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Child Care Employee Progeat
l'f) l&n (fu-n

Rerkeley, €A #4708

(A15) 6% L urRY

€ Yok CCLP

The Chld Care Employee Project (CCEY) advacates fur impraned
wages, status and workiag condimons of duld e providens i
order 1o emure high quality ¢hild care avalalbe o all fapnbies
repardion of ccononic stats, The CCEP i a pon-profit agency tha
provides reources, waining, and comuliaton o the Juld care
community, For more information, please call (413) 6339889 or
waite CCER, PO, Box 3603, Berkeley, CA 94703,
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O a list of all the children in the dassroom with notes on any
children who have special needs or who need particular
attention

G important rules about safety and the use of equipment

You may also want to suggest a few simple “sure success™
activities and give some examples of the kind of guidance
and discipline you use with the children. Revise the handout
periodically so that subs aren't given outdated instructions.
The more oricntation you provide, the better the sub's chance
of handling things smoothly and cfficiently. This minimizes
change in the children’s routine and lets subs know that their
time, cnergy, and talents are valued. And tell subs when they
can take a break —they shouldn't have to ask!

Introduce subs to parcnts at the beginning or end of the day.
A name tag for the sub is an casy way to make cveryone fecl
more comfortable. Be sure to inform parents about your sub-
stitute policies and the kind of orientation or training that subs
receive. Parents will appreciate your care and attention in this
arca, because seeing unfamiliar faces among the staff can be
unsctaling.

When the day is through—and if you want subs to rcturn—
thank them and let them know you enjoyed working rogether.
And pay the sub prompiy! It's also a nice procedure for
somconc on the staff to make a follow-up phone call to subs
to discuss how the day went, offer some constructive feedback,
and to ask which things could be changed or improved.

As much as possible, include subs in staff discussions; a
frequent sub might be invited to attend staff meeting or
in-service training. Invite subs to cvents and partics ar the
center, too. These gestures foster a sense of belonging and
make subs feel appreciated—encouraging them to stay on your
sub list.

Periodically evaluate your sub policy. Talk about activitics
or instruction that'’s particularly casy (or hard) for temporary
staff to handle. Certain regular routines may have to be adjusted
if they prove 100 demanding for a novice. Identify subs you
think are qualified to become permanent teachers and develop
a plan to recruit them to your program. Make time for the
permancnt staff to talk about the encrvating (but incvitab .
process of continually orienting new people and adjusting to

“b 13
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new faces and different teaching styles. This discussion may
include developing responses to complaints from children and
parents, as well.

Subs are entitled to common courtesy, but more than that,
they are entitled to professional courtesy. A sub cannot do his
or her best work without proper instructions and guidelines.
It is up to you as a collcaguc or administrator to help the sub
function optimally in an unfamiliar workplace. Take the time
to give substitute caregivers the care they need; in the long run
it will make your work less stressful and more pleasant. And
when it’s your turn to take a’day off or a vacation, you'll be
able to take the time you need—without worry.

Most importantly, develop realistic expectations. Remember,
there is an industry-wide shortage of trained personnel for
child care, requiring strategics that go bevond individual center
policy. Turn to the next section for ideas that may be applicable
1o your community.



Communities
Respond:

O Establishing a
Substitute Referral System

How arc communities coping with the shortage of substitutes?
In order to study the situation and to generate new approaches,
the Child Care Employee Project interviewed dozens of people
around the country who have been tackling the problem in
various ways—resource and referral staff members, teachers
and subs, consultants and trainers. We talked to people who
are just now establishing a substitute system in their area, and
others who have had a system in place for years; people who
feel their current arrangement works well, and others who are
dissatisfied and experimenting with new approaches.

Recruiting and Advertising

When you undertake a recruitment effort, begin by targeting
all the groups who may be interested and identify how best to
reach them. Consider students, parents of young children who
may want only part-time or occasional work, retired seniors,
and job training program participants. Where can these groups
be found? Where do they gather, work, or shop? What news-
letters or newspapers do they read? What other agencics serve

15
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them? Whart are the best times of year to reach them?

The most important step is to make and maintain personal
comacts with agencics, colleges, and other institutions. For
example, you can alert a great number of students to substitute
work if you arrange to include information in their fall regis-
tration packets.

Most groups coordinating a substitute program hind that
they need to advertise regularly to keep the system going. Even
a program that has been active for years can dwindle of outrcach
ciforts slacken.

Although the Child Care Resource Center (CCRC) in
Cambridge, Massachusetts, had been producing a monthly
substitute teacher list for about ten years, by the summer of
1985 the number of listings for subs had shrunk to less than
ten per month. CCRC sent flyers and information packets 1o
cvery college student placement office, vocational training
program, senior ditizen group, and community agency in the
Boston area. CCRC also placed ads in neighborhood and
student newspapers, which were less costly than city papers
and produced better results. After this increased vutreach cffort
throughout the fall, CCRC' list now includes more than twenty
subs per month and continues to grow.

It's important to make sure that you arc reaching all the
major sources of potential subs in your community, using
cvery possible means of low-cost advertising at your disposal.
Don't be afraid to advertise—it may cost less than you expect.
Child Care Connections, a new resource and referral agency
in Boise, 1daho, has obrained free ongoing space in the Boise
newspaper 1o publicize its substitute placement and other serv-
ices. Check with your local newspapers, radio, and TV stations
about the possibility of free advertising, calendar listings, and
public service announcements.

Screening and Interviewing

Substitute programs vary widely in the amount of screening
and interviewing they conduct before referring subs 1o child
care programs. Most referral programs disclaim any liability
for sub placement. Instead they offer a centralized service that
saves child care centers a few steps without climinating the
necessity of carcfully checking potential employees. Child care
providers, on the other hand, are often unable to screen a sub
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carefully when they need somcane 1o cover a dassroom right
away. Hence, many communities feel a conflics over where the
role of sareening lics: within cach cild care program, or at 3
community agency level. Centers feel mushed and needy; referral
workers are reluctant 1o become employment aganaes,

Whateses level of sereening they conduct, most substitute
referral programs have doedoped an application form—the
simpler, the batter—to cliat basic information about a subsu-
tute’s expenienae and wark preferences. Applications should
include:

O education fevel

D experience with children (which age groups, what kinds of
scttings, how many months or ycars, which age groups
preferned)

O speaial intereats or shills (music, sporns, wther languages
spokcn)

O when and where available for work (which rime shifrs, limirs
On Lransposiation)

O recent employment or expeticnee

O names, addtesses, and phone numbcers of two or thice refor-

cnces, preferably those who have seen the applicant’s work
with children

Many dties and states—especially in the wake of recem
accusations of child abusc in child care programs =also require
fingerprinting or criminal background checks. Although the
practical value of such safeguards is extremely limited, substitute
referral programs can save child care centers valuable 1ime by
gathening this kind of information centrally, if it is required by
law. Medical exams and TB tests may also be required by law
in your state, and again, the referral program can save centers
time and assist porential subs by rescarching where 10 secure
these services easily and cheaply.

Frequently an application form and any required criminal
and health checks are all the substitute program collecis before
placing subs on ity availability list. Child care providers are then
completcly responsible for interviewing the sub and checking
references.

Some sub programs, however, have become dissatisfied with
this minimum approach and have started 10 screen subs more

v 17



thoroughly before referning them 1o centers, largely because of

complaints from child care provideis and concem about safe-

guarding the quality of care. The Child Care Resource Cenier

in Cambridge, Massachusctts, now ntorvicws applicanns and

crrecks thair referenacs, CCRC has found that people ahu are

msppmrmxr for subbing 1ond 1o “sroen thomschves out™ by
not following through oa all the requined sicps.

Suda sntervicws should e briel and simple; this is not the
time to ask the soul-scanchiny queitions you might posc for a
peimancnt position, Child Care Revource and Reforral (CCRR)
in Rocheuor, Minnescta, for example, npically asks subitituies
DAY QUEMIONS i 2 group interviow: ~What kinds of things do
you hike 1o do wath children?” and “How do you handle mis-
bchavior?” CCRR also invites several directors a1 a time to mect
a similar number of porential subs, This group screening belps
subs 10 got mode infermanon about “whst they're goming ine™
as wddl as providing disecrors with 3n uspressured sarecning

One of CCRR's speanal festures 1 its recruitmeny and iraining
budget, supported by parem fees for child care referral and
fros for community training sossions (32,30 per training housr),
This allows CCRR to pay pmcnual subs, after an yual intes-
view, cither $10 for a threc-hour vivit 1o a day care center
or a fapuly day care home, or $§20 jor both, The provider then
scnds an cvaluation of the sub to CCRR vo that other providers
will know that, at the very least, some concrete, on-the-job
screening has taken place. Although $10 i low pay for a
threc-hour visit, it's 2 great improvement over the unpaid
initial visits 1that many programs ask subs 1o make,

Training

Al of us in child care know that moency and resouraes for
texining are scarce. Yot sub programs around the country hne
devdoped some law~0i1 modds. Following 31¢ some examples:

Child Action, Inc, in Sacramento, California, combines
screening of applicants with some basic raining, Every two
months, usng guost prosonton from the local Infant/Toddler
Network and other provider Eroups, Child Action condukn a
three-hour training and saroening wession to proaide basic anfor-
mation on health and safety, fira aid, child development, and
pracucal suggestions for dassmeom scuvities. Each applicant
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#s then briefly intervicwad (the typical format iy four situational
quesions), asked for reforenoes, and prompily notifiod by
pre-printod postcard whether be or the Bas been acaopied onto
she sub lia,

Family and Children’s Sonvicos of Kamas Giry, Kanua, fosned
a1 ad hoc group with two other organizanom catly in 1983
and workaed with thar Pcal NAEYC afhiare 1o dovedop a2
“Substitute Provider Training Program.™ A small oocyear
Membcership Action Grant from NAEYC hedped them publicize
the program and davddop 3 training manual, 3 100+ page
anthology of bakc chuld care readings from 2 vancty of sousces,
Three-hour training sewsons arc hadd monthly, and subs are
then encouraged o obsorve at contens before they begin wosrk,

Although the Child Care Rewurce Center in Cambridye,
Massachuserts, does not conducy ongaing 1raining for subs,
cach porson who signs up on the sub 11 reocives the exadiont
onientation booldet “Guiddines for Day Care Substinuies”
The bookler indudes a brcf form thar subs can use 10 peg
written references on thar work,

Commumty colleges may alwo be 3 rovonrce for teining
subsnrutes, The Early Childhood Education depantmont at
Cabuilio College in Santa Cruz, California, hasy bdd 4 siv-aeed
series of three-hour Saturday davses for subs, Those ¢Jaunes
give an overview of child care work incdluding health and safary
and communication skills,

In Corpus Christi, Texas, the Coaval Bend Child Care
Administraton’ Assodation~2a group of abeut 40 directors—
worked with the Early Childhood Specialist Department of
Dl Mar College 10 set up 2 12-hour non-credis course during
the summer of 1985, The course induded information on child
growth, child abuse, disapline, handling emergencies, and the
state minimum standards, The 28 participants who completed
the course were placed on 3 substirute list sont 10 local child
care aonters. Thar training costs were teimbursed by the
administrators’ associstion, and they also obtained 3 food
handlers’ card, job reforences, 3 TB 1css, and 2 1raining cettib-
cate, The coune was so succonful that the organizers plan to
repeat ik, An ainformation packet dewonbing the devdlopment
of the coutse i available for $5 from Glenda Stanton, YMCA,
3166 Reid Dr., Corpus Chnisti, TX 78404,

In other communitics, such as Oakland, California, locsl child
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oare disedton’ anadiations are conadenng wnducing oo
siotal trainin g sosuons apeatcally for subntitutes, Asvooiation
members would rota1e the rosponabslay for teaching the ses-
ssams, 13d by paoling ihor efforss they sould each dearoane the
amount of ime spert draming and ononting ooy sub they use,
Referral/Foodbach U ipdating

Many subntiroie programs produce 2 subatdure list monthly
of birmonthly for members of subsanbars, The Child Care
Resource Conter (CCRO) in Camduidge, Massachusaan, for
inMance, mzahy 3 monthly Jist 10 subsoribors who pay 315 por
year, The bt contains the basc information from cach sub’
spplicatam: name, address, phonc number, bost nme 10 ¢all,
educatien, length of exporicnae swath difforent age grosps and
in diifieem dinds of prograns, languages and other sdalls,
nmces malable dor work, and any ramportation kit or
£ T4/ DA

L CRC sominds ity subscnibors that, “We hae oot evslusted
vhe work of these substitutes, Wi 33k that you, the provader, 6l
ot the ondowd evaluation fotm fot osdh subatinete conginng
thot potformance and soturn o to us, Al evaluations sl be
toviened o Jedotmine if 2 pofon’s porfotmande is a1 A0y,
or whether remroval from the list peeds to be comidered,
Evaluation forms will be kept on file 31 CCRT and may beread
oy providens and the subsutete” Providess have found ths
cvaluation system hodpful, but CCRC admits that they 1ond to
reccive only the coromoes= the very positive of vy negative
cvaluations, Substitutes who wish 10 somain on the list can
smply re-tegister by phone each month,

Child Action in Sacramento, California, goos 2 vep boyond
printing 3 disdsimor on ity substitute It before duld care or
{amily day care providers can subsonibe to the lisy, they thom-
sclies munt preccive 2 bricf onientation to the sub program from
the Child Action 13t To kexp thair it ep-ro-date, Child
Action penodically sends postcards 06t 19 its tegistened subs,

Other programs, such as Canno m Albuguerque, Now
Mexico, of Ould Care Rewuree and Reformal i Racheucr,
Miancwota, give subntstute reforrals to providers over the phone
tmtcad of mailing out a list. Prossdon thai mamtain thoir own
sub lists and call the substitute program only when they need
new reforrals,
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Broader spensorshup of 3 swuibsiuture program can be very
bencficial, The Offiae for Childsen (OFC) in Fairfax Cousty,
Vitgiria, has 2 wpique netmotk of 52 school-spe <hild care
programs sporsored by the covnty povernmenr, 3nd has 2 vl
monher at it ¢ontral oifiae to coordinite the roiareals, OFC
budget fene pormanont “floanng cub” postsons, and alvo
koops 2 lat of ahowt 35 on-call subs who are hited 2s pooded,

The University of Califormia a1 Bakdey, which provdes
space and studeny foe support for wix state-Yundod chidd care
conters, holds fiee ihsorice training—a oncweck soiies of
workshops on subject such as snfanttoddier curricula, health
and musnc—ovory six months. Subs are paid 1o 311end! Moo
oner, Unnorsty sponsceship of these conters allows an unwsaally
high rate of pay for subn, As of Spring 1986, stanting pay was
$947 2n hour for those with caly childhood sducation oredens
tals and $8.36 an hour for non-credentisled subs, Althowgh
subs 2ren’t guarantoed daly cmployment, the ize of the
Universasy systom, combined sith the high rate of PNV, CHER0S
2 pool o eapes, well-tramead tomporagy 1eachers,

Child Care Subntstute Rogntfio

Peaple 10 many vthor professon = sach 2s pablic schoals,
howprtals, and bussness offices = have Jong had contyalized “segis.
™ or employment agencies whidh 1imphiy thoir scarch for
substitiee help, Several child Care ageracs around the tountry
are how anvestigsting the posubality of adapting such a modd
10 our profession. The Western New York Child Care Counail
in Rochester, New York, is secking starap funds for 3 *child
care personned service” $0 is 2 group of about 30 <hild care
<onters in the Fremons, California, arca,

Public school divnicts, Tor example, have opersted substitute
tegnInies for years, Once subntitutes have engolled in the regisnry,
thoy call in for asignmonts, wsually a1 leass one day befone
they st malable, A conteal wchool dutricr office nypically
arranges suby on both 3 dady and 3 neckly bass, Schools ¢alf
in for aubs 2 soom 2 they ssmtdy 3 need; oven after office
hours they are often able to besve 3 rocorded mesage, The
whaol dimict, wot the indissdual school, i lable for Any
provable megliponae or wronpdoing by a subsritere,

In the San Frandwo (California) Unified School Distsict,
between 100 and 2,000 subs are iypacally available, and work
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an ngrage sttt of four hours por day, Wages are quade hugh,

epeaially sance 1954 mbhon subs organiod 2 wtnon == the San
Franongo Substatute Teachon” Ongamzation, As of Soptombey
1986, subs rocone 3 warting pay of $5543 2 howrg attes T8
assgrinonts the hoatly pay ancreases to 3124,

A subatutute sty ot chadd care conters oy aa apyposhing
posuindsty, Indnadual conters Goudd save commdpratle nume
and moncy gotting subs, even of they Rsd g0 poy 2 sgadhoan
asnual wbsorspluon for; irafng 1nd otuoft 3o could hegome
staadardirad, and honee more sediable; and sab wages conld
iprove= although fot, most ke, 10 pullic schaol dssteact
fenedat

Yot there are sl somic anresolved dide mmas, capogially gon-
copning such manes 2 latwhity and arsurangs, In the curyemt

whild care ensteranae enise, imh-hn' goverage dor.a contral togatiy
odhoe mould mon hikdly e prohibinive, Child care rogitmies
ARy mcwd L8 :mmdli!’»' ﬂ’hni: svaters o hat the Liabdaty somains

T:}.\; ff{‘ﬂiaﬂi. (.ahimmsa area Dectors” Connid 1y offopmg,
to mansge 3 sibstatote fogitty ard depatcdnng sotwace fov 130
bocal ¢hild care contora, A a2l somber soeld e sospomashle
ot georumment, antohuowang, tratung, ovalustion, and ecfonral
of subs, Locs) conters would pay an ansusl subsonspion fee
based on thot wir, 3nd an additional fee each 3une they wsed
the sornace, Pohaes, procedure, and pay nould b standardizad,
with builtan pay increanses 10 toward cubs for longth of servige,
Individual conter mould anume lalliy 2 the cmpkn*rn of
cach sub they hire, For imurance purposes, the fogtatty’s role
would be similar to that of 2 resource and roforval agoney in
ghing child care sofosrals 1o parents. The segisty would save
conters soasyal s1eps, but each comor would setain the rospopsi-
bality for matang carcful choanes an kaning,

Foundation 3ad Corparite Support

In baxaking Bew ground to wmpeone the sebatityte teacher
saation, ¢bitd care programs aved all the allios they qan find,
Seartup fubdong ensy be svadable from a vanety of vouraes,
Dont aucrlook foundations and wot OTalIGHs B YOur 393,
although they may prefor to eupport a huld Care praject that
bencfits the ontire community rather thas a angle conter, A
numbcr of the rosousce 3nd roferral programs desanbed ahare
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obtaned sall gramts fom 3 Substutute 1 Fund establahed
by Work/Famady Diractions, a sorpor ate-fended rosourae dle.st-
anghowse in Boston, Masachusats, The Nauonal Assacation
for the Bducation of Young Chddron han ato aaardad Mo
borahup Aamon Grasts fot fogel adate grougn fo c¥cgte wh
Progt s,
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Working as a

O Your Rights
and Responsibilities

Chiddeen cannot be loff 1o csre $on ghemsdars, Withowt
subutetetes, child gare Frograms would vome to 3 soreedhing
halt, People mho sark wath ¢haldion are prode 19 froquem
allacsses, s3eating a8 ongomng need for tomporaty ¢hid care
porsonnd, Teachors need 1o 1ake vacatiots, tos, and contors
soquire subs for pre-amranged leave time as well 2y Layt-emnete
absenges, Following are some 1ips e hape will meke your
eapenienae as 2 sub a gaod one 4ot you and the dhildren you
weotk wth,

Deoading 1o Bocame 2 %

M yo e detorested an hosomung 2 substitpte, chodk g
kel Bewsgapor fof ads o sontit yowd Racal i« are retong gl
aponey o comnmunty colloge cith dhidhoond dopattsmont fo
fatnd st wihat enostidion of i Ritanig Progiems are aelldbile,
i mo sadh programs eont, wou Cin gomtact Jhild gare Gontors
e d im the yelllow pages of the gthane ook to e thom now
you are intorested én gomporay worlk, Most conters aceapt
substitotes with butle ©f Bo Pleof tranmg of Qpeienie @

24



Q

ERIC

Aruitoxt provided by Eic:

carly ¢hildhood aducation, but wibs mith proparation are an
grearct domand, Moraowet, beyond provading 2 fiedad serige
ta <hild care proagrams, many pooplle find that workang as a
sub e 2 goad w2y 2o dotermine whothor o ot ghey wigi go
Pulue 2 eaved anohong soung childeon,

One yo have ¢ortasied the propy agoney, yoru mall leam
whiat ws roguired by law 2o meark 2 8 subsiatate teachor an wowr
community (dfforom topdlanons govern «hild care 88 ench
wtee), Mout gommunties ragure 8 s to gt 8 TH sorcoming
geat, Modhcal owamsnations, afsmina) sooond dhadks, and g
PIshisng are ofton alvo fogered by law #o halp snsure childron’s
health and sataty. Binae these ¢an he govhy, it is worth shopyring
arownd for the least exponsive sauraes Lot these somuaes, bn
some arcas, thore may he an ageney wuth fund: o sibsidie
Your asty,

Many ¢hild care sosaurae and sobaral agenaes aporate 3
subynitute placoment semuae to oy antorested Gontors ahony
paaple mho are available tof tomparary work., To join such a
}\rspxgu:cm, you wmull peoibably seed 1o he uritewniemad, Frowade
characror foforonges, 20d perhaps pariahate i 2h oo dion
o Bradhing Prrogfam whadh shay streilie 8 wead #0 2 crntet, Thie
mmay seom bke 8 ot of work to got 8 gompror sy job =eubeaaally
one weth such low pay =but these are important stepe? Propie
operating duld care programs srast take procautions 1o ehsire
that adoguately propared poaple mork math young dhildien,

Contors that do pot use a placemont agency may ask 1o megt
with you themsclves hotore they hire you 2 2 sub, 10 wlay 10
deade that you profor some contors over othors, And it alvo
reasonable 1o ack of you wall he seimburead Jor The 1me you
spead wisiting 3 conter, expeaially of you are asked 10 wond
dutstg this sasit, In ghe ond, these prognderes boneit you iy
helping you deteremine whothor of Bot you wamt 1o he 2 s and
Propaning you for mhat g g vory rowarding, bt tawing, joh,

for ghe Farst Time s 2 Contey

Oace pom 2ir o8 2 bod of have heon adcepied g0 Wonk as 2
aulh by 2 partedlat comter, e Feady for vout S all, g i
may wome wesy ety i ethe snommeng or e st gt ot anpy the
wethel] g0 lawip 2 winitron Bivt of Guentions by the phon, Doglhng
wuth 2 aew employer ¢on he exqining snd norve-wradking, and
o the @all is wnevprand or comes 81 28 ehusud] hour it s casy
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o farant da avk ot amportatd sttormation, Yoy will prohaity
wand o haaw:

Dahe address o ghe contor and pen spoeil aBsBactaon Sol

ﬁon‘:ix’i:‘m‘a_‘j_ #} o cemitors olftom i iixm;mu,-ﬁ ishy By asopviarsaky ol ;u\:_.‘is\m
hefnii-to#nd saditoats of haddmgs)
7 the srasriber o howrs wou wdil e needod gnd whst geme 1o
sttyue it odler 2o e doady 2o wonk math ghe Jhilldeon ome
wohtoks BRE WAt wou o duiplere paporwork so they Can
Bragess vont pavdhodh, othors may woart Fo goe vog 2 tong,
ELTEY

3 age group of the ¢hildFon you wmdll awatlk marh 3o help Ao
e mentally propared for vour day)

Chname of the porsan yvou shotild voport o on avenal, and, o
dettoront, the mam: o the parson vou wall he wotkaing smath
et can weiby on for Redp

T sdhedhile o aatastes wand amvthag pon shondd Rhow sthowt
hie gomted o wors wndll e o sade, wobiegher wos tond do baung
woond ?v;;bhé[,&f:\-

Your bewt 1321 st 2 Coray
Pe sarve 1o gliow plonty of Lone o gt to the conter wihon
R T siteld =oeneh 4%‘!6;;:?& ferty fo g Joma?! etz + 4oy e x‘:u‘ig and
foosk arapnd than to s Laie, Ropott to 4 porson M'hoag
name you seceved ovet the phone, 3 aothy s hees e
taioned ahout the pavenent progedure, an wrson shoul
FoIMs X S1gh, Ot
Onge you mat the person you will he svorh g, owt flosely
mith you ¢an ask ahout how the genter aperates and where
ghings are. Most praple mall probably otter this antormation
and some gentors evelt have a handowt for stibs #hat indlades
scth dntonmation s
i emnongond. Pragedares, Tocatuon ot st gd Tt
0 scthodivle o dhe 2y
0 speeiall sadles Chidls cen't mdle Bakas it qomtasn svaps, B0 ows
om Bhe gHaribang smtsaRseben, gt i whw Py nad Buetforre ik 5»)
W Nocgten of angpyihies
i ypeaudll meeds ©r concorns of indnadus! dhildron {allorgies,
physes] sestrarions)
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ICany of the information is unddear on the handout or the
hirst time ot s mentioned 10 you, don't hesitate 1o ask for
clarification, Confuzion later on might be dangerous,

Responsibilitics

Entering a child care center filled with lots of ¢hildren and
adules busily working and playing can be overwhelming and
disconcerting, Don't get frazzled, Below are same guidelines 1o
help you keep a clear head while working at a center:

You are there first and foremost 1o insure children’s health
and safety, Always make sure there in an adult presemt before
you leave a room or the yard, Children should not be left alone
even when sleeping,

Avoid physical force or abusive langnage in managing chil-
dren's behavior, If you feel onr of control, ask another adult
for help,

Observe goad health practices. Avoid smoking or the use of
any drugs or alcohol when you are responsible for children.
Wash your hands after assisting a child with a diaper or at the
toilet and before preparing any food. Be careful when drinking
hot liquids like coffee or tea; a fast moving child can canse a
spill leading to a potentally scrious injury.

You are there 1o assist other staff in caring for and teaching
children. Pitch in and help when there is a need for an adult
(helping take off jackets or putting on smocks).

If you initiate activities with children, select sure successes,
Playdough is much easicr to supervise than fingerpainting.
A story is always a winner, Take your lead from the other staff
you are working with,

Be friendly to parents. They arc ofwen as nervous as their
children about seeing an unfamiliar face at the center, Introduce
yourself: “I'm Suc and I'll be subbing for Joe who is sick
today.” Feel free to tell parents about positive events during the
day, but leave negative or troubling feedback to the permanent
staff.

Leave the room tidy and help with clean-up as needed.

You are there to provide nurturing and support to all children.
Responses from children will vary. Some may readily attach
themselves to a new adult; others will be upset by the presence
of a stranger. Try not to take children’s negative reactions
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personally, I ope child attaches 1o sou, you van sy gently that
you need 10 help all the children while yon are at the center,

Righis

The program you are working for has certam responsibilities
toward you as an employee, even it you are working on g
temporary basis, You have rights o

Clear directions about what bs expected of you, Sometimes
in the sush of deahing with Jdubdren, other atafl will () o
convey impartant information, You van assiat by asking for
canfication and inding out who you can go to with questinns.

Appropriate job descriptions, You should never be lefe alone
to supervise children, nor should you be expected o plan the
program or conduct parent conferences, However, if you sub
for 3 Jong time a1 one cenrer, your feedback on children and
curricula may be sought,

Working conditions and pay required by law, Federal law
mandates that all people working in child care car at least the
minimum wage, Additional stare and federal Laws govern over-
time pay, breaks and frequency of pay (write 1o CCEP for
information about these laws), You have a right 1o be paid for
all the time you are required 1o be at a center, evenaf you are
not in a Jassroom. You have a right 1o know how yon will get
paid and when you can take a break,

The protection of certain health and safety regulations, The
most common violation is of the legal aduli-to-child ravio (the
number of childeen each adultis responsible for), Your local
child ¢are resource and referral agency or state department of
health or social welfare can tell you what is legal in your area,
It's a good idea to be aware of these laws and how they affect
you. }f you are asked 10 supervise more children than the legal
limit, you have the right and the responsibility to say you
consider it unsafe and you are uncomfortable with the sitnation,
If the employer doesn't change the situation (and/or if you are
asked not to return to the center) you may want to report the
situation to the licensing agency. As a child care employec, you
also have the right and the responsibility 1o report any adult
behavior that is abusive to children,

Kind treatment and feedback on your performance. You can
communicate your interest in learning from your experience
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as @ aub by saying that you would hke o kpow if something
you are dmng bs helpiol or if there s something you shoubd
stop duing, Sometimes stafi are too busy at the end of the day
tor share their seactions. You can tell them you would appreciate
a call and that you are avadable wo return as 4 sub, Be sure
leave your phone sumber, I you don't hear from a center
again, you maght contact the local sesonrve and refereal agemy
to see i they received an evaluation of yonr pedfonmance, Yon
can alw provide feedback for a conter by witing o letier or
making a phone call,
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Unfurtonately, becsuse of the many presires on people
who swistk an culd care, few subs evee hear thar ther encrgy
and talents have made a temendows difference o other ¢hnld
cave workers, parents, and chldren, This caunses many subn 1o
downplay the value of thar work, medooking somie of thar
nights and responubilivies in the process, Howover, by recog:
maang your cphts and by bemg well prepared, you can cnsure
that your feceive the mformation and help you necd 1o Jo your
job well and 1o expenience the many rewards of working in
child care,

We hupe this informanion, gleancd from o many dedicated
cild care people, will 23t you in your offorns 1o make goud
subs easicr to And and keop, We enconrage you 1o discuss your
policies and 1deas and 1o share them with vy at CCEP so tha
we ¢an paws them along to othens arsund the countey,
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Thanks 10 the fullowing people aind dgcis ies u movided
mfovmation for this resamr e;

BANANAS - 6308 Tdegrapdy Ave , Oaldand, 1 A PR v, Aidy e € uijtic

€ arina— P Row 272 %48, Albigueigue, NAEZE25, (3a3) 884402985 Sheala
Bedges, disectinn; Rathara Quintana, vast diaztes il s Progtam

Chld Care Costnrctingite = PO Bos 170, Poser, 13 £3707 1208 342 4ren
of MK vhaten tialy

ChlI € oty Infogmistion | sohiange=s (Jddé) 483 joee, Boga Newgdhaag

€ hild Cage e smiyr € wated, fae 01 RU BESR S 11 N PYVUN NTOSTINY v R
Cambpidge, MA 02139

€ hald Case Resoufoe Crsues, San berpanda Yalley = 14489 Sydvan s,
Saite Y, Van Nuays, CA 91400, (8§a) TRE TG R R AT e KT,
Margorie Mot

Child Care Resource & Referral =903 8 Center e, vuite 200, Ho, hewer,
MM 88202, (807) 28720200 Turw Motk diveatots Patbie Wickes,

eswapdinator of ayb sricrial

Childirn® Sopviers of Mapiis Couity =2 W Hanosvd Ave, L1 Faeodom,
NjaTeio, (o)) K8: 2070, hathy Ross

(.}immmum Coonbinared Chld Care (4-0) od Danre € Aty o 3200 Montoe
M, Madoon, W1SS7H, (008) 2357335, Dhane Adam,

Connmunity Senices for Childira—433 E. Laous St Bethlcheoo, A Y5ois,
() 911819, Jopie Lang

Faveptional Pessons, Inc (IRARY 2430 Uaiversity Ave , Witcadon, 1A
3076), (319) 2126073 Josnne Lane

Paggens, Will—Ssn Vesnosn, CA

Klepp, Maggir (lastrsoiss a1 Cabpllo Codlage)— 300 Cxates 31, Santa
Crag, CA 50679, (AOX) A25-B a6k

Marh, Mike (4050 Oaka Collogel o= PO Boa 20136, Oabdsnd, €A
H4020-0) 3

Miller, Paul (Taa-Cavien € Widdien’s Conter ) = 41100 bde Ry sl sa, b as maom,
CA M8, (418 6372920

NALYC Chad Cate fnformataon Aefaser = (800) 424: 2 460; Deborsh Phbpa,
§ o Bonney

Olfice for Chaddien, Fauday County = 1121) Waples Mall R4, Faudaa, VA
22030, (TG3) 691-1173; Fateen Harahan, sub coordinatos

338 Francico Unitied Schaod Dotsa— 135 Van Neas Ave, San Franoaso,
CA 94302, (113} 3o8:9008, Shcrry Ko, sub coordinator for Jhiddiea’s
Sohtery

Subatitite Provides Traming Frogram = 1501 W, 985¢h 2 Overland Pk,
RS 66206, (830) 7§3-3260, Kathy Hermes

Universty of Califorms Ohdd Carem (415) 642:1847; Sue Dore

Western NLY, Child Care Counad =121 N, Faghegh $a., Room 424,
Rochester, NY 1614, (716 232:233; Barbara Ann Mande, dasooson

Work Famuly Directions = 100 The Rivesway, Bostes, MA 02218, (6)7)
734:0001; Johanaa Schylman
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