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Administrative cOMPETENCY aSSESSMENT

Name: ____________________________________________________
Current Site(s): __________________________

Last



First
                               M I

Current Supervisor(s):
 _____________________________________________________________________________
Years with Children’s Choice: ________

You are being considered for the role of administrative substitute.  This is a role that is reserved for those who display skills and characteristics needed to fulfill the administrative duties of a Site Director, at any site, in the event of their absence. Please read and answer questions carefully, honestly, thoughtfully, and thoroughly.  You are allowed and encouraged to refer to the Staff Guidelines, as well as any CC materials, to assist you in completing this assessment.
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What qualities do you possess that make you the “model caregiver?”
Health & Safety Procedures

2. What are the CC Discipline Procedures (the steps of our policy)?
3. What is the difference between reparations and restitution?


4. What are the three R’s we use to determine a logical consequence? Briefly explain each.
5. What would you do if a child evades supervision?


6. What are the CC staffing ratios versus the licensing ratios?

7. What is the difference between an incident report and an accident report?  Who gets copies of each?

8. When would you use the no-show check-in procedures and when would you use the missing child procedures? Please describe each.

9. Describe our medication policy?
10. How do you determine if someone is allowed to pick up a child from the program?  
11. You may encounter a site visit from a child care licensing agent.  They will need to look at staff and child files.  Where would you direct them to look?
12. In the event of a fire or other emergency that requires evacuation, what do you need to take with you? (be specific)
13. If a situation arises that you are unprepared for or are unsure how to handle, who would you reach out to?
14. What would you do in the event of a staff person not showing up for their scheduled shift?

15. What would you do in the event of a disruptive or suspicious person on campus and/or in the program?
16. What are some strategies you can employ to deescalate a situation with an angry/distraught parent?
17. What questions would you have for the Site Director before subbing at a site?
18. Is there anything else you think we should know about you?


_______________________________________             ____________
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