    Caregiver Training Guide 


INSTRUCTIONS:  As tasks, skills, and/or policies are taught, understood, performed, and mastered,   initial in designated box.  

Has been taught: One or both of the Site Directors has explained, verbally or in writing, what the task, skill, or policy is.  Example:  The children must wash their hands each time before eating snack.

Knows purpose and rationale: The Caregiver can explain why the task, skill, and/or policy is done the way it is done and why it is important.  Example: The children need to wash their hands each time before eating snack to help prevent the spread of illnesses.  Snack is a high- risk time for the spreading of germs because they will be touching their food with their hands and sharing the serving spoon with all of the other children.

Has performed:  The Caregiver has been given and has taken the opportunity to perform the task, skill, or policy.  Example:  The Associate Director sits with the children at snack time and reminds each child to wash their hands before having snack.

Has mastered:  The Caregiver has performed the task, skill, or policy successfully many times and has become second nature to them.  Example:  Children do not need to be reminded to wash their hands when the Associate Director is sitting at the snack table, they do so on their own.

Training Guide 
	Task / Skill / Policy
	Has Been Taught
	Knows Purpose & Rationale
	Has Performed
	Has

Mastered

	Health & Safety
	
	
	
	

	Knows School’s Expectations of Playground equipment
	
	
	
	

	Ensures children and youth are in direct view at all times, unless using the restroom.
	
	
	
	

	Properly and consistently follows the check-out procedures that are in place to keep unauthorized people from taking children from the program.
	
	
	
	

	Notes when children arrive, when they leave, and with whom they leave.
	
	
	
	

	Properly and consistently follows no-show procedures, in place to follow up on children who do not show up to the program.
	
	
	
	

	Properly follows missing child procedures if a child in our care becomes missing.
	
	
	
	

	Properly follows emergency procedures and fills out our accident reports.
	
	
	
	

	Properly follows field trip procedures that are in place to manage risk on field trips.
	
	
	
	

	Knows location of first aid kit, fire extinguishers, fire alarms, and other emergency equipment


	
	
	
	

	Protects children from potential safety hazards by alerting the program director of any observed: caustic or toxic art materials and cleaning agents, medications, and hot liquids; Overexposure to heat or cold. 

	
	
	
	

	Does not use food as a reward or bribe nor restricts or withholds it as a punishment 
	
	
	
	

	Ensures indoor and outdoor facilities are left better than how we found them
	
	
	
	

	Maintaining proper ratios in program 
spaces, by knowing location of other caregivers and notifying others of your location at all times. 

	
	
	
	

	Notices unknown person, and Approaching unknown persons

	
	
	
	

	Leading children in transition – children do not run ahead

	
	
	
	

	Ensuring families follow check-in and check-out procedures
	
	
	
	

	Gatekeeping, including:

· Clip system

· 2-way radio system

· 2-way checks
	
	
	
	

	Missing child procedures


	
	
	
	

	Handling injuries


	
	
	
	

	Completing accident reports


	
	
	
	

	Dealing with ill children


	
	
	
	

	Kids
	
	
	
	

	Is kind and fair to all children.
	
	
	
	

	Responds to each child with respect, acceptance, and comfort, regardless of age, gender, socio-economic status, race, ethnicity, ability, religion, or family background.
	
	
	
	

	Treats children with respect, relates positively, and creates a sense of belonging by knowing and using children’s names often and when they arrive/depart
	
	
	
	

	Projects a tone of welcome in voice and gestures.
	
	
	
	

	Talks and plays with the children.
	
	
	
	

	Includes all children in play regardless of gender, race, disability, etc. 
	
	
	
	

	Sits with Children at snack 
	
	
	
	

	Helps children with homework 
	
	
	
	

	Says yes to reasonable requests. 
	
	
	
	

	Is aware of how tone and demeanor convey respect to children 
	
	
	
	

	Shows sympathy and understanding 
	
	
	
	

	Accepts when child wants to be alone 
	
	
	
	

	Remains calm and patient when dealing with an angry child
	
	
	
	

	Communication with children includes social conversation and information sharing 
	
	
	
	

	Clearly establishes boundaries and expectations of behavior 
	
	
	
	

	Has faith in children to accomplish tasks and do the “right thing” 
	
	
	
	

	Give attention to children when they cooperate share and care for the materials or join in activities uses positive reinforcement of desirable behaviors 
	
	
	
	

	Shows interest in children’s culture and language; integrates and or shares own culture background and or interests into the program 
	
	
	
	

	Using supportive and encouraging words and phrases like, “knowing you, im sure you’ll do fine” “I can see you put a lot of effort into that.” “You can figure it out” “I have faith in you” “Don’t worry we all make mistakes” 
	
	
	
	

	Avoids showing favoritism-shows extreme fairness in making decisions 
	
	
	
	

	Gives sincere complements regularly 
	
	
	
	

	Encourages acceptance and understanding of differences (discourages derogatory remarks and helps children understand and empathize with hurt feelings do to prejudiced remarks 
	
	
	
	

	Show appreciation for various cultures of children by integrating their cultures into the program 
	
	
	
	

	Administers logical consequences for undesirable behaviors that reinforce desirable behaviors 
	
	
	
	

	Provides logical opportunities for children to earn back revoked privileges in an appropriate time frame 
	
	
	
	

	Avoids phrases like “let me do that for you”, “better get some help” “If you can’t do it right, don’t do it at all.” “you can do better.” “that looks too difficult for you.” 
	
	
	
	

	Encourages autonomous behavior in children (allows children to take the lead in selecting and initiating activities 
	
	
	
	

	Ensure children have opportunities for leadership and teamwork 
	
	
	
	

	Encourages children’s initiative and leadership skills 
	
	
	
	

	Encourages more experienced children to teach others new games 
	
	
	
	

	Plans activities that appropriately challenge the abilities of the children in the program 
	
	
	
	

	Regularly collaborate appropriately negotiates and enjoys meaningful debate with children on issues such as consequences, schedules, boundaries 

	
	
	
	

	Asks developmentally appropriate questions and actively listens to the children’s answers 

	
	
	
	

	Meeting each child individually with efforts to remember their name


	
	
	
	

	Always giving children option for outdoor play

	
	
	
	

	Never withholding food or outside play as a punishment or consequence

	
	
	
	

	Rarely asking children to wait, move in groups or stand in line

	
	
	
	

	Never forcing children to apologize or explain their behavior or feelings 

	
	
	
	

	Participating in and ensuring community participation in clean-up times- count cleans up, one song clean ups, cleaning up after ones self.
	
	
	
	

	Curriculum
	
	
	
	

	Participating in children’s indoor and outdoor activities
	
	
	
	

	Observe other staffs curriculum
	
	
	
	

	Creates curriculum based on interest of self and the youth’s interest.
	
	
	
	

	Families
	
	
	
	

	Introduce yourself to parents (at least three a day) 
	
	
	
	

	Greeting children & families by name upon arrival & departure
	
	
	
	

	Shares with parents good things their child has done.
	
	
	
	

	Talks about confidential matters in private 
	
	
	
	

	Let’s parents know exactly where their child(ren) are and helps them gather their children and belongings in a timely matter. 
	
	
	
	

	School & Community
	
	
	
	

	Returning school property in as good or better condition than it was found
	
	
	
	

	Always greet school faculty in a warm and welcoming tone
	
	
	
	

	Environment
	
	
	
	

	Ensuring cleanliness and tidiness in program and storage spaces
	
	
	
	

	Snack is served with appropriate/intentional utensils, napkins, centerpieces and some sort of table covering
	
	
	
	

	Keeping children’s belongings off of the floor
	
	
	
	

	Designing program space to meet the needs of children and staff (wet & messy near water supply, quiet areas stay quiet, materials for self-selection are within reach of children, etc.)
	
	
	
	

	Ensuring proper designated use of materials and equipment
	
	
	
	

	Ensuring materials and supplies are not misused or wasted (no construction paper airplanes, no gluing beads, using scrap paper, etc.)
	
	
	
	

	Restocking interest areas as appropriate


	
	
	
	

	Serving snack family style
	
	
	
	

	Keeping appropriate table washing supplies available and accessible to children
	
	
	
	

	Professionalism
	
	
	
	

	On-Site Orientation at each site
	
	
	
	

	Staff Guidelines Scavenger Hunt
	
	
	
	

	Being punctual
	
	
	
	

	Projecting a positive tone and demeanor 
	
	
	
	

	Doing fair share of set-up 
	
	
	
	

	Doing fair share of clean-up
	
	
	
	

	Morning check-in 

· All children present are signed-in

· Having registration forms for all children present

· Totaling morning attendance

· Totaling staff numbers
	
	
	
	

	Afternoon check-in 

· Ensuring all children present have been checked in

· Ensuring all children expected to be in the program are accounted for

· Performing call backs in a timely & efficient manner

· Totaling afternoon attendance & staff numbers

· Recording snack
	
	
	
	

	Ensuring site phone is always answered during program hours and messages are checked and returned ASAP.
	
	
	
	

	Attending staff meetings, prepared and productive
	
	
	
	

	Meeting with and exchanging feedback with site director(s) and other staff
	
	
	
	

	Following CC & school rules as a role model
	
	
	
	

	Wearing appropriate clothing for active, messy play
	
	
	
	

	Communicating with staff to ensure flow of program
	
	
	
	

	Willingly and readily fills in at other sites as requested by site director(s) or program director(s)
	
	
	
	

	Recording changes to snack calendar
	
	
	
	











This agenda outlines what a Caregiver should be learning within the first 90 days on the job. It is the responsibility of each Site Director to train their caregivers on the policies, procedures, and philosophy of Children’s Choice and to ensure that what they have taught has been learned.  SDs must also provide opportunities for Caregivers as their professional development deems appropriate, to perform tasks, with supervision, that demonstrate their level of knowledge and skill (doing check-in, gatekeeping, attributing to a newsletter, participating in staff meetings etc.). It is the Caregiver’s responsibility to ensure that they are learning the policies, procedures, and philosophy of Children’s Choice via reading materials, embracing learning opportunities (attending trainings), and asking questions to clarify what is not fully understood.





THIS IS NOT AN EVALUATION.
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