the refrigerator, a refrigera-
tor-freezer and/or a freezer. Counter space in this area also is advisable
so foods taken out of these appliances can be 'set down conveniently. In addi-
tion, storage space should be provided for any dishes and coockware that
would be chilled prior to use. Pitchers for pouring juices and other bever-
ages might be located most conveniently in this area.

The mixzing center Way or may not contain a camercial mixing
appliance, but what does make the mixing center unique from the others is
that it must have adequate counter space which is uninterrupted. There
should be plenty of storage far such special items as mixes, flour, spices,
mixing bowls, baking pans, casseroles, rolling pins, beaters and more measur=
ing cups and spoons. This area is best when lochted close to the other work
centers - sink, range and refrigerator. ’

' Many arrangemenhts are possible far these work centers.  Plan them
carefully in view of the overall needs and function of the child care center
and the cook who will be in the kitchen. The area for laundering may be
located in the kitchen if space allows, but most often it is in a separate
roam very near the kitchen. When planning the layout of the kitchen keep
traffic patterns and safety features in mind, especially if children are
' going to be allowed in the kitchen to help prepare, serve or clean-up during
mealtimes. It also should be near the eating area. When possible, use both
natural and artificial lighting. All parts of the kitchen ~ the equipment,

floor, walls, ceiling, counters and other accessories ~ can make a unified
‘work area. Good air movement is a must and can be provided by air condition-
ing, ventilation and exhaust fans, windows and other similar units. Be sure
adequate plunbing is provided as well as proper and sufficient wiring to han-
dle the various electrical appliances in the kitchen. To insure the kitchen
is plunbed and wired properly, rely upon those people who“are trained in those
fields. They will know all the rules and requlations that.apply. Follow
their recommendations precisely. Only through careful planhing and purchasing
can the kitchen truly be a most efficient as well as a pleasant place to

work. o
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DESIGNING FOOD RECEIVING AND STORAGE,AREAS

A good deal of time, energy and money can be lost unless food
receiving and storage areas are well planned and provided for .,in the child
care center. The arrangement or placement of these areas is of major impor-
tance. Receiving and storage areas should be located conveniently near or
in the kitchen to save steps as well as time. If the areas are situated so
.there is a lot of backtracking or running back and forth, accidents, costly
mistakes and delays in food preparation and service may be the result. You
will need to consider the size of the areas, the arrangement of the equipment
and the distance between the preparation, eating and clean-up facilities.
There are same excellent refprences listed at the end of this section to
help you in these decisions.

Arranging Convenient Receiving Areas .
Whether you bring the groceries and kitchen supplies from the mar-
ket yourself or delivery by the.grocer is available, you will need a receiving
area. Most of the things discussed here would apply in e{.ther case. Outside
platforms for unloading groceries make food delivery easiér. Hand carts or~
hand trucks on wheels are great worksavers. When the platforms are covered,
the groceries are’ protected from the weather during unloading. ~The space
needed for unloading groceries will depend on such things as who delivers
and unloads the quantities most often purchased. Safety features like hand-
rails, non-slip floor coverings and weather protection are all aspects you
will need to consider. . .

A receiving area also is.needed inside the bﬁilding to provide

temporary storage until the groceries are checked for quality and quantity.
This area should be néar the outside receiving platform and, if possible,
separate from all other areas. The space needed will depend on the size of
deliveries, and these floors' also should have on-slip surfaces which are
easy.to clean. Floor drains are suggested - if not -required. This area
should be lighted and have walls and ceiling which are moisture and pest
proof. It is important that heavy-duty doors divide the outside from the
inside receiving areas. Check all the health and safety regulations that
apply. . , ,

The inside receiving area should have a desk or convenient height
counter for checking the foods for possible shortages and damages at delivery.
All items should be inspected before they are put into storage. Examine for
expiration dates, proper temperatures,. discoloration, insects,
poor sealing. Any foods which are not acceptable should be separated from
the othet groceries and returned to the supplier for credit.
welghing same bulk foods may be needed. Tables or other surfaces in addi-
tlon to a check-in desk will be useful. 2Add any piece of equipment -that you
feel would make your receiving area more effective. *

. . .

If food is brought from home by the children, the receiving area
for "sack" meals can be included in the kitchen, through a service window if
Space permits or else,in a smll, adjoining room. Many of thé suggestions
regarding receiving and inspection certainly would apply. Parents must

3
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adhere to rules of proper sealing, clean baby bottles, old foods which are
irdeed ‘cold, baby food jars which are unopened, hot foods which are kept in

. insulated vacuum bottles and all sacks, jars and bottles properly labeled °
and dated.’ : ' .

P 3
T

Plamming .For Dry And Cold Storage . o
Food storage involves two areas - oné for dry food storage and .o
another for cold food -sterage. Dry foods are those goods which do not require
refrigeration. Cold, focds are those items which require refrigerator, and/or
freezer starage space. Proper storage keeps food safe, clean and fresh so
meals, when prepared, taste better and are more nutritious. It is important
to keep accurate, daily records of the amount of food on hand and of the food
which moves in and out of the storage facilities during a day, a week, a month
and a year. Set up a system and designate recordkeeping. to ane person. Too
. many "fingers in the pie" can create confusion. Various forms and inventory -
sheets can be used. Check your regulations and the resources included in the
Finaneial Plamming For Military Child Care Centers section of this Guidebook
for methods that may be used. - - .o '

Spaceneededfordryfoodstoragedependsonthemnusandthenmn—.
ber of children being fed, as well as how often and how much food is deliv-
ered. A minimun of one-half square_foot of floor space per child served 8
a general, planning guide. So, if your center serves 100 children, 50 square
feet of dry storage space would be allowed. Floors should be level and
slip-resistant. Walls and ceilings should be a light color and easy to clean
and repair. A heavy-duty door is recammended but windows are not - unless
requlations state otherwise. Good lighting mekes work easier and good ven—
tilation is essential for proper dry food storage. Ventilation helps ‘to con-
trol the temperature and lowers the humidity, thereby retarding .the growth-
of bacteria and mold and preventing musty odors and rusty cans. In deter-
mining the best type of ventilation system for your center, consider your
climate and the advice of consultants. There are many resource persons avail-
able whose job it is to provide such information. ' L

You also will need to give thought to thermameters, shelving and
aisle space. Storeroom equipment like shelf-type carts, skids and dollies
are helpful hecause all food products must be stored off the floor. Scoops
also can be useful. Fire extinguishers should be available either in or
near the storerocm as well as in the kitchen itself.

Many. of the general statements made about dry food storage apply to
cold food storage, too. Obviously, there will be differences. For example,
the temperature in the refrigeratar should be maintained at 36 - 40°F.

' Freezer temperatures should be maintained at 0°F or lower. The humidity
levels of refrigerated storage areas usually are different fram the freezer
area. These areas may be entire rooms which are installed properly and tem-
perature -controlled or. individual large appliances. All units must meet
existing ccdes to pass inspection. .Space needed for cold storage will depend
. &n those same factors discussed earlier - menus, mmber of children, fre-
quency of delivery and quantities delivered. Thermometers, ventilating
system, shelving, aisle space, floor, ceiling and wall coverings, lighting
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and convenience are all matters to be noted in planning the cold food storage
areas. .

’

- ' . To erisure proper and convenient storage follow these simple rules:
S .~ Stack bagged, cased and boxed foods on dollies or skids. ,
S = store foods of a kind together.

Daté*and nunber the foéds for easy identification.

.

Put the oldest €oods out front to assure first-use.
+ Store foods away fram walls and off the floor. '

' Store foods that absorb odors away fram those that give off
. odors. - ’

Store cleaning materials and supplies away fram food and in
locked. cupboards or rocms.

Refrigerate or freeze fresh meats, fish and poultry.
&

‘Refrigerate dairy products and eggs immediately. The same
applies to fresh fruits and vegetables and unprepared portions

t of food.
'Freéze frozen fdods in their .original shipping containers. If
frozen foods have thawed, do not refreeze.

. . Whenevex, basic ru.ies of health and safety are followed J.n food

storage areas, ‘you stand a better chance of reducing food spoilage and human
’ illness, a?d of preparing and serving meals and snacks which can be enjoyed

by all. ”, . -

—

’ Good menus don't just happen. They require careful plaming. A
guide frequently used in planning meals is the Basic Four Food Groups con=-
sisting-of (1) fruits and vegetables, (2) meats, including fish, eggs,
poultry, nuts and dry beans, (3) milk and other dairy products and
(4) breads and cereals. It was believed that a meal that contained scme-
thing fram each of these groups would have to be well-balanced, not only in
vitamins and minerals But in prt?tein, fat, carbohydrates and roughage. How-
ever, consider a lunch of creamed corn, chilled weiners, instant vanilla
pudding and breadsticks, with a glass of "fruit" punch to drink. This meal
has samething fram the four basic food groups, but it does lack fresh foods, -
dark green or orange vegetables, and a meat or cereal product substantial .
enough t5 provide the Vitamins A and C and iron so vitally necessary. Grow-
ing children require among other things, foods which are rich in Vitamins A

»
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and C plus the mineral, iron. Thus, total reliance upon the Basic Four to
provide balanced meals is not encugh. .

Planning For Variety And Good Nutrition In Menus

The Basic Four can serve as a guide, but from there you must realize
that a wide variety of colors - to include dark green, orange or red - is
essential-in food selection to assure well-balanced diets. Children enjoy
the "eating experience" and a variety of textures makes mealtime more inter-
esting, too. Have crunchy, munchy foods along with soft, mushy cnes. Serve
crisp, juicy foods along with dry, chewy ones. Allow for variety in tempera-
tures, -serving things warm, at room temperature and cold. Warm soup with a
toasted sandwich along with scmethipg cool to drink are fun for children to

. experience, even in one meal. Avoid things which are too hot or icy cold,
particularly with very young children. Furthermore, heating same focds
destroys some nutrients such as Vitamin C. Some foods loose their digestive
qualities when cooked. Many nutrients are water soluble, like the B vitamins,
which means they will dissolve if the foods which contain them are coocked in
water. On the other hand, cooking does bring out a different flavor in foods,
and a variety of flavors is enjoyed by children, too. Children also like
variety in the size and shape of the foods they eat. Therefore, when look-
ing at the overall nutritional value of any meal keep the variables in mind.
Allow at least two weeks to pass before menius are repeated. Remember,
no one food contains all the needed nutrients, so providing a variety of
foods is more likely to ensure the many ‘nutrients required by the human body . .

|, Avoiding "Junk Foods" - ) -

In food selection it is becoming widespread knowledge that the

"junk" foods so popular in the United States should be avoided in child care
£ service programs. More and more nutritionists are including all refined

ite~flour products, most packaged dry cereals, foods containing large amounts
of refined sugar and soft drinks of every kind cn the every-expanding list of
"junk" foods. Added to this list of non-nutritious foods are synthetic or
artificial fruit "ades" and "fruit" drinks with sugar, dyes and chemical
flavorings with little or no real fruit juice in them. Most gelatin products
and processed cheeses make the.list, also. Hydrogenated or saturated cooking
fats or oils and foods cooked in these fats like potato chips, corn chips and
French fries are "junk" foods, too. So whenever possible, the child care cen-
ter that avoids these items in its food service program can be proud of the
" - exdmple it is setting for others to follow. ‘

L

Irvolving Parents In Your Center's Nutrition Program
Parent meetings can be of help in menu planning, too. These meet-
ings are .opportunities to get good tips from parents, as well as times ‘when
the center can influence the parents in their food selection for meals at
home. Especially if children bring their food from home, parents need to know
about the nutritional intake their children do and/or should receive daily.
A good parent-involvement program could include newsletters aimed at aiding
parents in planning healthful meals. Menus should be posted daily in plain
view at the center, then filed for future refeyrence. Sare centers even print

o
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an entire month's menu with copies for parents to display in their kitchen _
at home. This way they learn what the children will be eating each day. ‘This
knowledge can help them plan for well-balanced meals as well as for a va:;.xety
at hare. If Spaghetti is served at the child care center for lunch, a wise
parent would not want to serve spaghetti for dinner that’night. So the commu-
nication between hame and center always should be cpen. Even though family
incames over the past several decades have been increasing, the incidence of
low nutrition among Americans’at all income levels has been rising. There-
fore, the lack of sound nutritional practices and the misinformation that
accampanies poor nutriticn have been on the increase. If malnutrition is
going to be done away with among all econcmic g'fgips, then rising inccmes

and food assistance programs must go hand-in-hand with an increased educa-
tional awareness about the basics of proper nutrition. The child care center
is an excellent place for this process of nutrition re-education to begin.

Because children often eat only small amounts at mealtimes, snacks
between meals are very important in order to satisfy hunger and help meet
the daily food or nutrient requirements of children, If children are to bring
their snacks from home, then their parents need to understand that snacks
are important and they neéd to know what to include for snacks. '

Planning Snacks

Generally, one selection from each of these three groups will give
a nutritionally sound snack: (1) meat, poultry, or milk or cheese;
(2) fruits or vegetables; and (3) a bread product. However, realize that
snacks should not interfere with the children's mealtime appetites. Snacks
best serve their intended purpose when given about an hour-and-a-half before
meals. A light mid-morning snack such as cheese on crackers with juice is
appropriate. Afternocon snack may require samething a bit more substantial -
milk with a small sandwich cn whole wheat or a bran muffin - because it can
be a long time between lunch and dinner and children grow more restless and
tired as the day progresses. Keep in mind that snacks often are used as
transition activities - a time to help ease the change from cne activity to
another - as well as a time to supplement or bolster children's demanding -
body needs.

Planning A Day's Menu

By now it is cbvious that the child care center will become involved
in meal and snack planning regardless of who actually is providing the food to
be eaten. Thus, a general cutline is given on the following page only to
act as a guide in planning meals and snacks. For more detailed information
refer to any one of the many resources available on the topic, some of which
are listed at the end of thjs secticn. :
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Bmlzfaat: Juice or fruif

. grain cereal
Milk
Mid-Morning Snack: Chesse on crackers
. Juice ’ A
Lunch: Protain-rich main dish*

Vegetable and/cr fruit
thninbrodw/b.xtterormolo

grain cereal
Milk
Mid-Aftermoon Snack: Bran muffin
e Fruit cubes
Milk
Dirner: Protein-rich main dish* “ o,

Vegetable or fruit salad .
Wole grain bread w/butter or whole
grain cereal
Mid-Evening Snack: (when and if appropriate)

Raisins
Milk

ﬂndayamzagedﬂldmmdrinkplmtyofwamm
otfcmuruanadditianldxixﬁcata.umlsarﬂsnadcs.

*Protein-rich foods are meats, poultry, fish, eggs, cheese, nuts
andmtpzcducu,dnodpouandbans.
" t
mmmmmo‘osmsormsmcs .

Menu planning is very helpful in food purchasing as well as in con-
trolling costs and reducing food waste. Of course your planning must be flex-
ible. Depending on the location of your child care ‘center in the world, the
time of the year, the gemeral climate in your geographical area, the cultural
camunity surrounding the military installation and many other variables, scme
foods simply may not be available. So no matter how much you want to include
a particular item, it may be inpossible for cne reascn or another.

Food may or may not be purchased on the installation. Wherever
you buy the food, it is wise to periodically check several food companieg or
. stores throughout the area for the best quality of food at the most reason-

able prices. Be sure the store measures up to high sanitary standards and

that it can offer the variety in choice of foods that you wa;zt One store
mayhavethelowestfoodpricesbtrtmaynotcarrythekindsof foods you know
are necessary for a sound nutrition program. You also will want to investi-
gate services such as delivery arrangements - if they are or are not avail-
able and under what texrms and at what additional costs. Get to know the food
. products which are available in your locale. Know the local food market and
‘supply chains. ‘

Select Brand Names And Grades Of Food Carefully

Buy those you find most satisfactory. Remember, when other ingre-
dients are equal, enriched and fortified foods are better than those which
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have not been enriched and fortified. Notice govemment inspected meats,
pasteurized milk products, the ‘sealing on bread and cereal products, and the
temperatures at which fresh and frozen foods are displayed and stored.

Carefully Calculate The Amount OFf Food Needed

‘ There are same good references listed at the end of this section to
help you in this area of quantity food planning, purchasing and preparation.
Know the type of food you are purchasing and the préparation, serving and
storage characteristics of it. For example, if you have limited freezer
space, plan and purchase accordingly. Do not buy more frozen foods than your
freezer can accommodate. ’

Keep An Accurate Record Of Each Food Purchased

Record its quality, where it was bought, and how often and when it
eventually was used in the center's food service program. Note its cost and
whether or not too much or too little was purchased to meet your needs at
the time. Staples such as flour are least expensive if bought in large
quantities. Many things, particularly canned products, can be purchased in
instituticnal-sized cans rather than smaller, grocery-shelf-size cans. Some
items can be "stretched" if they are very expensive or hard to get. Fresh
fruits and vegetables cost less when in season, so take full advantage of the
growing season in your area by pldnning your menus to include lots of fresh
produce during these peak growing menths. Fresh produce also begins to lose
vitamin content as soon as harvested, so find a market that can supply the
nmost prampt "field-to-table" delivery time. During the "off" season, dehy-
drated .or dried foods are a good alternative.

For additional information about controlling costs, keeping records,
setting fees for meals, and preventing waste, see the module, Financial
Planning For Military Child Care Centers. .

Be Aware Of Federal Child Care Food Programs For "Children

Many military child care centers in the United States are eligible
for dssistance with their food service program from the United States Depart-
rent of Agriculture (U.S.D.A). The Child Care Food Program for Children,
sponsored by the U.S.D.A., provides cash, surplus food commodities,and equip-
ment funds to any eligible center for the cperation of a food program. To
apply for participation in the Child Care Food Program, a series of forms
and applications pust be completed. If approved, a statement must be
signed that the center agrees to abide by the rules and regulations for
the basic operation of a food service program. According to the regulations,

. centers.must agree to prepare.meals which meet specified requirements

established by the U.S:D.A. These have been generally referred to as |
Type A meal standards - or the sole allowable meal pattern - and provide for
necessary minimal nutritional intake. Under the rules, centers also must
guarantee children the right to receive a free or reduced price meal without
discrimination, if they are eligible. Directors of military centers should
check with the higher headquarters of their service branch for further infor-
mation. Detailed information about eligibility and the Child Care Eood Pro-
gram also can be cdbtained from regional or national U.S.D.A. offices.

»
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Get The Most Nytrition For Your Money

.- Same people will suggest that it is not possible to provide good,
-healthy food-on a tight budget. They claim, for instance, that whole wheat
bread without preservatives costs too much more than the all-white, refined
flour bread packed full of additives. Thev may claim that imitation orange
juice is far less costly than the "real" frozen concentrate with no sugar
added. Some foods seem expensive when compared by the cost per pound, per
slice, per serving or per glassful. But the fact of the matter is that when
judged in terms of the nutrients they supply and the satisfaction they bring
to a hungry child, they actually may be more economical. A cheaper food may
be more ,expensive in the long. run because it contributes very little if any-
thing to the nutritional needs of growing children. Children need foods with
"lasting power." Milk products give a much better return for the money spent
than sweetened, fruit-flavored drinks. Children are able to eat far less
granola than puffed or flaked cereal which may be full ot ¢ , sugar, color-
ing and flavoring. Furthermore, aside from the nutritional factors involved,
many people are discovering that same imitations, because of the additives -
they contain, are indeed costing more per actual serving than the "real"

-

So be a careful buyer. Read the labels and-find out what all those
words under "ingredients" actually mean. When the label says 'grape drink" |
realize you are not getting fure grape juice. You may not be getting any
grape juice at all. If the peanut butter says "old fashioned" check the .

' ingredients label to be sure the only thing in that peanut butter are peanuts

and perhaps salt -.no homogenized product with sugar added truthfully can be

called 100 percent pure, old fashioned peanut butter. Understand that when
ingredients are combined in a product, the item that makes up the largest
percentage is listed first and so on down the line, to the item at the end,

which represents the lowest percentage item. In other words, be aware of :

the can of corn that lists "water" as the first ingredient instead of "corn." .
Buy salt which is icdized. Add extra protein to meals - adding non-instant ‘-, ~
powdered milk or wheat germ to recipes. Provide additi®nal bulk or roughage

by using bran in quickbreads such as pancakes or miffins. Evaluate the maxi-

mmm return in nutrition from serving the absolute minimum of carbohydrate or |
sugar-starch foods. In the end you will be surprised at the amount of nutri-

tious food that can be purchased per dollar. ’ ’

”

PREPARING FOOD

. If possible, plan the location of the kitchen so that it is in full
‘ view of the children. A busy, happy and smiling cock tells the children
that the cook enjoys being there. The cook doesn't have to be a chef, but he
or she needs to know about or be trained in simple food preparation, basic
.rules of nutrition and perhaps purchasing. Realize that cooking for a group

R
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ranging in age from infancy to 12 years'-is no small task. If rgealfsmand ‘
snacks must be brought fram home there still will need to be somecne respon-
sible for the minimm of "K.P." duty that will need to occur ~ warming: baby
formulas, cleaning bottles, refrigerating sack lunches, setting out dishes
and/or utensils, clean-up and laundering - to name a few. 3

- ' ‘\ i
- . ‘Recognizing The Importance Of The Cook !

" Since cooks are very valuable members of the center's staff, they = .
should at leasf be invited - if not required - to attend all staff meetings. s
The ocook's ledge about food can help enrich the overall child care pro—-
gram. The cook may be able to suggest food-related activities for caregivers
to use with children. Any problems that’the rest of the staff may have.
which concern food service can be aired at this time, too, when the cook is
present for digcussion. ‘ , T
The same rules that apply to dentists, nurses and health profes-
sionals regarding cleanliness also should apgly to the cook. . The cook's
‘overall appearance should be an example.for all to see. Dress or uniform,
including apron, should be fresh each day. All laundry items used in the
kitchen must be washed and dried daily. Hands must be washed frequently.
Hairnets are a must unless regulations specifically state ."hairnets are not
necessary."” The cook and all persons who are 3 part of the food service or
food handling precess should have a health card, sometimes called a "food
handler's permit." This permit is renewed each'year and would be required .
of volunteer workers as well as paid employees at_ the center. . -

r

It goes without saying that the strictest rules of sanitation must
be followed at all times. 'I'hecooknustkeepthek;i.tckmnvegycl_.ean and
manage it as efficiently as any business. Garbage and waste disposal units
should be covered and cleaned daily. Counters and.appliances should be
sparkling clean, ventilation fans in proper condition and all soiled laundry
items washed, folded and put away in their appropriate compartments. Foods,
especially fresh fruits and vegetables, should be washed thoroughly prior to
preparation. Safety latches on appliances like the range and the distwasher
are important when children are allowed to Help in the kitchen. Knives
should be in good, sharp condition and used by competent adults or, older
children with constant, proper adult instructicn and supervision.

LY

If the cook is in charge of planning and {Jurchasing as well -as
preparation, he or she’must keep track of expenses, maintain records, make
reascnable requests for updating-or replacing equipment and go through the
proper authorities and use established forms or procedures for any "business"
that takes place which involves the kitchen. TIf a dietitian or some other
official on your installation is available for consultation in regard to -
food planningt, purchase and/or preparation, be sure to seek their “Assistance.
They can be most helpful if they have had specific experjence with, or
knowledge about,- children's ‘eating habits and their nutritional needs. °

Though the directorimay be fortunate to be able to hire a cook,
there are no guarantees that the person hired for-the position will have °
y N\ ® ’ )
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even.the barest minimm kngwledge or inforfation that i§ needed’ in order to
perform well in this new job. So you may be faced with the task of having to-
train a new cook. In 50 doing, keep all the issues discussed here in mind.

Be sure to pass them on to your new efiployee, hdving available additional
resource persons or consultants and reference natdrials such as those listed
at the end of this section. - How well thie cook cafries through with the )
assigned duties of that position will have a lot to do with the success of .
your food service program. - > ’ ' g

4

Cooking With Children In Mind -

a In the actual preparation of foods keep .in mind that children's .
taste buds are much more active and sensitive than yours. §This means that
foods should not be as heavily seasoned. Usually sugar .and salt are the only

- seascnings used for children. Put in cne-half the amount of salt as you,

would for adults.and add a sweetening only when extremely s*~p, acid fla-

. vors need-to be toned-down a bit. Otherwise, children enjoy foods when the

natural flavors are present and so should be encouraged to eat foods as nature
intended. s - .

“ Foods that can be prepared’ as. finger-foods and bite-sized pieces
are enjoyed by children. These foods encourage children's attempt at
self-feeding and also add variety. Mild-flavored vegéetables like green peas
"or beans should be cocked in small amounts of water. Cook vegetables in
covered pans. Beets are begt if cooked with their skins and tops left ‘on.
Cut vegetables in thr inch cubes, being careful not to overcook

any food. Remove all tough, cGarse fibers from raw vegetables. When raw, _

' vegetable sticks or pieces are prepared, place them on ice or in ice water.
Strong-flavored vegetables like cabbage or cauliflower may be more accepta- -
ble to children i in milk,.a pressure cooker or a cheddar cheese -
sauce. ’ : S 4

. When fixing fruits remove the pits or stonmes. | Skins and fibers
should be well-softened. The more ripe the fruit, the better its, quality
and nutrition. Cut fruit into spoon-sized pieces, For those that are“coocked
or baked, apples, use low temperatures and a minimat length of time.
Bread.and ‘cereal products should be textured but not so much as to be

cbjectionable or hard cn the mouth or throat. Toast shqtﬂd be ‘dried thor-

- oughly in the toasting process.” Fresh meats should be cooked but not over-

dofie.. They should be tender with no gristle. Beries shdpld be removed fram
foods like fish. The more difficult-to-chew meats are:best if cut into fine-’
strips or tiny bité-sized pieces. Children should not be given large pieces
of these meats to eat because ‘they are not able to chew them ‘adequately and
choking is always a real possibility. Soft foods” like custards should be-

of medium consistency. Mashed potatoes should be fluffy, not dry or gumy. .
Realize, too, that children do not like foods mixed together. If peas and
carrots are mixed Iy preparation, children frequently will be seen separating

. the two before eatifig them. For this reason, casseroles and other combina- *

tions enjoyed by many adults- are not particularly appropriate for very young
_children. T : . . v ' ’ e ‘




Assuring The Safety Of Food From Home
L4

If families are permitted to send meals from hame, there are tips-
you should give them to be sure the food is safe as well as satisfying. - First
the food should be cooked or prepared properly. If it is to be kept hot, keep
it hot., If it's*meant to be cold, keep it cool. Bacteria thrives between -
45°F and 114°F. Hands, utensils and-countertops should be clean. Vacuum
bottles should be washed well and rinsed in boiling water after each use. '
Fingers should not be used to place or spread meat, poultry or cheese in a
sandwich. Fingers spread bacteria. .

. Bagged meals containing foods which require cool temperatures should
be refrigerated at the center. Inform parents that frozen sandwiches packed
in a lunch will thaw in time for eating and also will help keep other foods
‘in the lunch cool. Meats that have been canned, like tuna, and are used -
‘quickly are best in bagged meals. Dry meats and fully cooked meat products

- like ham slices also keep well. Frozen poultry products are good, too._
Soups, stewdf and chili sl}ould be boiling hot when put in sterile vacuum
bottles. Fruits and vegetables should be clean and well scrubbed. All items
should be wrapped, carefully in foil, plastic wrap or put in plastic containers
with tight lids. Prepackaged foods like dried fruits are very safe and will
keep their quality until eaten. If brown bags are used instead of lunchboxes,
use them only once, then discard them. Boxes should be cleaned daily. Baby
food can present special problems. Formulas need to be kept cool until ready
for use, then properly warmed and served immediately. Bottles must be ster-
ile. If parents bring commercially-prepared baby foods for their baby, only
sealed - unopened - jars should be accepted. You can help the\pa.rents cbhsexrve

these various precautions ‘ard rules of thumb by odcasionally reminding them
of good food preparation and sanitation practices. C \._?*

zléing The Kitchen As A Learning Center

If the kitchen facilities can accamodate children safely, and if
permitted by regulation, occasionally they can be allowed to help prepare
foods and even serve and clean-up. Very young children often are eager to
help with any task that includes food preparation, serving and/or clean-up.

It gets ‘them involved and further stimlates their interests in food and
nutrition. Of course, the cock must be willing to share her kitchen and

give special -time and energy that would be required of her when children

are included in the first-hand- experience of fixing meals and snacks. While

it will take longetr to prepare the meals, and most likely demand more patience
and added time for the service and clean-up,‘these opportunities can be worth-
while experiences for children and adults alike. , ‘ .

'+ When children are included in food-related activities they learn a
variety of scientific concepts like "boiling," "cooking," and "evaporation."
Their language skills develcp as they identify and name different foods. They
-learn about good hygiene habits such as washing their hand$, how Yo handle
utensils and cleaning up after themselves. Preparation also should center -ﬂ’
around special occasions like birthdays, holidays or picnics.’ Children learn
about various professions - the cook, a farmer or gardener and grocery
. clerks. They learn how to share responsibilities and help cne another in
. serving foocd, setting the table and cleaning-up.
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Y ‘The kitchen and activities which take place in it are interesting
to young children, so food preparation activities should be included whenever |
possible. Children learn best by doing - touching, tasting, feeling, seeing,
amelling, cutting, mixing, cooking, serving and growing food. These experi-
ences will take the cooperation of caregivers, cooks and parents. Specialists ’
may be consulted as needed, particularly as a source of teaching aids and
resource materials. Even the absence of on-site food preparation fadilities
or regulations prohibiting children fram entering the kitchen should not pre-
vent children from experiencing food-related activities. Portable electric
appliances of all kinds can be brought into the child care center to enri.
the overall program. ) ‘ .

Y

Deciding On The Style Of Food Service

One of the first decisicons that must be made when feeding children
is what style of food service will'be followed by the child care center. Many
recamerd family style service. When seated in small groups of five to six
children around a table with one adult, this style gives the children a chance
to learn to serve themselves. The table is set with the food in the center
and, as in any family setting, the various foods can be passed around ar
served one at a time by the caregiver at the table. Children tend to eat
according to their appetite when-family style service is adopted. They also
can choose the things they want and how much of each, thus there is less food
waste. This style offers warmth and infarmality which encourages mealtime
conversati. ivh each other as well as the adult seated with them. Be sure
anly e /s at each table. Two or more will tend to encourage dis-
cussions among adults rather than conwersations with children. Family style
may require more space ard extra serving dishes that otherwise would be unnec-

essary.

For this reason, cafeteria style may be more efficient. It takes
less time to get the tables ready for snacks and meals and extra sexrving
bowls can be eliminated. You also can serve more children in a given space
when cafeteria style is cbserved. However, realize that cafeteria style
will result in greater food waste because the food is put on the plates for
the children and brought to the tables. This service also dces not lend
itself to the more quiet, less hurried atmosphere of family style eating.

A third style which provides older children with an opportunity to
take care of sheir own needs is buffet style.  Although children may require
oame adult assistance in serving themselves, buffet style helps children learn
about quantities. Self serving also helps develop self-esteem, but there may
be much waste in this style service if caregivers do not offer guidance and
suggestions. Remember, children's “eyes may bé bigger than their turmies."

In addition, children may be tempted to take a "lot" of the food they like and
none of the not-so~favorite food.
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Keep in mind that children also enjoy eating outdoors - ptenie )
style. If bagged meals are to be taken on the picnic, children may decorate .
their own bags and help fill the bags. You may want to begin outside eating |
coportunities with snacks. Once the children are used to having snacks out- ,
side, then have an entire meal outdcors from time to time.

Although you probably will select one style of food service to use
most of the time, consider varying it occasionald to provide different
learning opportunities for the childreni. Regardless of which style works best
at your center, theeatingarea—wi'zetheritbeintheromsorinmesepar—
ate room used only at mealtime - should ke inviting. It should be bright and
cheery, well-ventilated, clean ard free of noises not associated with serving
ard eating food. There should be adult supervision throughout 'snack and meai-
time. If family style is used with an adult at each table, roving adults
who move freely about the tables are very helpful. They clean up spills, can
handle requests and other duties so the caregiyer seated at the tables with
the children can remain there. .

_ Making Mealtime Enjoyable

Besides deciding what style of service will be most appropriate
and where the children will eat, there are many other things to keep in mind
to make food service and eating more enjoyable for all concerned. Keep serv-
ing sizes small. Children are smaller than adults so their stomachs cannot
hold as much. Have enough food'available for seconds. It is far better for.
dlildrenﬁobeableuoaskforsecondsthanluobecverwhelnedbytoolarge
a belping and feel ,discouraged when they cannct finish it. Avoid withhold-
ing food as punishment or insisting upon "clean plates." .

Have children sit at child-sized tables and chairs and eat with
child-sized plates, cups and utensils. Dishes should be heavy enough to stay
in place with rims to hold food on the plate. _Glasses should be small enough
so a child's hand can fit around it with a firm base to prevent easy tipping.
Sametimes non-breakable dishes and washable floor coverings can make for less
tension and upset. - .

Finger foods and bite-sized pieces are helpful. Difficult to eat
foods can be served in ways to reduce frustration for all, too. Serve soup
in a cup rather than a bowl and encourage eating green peas with a spoon.
Same centers do not allow any eating utensils other than a spoon on the table.
Not only are spoong easier for children to handle, but forks and knives sane-
*‘times are considered dangerous for children to use. - This will be a matter
you will need to resolve at- your own center.

Since it is good to have variety in temperatures, same understanding
of the températures required for "holding" various foods is important in order
to keep foods fram spoiling or picking up undesirable bacteria prior to eat-
ing. Cold foods should be held ready for serving at 40°F and hot foods held
at 140-145°F. However, avoid actually having children eat food which is
either too hot o/r too cold. Children cannot handle these extremes safely.




Know your installation's health and sanitation regulations. These
requlations must be enforced rigidly if diseases are to be prevented. All
peoplei,rmlvedinfeedin”gtheduildrenmmtneetﬂmenecessarykealth
requirements. Dishes and utensils must be handled properly and adult fin-
ge:rsarxihandskeptcleanandwtofthefoodvhen serving it.

’ Be mindful of food alle.rgles Follow medical advice if given for
specific children. Keep a master schedule on the wall that lists baby for-
mulas, mmbers and ages of children, times to be fed and parents' instruc-
tions.

Insist upon properly sealed and labeled baby food jars. Pre—cpened
jars can be unsanitary and pose health problems. Bottles should be cleaned
and sterilized. Young infants should be given formulas, baby cereals and
only strained fruits, vegetables and meats. Infants who are too young to sit
in a high chair should be held for feeding and bottles must never be
_ "propped."” Infants 6 to 12 months old can handle a variety of textures
. in strained foods, soft food sticks and dried bread or toast. Once their
teethcaneint;heycancrewmshedfruitsandvegetables. In any case food
borne diseases and feeding accidents are preventable so it iwBstter to be
safe than sorry. _ __

—_

Know what children really like. Not only do they not like things
whicharetoohotortoocold,buttheirtastebudsareverysensitive. .
Serve mildly seasoned foods that have a variety of colors, shapes, sizes, '’
tastes, textures and temperatures. Fruit carbinations are popular, espe-
ciallymildands»getmesnﬁ.:-edwiththemre tart ones, like serving pine-
apple tidbits with fresh orange slices. Mixtures of vegetables and other
foods in general'usuallyarenotenjoyedbychildren, so serve lima beans
and ham pieces separately. The carbination of two disliked items particularly
is cbjectionable to anyone - especially children. Serve one favarite food
with a. tiny portion of a less popular cne. Serve a mild flavored foed with
an occasional stronger flavored one. In any event no forced feeding please’
This practice only leads to all kinds of physical and emoticnal problems and
eating should be fun, unhuiried and relaxed. )

In fact, it is easy to make eating fun and special for children.
Acherryontopofthepuddingormvegetablesintheshaﬁofflowers-, '

animals or cars are appreciated by childrén. They lock forward to such
treats. Have special menus te celebrate holidays and birthdays.

Do not serve the same foods on consecutive days and avoid delays
in the serving process. Delays not only affect food quality, but cause
children to became upset and uneasy.

Consider the ethnic backgrounds of all the children and pay atten-
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Infants may be able to eat happily in the company of twd or three
others as long as there are enough adults for all and the atmosphere lends
itself to peaceful mealtimes with no distractions. Individualized methods
of feeding often will be needed not only with infants buat perhaps with scme
handicapped children or even a child who is upset or tense for one reason or
another. S flexibility should be built into the program. '

caregivers involved in the serving and feeding of children must
be willing to accept a certain amount of messiness. They must set good exam~
ples, not only in their eating habits and manners at the table, but in their
conversaticn about food. They should emphasize liking food over disliking
it. They should introduce new foods one at a time and encourage the tasting
of that food by tasting it themselves. Overall, caregivers can provide a
pleasant physical and emotional climate. Most adults feel good when they have.
fed children well and have helped them get the most enjoyment from the eating
experiences. :

CLEANING-UP

The task of cleaning-up after food preparation and feeding can be
simplified if a schedule is kept in the kitchen. The schedule can include
daily reminders such as "dispose of garbage" and "launder towels." Equally
important is a schedule to remind you of chores which are not done on a daily .
basis such as "defrost freezer" and "clean oven." On these less frequent <
chores a.checklist which records the date when the task was last done is
helpful. A system then can be established whereby these tasks are done requ-
larly on a rotating basis and in accordance with health and sanitation regu-
lations. For instance, the first and third week of every month the inside
of the refrigerator is cleaned; the last week of every month the oven is
cleaned. '

Besides clean-up schedules ard checklists, you need to know same
basic rule$ of sanitation as well as various ways things can be done to make
clean-up more enjoyable, efficient and safe: ’'Dispose of all foods which
* actudlly have been served to the children but not eaten. Since it is not
safe to reserve such foods, you can see that careful and close planning is
essential to keep waste to a minimum and yet have enough food for'all chil-~
' dren each day. This is difficult particularly in those centers where drop-in
care is provided. This is not to say you cannot save leftovers. Many foods
when not cooked can be held over by refrigerating them in tightly covered,
non-contaminating containers. For instance, if a bag of frozen peas is only
to be partially used, the remainder can be sealed tightly and put back in
the freezer immediately. Canned fruits not served can be stored safely in
the refrigerator, but like all leftovers stored in the refrigerator, they
should be used within 24 hours or else discarded. Generally, foods which
require cocking during preparation whether served'or not, are not held
over. Such items are on a high risk list. Unused portions of chilled foods
like milk and other dairy products should be kept chilled until they are either
served or they réach their expiration date as printed on the package or con-
tainer. ’
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Clean up any spilled foods immediately. Liquids spilled.on floors
not only look messy but can be potential hazards for walking. Likewise,
clean up any broken items right away. Bits of dry foods are tracked easily
all over the center and, if left on the floor, attract insects ard rodents.
Have garbage and trash wnits close at hand for prompt clesn-up. Keep them
covered and cleaned thoroughly each day. If children are not included in
any of the clean-up procedures, keep them and all unauthorized persons out of
the storage and preparaticn areas. All towels, cloths and other washable
cleaning items should be put into a laundry hamper for washing and drying
immediately after clean-up is completed.

Table tops, floors, walls, counters and all other surfaces used in
the food service program nust be cleaned thoroughly each day. Use sanitiz-
ing solutions when required. In this regard, consider the advantageg and
disadvantages of various kinds of floor, wall and table coverings. For
instance, hard surface floors are easier to keep clean, while carpeted ones
reduce breakage and are more quiet. Dishes, if hand washed, must be washed
and rinsed in appropriate sanitizing solutions and in water at proper tempera-
tures.” When an automatic dishwasher is used, it must meet health and safety
requlations and be in good working order. Any chipped or cracked utensils
and dishes found on the tables or in the kitchen should be thrown away. If
adequate cleaning and sanitizing equipment is not available, use disposable
. eating and drin)d.ngautensils.

There should be plenty of staff available to help clean-up the chil-
dren. Hands and face washing are important after meals as well as before.
All caregivers should understand their specific clean-up duties. When possi-
ble include children in this process. They enjoy helping to clean-up as
much as they do preparing or eating the food. They can throw away napkins,
push chairs under the table or gather cups. Everycne needs to legarn that
cleaning-up is a part of the whole process. Young children accept such
responsibilities willingly and enthusiastically. Remember, tco, that when
children are allowed to help, the adults need to organize and supervise the
activities closely. When everycne involved understands what needs to be done
and by wham, then clean~-up can be fun, quick and safe. /
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READING MORE ABOUT IT

”

The following suggested readings are those which we have used ocurselves and.
vhichwehavefamdtobethe‘mostusefulonthistopic. If you want to
include other resources on your bookshelf, these would be good additions:

-

A planning guide for food service in child care centers, U.S.D.A. FNS-64,
Washington, DC: U.S. Department of Agriculture, Food and Nutrition
Service, 1978. C

Cherry, C., Harkness, B., & Kuzma, K. Nursery school and day care center
management guide.- California: Fearon-Publishers, Inc., 1978.

Equipmént guide for on-site school kitchenms. U.S.D.A. FNS Program Aid No.
1091. Washington, DC: * U.S. Department of Agriculture, Food and -
Nutrition Serviee Division, 1974. .

Food buying guide for child care centers. Program Aid No. FNS-108.
Washington, DC: U.S. Department of Agriculture, Food and Nutrition
~ Service, 1978. .

Food storage guide for schools and institutiong. Program Aid No. 403. Wash-
ington, DC: U.S. Department of Agriculture, Food and Nutrition Service,
1975. . . ' )

*lansky, V. The taming of the C.A.N.D.Y. monster. Wayzata, Minnesota:
Meadowbrook Press, 1978.

Nutrition education for young children. Washington, DC: U.S. DHEW PUBLICA-

N TION No. (CHDS) 76-31015, 1976.

Pipes, P. L. Nutrition in infancy and childhood. St. Louis, Missouri: The
C. V. Mosby Camwpany, 1977. .

Quantity recipesg for child care centers. Program Aid No. FNS-86. Washington,
DE€: U.S. Department of Agriculture, Food and Nutrition Service, 1973.

The Nibbler. Seattle, Washington: .Washington State Dairy Council, 1976.

Wanamaker, N.; et al. More than graham crackers - A guide to nutrition
education and food preparation with young children. Moscow, Idaho:
School of Hame Econdfics, Idaho-¥ashington Association for the Education
of Young Children, University,of Idaho, 1978.
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REFERENCES

We have found the titles included in this section to be
useful references in the general area of management of child care
centers. Some of them have been quoted in this module, all have
been reviewed in the module's preparation. You may find them val-
uable sources of additional information.
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