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Introduction 

           This handbook tries to put all of the information you might need as a UNF Preschool 
employee into one place.  If you have any questions about the handbook, the Center, or your 
work with us, please talk to the administration. Please take the time to read this guide thoroughly 
and keep it where you can refer to it when you have a question.  You will be responsible for 
abiding by the UNF Preschool policies and guidelines as they appear in this handbook and in any 
subsequent memos to staff. Because our center, is in on the University grounds you must also 
obey all University rules while at the center. After reading over all the information included in 
this handbook, please sign the signature page and give it to the office manager for your personnel 
file.   

   UNF Preschool 

Background & History 

The center has been in operation 
since 1975. UNF Preschool operates 
under the auspices of the Division of 

Student Affairs, here, at the University of North 
Florida. UNF Preschool is a year round program, nationally accredited by NAEYC, 5 star rated 
by Guiding Stars of Duval County and the proud recipient of the Gold Seal of Excellence by the 
Florida Department of Children and Families. The center has always been more than a day care 
or child care. It strives to provide high quality education to young children aged 2 1/2 to 5 year 
olds in a safe, culturally diverse and nurturing environment. There are only four classrooms, one 
for the youngest group 2.5 years old to 3.5 years old and three for 3 year olds to 5 year olds. The 
center’s goal is to prepare children not only for kindergarten but to also equip them with the 
social emotional skills necessary for the outside world. Our kindergarten readiness rates have 

been consistently high over the years.  

The program is open to the University of North Florida students, 
faculty, staff and general public. UNF Preschool promotes the 
cognitive, social and emotional, language and physical 
development of children through high level curricula, assessments 
and developmentally appropriate practices. Various options such as 
free Voluntary Prekindergarten (VPK) only, VPK wrap around and 
Part-time hours are available. Enrichment programs such as 

Spanish, Music and Happy Feet, which is a soccer based movement 
class are offered every semester. 

The center also serves the University's academic community by allowing faculty members to 
conduct research. The research is more observational than intrusive in nature and usually focuses 
on the thinking processes of children. Moreover, this research is interdisciplinary in nature and 
involves various University departments and research projects. Furthermore, the Center also 
serves as a pre-internship site for its University students as well as students within its region. 
During summer, UNF Preschool continues to focus on the academic enrichment of children 
alongside an array of fun filled experiences such as water play days, picnics, on campus 
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fieldtrips to TV station, kitchen at the Café and library and mud day. UNF Preschool is under the 
auspices of the Division of Student Affairs, under Associate Vice-President Everett J. Malcolm 
III.   

Mission of the Department 

The mission of UNF Preschool and Child Development Research Center is to provide high-
quality school readiness and development programs for the children of UNF students, faculty, 
staff and the general public. 

  
Purpose of the Department 

The UNF Preschool and Child Development Research Center’s 
purpose is twofold:  
• Firstly, the Center provides children with a warm, accepting 
environment and meaningful experiences that encourage them to 
value and respect themselves, others and their world. It strives to 
help children develop self-worth, self-awareness, consideration for 
the welfare of others, an ethic of sharing, and a love of learning, 
while preparing them for their future academic endeavors. 

Secondly, the Center provides the University a research and training site for students and faculty 
in Education and other majors. Students and faculty of UNF and partnering institutions use the 
Center for research, pre-internship work, observation, and volunteer opportunities for their 
coursework.  

Our Goals  

• To help the children in our care develop a positive view of themselves and others.  

• To help the children in our care develop a genuine love of learning.  

• To help the children in our care develop an appreciation for the differences among people and 
how to celebrate those differences.  

• To help the children in our care to learn how to cooperate and be a positive member of a 
community. 

 • To help the children in our care to develop the basic skills in key content areas of literacy, 
mathematics, science, technology, creative expression and the arts, health and safety and social 
studies that prepares them for the next level of learning. 
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State Licensing 

UNF Preschool is licensed by the State of Florida through the Department 
of Children and Families. Quarterly unannounced inspections of the 
center are conducted by DCF to ensure compliance with state standards, 
policies and procedures. Our program is licensed to care for 85 children. 
The center is accredited through National Association for the Education of 
Young Children (NAEYC) and Guiding Stars of Duval.  

Ratios 

Being NAEYC and Guiding Stars of Duval accredited the center 
maintains a low student to teacher ratio than the one specified by DCF.                                                                                 

                                                Teacher: Child ratios 

NAEYC ratios: 1:10 for Preschool (2.5 year old to 5 year old) 
GSOD ratios: 1:7 2year old, 1:10 3 year old, and 1:11 for 4/5 year old 

DCF ratios: 1:11 2year old, 1:15 3 year old and 1:20 4 year old 
UNF Preschool ratios: 1:9 for 2.5 to 3.5 year old and 1:10 for 3 to 5 year old 

 

Accreditation 

What does accreditation mean? 
 

 

It means the center has voluntarily gone 
through a rigorous assessment process that determines how well the 

center meets the requirements for quality early childhood education. 

National Association for the Education of Young Children (NAEYC) 

https://www.naeyc.org/accreditation 

NAEYC strives to raise the quality of education for all children from birth through age eight. 
Accreditation systems are major part of NAEYC's efforts to improve early childhood education; 
they allow programs to provide the best learning experiences for young children and their 
educators by meeting national standards of quality. Our Preschool is accredited by NAEYC 
(National Association for the Education of Young Children). This means we are providing your 
children the highest possible early childhood education available. The center must meet 10 
standards and over 400 criteria to achieve accreditation. A major indicator of high quality is the 
teacher student interaction. The physical environment, curriculum, health and safety and 
administration are some of the other areas assessed.  

 

https://www.naeyc.org/accreditation
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                 Guiding Stars of Duval 

The Early Learning Coalition of Duval created a voluntary quality 
improvement and rating system called Guiding Stars. This rating system 
was created 10 years ago to help parents locate quality child care and 
preschool centers and to encourage providers to train themselves to better 
prepare youngsters for kindergarten. Preschool and child-care providers 
have to improve because more is expected of children before they enter 
kindergarten than was expected 10 years ago. The UNF Preschool extends 
their learning and helps them to think and make decisions. Not only do they know 
their colors, letters, and shapes, they also excel in early reading and they grasp most literacy 
skills for their age; understanding the plots of stories, characters, beginning sounds and ending 
sounds of words, even hearing syllables. Social skills are a big part of being successful in school, 
we also teach them how to make decisions, take ownership of their actions and to be aware of 
others.  

Guiding Stars of Duval has awarded our facility the highest score available of 5 stars. This is an 
affirmation of our hard work and dedication in providing children the highest standards and 
quality of education. Helping children be prepared for school, as well as providing a safe, healthy 
and happy environment is our top priority.   

 

 

 

Gold Seal Quality Care Program 

UNF Preschool is a Gold Seal Quality 
program. Licensing standards established 
using Florida Statute and the Florida 
Administrative Code are the "minimum" 
standards that a child care facility, family 
day care home or large family child care 

home must meet in order to be licensed or registered. Child 
care programs accredited by an accrediting agency approved to 
participate in the Gold Seal Quality Care Program meet additional standards promoting quality in 
their programs. The Department of Children and Families Child Care Program Office is 
responsible for approving accrediting agencies for participation in the Gold Seal Quality Care 
Program. To be approved, accrediting agencies must substantially meet or exceed standards of 
the National Association for the Education of Young Children (NAEYC), the National Early 
Childhood Program Accreditation Commission (NECPA), or the National Association of Family 
Child Care (NAFCC). The Gold Seal Quality Care Program does not contain a set of 
independent standards; rather, it is a level of care that exceeds the minimum licensing standards 
by meeting the higher standards set by the accrediting agencies in statute. The DCF Child Care 
Program Office is tasked with ensuring that the accrediting agencies approved for participation 
are of sufficient variety to meet the needs of all child care providers (i.e., faith-based, school-age, 
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Montessori, school-based, private, etc.).  The DCF Child Care Program Office is also responsible 
for recognizing each program that meets these additional standards by issuing a Gold Seal 
certificate.  The Gold Seal Quality Care Program is a voluntary program with potential benefits 
of participation including, but not limited to: a positive marketing tool for parents, sales tax 
exemption, VPK eligibility and an increased 
reimbursement rate for children participating in school 
readiness programs.   

UNF Preschool Advisory Board  

The UNF Preschool’s Board is advisory in nature.  All 
recommendations shall be made to the director of the 
center, who will then forward them to the office of the 
Vice President of Student Affairs. 

OBJECTIVE 
The objective of this organization shall be to advise the President on local policies and perform 
local oversight and operational guidance for the center. The board usually meets once a semester 
to address issues relating to fund raising, policies and procedures, operating calendar agenda and 
fee structure. The board supports the center in following its mission and purpose, make 
recommendations for the director of the center and support the director of the center in 
accomplishing goals and objectives.  

MEMBERS 
According to Florida State Statute 240.531, Establishment of Educational Research Centers for 
Child Development, the UNF Preschool & Child Development Research Center has established a 
Board consisting of: The designee of the university president, the designee of the Student 
Government President, a designee from each department participating in the center, the director 
of the center is an ex-official, non-voting member of the Board, one family member of actively 
enrolled students to represent each class. Other appointments will be based on the expertise they 
can provide to the Center.  
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CURRICULA AT UNF PRESCHOOL 
 

          The Early Literacy and Learning Model/Plus (ELLM/Plus) 
http://www.unf.edu/fie/ellm/ 

The Early Literacy and Learning Model/Plus (ELLM/Plus) is a research-based, 
comprehensive curriculum for 3, 4, and 5year old preschool children that has 
been proven to be effective improving children's early reading achievement. 
The literacy-focused curriculum builds children's cognitive development 
through literacy, mathematics, science, social studies, the arts, motor 
experiences, and physical health. Children's acquisition of important cognitive 
and social/emotional development is facilitated through interactions with 
supportive teachers and other adults who encourage children's curiosity, 
persistence, and creativity by planning and implementing engaging activities 

and providing support during learning experiences. ELLM/Plus is designed to expand children's 
vocabularies and refine their understanding and comprehension of words they know and use. 

 

ELLM/Plus Program Components 

 

Teaching Strategies GOLD 
 

Teaching Strategies GOLD 

teachingstrategies.com/ 

Teaching Strategies GOLD online offers a revolutionary approach to 
early childhood assessment. Teaching Strategies GOLD is based on 
38 research-based objectives that include predictors of school 
success and are aligned with the Common Core State Standards and 
state early learning guidelines. With Teaching Strategies GOLD 
online, teachers can use a variety of online tools to gather and organize 
meaningful data quickly, including online portfolios where children’s work can be stored. They 
can create a developmental profile of each child to answer the questions, “What does this child 
know? What is he or she able to do?” Teachers can also understand how their observations relate 
to important objectives for development and learning and use that understanding to scaffold each 
child’s learning and determine if a child is making progress and compare the child’s knowledge, 
skills, and behaviors to those of most children of his or her age or class/group. It further helps 
teachers recognize children who might benefit from special help, screening, or further 
evaluation. 

 
.  
  Emergent Literacy   Mathematics     Science   Social Studies 

The Arts          Motor Development              Physical Health 

           Rituals and Routines                     Learning Centers 

http://www.unf.edu/fie/ellm/
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Creative Curriculum 

For over 25 years, Teaching Strategies has believed that the best and most powerful way 
to improve child outcomes is through effective teaching. And that’s why they have 

created forward-thinking, comprehensive, research-based and research-proven curriculum 
resources. These help preschool teachers and infants, toddlers and twos caregivers to be 
their most effective, while still honoring their creativity and respecting their critical role 
in making learning exciting and relevant for every child. As the field of early childhood 

education has evolved, so too has The Creative Curriculum, incorporating the latest 
research and best practices and taking the needs of every type of learner into account. 

 

 

Conscious Discipline                                                                                 
http://consciousdiscipline.com/ 

Conscious Discipline is a comprehensive emotional intelligence and classroom management 
system that integrates all domains of learning (social, emotional, physical, cultural and 

cognitive) into one seamless curriculum. Conscious Discipline is an evidence-based 
comprehensive program that utilizes everyday events rather than an external curriculum, and 
addresses the adult's emotional intelligence as well as the child's. Teachers learn to respond 

to daily conflict in a way that transforms it into an opportunity to teach critical life skills, and 
watch every aspect of their classroom life improve! Conscious Discipline is evidence-based, 
and was named as a national model for character education by the Florida State Legislature. 

 

http://catchinfo.org/ 

CATCH (Coordinated Approach to Child Health) is the most proven program to prevent 
childhood obesity and launch kids and communities toward healthier lifestyles. By impacting 

a child’s nutrition, level of physical activity, classroom environment and community, 
CATCH has changed lives in over 10,000 schools and communities nationwide. CATCH 

creates an environment that makes healthy decisions fun, and our “Coordination Kits” make 
it easy for schools and childcare programs to use the program effectively across disciplines. 

CATCH has the largest evidence base of any obesity prevention program, and is championed 
by health professionals and school administrators nationwide. 

http://consciousdiscipline.com/
http://consciousdiscipline.com/research/
http://catchinfo.org/
http://catchinfo.org/case-studies/
http://catchinfo.org/case-studies/
http://catchinfo.org/
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Social Scenes: Promoting Preschool Friendships 

Social Scenes: Promoting Preschool Friendships is designed specifically to empower teachers to 
facilitate the development of friendship skills.  Teachers are encouraged to reflect on how their 
choices and decisions impact children’s opportunities to learn and practice these skills.  This 

supplemental program is standards-based and includes a variety of classroom activities linked to 
Florida VPK standards.  Research supports that young children benefit immensely from learning 
more appropriate responses to difficult situations.  This program is integrated with language arts 
and approaches the learning of social emotional skills through characters and situations presented 

in stories.  Francesca and Finley Ferret are the Social Scenes mascots who guide the children 
through familiar childhood scenes to build social problem solving skills. 

 
School Readiness provider 
 
The School Readiness Program offers financial assistance to low-income families for early child 
education and care so families can become financially self-sufficient and their young children 
can be successful in school in the future. To learn about eligibility criteria and find out more, 
contact your county’s early learning coalition. You can also call the Child Care Resource and 
Referral Network toll-free at 1-866-357-3239. Parents are responsible for paying any difference 

in tuition that is not covered by subsidies. 

Child Care Aware of America 
 Is a national membership-based non-profit organization working to 
advance affordability, accessibility, development and learning of children 
in child care. It provides information, referrals, tools and resources to 
families seeking child care nationwide.  

MILITARY FEE ASSISTANCE: Child Care Aware® of America operates a Fee Assistance 
Program that serves Navy, Air Force and Marine Corps families. If you have a valid state license 
and annual licensing inspection, you may be eligible to participate in the program. Parents are 
responsible for paying any difference in tuition that is not covered by subsidies. For further 
information please visit their website at http://usa.childcareaware.org/ 

 
VOLUNTARY PREKINDERGARTEN (VPK) 
 
VPK is a federal program run by the state. The program provides families with free early 
education for their children to prepare for kindergarten. Children are not required to attend VPK, 
attendance is on voluntary basis only. Children must live in Florida and be 4 years old on or 
before Sept. 1 of the current school year to be eligible. If their fourth birthday falls Feb. 2 

http://www.floridaearlylearning.com/sites/www/Uploads/files/School%20Readiness/2015%20School%20Readiness%20Fact%20Sheet.pdf
http://www.floridaearlylearning.com/parents/early_learning_programs_and_services/school_readiness/countys_early_learning_coalition.aspx
http://usa.childcareaware.org/
http://usa.childcareaware.org/
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through Sept. 1 in a calendar year, parents can postpone enrolling their child in VPK that year 
and wait until the following year when their child is 5. Parents can choose from different 
educational settings and various program options. Private childcare centers, public schools and 
specialized instructional services providers offer VPK.  

There is a strong partnership between the Education Department and UNF Preschool. Both the 
departments work in close collaboration to use their resources effectively for their mutual 
benefit. On the one hand the Education department works closely with the Preschool to help its 
teachers get EEC degrees/certifications etc. and on the other hand, UNF Preschool provides 
students, opportunities to gain hands on experience working with children, do 
observations/projects, and volunteer hours.  Students can also volunteer to work one-on-one with 
a child who speaks their language to help the child until he/she gains command over English 
language The center also provides internship opportunities for students. On the same note, the 
center enjoys support of other UNF departments such as Student Affairs, IT, Early Childhood 
Department, Police Department, Physical Facility, and legal Department. All this gives us 
strengths that other centers don’t enjoy.  
 
UNF Preschool usually has over a 100 UNF students come to do observations, volunteer hours 
and projects with the children throughout the year. These students are from various departments 
on campus such as the education department, the nutrition department, the psychology 
department and the English as a second language program. While this is a great opportunity for 
UNF students to gain hands on experience, it also provides children positive interaction with 
adults and varied experiences through projects and activities with the UNF students. 
 
One of our greatest strength is our strong relationship with different departments on campus and 
access to diverse resources that help provide children a rich and wholesome experience. This 
relationship helps us arrange several learning and fun activities held in collaboration with various 
departments on campus.  
 
Often the parents and other family members are also able to attend the different events and 
activities which helps build community partnership and family engagement. 
 
 

UNF Preschool Core Values and Ethical Conduct Policy 
Code of Ethical Conduct  

UNF Preschool is guided by the National Association for the Education of Young Children. 
NAEYC’s Code of Ethical Conduct and Commitment Statement can be found in appendix A of 
this manual and online at http://www.naeyc.org/positionstatements/ethical_conduct  

 
Respect: We will maintain a working environment where individuals can flourish and all of our 
interactions with each other are guided by mutual respect, recognition and appreciation. 
 

Individually, we will treat all others with respect and dignity regardless of race, gender, 
sexual orientation, religious beliefs, seniority and position, take every opportunity to 

http://www.naeyc.org/positionstatements/ethical_conduct
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recognize positive contributions of individuals at all levels, communicate directly and 
honestly with individuals at all levels on issues that affect them, listen to others and fairly 
consider their views, and, when possible, accommodate others’ competing work demands 
and outside commitments. 

 
Teamwork: We will continue to build a collaborative work environment by providing 
opportunities for growth through delegating responsibilities, sharing information and experience, 
relying on each other’s expertise, keeping commitments and trusting each other. 
 

Individually, we will delegate work to individuals at the appropriate level of experience, 
facilitate learning and development by discussing the context of delegated assignments and 
providing clear direction and guidance, proactively help others advance by providing 
opportunities for growth and increased responsibility, provide constructive, honest and 
timely feedback designed to advance the development of others, treat others’ mistakes as 
opportunities to learn, be accessible to others for advice, guidance and assistance, support 
team objectives and meet team expectations, and take responsibility for the team’s mistakes 
as well as our own. 
 

Commitment: We will persistently strive to achieve our goals and our parents’ goals, above all, 
adhering to our values. 
 

Individually, we will work to overcome obstacles to meeting our commitments, hold 
ourselves and others accountable to our values, place the schools interests ahead of self-
interest in the workplace, invest time, effort and resources to initiatives aimed at the schools 
long-term success, and exert the level of effort that meets or exceeds the reasonable 
expectations of others in achieving school and parent goals. 

 
Student/Parent Service: We will anticipate our parents and students needs and, wherever 
possible, exceed their expectations. 
 

Individually, we will take every opportunity to learn about our parents’ priorities and 
expectations, communicate all information about our parents and their expectations to 
others working with their children, take full responsibility for commitments to our parents 
and coworkers and follow up with others to ensure we meet those commitments, provide 
our parents with realistic expectations of what their child should be trying to accomplish, 
respond promptly to all communications, and seize opportunities to exceed our parents’ 
and coworkers’ expectations regarding, among others, the quality, timeliness and 
efficiency of our services. 
 

Professional Excellence: We will be at the forefront of our profession in the skill, expertise and 
judgment we offer our parents and coworkers and constantly seek opportunities to learn and grow. 

 
Individually, we will plan and organize work to complete projects effectively and 
efficiently, determine relevant facts and consider alternatives before embarking on a 
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Course of action, apply skill, expertise and judgment to develop creative and effective 
solutions, maintain integrity and confidentiality at all times, and engage in continuous 
learning to remain current in knowledge and improve professional skills and expertise. 
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Diversity 
  A native from India, Subramanian (Subru) says, “Every morning my son wakes up and 
wants to go to school. He is very happy. We worried he would be scared and left out, but he 
has made so many friends.”   
  
UNF Preschool has a commitment to diversity in the recruitment, selection and retention of 
staff and further to create an environment of inclusiveness for all who interact in our 
community.    
 
The UNF Preschool community consists of students and staff from a variety of cultures, 
backgrounds and life experiences that are devoted to learning in a climate that is inclusive for 
all who interact here.  We have diverse backgrounds, experiences, viewpoints, cultures and a 
broad range of human experiences to at the Center. Such efforts enrich the quality and texture 
of our community and provide an environment where individuals and groups learn with and 
from each other. 
 
In furtherance of the Center’s diversity initiatives and focus toward inclusiveness, it is expected 
that all in the UNF Preschool community will appreciate and respect the dignity, individuality, 
and the uniqueness of our individual community members.  It is also expected that we will 
maintain an environment conducive to the pursuit of educational and caring environment, 
where both the distinctiveness of each person's experience and the common humanity that 
unites us all will be recognized. This will allow us to take full educational advantage of the 
variety of talents, backgrounds, and perspective of those who attend, work, and the families 
who use the Center.  These variances in background can include religious differences, same 
sex parents, and families from different countries, different languages and more.   
By creating environment of trust, children and staff can express themselves freely, without 
worrying about offending someone. Stereotypes must be pushed aside, and are discouraged 
from classroom talk. If children embrace issues of diversity such as language, religion, and 
customs, at a young age, they are more likely to develop their own identities.  
 
Teachers must put aside their own prejudices in order for diversity in the classroom to be a 
healthy experience for students and children. In the classroom, teachers set an example and are 
role models to children. If they consistently tell a Chinese student to speak louder or say a 
stereotype like “Chinese people are smart, I don’t understand why you don’t understand this”, 
then children are going to assume that all Chinese people are smart and are dumb if they don’t 
know the answer to a question. By eliminating integrated stereotypes into classroom 
discussions or activities, you in turn establish a non-classified place. 
 
We are diverse and we take pride in our diversity. Many parents are happy with the numerous 
diverse cultures that have migrated to the preschool. The Preschool makes efforts to hire and 
maintain staff from different cultural and racial backgrounds particularly to match those of its 
student population. We work in close collaboration with the volunteer and English as a Second 
Language (ELP) department on campus and try to obtain volunteers who speak the language 
of the children served as needed. Currently we have staff who speak Hindi, Urdu, Punjabi, 
Bengali, Spanish and English fluently. 
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Staff 

*****The first six months of employment here at the UNF Preschool is an 
introductory/probationary period during which we will observe whether the employee is 
competent to work with children and makes good professional judgment. 

 

Director: Provides leadership and guidance for a university department.  Responsible for the 
overall direction of UNF Preschool including fiscal/budget management.  Design and implement 
departmental strategies and objectives to ensure departmental goals are met.  Develop and/or 
supervise the implementation of programs, policies & procedures and technology initiatives. 

Assistant Director:  Responsible for the overall administration of programs, policies & 
procedures for a functional area within the department and the interpretation thereof.  Assist in 
developing and maintaining developmentally appropriate programs for children.  Review lesson 
plans & discuss teacher concerns and classroom related issues.  Assist teachers in the 
development of long term curriculum goals and objectives for their classroom. 

Office Manager:  Manage and supervise all office operations and assigned support staff within a 
department, college or division.  Manage budget including salary, expense, operating capital, and 
other personal services funds.  Maintain office personnel records. 

Lead Teachers:  Plans, coordinates and implements learning activities within the center.  
Creates daily lesson plans, prepare material needed.  Participates in assessment and evaluation of 
ongoing departmental requirements.  Maintains records of children’s participation in activities 
and skills mastered.  Responsible for maintaining compliance with health and safety regulations. 

Assistant Teachers:  Assists in planning, coordinating and implementation of learning activities 
within the center.  Maintains records of children’s activities.  Assists in setting up a learning 
environment.  Interacts frequently with children showing affection, interest, and respect. 

Part-time Teacher-Aides:  Implements daily lesson plans and supervises children in groups and 
as individuals, maintains records of children’s activities, responsible for daily cleaning of center, 
communicate discipline problems, parent concerns, accidents, and facility problems to the lead 
teacher and perform related work as required. 
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Organizational Chart
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University Policies and Guidelines  

The UNF Preschool adheres to all University policies.  

These policies can be found at https://www.unf.edu/president/policies_regulations/04-
HumanResources/4_0020P.aspx 

Diversity Statement 

OBJECTIVE & PURPOSE  

The purpose of this policy is to reinforce the University’s commitment to diversity in the 
recruitment, selection and retention of faculty and staff and further to create an environment of 
inclusiveness for all who interact in our community.  

STATEMENT OF POLICY 

The University community consists of students, faculty and staff from a variety of cultures, 
backgrounds and life experiences that are devoted to learning in a climate that is inclusive for all 
who interact here. The University is committed to attracting students of diverse backgrounds and 
experiences and is similarly committed to recruit, hire and retain employees who bring a 
diversity of viewpoints, cultures and a broad range of human experiences to the University. Such 
efforts enrich the quality and texture of our community and provide an environment where 
individuals and groups learn with and from each other. In furtherance of the University’s 
diversity initiatives and focus toward inclusiveness, it is expected that all in the University 
community will appreciate and respect the dignity, individuality, and the uniqueness of our 
individual community members. It is also expected that we will maintain an environment 
conducive to the pursuit of educational, scholarly, and career interests, where both the 
distinctiveness of each person's experience and the common humanity that unites us all will be 
recognized. This will allow us to take full educational advantage of the variety of talents, 
backgrounds, and perspective of those who study and work in the University. Adopted by the 
University of North Florida Board of Trustees as part of the University’s Personnel Program on 
January 26, 2006. 

Americans with Disabilities Act:  The purpose of this regulation is to provide qualified 
individuals with disabilities reasonable accommodations to enable them to seek employment and 
to perform the essential functions of the requirements of the individual's employment at the 
University.  These policies can be found at: 
http://www.unf.edu/president/policies_regulations/04-HumanResources/4_0070R.aspx 

Disciplinary policies for staff members: The purpose of this regulation is to establish a process 
and provide guidelines for the application of disciplinary actions for University employees. This 
regulation is applicable to all Faculty and Staff not covered by collective bargaining agreements. 
These policies can be found at:  http://www.unf.edu/president/policies_regulations/04-
HumanResources/4_0260R.aspx 

 

https://www.unf.edu/president/policies_regulations/04-HumanResources/4_0020P.aspx
https://www.unf.edu/president/policies_regulations/04-HumanResources/4_0020P.aspx
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Policy Against Fraudulent, Unethical and Other Dishonest Acts:  To further emphasize the 
importance of avoiding fraud as discussed in UNF's Code of Conduct and Ethics (1.0020P) the 
University has adopted this policy to specifically guard against fraudulent or other wrongful acts 
by the University's faculty and staff, to investigate indications of such, and prosecute or pursue 
disciplinary action in response to documented instances of violations of this policy. These 
policies can be found at: http://www.unf.edu/president/policies_regulations/01-
General/1_0110P.aspx 

 
Sexual Harassment/Battery Policy:  The University of North Florida (“University” or “UNF”) 
is committed to providing all students, faculty, staff, vendors, visitors or others, an environment 
where they can work, study and interact with each other in a safe and dignified learning 
community free from any form of sexual misconduct. This regulation provides guidance 
regarding behavior that constitutes sexual misconduct, reporting responsibilities regarding such 
conduct, victim’s rights and services, and information regarding complaint procedures to address 
alleged violations of this regulation.  These policies can be found at: 
http://www.unf.edu/president/policies_regulations/01-General/1_0050R.aspx 

POLICY ON SMOKING/SMOKELESS TOBACCO 
 

The Clean Indoor Act (sec 386.0001, Florida Statutes), specifically forbids the designation of 
smoking areas in educational facilities.  It is, therefore, the policy of the University of North 
Florida that smoking and/or the use of smokeless tobacco products is prohibited in any building 
owned or leased by the University facilities including classrooms, faculty offices, administrative 
offices, dining facilities, student residential facilities, Aquatics Center, and the UNF Arena. 
 
Persons who fail to adhere to this policy concerning smoking in a University building will first 
be advised of the policy by any member of the University community who witnesses the 
violation.  Enforcement of the Smoking policy is the responsibility of the person in charge of the 
facility in use.  Should the violator ignore an initial warning, depending on whether the violator 
is a student, employee, or visitor to campus, the violation will be referred to the appropriate Vice 
President, Dean, Director or workspace supervisor for appropriate action.  Should the violation 
continue, the matter will be referred to the University Police Department for further enforcement.  
These policies can be found at:  http://www.unf.edu/president/policies_regulations/01-
General/1_0140R.aspx 
Statement for Faculty and Staff on the Unlawful Possession, Use or Distribution of Illicit 
Drugs and Alcohol: The University is committed to educating its community regarding the 
harmful effects and legal consequences associated with alcohol and other drug use. Special 
attention has been paid to providing a balance between educational and punitive components. A 
series of educational and prevention programs are offered to the University community, while at 
the same time alerting members to the consequences of noncompliance. It is hoped that all 
members of the University community will strive to promote behaviors that are compatible with 
the educational mission of the University, including the establishment of healthy and responsible 
norms.  These policies can be found at: http://www.unf.edu/president/policies_regulations/14-
Miscellaneous/14_0060P.aspx 

http://www.unf.edu/president/policies_regulations/01-General/1_0110P.aspx
http://www.unf.edu/president/policies_regulations/01-General/1_0110P.aspx
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Legal Sanctions 

State law prohibits the possession of alcoholic beverages by persons under age 21, punishable for 
the first offense by a definite term of imprisonment not exceeding 60 days and/or a $500 fine, 
and for a subsequent offense by a definite term of imprisonment not exceeding 1 year and a fine 
of $1,000. It is similarly prohibited and punishable to distribute alcohol to minors. State law 
makes it a crime for any person to possess or distribute illicit drugs (controlled substances as 
described in Section 893.03, Florida Statutes) under Section 893.13, Florida Statutes. Law 
provides certain limited exceptions. The crimes range from second-degree misdemeanors (up to 
60 days imprisonment and up to a $500 fine) to first-degree felonies (up to 30 years 
imprisonment and up to $10,000 fine). Trafficking (distributing specified large quantities of 
various controlled substances under Section 893.03, Florida Statutes) under Section 893.135, 
Florida Statutes is punishable, depending on the particular illicit drug, quantity involved and 
location, by a minimum term of imprisonment of 3 to 30 years and a fine of $25,000 to 
$500,000. Federal trafficking penalties for first offenses, depending upon the illicit drug 
involved, range from not more than 1 year imprisonment and a fine of not more than $100,000 
for an individual to 40 years to life 9 year imprisonment and a fine of not more than $200,000 for 
an individual to not less than life imprisonment and a fine of not more than 8 million dollars for 
an individual. These policies can be found at:  
http://www.unf.edu/president/policies_regulations/14-Miscellaneous/14_0060P.aspx 

Standard of Conduct 

Health Risks Associated with the Use of Illicit Drugs and the Abuse of Alcohol  

Alcohol consumption causes a number of marked changes in behavior. Even low doses 
significantly impair the judgment and coordination required to drive a car safely, increasing the 
likelihood that the driver will be involved in an accident. Moderate doses of alcohol also increase 
the incidence of a variety of aggressive acts, including murder, rape, armed robbery, vandalism, 
spouse and child abuse, and drunk driving. Moderate to high doses of alcohol can cause marked 
impairment in higher mental functions, severely altering a person's ability to learn and remember 
information. Heavy use may cause chronic depression and suicide, and is also greatly associated 
with the abuse of other drugs. Very high doses cause respiratory depression and death. If 
combined with other depressants of the central nervous system, much lower doses of alcohol will 
produce the effects described. The use of even small amounts of alcohol by pregnant women can 
damage their fetus. Long term heavy alcohol use can cause digestive disorders, cirrhosis of the 
liver, circulatory system disorders and impairment of the central nervous system, all of which 
may lead to an early death. Repeated use of alcohol can lead to dependence, particularly in 
persons with one or more parents or grandparents who were problem drinkers. At least 15-20% 
of heavy users will eventually become problem drinkers or alcoholics if they continue drinking. 
Sudden cessation of alcohol intake is likely to produce withdrawal symptoms including severe 
anxiety, tremors, hallucinations and convulsions, which can be life threatening. 

All illicit drugs are health threatening. Examples include: cannabis - impairment of short-term 
memory and comprehension and ability to perform tasks requiring concentration, lung damage, 
paranoia and possible psychosis; narcotics, depressants, stimulants and hallucinogens - nervous 
system disorders with possible death the result of an overdose. Illicit inhalants can cause liver 



31 | P a g e  

 

damage. Dependence and addiction are a constant threat to users. AIDS is widely spread among 
intravenous drug users.  

Institutional Disciplinary Sanctions:  Violation of this policy may result in disciplinary 
sanctions. The University sanctions imposed range from written warnings to expulsion from the 
University (including expulsion from enrollment for students and termination of employment for 
faculty, administrators, and staff). Disciplinary action against a student or employee does not 
preclude the possibility of criminal charges against that individual. The filing of criminal charges 
similarly does not preclude action by the University.  These policies can be found in its entirety 
at https://www.unf.edu/president/policies_regulations/14-Miscellaneous/14_0060P.aspx 

Available Rehabilitation and Treatment:  Rehabilitation is the preferred goal for students and 
employees who exhibit chemical dependency problems, and every effort will be made to assist 
with rehabilitation. However, if any subsequent work performance or disruptive behavior 
adversely affects the overall well-being of the University community, sanctions may be applied 
as explained under the Disciplinary Standards section.  These policies can be found at 
https://www.unf.edu/president/policies_regulations/14-Miscellaneous/14_0060P.aspx 

Human Resources:  The Office of Human Resources is established to support the mission and 
goals of the University by providing leadership which assures efficient and effective 
management of the University’s human resources and positively addresses the quality of life for 
all University employees.  The Office of Human Resources is responsible for directing the 
functions of employee recruitment and selection, job analysis, leave, compensation, 
organizational development, employee benefits, performance appraisals, disciplinary actions, 
employee relations and the administration of support staff collective bargaining contracts.  
Information in its entirety can be found at  
http://www.unf.edu/hr/info/Human_Resources_Mission.aspx 

Use of University Information Technology Resources: This policy outlines the standards for 
acceptable use of University computing and information technology resources that include, but 
are not limited to, equipment, software, networks, data and telecommunications equipment 
whether owned, leased or otherwise provided by UNF. This policy reflects the University’s 
commitment to information technology as a strategic resource. All users are expected to 
familiarize themselves with the contents of this policy.  These policies can be found at 
http://www.unf.edu/president/policies_regulations/06-AdminFinance/6_0050P.aspx 

Vulnerable Persons Act: University of North Florida is committed to protecting the well-being 
of all members of the campus community. Therefore, the University would like to alert you to 
recent developments in Florida law that impact all of us. On October 1, 2012, Florida's new 
Protection of Vulnerable Persons Act went into effect. Florida now has the toughest laws in the 
nation regarding mandatory child abuse reporting obligations. Under the law, every individual in 
the state is required to immediately report known or suspected child abuse and child sexual abuse 
to the Florida Department of Children and Family Services' Abuse Hotline, with the definition of 
"child" including any person under the age of eighteen. This includes reporting suspected abuse 
committed by adults who are not the child's legal guardian and by juvenile sexual offenders. The 
policy is its entirety can be found at https://www.unf.edu/president/policies_regulations/06-
AdminFinance/6_0170R.aspx 
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Workers' Compensation: If the injury is serious, appropriate emergency care will be 
administered and emergency personnel summoned immediately.  As of January 1, 2014, 
AmeriSys, has assumed responsibility for handling workers' compensation claims for the 
University of North Florida. All injuries must be reported to AmeriSys regardless if medical 
treatment was sought. Employees contacting AmeriSys will speak directly with a nurse case 
manager who will complete a first report of injury and direct the employee to the nearest medical 
facility to seek treatment, if necessary.  If the employee is unavailable, the employee's supervisor 
should call in the report.  It is recommended the supervisor review the first report of injury prior 
to calling in the claim to review the information that will be required.  Please note, UNF's 
location code is 0262.  AmeriSys is available 24/7/365.  The policy in its entirety can be found at 
http://www.unf.edu/hr/Workers__Compensation.aspx 

Victim Advocacy:  The Victim Advocacy Program serves as a resource and support service for 
anyone in the University community who has been a victim of actual or threatened violence. The 
services offered range from emotional support to assistance navigating the criminal justice 
system. Twenty-four hour crisis intervention services [(904) 620-1010] are available to provide 
immediate assistance to the UNF community.  The policies can be found at 
https://www.unf.edu/womens-center/Victim_Advocacy.aspx 

Personnel Practices  

Accident/Incident Report 

 Recording any incident or accident is done on the accident/incident form. The accident/incident 
form is to be completed on any child who is injured. If another child was involved in the injury 
or accident the accident/incident form is completed for the second child as well. This form is 
NOT to be used to communicate any concerns about a child’s behavior, only information about 
injuries or accidents. This form must be initialed by a Center Director before being given to a 
parent/guardian.  

1. Incident and accident reports build communication and trust between teacher and parent.  
2. If a child gets hurt the teacher should write up an accident report to inform the parent of 

what happened. 
3. Make sure to write the child’s full name on the report and the current date 
4. All reports should be signed by the parent on the same day the incident/accident 

occurred. 
5. If a child has exceptional behavior, either positive or negative, the teacher should write 

up an incident report to inform the parent about the incident that happened. 
6. After the parent signs the accident or incident report, a copy should go in the teachers 

manila folder for that child. 
7. All incidents/accidents must be written up. (see attached example at end of handbook of 

the proper way to complete reports) 
8. At the end of each week incident/accident reports go to the office. 
9. Must be signed by office. 

http://www.myfloridacfo.com/Division/Risk/WorkersCompensation/Documents/02.DFS-F2-DWC-1-FNOI_Rev3-2009.pdf
http://www.myfloridacfo.com/Division/Risk/WorkersCompensation/Documents/02.DFS-F2-DWC-1-FNOI_Rev3-2009.pdf
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10. When leaving make sure lead teacher in charge knows about any accidents or incidents 
that have occurred during the day.  
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Attendance and Punctuality  

All staff members are expected to arrive at their assigned workplace or classroom on time and 
ready to work their scheduled work period. Punctuality and adherence to the work schedule 
ensures that the ratio of teacher to children is maintained at all times and we are available for 
parents and others to conduct program business. If you are unable to work or will be late, you 
must call and speak to office personnel as soon as possible.  

 Clock in and out of PROCARE daily.  Every two week submit your time sheet in my 
wings.  Click on submit for approval button at the end of each pay period.  It is important 
that you arrive on time and stay until your shift has ended.  Please make sure PROCARE 
and my wings are the same. 
Time off 

 Time off will not be approved unless you get approval from the director and assistant 
director and have found a substitute to work for you. If you have a planned absence, you 
must find a replacement for that day and fill out a leave request form from the office. 
Both teachers in the same room may not take time off on the same day. Time off on 
special activity day will only be approved under extenuating circumstances. The office 
reserves the right to cancel/disapprove any leave based on the needs of the center.  
 

Sick Leave 
 

If you are sick and need emergency time off, you are expected to call in as soon as possible on 
every day that you are out sick.  Please call and speak to an office personnel, do not wait till the 
last minute, try and find coverage so that someone can arrive in time to cover your shift. Only 
sending emails is not enough. We open at 7 am, you should text office staff particularly Assistant 
Director if it’s before and after hours, otherwise at 7am call the 904-620-2376 in Cardinals room 
or try office number at 904-620-2372 somebody will answer.  
7:00AM opening staff must call other opening staff or administration at home if they will be out 
and ensure somebody will be there to open the center.   
If you are going to be out the next day please make the decision earlier in the day and inform the 
office so we can arrange for coverage.  After 3 days, doctor’s note will be required. Doctor’s 
note may be required at director’s discretion earlier if needed.  Frequent Monday/Friday illnesses 
get old fast.   

Do not come to work with a fever. In addition, you should not be at the Center if there 
are any indications of: 

• yellow or green discharge from nose, eye or throat 
• fever of 100 or more 
• rash 
• Nausea, vomiting, or diarrhea  

You must be free of fever for 24 hours before returning to the Center. Please report to the Center 
if you contract a communicable illness or condition (such as chicken pox, “pinkeye”, mumps, flu, 
head lice, impetigo, pinworm, ringworm, etc.). If the administration feels you are not able to 
carry out your duties due to listlessness or illness you will be asked to leave for the day or 
seek doctor’s advice. 
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Attitude, Speech and Language  

Staff attitude, speech and language should always be professional. It should be such that you 
would be comfortable for children to imitate or repeat in any context. The voice tone should be 
one that conveys warmth, caring and cooperativeness.  

Breaks  

 For each four-hour period of work, teachers are encouraged to take a fifteen minute 
break. It is the teacher’s responsibility to ensure that ratios will be maintained during the 
short absence and may not leave the classroom if there are not proper ratios. Staff may 
request temporary relief from the director when they are unable to carry out their 
responsibilities. Just call the office at ext.2372 and somebody will be there to help. 

 Full time employees get an hour lunch.  
 

 Babysitting  

When you do a great job and form strong bonds with parents it can easily move from a 
professional relationship to a personal one. Often parents feel very comfortable with asking 
teachers to baby sit for their children. A UNF Preschool teacher who accepts a baby-sitting job 
does so as an independent contractor and not as an employee of the UNF Preschool. UNF 
Preschool cannot be held responsible or be held liable for actions or incidents that occur when an 
employee is engaged in work outside their employment with UNF Preschool. If a parent wishes 
to have a teacher pick up their child from the Center they must put the teacher’s name on the 
Approved Pick- up List. Again the center does not take any responsibility a teacher who accepts 
this job does so as an independent contractor and not as an employee of the UNF Preschool. 

Center Security 

It is important that all staff monitor visitors in and around the centers. The center is accessed 
through one front gate entrance. It requires a key to get in. If you have any concerns about a 
visitor or someone who is not identified with a name tag, talk with your lead teacher or director.  

You should never leave volunteers/observers/visitors/ students doing a project with 
children or anyone who is not employed by the preschool alone in a 
classroom/bathroom/playground with children. The above mentioned are not included in 
the student to teacher ratio. Ms. Carrie is also not included in the classroom ratio.  
 

Supervision 

Teaching staff are assigned to specific groups of children for whom they have primary 
responsibility. Teaching staff supervise by positioning themselves to see as many children as 
possible. The teachers supervise primarily by sight and may supervise by sound for short 
intervals as long as the teachers check frequently on children who are out of sight. These ratios 
are applicable both indoors and outdoors. Classroom (indoor) space and the outdoor classroom 
must be designed so that there a no areas where children can hide or be out of sight. These 
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guidance and supervision practices include awareness, positioning, scanning, redirection, and 
close supervision Awareness requires a knowledge of children, including knowing each child’s 
range of skills, interests, and ability to interact with others and developmental stage. Knowledge 
of children helps teachers to monitor and enhance skills that promote children’s positive 
behavior. Positioning requires being able to see all of the children. Staff positions themselves to 
be aware of the entire classroom and to see as many children as possible. All children are 
monitored by sight and sound at all times. Rule of thumb, teachers move every five minutes. 
Scanning involves regularly glancing around the classroom and playground to see children’s 
involvement and what is happening. Redirection is a skill used as an aid in preventing 
undesirable and unsafe behavior. Children are redirected to other areas/activities when 
undesirable behavior is imminent or occurs. This skill helps ensure the safety of all children. 
Close Supervision is required for all children in areas that are near where injury may occur. This 
requires the use of all of the above methods as well teachers being in close proximity to the 
children. Close supervision is especially needed when children are waiting to be picked up due to 
illness or injury and need to be kept safe and comfortable. Adapted from “Supervision Skills and 
Methods, TMCC E.L. Cord Child Care Center, Reno, July, 2007 

Child Safety  
For the continued safety of the children, parents must accompany their child until she/he 

is “signed in” and safely inside the classroom doors .Also, parents must accompany their child 
while he/she is being “signed out” and leaving the Center. Parents must provide us with a note if 
their child’s ride home is temporarily changed or if their child will be picked up by someone 
other than those listed in the child’s file.  In these circumstances, photo identification will be 
required.  Verification must be in writing.  We will not accept telephone verification.  Persons 
not authorized will not be allowed to remove the child from the Center.  

 
Children’s sign in/out sheet 
 

1. Make sure parents are signing in and out each day on Procare, as well as providing us 
with an emergency number if they will not be available via their listed numbers. 

2. A child cannot be dropped off earlier or picked up late. Parents will incur an early drop-
off/ late pick-up fee. If this happens write the time they were dropped off/picked up in the 
sign in sheet and highlight. Please clear with office before the parent leaves, if the 
child is allowed to be dropped off early or on a day other than their scheduled day. 

3. Sign in/out sheets need to be turned in to office on Friday for billing purposes. 
4. Doctor’s excuses go to the office. 
5. All VPK parents must sign monthly attendance sheet by the end of the month. 

Pick-Up Authorization 

1. On each child’s enrollment form is an authorized pick up list. No one other than the 
people on the list should pick the child up.  Fax or email will be acceptable in an 
emergency. 

2. If you do not recognize someone who is picking up a child please ask to see some 
identification and check with the office before letting the child leave.   
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3. If a child is being picked up by someone different one time only and the parent does not 
want them on the list permanently, the parent should write a note and personally give it to 
the office. The office will notify the teacher.   

4. If name is not on the list; can’t pick child up. 
 
Inside Rules 
 
Our learning experiences emphasize process rather than product.  Many of these experiences are 
exploratory, manipulative, and discovery and therefore do not result in a finished “product”.  
However, when something tangible is produced, it is the child’s work—not something pre-
assembled by the staff.  Success-oriented projects help build confidence and self-esteem which 
are crucial aspects of a child’s development.  When assisting at the art table, please refrain from 
drawing for the children or making your own art work.  Instead encourage children’s efforts to 
be creative and talk with the children about their work. 
Teaching staff supervise children primarily by sight at all times, inside and outside. Supervision 
for short intervals by sound is permissible, as long as teachers check frequently on children who 
are out of sight (e.g., those who can use the toilet independently, who are in a library area, or 
who are napping). The teachers follow their schedule at all times and maintain the required 
developmentally appropriate teacher/student ratio at all times. A quick trip to the bathroom when 
inside is ok as long as it’s under 5 minutes and classroom is running smoothly, otherwise call 
office for coverage. You may not leave a teacher out of ratio on the playground even for few 
minutes, call office for coverage. 
 
Play Dough- The play dough must be kept at the table assigned for its use.  This should always 
be on the tiled area. 
Painting Easel- The children that are painting must wear a “paint shirt or smock” to avoid ruining 
their clothes.  Encourage them to use one brush at a time and to stay in the easel area at all times. 
Music or Science Area- These areas should be fully monitored any time they are being used. 
Water Play- Water is changed between groups of children.  Children with sores on their hands 
may not participate.  Children may not drink the water. 
 
Children should be encouraged to use a quiet “inside” voice while playing indoors.  There will 
be no running or jumping tolerated inside, this can result in a concussion if they fall and hit 
their head. 
 
Children are expected to clean up or put away materials before leaving an area.  Staff is expected 
to assist in teaching the children to clean up, not do it for them. 
 
The bathroom door is to be left ajar at all times when children are in the bathroom.  Under no 
circumstances may a staff member and a child be in the bathroom with the door closed. 
 
Children should be encouraged to change their own clothes after an accident- a staff member 
should assist them if needed.  Soiled clothes should be placed in a bag and labeled with the 
child’s name and the date. An incident note should be written to inform the parent. Spare clothes 
are located in each child’s cubby or in the bathroom. 
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 Outside Rules 
 
 Only walking is permitted on sidewalk. 

Sandbox 
 No sand or rubber mulch throwing. 
 Keep the sandbox toys inside the sandbox. 

Tricycles 
 Tricycles should be used only on the tricycle trail. 
 Children must be seated and should be encouraged to pedal. This encourages proper 

muscle development.  NO pushing from behind the tricycles. 
Wagon 

 Wagon should be pulled only, not pushed. 
 Only two children inside the wagon at a time. 
 Children inside the wagon should be seated at all times. 

Climbing Area/Sky Pods 
 The children should climb up the ladder and slide down the slide. 
 They should go down the slides on their bottoms with legs and feet in front of them, 

not on their belly or backwards. 
 The rails around the top of each climbing apparatus are not for climbing, they are 

there to keep the children from falling off the top. 
 The children should use both hands when climbing the ladders, therefore should not 

have toys in their hands. 
 They should only climb up the ladder one at a time. 
 The children should keep their heads and bodies inside the towers. 
 No children are allowed to jump off equipment. 
 If a child can’t get on the equipment without help, the child should not be put on that 

equipment. 
 Remove all toys from under the climbing apparatus/slide. 
 One person on each Sky Pod at a time. 

 
Tube 

 The children are allowed to climb only on the inside of the tube. 
 Children should not stand on the edges of the tube.  

Turtles 
 One person on a turtle at a time. 
 No pushing anyone on the turtle. 
 The child must be seated on the turtle, not kneeling while pushing with one foot. 

Blue Space Climber 
 Both Hands and feet on bars all times 
 No jumping off 
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Yellow Space Climber 
 Children may climb on using both hands and feet 
 No jumping off 

Monkey Bars 
 Children must keep their feet off of the bars 
 If child can not get on equipment by themselves they can not use it. 
 Can not use another object to climb the monkey bars 

Balance Beam 
 Children may not flip over the balance beam 

Musical Instruments 
 Do not climb on or into musical instruments 

 
Please “DO” the following: 

 Staff will closely supervise children in their activities on the playground.  This is a 
critical area of responsibility.  Teaching staff must supervise children primarily by 
sight.  Supervision by sound is permissible for short periods of time as long as 
teachers check on children who are out of sight frequently.  

 The playground is a place to teach language, socialization and have meaningful 
conversations with the children. 

 Please be observant and interactive. 
 Remember to be aware of your surroundings. 
 Roam the playground. 
 Play with the children. 
 Talk with the children 
 No sitting on window sills or tables 
 Follow playground set-up rotation schedule 

Cell Phone  

Cell phones must be stored with your personal belongings while on duty. No cell phones are 
allowed in the classrooms. Using a cell phone or other electronic device in the classroom or on 
the playground is strictly prohibited. This includes Fit Bits & other devises that connect to cell 
phones. 

Changes in Policies and Procedures  

The majority of changes in policies is done once a year during the annual revising and review of 
all written materials; however, should it be necessary to address any changes during the 
academic year, each director will inform their staff, in writing, of the change. Typically, this is 
done in regular staff meetings.  

Computer/IPAD 

Access to the internet or to the center computers is to be used ONLY for professional purposes. 
Any use of center computers, including internet access for personal reasons is not permitted. This 
includes e-mails, instant messaging via computer, smart phones, cell phones or watches. If you 
have any questions about the appropriate use of computer technology or other electronic devices, 
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discuss them with your director. No University-owned electronic equipment may be removed 
from the center. All lead teachers are responsible for the IPADS check out to them. 

Screen Time 

UNF Preschool does not believe in putting children in front of the TV or Computer during 
transition time. Children are only allowed to watch a video/tv for educational purpose. The 
activity should be included in the lesson plan and pre- approved. Once or twice a year the center 
might have a movie day as a special event. 

Confidentiality  

Information about the children, families and staff in our program is confidential; therefore, staff 
must not talk about children, families or other staff members while in the center or in public 
places. Only children’s first names are used on any artwork or public display of any work. Since 
our center is used by students for observations and projects there are specific contexts when 
information may be shared for educational purposes, pseudonyms are then used to guard 
confidentiality. All staff must sign a Confidentiality Agreement Form. UNF Preschool is 
committed to excellence in service for our children and families, and therefore requires strict 
adherence to the policy stated below:  

1. All information regarding any center family and/or child is to be treated as confidential.  

2. All staff, family and children’s records must remain in a locked filing cabinet. 

3. Under the Family Education Rights and Privacy Act (20 U.S.C. § 1232g) and the Health 
Insurance Portability and Accountability Act (HIPAA) official written records for each child in 
the center must be kept in a locked filing cabinet. Information contained in those records, are to 
be shared with other staff or other University officials only if that person has a legitimate 
educational interest (i.e., on a “need to know” basis only) or is listed in the parent handbook as 
legitimate stakeholders. Requests from third parties, including outside agencies, must be 
evaluated by administrative staff, in consultation with University Counsel in appropriate 
circumstances, before any disclosure is made. In most cases, information cannot be disclosed 
with any third party without the written consent of the child’s parent or legal guardian.  

4. University students, unless they are employed by the center, volunteers or kitchen staff are not 
to be included in discussions of children and families, except to provide information that is 
required for them to complete their jobs. Sensitive information must not be shared with 
everyone, only those who are directly involved.  

5. If any documents one would expect to find in a file appear to be missing, notify the center 
director immediately.  

6. Staff members are prohibited from discussing children, families or staff members with or in 
the presence of other children, families, visitors, etc. 

7. If a family begins discussing another child and/or family, staff members are to quickly inform 
the person that such a discussion is inappropriate and change the subject. If the person persists, 
the employee is to inform the center director.  
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8. When encountering families, children or staff outside the center or in the office courteous 
recognition but use of discretion is required in all interactions. 

Dress Code  

All teachers must wear their assigned aprons at all times. All staff are to wear their name 
badge at all times.  

Name Tags Clear identification of staff members is important to the safety and security of the 
children in our care. Every individual working in our program is required to wear a name tag at 
all times, identifying them as UNF Preschool staff members. All observers and volunteers should 
also wear name tags. 

A professional appearance is required at all times while in the center or office. The dress code is 
casual professional. As we serve a diverse group of families and at the same time serve as role 
models for the children in our care, we must be respectful of cultural views and the professional 
standard expected of all employees.  

• Good personal hygiene should be practiced at all times.  

• Clothing should be clean, neat and free of tears, holes and stains. There should be no bare mid-
section or cleavage in view. Clothing must be loose enough such that bending, squatting or other 
movements necessary to interact fully with children is not restricted. Spaghetti strap tops, tank 
tops, stretch pants, bicycle shorts, sweat or jogging suits, halter/tube tops, shirts that show belly 
buttons, low-rise jeans or short shorts and mini-skirts are inappropriate and should not be worn to 
work. For assistance, you can perform the “mirror” test. Raise your arms and notice if any flesh 
is visible. If flesh is visible, it is time to change into something more appropriate. A good rule of 
thumb about the appropriate length of shorts or skirts is the length should be no shorter than two 
inches above the knee.  

• T-shirts or other garments should not display messages or pictures offensive to others.  

• All tattoos must be covered.  

• Fingernails should be a workable length such that they do not pose a safety hazard. Fingernails 
that extend no longer than 1/4 inch beyond the flesh line is recommended.  

• Jewelry should be kept to a minimum, especially dangling or facial jewelry  

• Please wear only closed-toed, closed-heeled shoes that have non-skid rubber soles for safety 
and accident prevention.  

If you have any doubt about the appropriateness of your professional presentation, ask your 
director. If your director does not feel your appearance is professional they will ask you to sign 
out and leave the center. The staff member may return and sign in when appropriately dressed. 
The director is the final arbiter about the appropriateness of appearance.   
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Employee Assistance Program and Resources 
The Employee Assistance Program (EAP) is a 24-hour help line for faculty, staff and their 
families who may need assistance with life, family and financial challenges. The EAP offers 
budgeted employees and immediate family members who live in their household (as defined by 
the State Health Insurance Program) with free, short-term counseling for personal or work 
related issues. Total confidentiality and anonymity is provided to those who call the EAP for 
consultation. A licensed counselor is available 24 hours a day.  UNF provides this service to 
employees to assist them in taking action and dealing with issues early.  Services provided may 
include assistance in the following areas: financial, alcohol/drug abuse, psychological, job 
burnout, stress, child concerns, marital issues, and adult dependent care. 
Staff can locate resources that support them in stress management, prevention and treatment of 
depression, and or general wellness by contacting HealthAdvocate by phone at (877) 240-6863, 
visit the HealthAdvocate website, contact the Office of Human Resources at (904) 620-2903 or 
visit http://www.unf.edu/hr/benefits/Employee_Assistance_Program.aspx. 

Employee Records 

Staff are responsible for ensuring that personal information required by the university and 
licensing is updated and correct; has a current Affidavit of Good Moral Character on file; has on 
file Child Abuse and Neglect Reporting Requirements Acknowledgement. All required 
background checks as well as signed confidentiality agreement and copies of all training 
transcripts/certificates. It is not required but is highly recommended that staff have up-to-date TB 
test, physical exam, Hepatitis B shots in file. 

FaceBook/Twitter/YouTube etc.  Staff may not include on any personal web site or any other 
social networks site, pictures of children, staff or any other information about the program or 
centers. Any discussion or exchange of information about the program or centers, the staff, 
children or families is strictly prohibited on personal social media websites. However, UNF 
Preschool maintains a center Facebook page, please make sure any personal information etc. of 
children and staff is not posted on it and confirm children have picture and media release consent 
form on file before posting pictures and videos.  

Pictures   
UNF Preschool is a very active place and there are many opportunities for children to have their 
picture taken.  We have cameras in the classroom which allow the parents to view their children 
during class time from the office.  There is a 24 hour recording time with these cameras and then 
it is overwritten.  The viewing is set up in the parent library.  The local press and television 
station are taking a particular interest in preschool education of late and come to the Center to 
interview the staff to support a story.  In particular, recent T.V. specials and articles in the local 
newspapers are concentrating on the quality of education in pre-schools because of the voluntary 
pre-kindergarten program.  We also have UNF students come and take pictures of the children to 
back up their observations of social interactions or to demonstrate an activity they did with the 
children.  The students then present these pictures to their classes or include the pictures in a 
report to the faculty or other internal purposes only.  Staff may not take pictures of the children 
without clearing it through the office.  You may not post pictures of the children on any website 
or other medium without written consent of the parent. 

http://www.healthadvocate.com/members
http://www.unf.edu/hr/benefits/Employee_Assistance_Program.aspx


43 | P a g e  

 

Policies regarding resignation, termination and grievance procedures 
The University embraces the concepts of progressive and cumulative discipline.  Progress 
discipline is based on the concept that once an employee has been informed of the expected 
behavior and /or performance, when an infraction occurs, appropriate discipline will be 
administered progressively from minor to major penalties (e.g., reprimands to suspension to 
dismissal).  Violations need not be identical in nature to be cumulative, and, depending on the 
violation and its severity, it is not required that each step in the discipline process be taken.  
Some violations of expected behavior and/or performance may warrant immediate dismissal.  

University employees are to receive fair treatment in the administering of progressive discipline.  
This will be accomplished through the establishment of reasonable performance standards 
necessary for orderly, safe, and efficient operations and optimum working conditions.  Further 
disciplinary action shall be administered in a judicious manner that ensures fair and equitable 
treatment of all employees.  

Grievances 

If any problems are experienced with a co-worker, a parent or lead teacher: 

Step 1: Discuss the problem directly with the person and seek to negotiate a solution. 

Step 2. If step 1 does not resolve the problem and the problem is with a co-worker, ask the lead 
teacher/director to assist with finding a solution. If it is with parent, ask the director to assist you. 

Step 3. If the problem is with a lead teacher, ask the director of your center to assist you in 
resolving the problem. 

Step 4. If the problem still persists, you may appeal to the Associate Vice President of Student 
Affairs for final disposition. 

If an infraction occurs: 
The first offense: a verbal warning will be issued with an explanation of the policy.   The 
Lead Teacher will e-mail the Director of the incident. 
The second offense: a verbal warning with notification and they will receive a written 
warning.  The Director is to be notified via e-mail also. 

 The third offense: will be the written warning. 
 The fourth offense: will be termination 
*** The first six months of employment here at the UNF Preschool is an 
introductory/probationary period during which we will observe whether the employee is 
competent to work with children and makes good professional judgment. 
 
 TERMINATION will result if staff member is under the influence of drugs or alcohol 

while at the Center or child abuse occurs at any time or place. 
 
Resignation 
Upon resignation we ask for at least a two week written notice. 

Hiring and Employment Procedures 
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Overview  

There are three basic job classifications at UNF Preschool: Administrative and Professional 
(A&P), University Support Personnel System (USPS), and Other Personal Services (OPS). Each 
classification carries with it certain policies and procedures. A primary difference in the 
classifications is that A&P and USPS are all benefited positions while the OPS category is non-
benefited, temporary and at-will employment. All require applying on-line in the OASYS system 
(UNF’s web-based Human Resource system), all require references, all require background 
checks, all require the state-mandated training for child care workers with the benefited 
professional positions requiring certain credentials. The information contained in this section 
applies to all staff members employed by UNF Preschool. All those who wish to be considered 
for employment, including work study students, within the UNF Preschool must meet the 
minimum requirements set forth by the Department of Children and Families.  These must be 
completed before employment with the exception of the 45 hour classes which must be 
completed within 90 days of employment.  

-Minimum age: 18 years 

-Doctor’s note of good physical health (not funded by UNF Preschool)  

-TB Test (annual Tuberculin test is recommended, it is free for UNF students @ UNF’s Student 
Health Services. If it is positive further testing will be the financial responsibility of the 
applicant/staff member) 

-Affidavit of good moral character 

- Background screening completed.  

-Abuse registry check 

No employee will be allowed to begin work until ALL paperwork is properly filled out and 
turned into the office. 

All new staff do not work alone with children until they have received an initial 
orientation/basic training to the program and the job. At least one staff member currently 
certified in pediatric first aid and pediatric CPR is always present with each class. 
 Check schedule and lesson plans daily, and conference with the lead teacher to find out 

what needs to be done. 
 You are expected to work as a team with classroom teachers and other assistant teachers. 
 Please remember that assistant staff is under the direction of the classroom teacher.  

Please feel free, however, to assume responsibilities on your own-if you see something 
that needs to be done, please do it. 

 Assistant staff is expected to supply feedback to the classroom teachers concerning 
individual children’s needs and behaviors. 

 

Employment Practices  
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The center selects employees on the basis of education/training, experience and merit. Equal 
opportunity is provided for employment without regard to race, color, religion, national origin, 
age, gender, handicap, or marital status.  

Accepting Employment  

By accepting employment with UNF Preschool, individuals are agreeing to take whatever 
appropriate actions necessary to manage their personal affairs such that they report to their 
assigned work area on-time, appropriately dressed, fully prepared and ready to carry out their 
assigned duties at the beginning of each work period.  

Job Abandonment  

If the employee does not call or report to work for three consecutive days, this will be considered 
job abandonment and thus termination from employment.  

Job Description  

Each employee is given a written job description during the orientation and training period. Each 
full time staff is assigned to a classroom to work on a daily basis and stably over time. Part-time 
assistants if on the schedule are also assigned to classrooms to maintain consistency. 

Probationary Period 

  Program employees serve a probationary period, 6 months for benefited employees. It is 
important to note that employees in the OPS classification are at-will temporary employees and 
may be separated from employment at any time. For OPS employees notice or reason for 
termination is not required. Layoff rights also do not apply.  

Health Assessment  

All paid staff members and volunteers who work more than 40 hours per month are 
recommended to have a current health assessment (not more than one year old) at the 
commencement of work and must be updated every two (2) years. It is recommended it includes 
immunization status and documentation by a health professional by the Mantoux method of 
testing for TB which shows the staff member to be free from TB.  

Re-appointments  

All re-appointments (OPS) and contract renewals (A& P and Faculty) are based on performance 
as evaluated by the direct supervisor. For those employees who have not obtained the necessary 
or required training, the appointment will be terminated. Other factors that impact re-
appointments are class schedules for OPS teaching assistants and budget availability. It is 
important to understand that program’s needs come first. Staff whose class schedules do not 
allow for them to work at the times the program needs them may not get assigned hours on the 
schedule but can remain as substitutes to be called as needed. 

Termination of Employment  
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Behaviors that require immediate dismissal from employment from UNF Preschool include but 
are not limited to: (1) Physical, emotional or sexual abuse of any child at any place at any time. 
(2) Being under the influence of any drug, including alcohol. (3) Discussing children and their 
families outside the center/office breaching confidentiality. (4) The use of any inappropriate 
language and/or behavior with children, parents, center staff or visitors. 

 Interactions with others  

All staff members are expected to conduct themselves in a professional manner. Things to avoid 
include: Keeping hands in pockets, crossed arms, “fiddling with stuff”, daydreaming, sad-
looking faces, staying in one place too long, yelling or talking across the room, talking with 
children from a standing position, negative tone/words, missing chances to teach expand 
/language, roaming aimlessly, long periods of silences without talking or conversing with 
children.  

Leaving Area of Responsibility  

Teachers may not leave their assigned area without the express permission of the Lead teacher 
and/or Director. 

Modeling  

Modeling is one of the most important tools to build healthy and safe habits. It is important to 
model only those behaviors we want children to imitate. For example, sit only in chairs and not 
on tables or climbers.  

Staff Meetings 

Lead teacher and office staff meet weekly for leadership meeting. Leads meet weekly with their 
assistants and teacher aides. All staff meetings are also held during all staff trainings (held on 5 
days a year). Staff are encouraged to provide suggestions, feedback and input on program and 
policies and professional development trainings they would like. We often have potlucks, staff 
dinners (go out together, pay for your own dinner) and fun activities like Escape room. All these 
promote team building and staff collaboration. 

Non-Solicitation  

No solicitation of any kind by staff or others may be conducted.  

Overtime  

Staff members in the OPS or USPS classification may NOT work overtime without the 
permission of the director. Should a staff member elect to work overtime without permission of 
the director the time will not be paid and will be considered volunteered time.  

 

 

Parking  
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No staff member is allowed to park on the grass or any other spaces not clearly designated as 
parking spaces. There will be no interceding for any staff member who gets ticketed or towed. 
All staff members need a valid parking pass and need to park in the parking lot. 

 Payroll  

Staff members may not report to work unless appointment paperwork has been completed. If a 
staff members elects to do so, it will be considered time volunteered.  

Pay Periods  

The work week for UNF is from 12:00am Saturday to 12:00 midnight the following Friday. A 
pay period is two work weeks. Checks are distributed electronically every other week on Friday.  

Personal Property 

 All personal property must be stored in the assigned lockers in the office, if in classroom it 
needs to be out of the reach of children.  

Personnel File  

For licensing and accreditation purposes, all personnel files must be up-to-date and accurate for 
inspections by appropriate licensing and accreditation representatives. It is the staff member’s 
responsibility to ensure that personal information is kept current and all required training is 
started and completed in the mandated time allotted.  

Re-assignment  

The Center Directors may reassign staff as needed to ensure high quality standards are 
continuously upheld.  

Roughhousing  

Roughhousing or horseplay inside or outside the center is not permitted. If you have a question 
about what constitutes either, ask your lead teacher or director.  

Salary 

 Many factors contribute to starting salaries and salary increases: Primary among these factors 
are education, experience, credentials, performance and other training also impact salaries as 
does UNF Preschool policies and procedures, enrollment and cost of daily operations. 
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Position at CDRC 

OPS 
Teaching 
assistant 
part time 

OPS 
Teaching 
Assitant 
Full time 

USPS 
Benifited 
assistant 
teaching 
position 

 USPS 
Benifited 
Lead 
Teaching 
position 

USPS 
Benifited 
Supervising 
Lead 

A & P 
Benifited 
Assistnant 
Direcor 

A & P 
Benifited 
Director 

High school degree   
0 years experience $8.25 $8.25  n/a n/a n/a n/a n/a 

The above and  
enrolled for 45 hours  8.37 8.50 

 
$18,917.28  n/a n/a n/a n/a 

The above plus 45 
hour DCF certificate 
or CDA; has 
pediatric first aid & 
CPR 8.62 9.00 negotiable 

 
$21,196.37  n/a n/a n/a 

 The above and 
enrolled in college 
with a focus on early 
childhood, has 2 + 
years childcare 9.12 9.50 

class & 
comp negotiable n/a n/a n/a 

 The above and 
NCDA Credintial or 
Associate in 
Childcare and 
enrolled for a BA in 
early childhood ed or 
business 
administration 10.00 10.50 

class & 
comp negotiable   n/a n/a 

The above and 
College Graduate in 
any educational 
related field  2+ 
years in child care n/a 11.00 n/a 

class & 
comp 

class & 
comp     

The above and 
College Graduate in 
Early Childhood & 2 
+ years teaching n/a n/a n/a 

class & 
comp 

class & 
comp 

class & 
comp 

class & 
comp 

The above and 
Masters in Education 
or Early childhood 
education and 3 yrs 
teaching exp. n/a n/a n/a 

class & 
comp 

class & 
comp 

class & 
comp 

class & 
comp 

        
O: Administration/Staffing/Salary Pay Scale 1.01.18    
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Summary of benefits offered  

Insurance 

The University of North Florida provides A & P and USPS employees the opportunity to 
participate in a variety of benefit programs. Programs include health, life, dental, vision, 
disability, long-term care, retirement, savings bonds, tax sheltered annuities and many others.  
UNF Student employees are also offered different health insurance options through the 
University. 
Paid holidays: Nine paid holidays  

Paid vacation: Four (4) hours per pay period for USPS.  Six (6) hours for A&P personnel.  

Paid sick, personal days: Four (4) hours per pay period for USPS.  Eight (8) hours for A&P 

personnel. 

Bereavement leave: Yes, three (3) days for qualifying family members, relatives and related 

persons. 

Other Leave: Jury duty, summons  as witness in a matter not involving personal interests, athletic 

competition, official closing of the university, Florida disaster volunteers, voting in public 

elections (up to two (2) hours, investigations, disciplinary notice, best interest of the university, 

presidential discretion, compulsory leave, FMLA, military leave, parental leave, worker’s 

compensation, domestic violence leave.   

Insurance benefit offered: Yes 

Retirement plan employee funded: Optional Retirement Program (ORP) or Florida Retirement 

System (FRS Pension or FRS Investment Plans).  

Tuition assistance for child: Educational benefit at UNF  

Annual bonus/Christmas gift based on longevity: UNF as a whole decides if full time staff 

receives bonus or raises 

College tuition assistance for employees and children: Yes 

Paid training: Yes 
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For more information regarding benefits please visit: 

http://www.unf.edu/hr/forms/Human_Resources_Forms.aspx 

http://www.unf.edu/president/policies_regulations/04-HumanResources/4_0120P.aspx 

School Calendar/Holidays  

The Program follows the holiday schedule for UNF. The following are official UNF holidays: 
New Year’s Day, Martin Luther King Day, Memorial Day, Independence Day, Labor Day, 
Veteran’s Day, Thanksgiving and the day after, and Christmas Day. 

Sleeping  

Staff found sleeping while on duty are subject to disciplinary action up to and including 
immediate dismissal.  

Socializing or “Clustering”  

While on duty, teachers must be focused on interacting with and supervising the children in their 
care. Socializing or “clustering” with fellow teachers/other adults while on duty is an 
inappropriate practice and not permissible, compromises the safety and security of the children 
and may result in disciplinary action up to and including dismissal.  

Substitutes- Part-time Teacher Aides 

The teacher is responsible for finding someone to substitute for planned leave prior to submitting 
a leave request.  

Supplies  

1. Assistant Director orders the children’s snack and supplies. We follow USDA’s CACFP 
food guidelines. 

 
2. Please e-mail your request for supplies/ cooking project items needed to Assistant 

Director and carbon copy Director on the designated day.  
 Telephones  

For safety reasons and to adhere to the highest quality standards of NAEYC, there must be 
telephone access in all classrooms. Telephones are to be used ONLY for emergencies and parent 
contact. Personal use of the classroom phone, personal cell phone use in the classroom, talking 
on the telephone in the presence of children are all strictly prohibited. Long distance telephone 
calls may NOT be placed on University telephones unless approved by the director of the center. 
Personal telephone calls may be placed and received ONLY during official work breaks. If, as a 
staff member you answer the center telephone, please say the name of the center, your name and 
ask how you might be of help. It is expected that any telephone usage will follow the highest 
professional phone etiquette. Any failure to follow these requirements will result in a 
performance conference with the center director.  

http://www.unf.edu/hr/forms/Human_Resources_Forms.aspx
http://www.unf.edu/president/policies_regulations/04-HumanResources/4_0120P.aspx
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Text Messaging  

Text messaging in the classroom is strictly prohibited. All phones and electronic devices are to 
be stored with personal belongings. 

Transportation  

UNF Preschool does not provide transportation.  

University Equipment or Materials  

No university equipment or materials may be removed from the building without the express 
approval of the center director.  

University Office Supplies or Materials  

Office supplies or materials are to be used only for professional purposes related to 
program/center operations and not for personal use. 

Observers and Volunteers 

Observer etiquette: 
 
YOU SHOULD NEVER LEAVE (ANYONE WHO IS NOT CONSIDERED A STAFF MEMBER) 
SUCH AS VOLUNTEERS/OBSERVERS/VISITORS/ STUDENTS DOING A PROJECT WITH 
CHILDREN ALONE IN A CLASSROOM/BATHROOM/PLAYGROUND WITH CHILDREN. THE 
ABOVE MENTIONED ARE NOT INCLUDED IN THE STUDENT TO TEACHER RATIO. MS. 
CARRIE IS ALSO NOT INCLUDED IN THE CLASSROOM RATIO.  

"It is expected that individuals using the Center for observation/research will comply with our 
established guidelines.  The guidelines were created for the safety and respect of the children, 
families, staff, and observers.  If an observer is unable to comply with these guidelines, (s)he will 
be asked to leave.   
 
1.      Permission to observe must be obtained from a faculty member or the Center Director at 
least 24 hours prior to observation.  The director will review the observation/research to ensure 
that the philosophy and mission of the center is not undermined. 
 
2.      Observation appointments must be made with the Center administration to ensure that the 
observer has an opportunity to view the activity needed (i.e., it is typically inappropriate to 
observe children napping), and assists in the control of traffic through the center.  Finally, it is 
respectful to prepare staff, children, and families. 
 
3.      Observations shall be conducted in a manner so as to limit any possible disruption to the 
classroom.  This allows the observer to obtain data that is more realistic and accurate.  
Furthermore, the children, staff, and families are not deterred from their responsibilities and 
education by limiting observers to a maximum of 4. 
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4.      Observers must sign in at the office before conducting their observation.  The observer will 
be asked to offer a photo ID to place in the observer's pass.  Observers must wear this pass at all 
times.  Upon completion of the observation, observers must sign out, and return the observation 
pass.  These actions provide the Center population with a sense of security and accountability. 
 
5.      Food, candy drinks and cell phones are prohibited as a common courtesy, and to avoid 
classroom disruption. 
 
6.      Communication with the children, families and staff should be limited to answering their 
questions, unless Center administration has otherwise requested that you interact, or you have 
specifically arranged in advance to teach an activity.  This avoids class disruption and confusion 
regarding teaching philosophy, and will prevent inadvertently affecting the accuracy of the 
observation. 
 
7. Observers can come in at the following times:  

8:30am- 12:00pm; 3:00pm-5:00pm  
 
8. Personal conversations should take place away from the center, and profanity is 
absolutely prohibited.  This prevents children, families and staff from overhearing inappropriate 
conversations. 
 
9. Discussions involving children, staff, and families should be limited to professional 
conversations in your coursework classroom, in order to prevent reinforcement of certain 
behaviors in children.  Again, respect your ethical obligations as an observer." 
 
10. Teachers are expected to intervene if activity is not in philosophy of center.  
11.  Observers will be given guidelines in the office before observing.  They are also expected to 

view the slide show created by UNF Preschool before volunteering.  
  
Volunteers 
Teachers are the keys to guiding the practical learning experiences of volunteers.  The following 
are suggestions to assist you in making the best use of your volunteer’s talents. 
 
Requesting Your Volunteer 
As you develop goals and objectives for the year, identify what your volunteer needs are and the 
days and times you need volunteer services.  Share this information during the staff meeting. 
 
Preparing Your Students 
Let the students know that volunteers are coming into the classroom to help.  Explain what the 
volunteers will be doing and the importance of these tasks.  Point out the generosity of the 
volunteers and encourage students to make the volunteers feel that they are valued members of 
the class.   
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Supervising Your Volunteers 
 
As with any staff member performing an important function in the Center’s program, volunteers 
need support and supervision.  They should be held accountable for performing assigned tasks 
appropriately.  Frequent feedback will enable volunteers to improve job performance…good 
communication is crucial.  Always plan ahead for your volunteers.   
 
How do I find out if I will have observers or volunteers?  
 Go to outlook 
 Check the volunteer/observer calendar. 
 When entering input, put field study, volunteer or observer 

 
*Volunteers need clear, concise directions from the teacher. 
 
*Teachers need to be sure the volunteer understands the assigned tasks. 
 
*Teachers should provide samples or demonstrate briefly how tasks are to be performed. 
 
*Volunteers need to feel comfortable about asking the teacher for clarification when necessary.  
Be accessible and flexible! 
Involving the Volunteer in the Classroom 
*Plan for an appropriate introduction of the volunteer to the students. 
 
*Inform the volunteer of the classroom curriculum. 
*Clearly define and demonstrate the volunteer’s tasks and provide a variety of activities. 
 
*Plan times to discuss the volunteer’s involvement, share experiences, respond to concerns, and 
give feedback. 
 
*The volunteer’s loyalty and dependability are determined mainly by the degree of satisfaction 
felt on the job – tasks assigned should be perceived as meaningful and varied with the 
responsibility increasing as the volunteer’s skills improve. 
 
*Show support for the volunteer directly and in front of students. 
 
Importance of Professionalism 
 
*The teacher sets the example – the volunteer will model the professional attitude demonstrated 
by the teacher in dress, manner, behavior, etc. 
 
*The teacher needs to stress the importance of confidentiality to the volunteer. 
 
*Instruct the volunteer not to comment on individual children, students, faculty and staff 
members, or the Center in an inappropriate manner. 
• Volunteers should not have access to confidential files. 
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What does the teacher expect of the volunteer? 
*Professional attitude   *Promptness 
*Imagination and creativity  *Love of children 
*Sense of humor   *Enthusiasm 
*Tact     *Dependability 
*Non-disruptive influence  *Flexibility 
*Discretion    *Loyalty 
*Sensitivity    *Initiative 
 
What does the volunteer expect of the teacher? 
*Consideration   *Patience 
*Good directions   *Appreciation 
*Love of children   *Respect 
*Cooperative attitude   *Courtesy 
*Classroom control   *Sincerity 
*A friendly, welcoming attitude   
 
Planning time 
• All lead teachers get 2 to 3 hours /week to complete their lesson plans, update children 

portfolios, update teaching strategies data, maintain NAEYC portfolios and other job related 
duties. Teachers on planning are not considered as part of classroom teacher/child ratio. 
There is extra staff coverage for planning times. 

• From time to time teachers also receive extra planning hours as deemed necessary by the 
administration 

 
Parent Board 

 
You must have the following on your Parent Board: 
 
 Calendar (changed monthly) 
 Class Schedule 
 Hugabug Newsletter (changed monthly) 
 Units for Semester 
 Time teacher is available for conference 
 Lesson Plans (changed weekly) 
 Special Events 
 Weekly Update 
 Menu (changed weekly) 
 Letter about pets 

Swing Files 

1. One swing file for each child 
 Bills 
 Artwork 
 Newsletter 
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 Other communication 
2. Wiped out each week. 
3. Remove/add swing file when children are withdrawing or enrolling. 

Lesson Plans 
Lesson plans must be turned in by Friday for the upcoming week. Any special activities that 
require extra purchases such as for cooking projects must be reflected in your lesson plans. 
Lesson plan must be on appropriate form. 
LABELING CHILDREN’S PAPERS 
Staff members will follow the subsequent guide lines when labeling all children’s papers. If staff 
assisted with tracing, cutting, this should be indicated on the child’s papers as “teacher assisted.”  
All work should be labelled with the child’s name, date and any dictation the child narrated to go 
along with the picture/work. Please label on the back of the work or attach a separate paper slip 
to the work to label and write dictation on. Teacher’s please check spelling on dictation. Our 
learning experience emphasizes PROCESS rather than product.  Therefore, it is the child’s work, 
not something pre-assembled by staff, that is important.  Activities are planned for different 
developmental levels.  These success-oriented projects help build confidence and self-esteem, 
which are crucial aspects of a child’s development. 
 
Guidelines for Classroom Labels 

 
 All signs and labels must be done on the computer 
 
 Center Signs: Each word should begin with an uppercase letter, other letters are lowercase. 

The font style must be Comic Sans MS, size 72. 
  Ex: Art Center 
 
 Labels for Furniture, Parts of Room Etc.: all lowercase letters Ex: door, cabinet 

 
Labels for Toys Etc.: all letters should be lowercase. Pictures should match exactly; 
picture on shelf should be exactly the same as on the container. Ex. Dishes 

Birthday/Holiday Celebrations 
Birthdays and holidays are generally coordinated with each Lead Teacher.  We respect 

the differences between children and families and encourage mutual respect among children.  
Parents will contact child’s teacher to make arrangements if you want to share your child’s 
birthday or holiday celebration with the classroom. 

• Card in swing file 
• Prevent discussion in class 
• Encourage party at school 

Halloween week is a “make believe” week, with special snacks.  The snacks will not be 
anything of the witch or ghost variety.   We will continue the traditional parade.  The children 
will be encouraged to dress up like book characters.   

In general, we will try to be culturally sensitive for all holidays.  If more adaptation is 
needed to meet culturally sensitive issues, it will be done on an individual class basis. 
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Special School Activities 
 

• Each year we will plan the special activities for the whole year. 
• The activities will be posted on the UNF Preschool calendar; the monthly 

calendar will be given to the parents, and classroom and center newsletters.  
 
All off- campus Field trip guidelines 
 

1. Letter to parents must be completed and turned into the office for approval or disapproval 
a minimum of 3 weeks in advance. 
 Discuss lunches that don’t require heating, cold pack, and drink 
 Let them know they are responsible for suntan lotion or bug spray and must have 

medicine card. 
2. Request for checks from office for the cost of bus and field trip must be turned in one 

month in advance. 
3. Parental permission slips must be signed by parent and turned in to the teacher in charge 

at least one day before the proposed trip. 
4. Office will set up bus transportation and request necessary funds. 
5. Teacher will set up field trip. 
6. Each group of children must be supervised by qualified adults, at least 2 of whom must 

be among the personnel of the CDRC School.  There should be no less than a 5-1 ratio. 
7. Each child participating must go and return with the group.  If a child goes with the 

parent the child must return with the parent.  No child may go with a parent other than 
their own parent. 

8. Each child must have the written approval of his or her parent/legal guardian for each trip 
in advance. Phone permissions are not acceptable.  

9. A walk list of students must be turned in to the office the day of the trip. 
10. A bus list of who is on the bus must be completed, and verified every time the children 

enter and exit the bus. 
11. Snack must be planned for and containers to carry snack must be provided. 
12. Must bring first aid hip pack with items that go in regular first aid kit with the following 

items: 
• Items needed: cotton balls, scissors, tweezers, thermometer and covers, band-aids, 

rolled gauze pads, soap, ipecac syrup and dispenser, pre-moistened wipes, gloves, 
triangular bandages, instant cold compress, micro shield mouth barrier. 

 
13. Make name tag for each child and parent. 
14. Make a rainy day plans. 
15. Bring on field trip: emergency forms and permission slips. 
16. (Teachers) bring cell phones on trip and get bus driver’s cell number. 
17. Bring spare clothing, gloves, wipes and a bag for soiled clothing 
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On campus fieldtrips: 
 

1. If a child arrives late for an on campus field trip, the child may not join the group already 
on campus but may stay at UNF Preschool with an assigned teacher. Parent may 
accompany the child on the field trip if late, but must stay for entire field trip. 

2. Lead teacher must ask for extra coverage if lunches will be missed because of the 
fieldtrip. 

3. Whoever organizes the field trip will set up someone to stay back at the school to cover 
the children who come to school after the children leave for the field trip.                                            

 

On Campus Activity 

Child’s Name _________________________ 

On Campus Activity____________________ 

Date of Activity _______________________ 

Arrival/ Return Time _____________________________  

Dear Parents, 

 Our main focus here at the UNF Preschool is to ensure that children are always learning 
in a safe environment.  Part of our learning here at the preschool comes from special learning 
experiences in and around the wonderful UNF community.  For this reason we would like to take 
special steps to ensure the safety of your child.  For the above mentioned activity we feel that 
your child needs extra one on one attention in recommendation of his/ her recent behavior 
challenges.  Therefore, to ensure their safety we are requesting that a family member accompany 
your child.  If a family member is unavailable to attend we do have staff members who will be 
able to stay back with your child to ensure they are cared for. Please indicate below your choice.  

Sincerely, 

The UNF Preschool  

 A family member will accompany 

 I give permission for my child to stay at the center during the above activity time       

___________________________________   _______________________________ 

Parent Signature     Date 
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Options for the Child Who Doesn’t Normally Attend on the Field Trip Day 
1.  Child can trade his regular day for field trip day – no charge. 
2.  Child can add the day of the field trip and pay regular fees – not excess. 
3.  If a parent attends with him, he doesn’t have to pay for the day. 
6.  If the parent is one of the necessary chaperones, they cannot bring another child.  If they are 
one of the extra parents, they may bring another child.  Children not enrolled in the Center are 
not allowed to ride on the bus; they are required to ride with parents. 
7. Try to help a child that is not attending the field trip. 

 
UNIVERSITY OF NORTH FLORIDA 
Unconditional and Full General Release 

 
Parental permission/Authorization Form 
 
Child’s Name / Date of Birth:________________________________________________ 
 
Type of Activity/Trip:________________________________________________ 
  
Date & Location of Activity/Trip: ________________________________________________ 
 
Time of Departure / Return:____________________________________________ 
 
Host (if other than UNF):   ________________________________________________ 
 
I hereby give permission for my child to participate in the above Activity/Trip through the 
University of North Florida Child Development Center and Host, if any. 
 
Knowing the dangers, hazards, and risks of such activities, and in consideration of my child 
being permitted to participate in the activities for which I have indicated my permission above, 
on behalf of my child, myself, and my family, heirs, personal representatives.  I, the undersigned, 
agree to assume all the risks and responsibilities surrounding my child’s participation in the 
activities, transportation to and from the activities and in any independent activity undertaken as 
a participant, and in advance, I release, waive, forever discharge, and covenant not to sue The 
University of North Florida Board of Trustees, the Florida Board of Education, the State of 
Florida, and their officers, employees, agents, and representatives (collectively known as 
“Releases”), from and against any and all liability for any harm, loss, injury, damage, claims, 
demands, actions, causes of action, costs and expenses of any nature that my child or I may have 
or that may hereafter accrue to one or the both of us, arising out of the above Activity/Trip, 
including but not limited to suffering and death, that may be sustained to my child or any 
property belonging to him/her or me, whether caused by the negligence or carelessness of my 
Child, myself, the RELEASEES, or otherwise, while in, on, or in transit to or from the premises 
where the Activity, or any adjunct to the Activity, occurs or is being conducted. 
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I understand and agree that RELEASEES do not have medical personnel available at the location 
of the activities.  I grant my permission for RELEASEES to authorize emergency medical 
treatment at an emergency care facility and/or Student Health Services, if necessary, and that 
such action by RELEASEES shall be subject to terms of this Consent and Release Agreement.  I 
understand and agree that RELEASEES assume no responsibility for any injury of damage, 
which might arise out of or in connection with such authorized emergency medical treatment.  
Further, I understand that the University does not provide accident/health insurance for activity 
participants, and I assume personal and financial responsibility for any such medical care and 
treatment. 
 
I realize that if the entire school is attending field trip my child will not be accepted at the Center 
after the bus has left 
 
I have read this statement, understand its contents and voluntarily affix my signature below: 
 
________________________ _________________________ ________ 
Print Name of Parent/Guardian Parent/Guardian Signature  Date 
 
In case of an emergency, I may be reached at the following phone numbers: 
 

Home: ______________________   Work: _________________________ 
 

Nap Procedures 

• Music – calm, soothing and soft volume (child oriented). 
• Children need to use bathroom before laying down and need to wash hands 
• Children must remain on cots during naptime. 
• Move around the room and rub backs on top of clothing, concentrate on the children 

having difficulty settling down 
• After 30 minutes read a book to the child or give the child a quiet toy 
• Staff may lie down next to the children when necessary, but no sleeping staff 
• After naptime cots must be sprayed with bleach water. 
• Parents are required to supply a small blanket and pillow.  Each nap article should be 

clearly labeled and the items should be brought in a closeable bag. Nap bags should also 
be clearly marked. Items must be taken home to be washed, each weekend.  The Center 
will provide a cot for each child to lay their personal bedding on. 

 
Transitioning Policy 
 
• Children are transitioned to a new classroom whenever deemed necessary. 
• Before transitioning, children will be taken in small groups to their new classroom for a                                    
portion of the day.  Apprehensive children will be allowed to visit again. 
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Program Practices and Procedures 

Child abuse and neglect concerns 
 

Any incidents of suspected child abuse or neglect by UNF Preschool personnel will be referred 
to the VP for Student Affairs and the county child protection agency in accordance with the state 
statute. Investigation of staff candidates with regard to alleged or proven child abuse, neglect, 
and/or moral turpitude will be done by UNF Department of Environmental Health and Safety, 
the Campus Police and VP for Student Affairs. The office of Student Affairs will determine if 
the employee is placed on administrative leave during investigation of the allegations and 
whether they can continue their employment at the center or are terminated based on the 
investigation findings. 
 
Child Abuse and Neglect Reporting Requirements 
All staff are required to sign the document annually.  
 
In accordance with Chapter 415 of Florida Statutes, we will report any suspected case of child 
abuse or neglect to the proper authorities and NAEYC using the 72 Hour Report. All child care 
personnel are mandated by law to report their suspicion of child abuse, neglect, or abandonment 
to the Florida Abuse Hotline in accordance with s. 39.201 of the Florida Statutes (F.S.). Staff 
who report suspicions of child abuse/neglect where they work are immune from discharge, 
retaliation, or other disciplinary action for that reason alone, unless it is proven that the report 
was intended to do harm.  
Abuse  

Protecting the health and safety of the children in our care is our number one priority. Everyone 
who cares for children must, by law, report any suspected child abuse. If you suspect such abuse, 
talk to your director immediately. The director will assist you in taking the necessary steps to 
report to the appropriate authority. Florida Statute 39.201 states that anyone who knows or has 
reasonable cause to suspect that a child has been or is being abused, abandoned, or neglected, 
must report this information to 1-800-962-2873 or online at 
http://www.dcf.state.fl.us/abuse/report/.  

http://www.dcf.state.fl.us/abuse/report/
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Blood and Body Fluids  

Use procedures for Universal Precaution at all times. Universal Precaution procedures are 
explained in the Blood Borne Pathogens/Universal Precautions training session that all staff 
members receive. Staff MUST always wear gloves when contamination with blood or other 
hazardous fluids might occur. Do not use handwashing sinks for bathing children or for 
removing fecal material. Do not use kitchen sinks for cleaning anything but food or kitchen 
equipment. Immediately sanitize any surface that may come into contact with bodily fluids. Use 
barriers and techniques that minimize any contact with mucous membranes or with any openings 
in the skin. Clean and sanitize according to standard procedures. Dispose of any contaminated 
materials and diapers in a plastic bag with a secure tie and place in an appropriate closed 
container. See detailed information regarding cleaning and sanitizing.  

Choking Hazard  

Staff should also be on the alert for any food or other item that may pose a choking hazard.  

Head Lice Policy 
 
Head lice are tiny insects that live on the scalp.  They lay eggs, called nits, which cling to 

the hair very close to the scalp.  Head lice spread from person to person by direct contact or on 
items like hats, combs, sweaters, etc.  They are easily transmitted in a childcare setting.   

• If a child has nits or lice, parents are required to inform the Center at once. The 
Center will then post a notice indicating the date and the number of cases.                                  

• As soon as a case is reported, the Center will send the children’s blankets and 
pillows home to be washed, remove and wash dress up clothes, and bag all 
pillows, stuffed animals and dolls.  They will stay bagged for 2 weeks or until the 
lice are gone. 

• Parents will be required to treat their infested child with an appropriate product 
immediately.  Follow the directions on the bottle carefully and use the suggested 
amount, which is usually only one bottle per person.  All family members should 
be checked carefully and treated if necessary. 

• In addition, parents must check the child’s hair and remove all nits before 
bringing the child to the Center.  Nits are removed by running the hair strand 
between the thumb and forefinger or by gently pulling out the hair.  Put the nits 
or strands or hair in a plastic bag, tie it up and throw it away. 

• At the same time, parents must vacuum their house and car and wash all bed 
linens, towels and clothes worn in the last two days in hot water (including hats, 
scarves, jackets and sweaters).  Stuffed animals, pillows, and other items that 
don’t go in the washing machine can be put into the dryer at the hottest setting 
for 20 minutes, or go to the dryer cleaner.  Hair brushes and combs should be 
soaked overnight in the lice treatment.  Also, remember to treat the car and car 
seat. 

• The Center has a zero tolerance policy.  Therefore, if one nit or louse is found, 
the child will be sent home and may not return for 24 hours.  During that time the 
parents are expected to remove all nits and lice.   
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• Parents should continue to check their child’s head whenever they wash his/her 
hair.    

• Throughout the year, the Center will conduct spot checks on children.  
 

Cleaning and Sanitation  

The center is committed to the highest standards of quality and excellence in early childhood 
education and care. Integral to this goal is the maintenance of a healthy environment in which 
both staff and children participate. Each staff member as part of their orientation must complete 
the UNF Preschool Training module Blood Borne Pathogens and Universal Precautions.  It is 
also part of our annual training. 

The following is a review of the major points:  

♣ Use the NAEYC recommended cleaning and sanitation schedule on the next 2 pages. Avoid 
the use of sprays, air fresheners, chemicals or other deodorizes to control odors. Ventilate, clean 
and sanitize instead.  

♣ Immediately clean and sanitize any surface that has been contaminated with any body fluids 

 ♣ Always use gloves when in contact with any potentially infectious body fluids.  

♣ Clean rugs by blotting and spot cleaning with detergent-disinfectant  

♣ Dispose of contaminated materials and diapers in a plastic bag with a secure tie and place in a 
closed container.  

♣ Wash, by hand, using water and detergent any toy that a child has placed in his or her mouth 
or is contaminated by body secretion or excretion and then rinse, sanitize and air dry before 
being used by another child.  

♣ Follow health professional’s recommendations for any staff member or child who have 
allergies.  

♣ Pets or other visiting animals must be fully immunized and suitable for contact with children 
as documented by a veterinarian, animal shelter or Agency providing the visits such as the 
Jacksonville Zoo 

 ♣ Teaching staff supervise all interactions between children and animals as well as instruct the 
children on safe behavior when interacting with the animals.  

♣ Reptiles, including turtles, may not be classroom pets because of the risk of salmonella 
infection.  
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Cleaning and Sanitation Chart Adapted from NAEYC Standards and Accreditation 
Criteria Table 1. Cleaning and Sanitation Frequency, p. 51 

Cleaning Guidelines  Classroom:------------------- week of:---------------- 
 
Use the guidelines in these charts to determine which surfaces should be cleaned and how frequently 
they should be cleaned.  
Cleaning 
Physically removing all dirt and contamination, oftentimes using soap and water. The friction of 
cleaning removes most germs and exposes any remaining germs to the effects of a sanitizer or 
disinfectant used later. 
Sanitizing  
Reducing germs on inanimate surfaces to levels considered safe by public health codes or regulations. 
Sanitizing may be appropriate for food service tables, high chairs, toys 
Disinfecting 
 Destroying or inactivating most germs on any inanimate object, but not bacterial spores. Disinfecting 
may be appropriate for diaper tables, door and cabinet handles, toilets, and other bathroom surfaces. 
Disinfect means to kill germs by using a disinfectant cleaner, chlorine bleach solution and air dry. 
Germs  
Microscopic living things (such as bacteria, viruses, parasites and fungi) that causes disease. 
“Each Use” of computer keyboards should be defined as use by each group of children, not each 
individual   child. Keyboards connected to computers should be cleaned daily if one group is in the 
room all day, or after each different group of children uses the room. These guidelines do not apply 
to keyboards that are unplugged and used for dramatic play. 

 
Classrooms Clean Sanitize comments wee

kly 
Mon. Tues. Wed. Thurs Fri. 

Countertops  
End of 
day 

 
End of 
day 

Use a sanitizer 
safe for food  
contact 

      

Tabletops Before 
& after 
each 
use 

 
Before 
and after 
each use 

Before serving 
food and after 
each use and at 
opening/closing  

      

Eating utensils 
and dishes 

After 
each 
use 

After each 
use 

  Done 
in 
office 

Done 
in 
office 

Done 
in 
office 

Done 
in 
office 

Done 
in 
office 

Big sink area  End of 
day 

End of 
day 

put away items, 
no clutter and 
toys 

      

Changing table clean disinfect Clean with 
detergent,  rinse, 
disinfect 

      

Diaper pails daily daily At end of day       
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Sweep floors After 
meals 
and 
mess 

 After each snack 
or meal or messy 
project 

      

Toilet Area 
Hand washing 
sinks faucets 
and handles, 
surrounding 
counters 

End of 
day 

End of day Daily and when 
soiled. Spray 
after class hand 
washing and 
during nap also 

 Mon. Tues. Wed. Thurs Fri. 

Seats, door 
knobs, cabinet 
handles 

End of 
day 

End of day Spray daily or 
immediately if 
obviously soiled 

      

 
 
 
Toys 

Small toys that 
can go into 
mouth 

clean Sanitize  After each use 
and daily 

 Mon
. 

Tues. Wed. Thurs. Fri. 

Larger Toys clean sanitize Weekly       

Dress-up 
clothes and hats 

clean  Hats After each 
use clothes 
weekly 

      

 
Other 

Cubbies clean  After each use 
or weekly 

 Mon. Tue
s. 

Wed. Thurs. Fri. 

Lunch box 
area 

clean sanitize Wipe down 
daily 

      

Easel clean  Wipe down 
daily 

      

Refrigerator 
& 
Microwave 

Check 
daily 
clean 
weekly 

 Throw used 
food at end of 
each day, throw 
expired food 

      

Computer 
key boards/ 

Clean  Sanitize  Daily       

Clean pet 
cage/tank 

clean sanitize weekly       

All centers clean  One center a 
day, all centers 
weekly 
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Drinking 
fountain 

clean disinfect Daily at end of 
day 

      

Phone 
receiver 

clean  Daily at end of 
day 

      

cots clean sanitize daily       

 
Household Bleach and Water  

The Facility is cleaned nightly by UNF Custodial staff who use fragrance free, third party 
certified, least toxic cleaning products.  However, the staff should daily prepare the bleach water 
to clean surfaces, toys etc. needed throughout the day. 

Household bleach with water is recommended as an appropriate Sanitizer by National Health and 
Safety Performance Standards. It is effective, economical, convenient, and readily available. 
When purchasing household bleach, make sure that the bleach concentration is for household 
use, and not for industrial application. The solution of bleach and water is easy to mix, non- 
toxic, safe if handled properly, and kills most infectious agents. Recipe for spray application on 
surfaces that have been detergent-cleaned and rinsed in bathrooms, diapering areas, countertop, 
tables, toys, door knobs, cabinet handles, phone receivers, hand washing sinks, floors, and 
surface contaminated by body fluids (minimum contact = 2 minutes) 1/4 cup household bleach + 
1 gallon of cool water Or 1 tablespoon bleach + 1 quart of cool water Recipe for weaker bleach 
solutions for submerging of eating utensils that have been detergent-cleaned and rinsed 
(minimum contact time = 1 minute): 1 tablespoon bleach + 1 gallon of cool water A solution of 
bleach and water loses its strength and is weakened by heat and sunlight. Therefore, mix a fresh 
bleach solution every day for maximum effectiveness. Any leftover bleach solution should be 
discarded at the end of the day. Any container with a bleach solution should be properly labeled 
i.e. “Bleach Solution” . Adapted from Caring for Our Children, Appendix I, pages 417- 418. 

Food and Beverage  

The food provided in the center is for the children for snack and educational purposes such as 
cooking projects. Teachers are to model good eating habits by eating one child’s portion of food.  
Teachers can eat their lunch with the children during lunch time but they need to make sure 
children are not being neglected and all assigned duties are carried out. Therefore, breaks are the 
appropriate times for teachers to have their personal meals/snacks. Personal meals/snacks may 
not be eaten during snack/meal times with the children.  

Food Handling  

The major criteria for healthy food management is proper hand washing. During orientation the 
staff will be provided the instruction for proper technique. Food should not be placed directly on 
the table as eating surfaces are more likely to be contaminated, use dishes. To sanitize the eating 
surface, spray the table/tray with bleach-water solution and wait more than 10 seconds before 
wiping with a disposable towel or allow to air dry. Sanitizing solution should not be sprayed 
while the children are seated at the table. See Handling and Food Safety for more information.  
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Snacks and Lunches 
 

1. Children bring their own lunches; please encourage parents to follow the USDA’s 
CACFP food guidelines when it comes to the food that they give to their children. Also 
make sure that all children’s food is labeled with the child’s name and the date. 

2. We provide snack in the morning and afternoon. We serve a variety of fruits and 
vegetables, cheese, crackers, and milk (morning). 

3.   Children should be encouraged to serve themselves and pour their own drinks. 
4.   Lunches should be set up by children, if age appropriate. 
5.  Teachers will sit with children and engage them in conversation. 
6.   Please make sure if the fruit and food brought from home for children younger than 4year 
olds does not contain big chunks that can be a choking hazard. Please cut them into small 
pieces for the child and notify the parent to take precaution for future.  
 

 Snack Preparation 
 
1. Wash your hands and the area you will be preparing snack before starting. 
2. Check the Allergy List that is on the refrigerator. 
3. Staff do not offer children younger than four years these foods: hot dogs, whole or sliced 

into rounds; whole grapes; nuts; popcorn; raw peas and hard pretzels; spoonfuls of peanut 
butter; or chunks of raw carrots or meat larger than can be swallowed whole. All fruit 
needs to be cut up into small pieces less than1.5 inch.(including grapes). 

      Remember to base the amount of snack you serve on the number of children in the class. 
4.  All fruits and vegetables must be thoroughly washed prior to eating. 

 
All leftovers must be thrown away at the end of the day, so PLEASE do not pour too much.  
Rinse out milk pitchers before returning to office for washing. Put all used dishes in bucket and 
bring to office after afternoon snack to be washed.  
Lunch  

• All adults must be sitting with children during lunch time and engaging them in 
conversation.  They must eat healthy food with the children but if the child needs 
assistance the staff are expected to stop eating and assist the child.   

• Heat food for 30 seconds. 
• Never use plastic or polystyrene (Styrofoam) containers, plates, bags or wraps when 

microwaving children’s food or beverages. 
• If lunches take longer than 30 seconds send a note home requesting a food item taking 

less time to heat. 
• Check for allergies at all meal times. 
• Set up their own lunches  
• Children should pour their own drinks from child sized pitchers. 
• Children must clean up after themselves. 
• No sharing of food between children or adults. 
• Teach children to identify their own allergies. 
• Be conscious of choking hazards. 
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• Make sure there is a consistent plan for early finishers. 
• Staff may eat lunch with children but need to attend to the needs of all children. 
• Staff may not eat when children are not eating. 
• Staff must keep all liquids and foods that are hotter than 110 degrees Fahrenheit away 

from children’s reach. This includes coffee.  Coffee must be in containers that cannot 
spill 

Each staff member who is scheduled to work during lunch time is expected to furnish his/her 
lunch (and drink, if desired).  Staff members will not be permitted to leave the Center to 
purchase lunch unless it is their scheduled lunch break. Lunches must be eaten during your lunch 
time not brought back and eaten later.  Lunch bags or boxes should be labeled with the staff 
member’s name.  There is a small microwave available for heating food. 

Overview  

This section is discussed during orientation with all new staff and was designed to help staff 
members to understand best practices and requirements in food safety and food handling in early 
education and care programs. It includes the ways we prepare food, store food, and serve food 
which will reduce chances of illness and food poisoning. This section provides a short summary 
of the major requirements.  

 Purpose/Rationale 

 Food service and safety are very important pieces of programs for young children. Providing a 
high quality environment and excellent service means we keep the health and safety at the 
forefront of what we do. This includes serving food and preparing food in a sanitary manner. The 
health and safety of the children we serve is of utmost priority. One of the ways that teachers and 
caregivers facilitate the optimal health of young children is by ensuring that when food is 
prepared and served, it is done so in a way that ensures the health of the children and prevents 
the spread of illness. Following best practices in food safety increase the likelihood of optimal 
development. The snack at UNF Preschool is prepared daily by Chartwells and the United States 
Department of Agriculture Food Program (USDA) policies, procedures and requirements for 
food safety and handling are maintained. The following are major requirements not only for 
USDA but NAEYC: 

1. Food and beverages brought from the child’s home must: a. Meet USDA food programs food 
guideline b. Must be labeled with the child’s name and date c. Stay cold (for foods requiring 
refrigeration) until served d. Supplement food brought from home if necessary to meet USDA 
requirement e. Food to be shared with other children must be either whole fruits or in 
commercially prepared pre-packaged food in factory-sealed containers.  

2. Staff must discard any foods that have an expired date. a. The food may not be taken or sent 
home nor given to any charitable organization (USDA)  

3.  For children with special health care needs, food allergies or other special nutritional needs, 
the child’s health care provide must provide the center with an individualized care plan that is 
prepared in consultation with the parents and any other specialists involved in the child’s health 
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care. For children of any age with special feeding needs staff must do the following each day: 
special feeding needs include, but are not limited to, food intolerance, allergy and health 
concerns 

• Document the type and quantity of food the child consumes 
• Provide this information to the child’s family 

4. For children with food allergies, posting the information about the allergy in public areas must 
have the written consent of the parents.  

5. Clean and sanitary water must be available to children throughout the day  

6. Meals and snacks are served at least 2 hours apart but not more than 3 hours apart. 

7. parents and legal guardians must be advised in advance of each food related activity, such as 
cooking projects or special occasions that include food consumption.(snack menus should be 
posted on parent board, food sign- up sheets for parties posted in advance, make notation 
on snack menu for food that will be consumed at birthday party etc). 

8. In the event the parent fails to provide nutritious meals, the program provides 
supplemental food items from the center’s snack to complete the child’s meal.  

9. Opened packages of perishable or leftover food items must be properly covered or sealed in 
containers or bags, labeled with the date, and properly stored and discarded within seven 
calendar days. 

10. Opened packages of dried goods must be properly covered/sealed, properly stored, and 
discarded according to the manufacturer’s recommended date or if the quality of food has been 
compromised.  

 

Nut Free School 

 

Due to an increase in nut allergies, UNF Preschool is now a nut free school. Please make sure 
you do not pack anything in your child’s lunch that contains nuts of any kind (including Nutella, 
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granola/granola bars or items made in plants that use nuts) as your child will not be allowed to 
eat it. In the event that this happens we will provide him/her with snack. Soy butter is allowed as 
a substitute for nut butters but please let your child’s teacher know and add a note to their 
lunchbox if you pack anything with soy butter so we know that it is safe. Thanks for your 
continued cooperation in making our school safe. 

 

 

Gloves  

Use procedures for Universal Precaution at all times. Always wear gloves when contamination 
with blood might occur. If there is any question about whether to put on and wear gloves, wear 
gloves.  

Handwashing 

 Handwashing is the single most effective way of preventing the spread of illnesses. 

How to Wash Your Hands Properly 

• Teachers are responsible for teaching other teachers and students to wash their hands 
properly. 

• Use soap and warm, running water 
• Rub your hands, vigorously for 20 seconds 
• Wash all surfaces, including: 
• Back of hands 
• Wrists 
• Between fingers 
• Tips of fingers 
• Under fingernails 
• Rinse your hands well 
• Fingers should point down to stop the water from running down the arms. 
• Dry your hands with a paper towel then turn off faucet. 

Water Play 

No child with sores on their hands will be permitted to participate in communal water play. 
Water is drained after water play is complete. Children may not drink the water. Only fresh 
potable water is used and is changed after each group. The water is drained after each activity 
group is finished. 

 

When should you wash your hands? 
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Hand washing is required by all staff, volunteers or observers, and children when hand 
washing reduces the risk of transmission of infectious diseases to themselves and to 
others. Staff assists children with hand washing as needed to successfully complete the 
task. Children wash either independently or with staff assistance.  

Children and adults wash their hands on arrival for the day; after using the toilet, after 
handling body fluids (e.g., blowing or wiping a nose, coughing on a hand, or touching 
any mucus, blood, or vomit); before meals and snacks, before preparing or serving food, 
or after handling any raw food that requires cooking (e.g., meat, eggs, poultry);  

• after playing in water that is shared by two or more people;  
• after handling pets and other animals or any materials such as sand, dirt, or surfaces that 

might be contaminated by contact with animals; and  

Adults also wash their hands 

• Before and after feeding a child; 
• Before and after administering medication;  
• after assisting a child with toileting; and  
• After handling garbage or cleaning.  

Except when handling blood or body fluids that might contain blood (when wearing gloves is 
required), wearing gloves is an optional supplement, but not a substitute, for hand washing in any 
required hand-washing situation listed above.  

• Staff wears gloves when contamination with blood may occur.  
• Staff does not use hand-washing sinks for bathing children or for removing smeared fecal 

material.  
• In situations where sinks are used for both food preparation and other purposes, staff 

clean and sanitize the sinks before using them to prepare food.  

Note: The use of alcohol-based hand rubs in lieu of hand washing is not recommended for early 
education and child care settings. If these products are used as a temporary measure, a sufficient 
amount must be used to keep the hands wet for 15 seconds. Since the alcohol-based hand rubs 
are toxic and flammable, they must be stored and used according to the manufacturer's (NAEYC, 
5.A.09) 

Ventilation  

To control odors, only cleaning, sanitation and ventilation should be used. The use of sprays, air 
fresheners, chemicals or deodorizers in all areas including closets should be avoided.  

 

Unsafe/Unhealthy Condition  
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All staff members are responsible for informing their supervisor of any unsafe or unhealthy 
situation or condition at the center or at any event the center hosts/attends. 

Weather Protection 
In order to protect children against cold, heat, sun injury, and insect-borne disease, lead teachers 
should ensure that: 

o Children wear clothing that is dry and layered for warmth in cold weather. 
o Children have the opportunity to play in the shade. Children should wear sun-

protective clothing or applied sun protection. (Applied by parents before they 
leave or both.  The applied sun protection should either be sunscreen or sun block 
with UVB and UVA protection of SPF 15 or higher that is applied to exposed 
skin only (written parental consent is required if parents want teachers to apply 
sun protectants) 

o When public health authorities recommend use of insect repellants due to high 
risk of insect-borne disease, only repellants containing DEET are used. Staff 
apply insect repellant no more than once a day and only with written parental 
permission (authorization card). 

o Children will not be allowed outside if it is over 100 degrees or under 32 degrees for 
more than 5-10 minutes. If this is the case split class in two groups, both teachers take 
turns to take each group out. If there is a pollution alert, tornado, hurricane warning or 
other severe weather warnings in the UNF vicinity the children will not be allowed 
outside to play. 

 
Severe Weather 
If UNF classes are cancelled due to hurricane warning, the UNF Preschool staff will contact 
parents to pick up their children.  The Center will close when all children are picked up and 
remain closed until the University opens again.  Your job will be to keep the children 
comfortable and safe. When outdoor opportunities for large-motor activities are not possible 
because of conditions, the teachers engage children in similar activities inside such as music and 
movement activities, parachute, foam balance beam etc. if weather permitting children can play 
in centers under the canopy outside (away from rain). 
 

Emergency Procedures  

In the event of a localized emergency such as the loss of power, the center director is authorized 
to close the center to protect the health and safety of children and staff. There are emergency 
procedures and equipment in place to ensure the safety and well-being of our children, families 
and staff. The following briefly outlines some of this information. Each classroom has posted 
evacuation and emergency procedures. Be sure to familiarize yourself with these upon arrival. 
Also, locate the first aid kit and the fire extinguishers for your center.  

Fire Procedures  

Fire drills are practiced monthly. Each classroom has a posted evacuation route, emergency 
procedures, smoke detectors and fire extinguishers. It is your responsibility to familiarize 
yourself with these things on your first visit. Our procedures for fire emergency include lining 
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up, walking quietly to the designated meeting place, taking roll and entertaining children until 
the “all clear” signal is given. Teachers should turn off the lights and close all doors to contain 
fires. If there is a fire, pull the fire alarm. Lead Teachers are responsible for ensuring any 
children in their classroom with special needs are safely removed from the building. The 
Director, assistant director and office manager are responsible for ensuring all children are out of 
the building and accounted for.  

Fire Drill 

What to do: (1) Calmly gather all children (2) Get attendance sheet and take it with you (3) Grab 
emergency bag/kit (4) Walk out with children (one teacher in front of the line and one teacher in 
the back of the line (5) Last teacher out make sure no children are left in the room, doors are 
closed and all lights are off (6) Walk to designated meeting place (7) Take roll and be sure all 
children are accounted for (8) Keep children calm and reassured (9) Entertain children and await 
instructions. 

 Fire bell is sounded at an unannounced time of day. 
 All activities should stop. 
 Children and entire staff will walk quietly to the door which is designated by the Director 

or Lead Teacher. 
 All will walk quietly away from the building to the grassy area on the side of the building 

towards the police station. 
 Director or Lead Teacher will be the last person to leave the building to ensure that all 

occupants are out safely. 
 Class attendance list MUST go out with children. 
 Attendance will be taken as soon as children are in a safe location. 
 If a parent arrives during a fire drill, the child must return to the classroom at the end of 

the drill and be signed out by the parent.  Do not let the parent remove the child during a 
fire drill.  

Intruder/Lock down Procedures 
When the lockdown signal is given (through intercom, UNF speaker system or any other means), 
all adults and children will remain indoors. Panic button will be pushed/ or police called right 
away. All doors will remain locked (flip the lock button on your class wall). Only the 
director/assistant director/ office manager or police has the permission to open doors. No one 
will be allowed in or out of the building. If word is given that the intruder is on the facility 
premises, all children will be gathered to their class bathrooms (or exit from Dolphins outside 
door or hall way near manatees depending on location of intruder or per police instructions). Stay 
as quiet as possible. These procedures will be reviewed with staff and program participants 
during orientation sessions and updated annually. More detailed procedures are outlined in the 
UNF Preschool coop Plan located in your director’s office. It is your responsibility to review this 
plan annually. 

 
Incidents Critical Plan for the UNF Preschool 

• Director or Assistant Director will assume direction of the situation.  Incident 
Commander (IC) 
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• Office Manager or Office Assistant will call campus police or press the emergency 
button.  If the incident is in the classroom the teachers will press the buttons in the 
classroom 

• Front office will be the primary  location for an Emergency Operations Center (EOC) 
if the university is not in charge of the incident 

• Every semester the office manager will update phone numbers and pass them out to all 
staff via e-mail and a hard copy 

• If the university is not involved and using the speaker system UNF Preschool will contact 
classrooms and staff with the use of office phones.   University regularly tests PA system 

• Phones will be transferred to the police department or appropriate university personnel if 
it is ringing continuously and pulling the staff from taking care of the children. 

• Parents will be told to go to the UNF web site emergency section for updates to help keep 
the outgoing information clear and consistent. 

• Camera in director’s office, outside camera connected to police station, and classroom 
cameras will be used as documentation. 

• Directors phone will only be used for contacting emergency service only during crisis 
• No radio, cell phone etc. communication when a bomb has been threatened due to 

inadvertent detonation by radio waves 
The Smart Box (Classroom)  

• Daily Class Roster will be added to smart box at time of incident 
• Emergency Contacts for each student will be gathered with ProCare every semester and 

put in this box every month 
• White sheet and gloves used for first aid 
• New Release Roster to record Childs release will be put in box each semester 
• Playing cards / small games/play dough 

Small Blanket 
The Smart Box (Admin) 

• Detailed Floor Plan Layouts (x20 laminated) 
• Phone Lists, Students, Staff, and children updated every semester. 
• Building plans, Elect., Water, Gas, AC, Cable TV controls / service points   

Special Needs Kids 
• Special needs / medical Info. Cards updated every semester 
• Sign Language cue cards  
• Picture cards for Neurological deficit  Or Delayed students 

Contingency Plans 
• Lock Doors or other Method of controlling movement 
• Instruct staff on Barricade in Place protocol and put in teachers manual 
• Staff or separated students are to go directly to the police department and will not try to 

reenter the building until given the all clear 
• Remain in shelter until all clear is given or situation necessitates movement.  This will be 

done by a phone call or over a the loud speakers 
Procedures 

• Officer in charge of the situation will designate a location for casualty Triage 
• When all clear is announced children will be released from their classrooms, if the classes 

are not available two teachers will be in charge of the release rosters of who has left and 
who is here(Bears & Dolphins)(Cardinals and Manatees), two staff will be in charge of 
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greeting and uniting parents to children and answering questions, two staff will be in 
charge of signing the families out (Bears and Dolphins)(Cardinals and Manatees), two 
staff will be in charge of interacting and comforting the children, two staff will be in 
charge of observing area looking for wandering children or possible hazards.  The 
director and assistant director will be working with emergency personnel. 

• If the person signing out the child does not recognize the parent proof of identification 
must be requested 

• Campus police will ID how non-critical staff / students will be transported to medical 
facility 

• UNF Preschool is at the edge of campus.  If the campus is closed parents still have access 
to the Center. Preparation 

• Conduct Practice drills on shooter, hurricane/tornados scenarios once a year and do a 
monthly fire drill 

• Establish a buddy system for the older children, younger children will hold onto a rope 
• The University has Established a Public Information Officer (PIO) for media  
• Director or assistant director will handle Info. requests from family members specifically 
• University personnel will establish a Media area 
• Director or assistant director will have immediate communication with those will make 

decisions from the university campus 
• Office manager will take messages and scribe the events for documentation 
• Individual staff cell phones will be use for communication should the phones or 

loudspeakers fail 
• There will be a required Initial Debriefing of all staff after the incident before they leave 

the facility 
Recovery 

• ID a process to clean & repair to facilitate a rapid return to normal routine 
• The campus police will be the critical incident debriefing team and University counseling 

center for students and staff 
 
Response to a Violent Incident 

• Call 911 from campus phone for Emergency Services.  This connects you directly to the 
UPD 

• Assess the situation regarding your Crisis Plan 
• Defuse the situation if necessary or if you are able to do so reasonably 
• Identify people involved; good descriptions 
• Note important facts, circumstances and witnesses 
•   Be sure the classrooms are being attended to 

Barricade in Place 
• Upon being alerted to a dangerous situation; 
• Calmly lock all entry points to your room 
• Move students away from door & windows 
• Keep the children quiet as possible by putting music on, starting a video, or reading a 

book 
• Don’t flood Admin. with calls / questions go to UNF web site 
• Provide PERTINANT Info. if you have it 
• Wait for the All Clear Signal 
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Evacuate 
• When the Evacuation Signal is given: to the predetermined safe area 
• When it is obvious that you and your class are in a dangerous place and need to go 
• When in an open or outdoor area; move quickly and orderly to a predetermined safe area 

or the most secure place quickly accessible.  If it is a fire then go to the grass by the 
parking lot, otherwise go to the police station. 

• Wait for an All Clear Signal 

UNF Preschool Emergency Evacuation Plan 

In the event of an emergency evacuation of the UNF Preschool, the children and staff will move 
to University Police Headquarters adjacent to the Preschool building.     If it is deemed necessary 
for the children to be evacuated to a location farther than the police department, an authorized 
UNF official will advise the Preschool Staff of the need to evacuate and provide the most 
suitable location based on three pre-determined possibilities. The first site will be the Hicks Hall 
building on First Coast Tech Parkway.  The second choice will be the University Center on 
Alumni Drive. If both those sites are not suitable, the children will be transported to Wilson 
Center on Florida State College of Jacksonville (FSCJ) campus on Beach Blvd. The children will 
be in FSCJ Building M1. See Appendix for FSCJ South Campus Map Pg. 58  

If the Incident Management Team (IMT) has been activated, they will provide for University 
buses to furnish the necessary transportation.  If the IMT has not been activated, the authorized 
UNF official requiring the activation will contact the proper UNF authority to secure the buses.  
Estimated need is to transport 100 children and staff.  In either case, law enforcement command 
will be contacted and 2 law enforcement officers will be requested as soon as they become 
available to assist with the evacuation and eventual family reunification.   

Teachers will be responsible to get their children on the buses and do a head count from their 
attendance sheets and will bring the sign in/out sheets.  The Preschool office staff will check the 
rooms looking for hiding children.  The Preschool Office staff will also use the dry erase board 
outside the Preschool front door to post “Children have been relocated to (give location)”.  The 
UNF Public Information Officials (PIOs) will post the latest information on the University 
notification systems. Teachers will get the children safely in the new location doing a head count 
again to make sure all children are present.  Preschool office staff will keep the BANNER 
emergency contact information updated so all parents will receive an emergency text provided 
by the UNF IMT PIOs with the new location to pick up their children.  Teachers will stay with 
the children until they are signed out and picked up to keep them safe.  UNF student employees 
will be allowed to leave.  Someone from the Preschool office staff (preferably someone who has 
a minivan) will drive to the alternate location so that staff has a means to get back to the center to 
pick up their cars.    

1/10/2018 
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Lost or Missing Child 
In general, all emergencies are coordinated through UNF Police who are generally the first 
responders and coordinate all other emergency operations. There are emergency procedures and 
equipment in place to ensure the safety and wellbeing of our children, families and staff. 
In the event of a lost or missing child the UNF police will be notified immediately through 
phone/panic button. Associate Vice President of Student Affairs and the child’s parents/legal 
guardians will also be notified immediately. The center will go under lock down until cleared by 
police. Other governing/accrediting bodies such as DCF and NAEYC will be notified as per their 
requirements.  
 
Death of a Child or Staff Member 
In general, all emergencies are coordinated through UNF Police who are generally the first 
responders and coordinate all other emergency operations. There are emergency procedures and 
equipment in place to ensure the safety and wellbeing of our children, families and staff. 
In the event of death of a child or staff member at the center call 911 immediately. UNF police 
will be notified immediately too through phone/panic button. Associate Vice President of 
Student Affairs and the child’s parents/legal guardians will also be notified immediately. Other 
governing/accrediting bodies such as DCF and NAEYC will be notified as per their 
requirements. The center will work with concerned authorities in the event of an investigation.  
Emergency procedures are posted in the office and readily available for all. If you would 
like to see the detailed COOP plan, please feel free to ask the office.  
 
First aid 
There are fully equipped first aid kits in each classroom and one outside. You must bring a first 
aid kit on field trips. Please check the first aid kits every semester and compare to the list on the 
inside panel to see if you need more items.  
 
In case of a medical problem, the UNF Preschool will contact the UNF Student Health Services. 
In case of a medical emergency the child’s parent will be contacted to see which hospital to take 
the child to and if parent doesn’t respond we will have the child taken to the nearest hospital via 
ambulance. 

 
Injuries  

Report all accidents to the Lead teacher or Director right away. In case of emergency, be 
prepared to call 911 while another teacher/director deals with the emergency situation. All 
emergency procedures are posted by all phones in each center. If you, as a staff member, are 
injured while on duty, report it immediately to your director. Depending on the type/kind/extent 
of the injury you may be required to be assessed/treated by a physician, designated by the UNF 
Department of Environmental Health and Safety and Workers Compensation. 

The university takes all measures to protect children, staff and other adults against hazards, 
including electrical shock, burns or scalding, slipping, tripping, or falling. We will also protect 
children and adults from exposure of high levels of air pollution from smog or heavy traffic by 
limiting outdoor and physical activity as a precaution during pollution alerts or smog. The 
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university carries periodic inspections of buildings, equipment and outdoor facilities to ensure 
the safety of all. During orientation the teachers are instructed on following safety precautions 
and procedures when in classrooms or on playground such as using adult chairs to sit rather than 
children chairs, asking children to use the stair to get up the changing table rather than lifting the 
child up to the table, making sure slip proof rugs/mats are under sensory tables, sinks, water 
fountains, easels and at door entry ways to prevent slipping or always using gloves when 
handling body fluids to name a few. The center also provides free CPR and First-Aid training to 
all staff annually. 

For the safety of children, staff and other adults, pursuant to Florida Statue Section 
790.115(2)(a), UNF prohibits possessing weapons or firearms on school property.  Any type of 
defined weapons are not allowed on campus and cannot be stored in a vehicle while on any 
University or University-controlled property. A weapon or destructive device as defined in 
Section 790.001, Florida Statutes, could include non-lethal weapons such as pellet guns, knives 
(other than a common pocketknife, plastic knife, or blunt-bladed table knife), metallic knuckles, 
slingshots, billies, tear gas guns, chemical weapons or device, or other objects defined in Section 
790.001 that can cause the destruction of life or infliction of injury. 

Insect Repellent  

In general, UNF Preschool does not use insect repellent. Should the Duval County Public Health 
Department recommend the use of insect repellent because of the high risk of insect borne 
disease, we will use only repellents that contain DEET. When recommended by the local health 
department, staff may apply insect repellent no more than once a day and only if the parent has 
on file written permission. 

Medication Administration  

Children may ONLY receive medication administration from staff members who have received 
training in administering medicine, whose parent has given written permission AND a 
physician’s prescription or instructions have been provided. Medications must have the child’s 
first and last name, name of physician, expiration date, manufacturer’s instructions or original 
prescription label that gives the name and strength of  the medication as well as directions on 
administration and storing.  
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Medication Storage  

All medication MUST be stored in the designated locked medicine cabinet/box in the classroom. 
If it needs to be refrigerated then store it in the locked container in the fridge. Medications that 
must be readily available are stored in a safe manner, inaccessible to children, while allowing for 
quick access by staff.  Ex: epipen, inhalers, topical over-the-counter medication such as 
sunscreen, lotions, and diaper creams. 

Medication Cards 

1. If a child is to receive medication (prescription or over the counter) while at the Center, 
the medication must be accompanied by written authorization from the child’s doctor 
stating that the child can attend school, but requires medicine.  

2. Parent must fill out an Authorization for Medication card so we are accurate in the 
amount and times the child receives his/her medicines.  The child cannot be given 
medicine without the note and card.   

3. We cannot administer any medication that has exceeded the expiration date.   
4. Keep medication cards in the classroom and extras are kept in the office file. 
5. NO medication may be passed out without a medication card. 
6. Lead Teacher solely responsible to administer any medications. If Lead Teacher is absent 

another Lead Teacher must be notified to administer the medicine. Medication cards must 
be signed after administering medication. 

7. Old medication card are filed at the end of the term in the student’s office file, a new one 
is started. 

8. Can only give prescribed dose on the bottle. 
9. No hydrogen peroxide may be used, just soap and water. 
10. No Chap Stick or cough drops on the child. 
11. If a physician has ordered special medical and or dental management procedure for a 

child then an adult trained in the procedure will be present on site every time the child is 
there (based on the fact if the center is able to accommodate the needs of the child). 
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Diapering Procedure  

For children who are not able to use disposal diapers, parents must provide documentation from 
their health provider. A basic guideline follows:  

Teachers follow DCF and NAEYC diapering procedure guidelines.  

• Teachers check diapers every two hours when awake, when children awaken from nap 
and change them when wet or soiled. Parents send commercially prepared diapers or 
pull-ups (unless the child has a medical reason that does not permit their use) and wipes, 
along with a set of clean clothes in a backpack or diaper bag to be stored at school until 
needed. Cloth diapers must have an absorbent inner lining, contained within an outer 
covering made of waterproof material that prevents the escape of feces and urine. 
Teachers put soiled clothing and diapers in a plastic bag (without rinsing or avoidable 
handling) and send them home. 

• Staff change soiled underwear or clothes in designated changing areas and not elsewhere 
in the facility. Staff members change diapers on a designated, elevated surface area and 
not elsewhere in the facility. Teachers keep one hand on the child being changed. They 
follow posted diaper changing procedures in the diaper changing area. Surfaces used for 
changing diapers are not used for other purposes. Staff member place soiled diapers and 
diapering materials in a plastic bag with a secure tie that is placed in a  container with a 
lid that opens and closes tightly by using a hands-free device. Children cannot access 
these containers.  

• When setting up the room, changing area is separated by a partial wall or is located three 
feet from other areas. 

• The staff in the diaper changing room is trained in diaper changing procedures at 
orientation. 

• Staff do not prepare/touch food while completing diapering duties. 
 
Detailed Diapering Procedure  

Step 1: Before you bring the child to the diaper changing area Before you bring the child to the 
diaper changing area, wash your hands, gather and bring what you will need to the diaper 
changing table. • Non-absorbent paper liner large enough to cover the changing surface from the 
child's shoulder to beyond the child’s feet • Fresh diaper and clean clothes– as needed • Wipes 
for cleaning the child’s genitalia and buttocks removed from the container-so you do not touch 
the container during the diaper changing • Wipes for cleaning child and provider hands • A 
plastic bag for soiled clothes • Disposable glovers (put gloves on before handling soiled clothing 
or diapers) • Diaper creams (when needed/appropriate) removed from the container onto facial 
or toilet tissue read to apply to child’s skin.  
Step 2: Carry the child to the changing table. Keep soiled child’s clothing away from you and 
any surfaces you cannot easily clean and sanitize after the diaper change. • Always keep a hand 
on the child. • If a child’s feet cannot be kept out of the diaper or from contact with soiled skin 
during the changing process, remove the child’s shoes and socks so the child does not 
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contaminate these surfaces with stool or urine during the diaper changing. • Put soiled clothes in 
a plastic bag and securely tie the plastic bag to send the soiled clothes home.  
Step 3: Clean the child’s diaper area • Place the child on the diaper change surface and unfasten 
the diaper but leave the soiled diaper under the child. • Lift the child’s legs as needed to use 
disposable wipes to clean the skin on the child’s genitalia and buttocks. • Remove stool and 
urine from front to back and use a fresh wipe each time. 47 • Put the soiled wipes into the soled 
diaper or directly into a plastic-lined, hands-free covered waste can.  
Step 4: Remove the soiled diaper. Remove the soiled diaper without contaminating any surface 
not already in contact with stool or urine. • Fold the soiled surface of the diaper inward. • Put 
soiled disposable diaper in a covered plastic-lined, hands-free covered waste can. If reusable 
cloth diapers Are used, put the soiled cloth diaper and its contents (without emptying or rinsing) 
in a plastic bag or into a plastic-lined, hands-free covered container to give to parent . • Remove 
gloves using the proper technique and put soiled gloves into a plastic-lined, hands-free covered 
waste can. • Use a disposable wipe to clean the caregiver’s hands and another disposable wipe to 
clean the child’s hands, discard soiled wipes into the plastic-lined, hands-free covered waste can. 
• Check for spills under the child. If there are any, use the paper that extends under the child’s 
feet to fold over • The disposable paper so a fresh, unsoiled surface is now under the child’s 
buttocks.  
Step 5: Put on a clean diaper and dress the child. • Slide a fresh diaper under the child. • Use a 
facial or toilet tissue to apply any necessary diaper creams, discarding the tissue in a covered, 
plastic-line, hands-free covered waste can. • Take notice and plan to report any skin problems 
such as redness, skin cracks or bleeding. • Fasten the diaper.  
Step 6: Wash the child’s hands and return the child to a supervised area • Use soap and running 
water, no less than 60 degrees F and no more than 120 degree F to wash the child's hands at a 
sink if you can. • If a child is too heavy to hold for hand washing or cannot stand at the sink, use 
the three towel method for hand washing procedure: • Wipe the child’s hands with a damp paper 
towel moistened with a drop of liquid soap • Wipe the child’s hands with a paper towel wet with 
clear water • Dry the child’s hands with a paper towel.  
Step 7: Clean and disinfect the diaper-changing surface • Dispose of the disposable paper liner 
used on the diaper changing surface in a plastic-lined, handsfree waste can. • Clean any visible 
soil from the changing surface with detergent and water, then rinse the surface with water • Wet 
the entire changing surface with the disinfectant solution (e.g. bleach and water solution mixed 
fresh daily) leave bleach/water solution on the diaper changing surface for 2 minutes. May leave 
to air dry or wipe dry after the 2 minute surface contact time. • Put away the spray bottles of 
detergent, water and disinfectant. 
Step 8: Wash your hands, then record the diaper change in the child’s daily log 48 • In the daily 
log, record what was in the diaper and any problems like loose stools, unusual odor, blood in the 
stool or skin irritation. • Report any problems or observation as necessary. Reference: Caring for 
Our Children. Second Edition. (2002). American Academy of Pediatrics. 
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Potty Training in the Bears Class 
We would love to work together with you and your child to make the goal of potty training a 
successful one. When you feel your child is ready to potty train, please meet with the teacher to 
set up a potty training schedule/plan. Parents will be asked to bring in extra underwear and lots 
of extra clothes and teachers will be happy to encourage the child to use the potty as often as 
needed.  Once children get out of pull ups and diapers they feel like big boys and girls and are 
often more motivated to stay dry throughout the day! Please make sure same routine as school is 
followed at home so that children are not confused and potty training is a success. Please be 
advised your child needs to be fully potty trained by age 3-3.5 years to continue at UNF 
Preschool. 

 
Children moving up from Bears 

In order for a child to move out of the bears classroom they need to be completely potty trained, 
meaning no more diapers or pull ups. All children need to be using the potty on a regular basis 
by themselves with little or no accidents. Please be advised, your child may move from the Bears 
class to the next classroom as early as June i.e. beginning of summer semester. Otherwise, he/she 
will move to the next level class in August i.e. beginning of fall semester.  
Parents  

Parents of participating children are to be welcomed into any area of the center at any time 
during operating hours. Parents can come and observe their child on the cameras in the office. 

Parent conferences - Twice each year, generally in the fall and spring semesters, conferences 
are scheduled with each child’s parents to discuss the screenings and assessments as well as the 
overall progress of their child. At the same time, staff work with the parents to collaborate on 
which assessments are best for their child with sensitivity to family culture and language. 
Following the conference, written summaries are provided to parents. 

Child's Behavior Assessment 

 

Discipline/Guidance  

The essence of parenting and teaching is to nurture and guide children at each stage of their 
development such that they reach their individual highest potential or growth in all areas— 
social, intellectual, physical, emotional—and that they become fully-functioning citizens of the 
world. Simply, our policy is one that seeks to promote positive behavior positive, using methods 
appropriate to the age of the child. Redirection, modeling and guidance form the core of the 
discipline policy, not punishment. For the youngest children who are not yet using language, 
redirection is the most often used method. As soon as children are able to use language, they are 
taught to identify their feelings and use language or words to solve conflict or problems. 
Children then will learn how to control their own behavior and solve their own  

We incorporate the philosophy of positive reinforcement with the children.  That is, positive and 
appropriate behavior is modeled and praised; negative and inappropriate behavior is redirected.  
We will use incident reports/logs to communicate with parents regarding a child’s inappropriate 
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behavior. Parents will talk to the child’s Lead Teacher about behavior, or other important issues.  
If a child becomes a disciplinary problem, and attempts to resolve the conflict fail, the child will 
be dismissed from the Center. The teacher will familiarize his or herself with the “Conscious 
Discipline” system.  
 
Challenging Behavior  

Our program adheres to the philosophy of Conscious Discipline as described by Dr. 
Becky Bailey. It is a comprehensive classroom management program with a social-emotional 
curriculum that focuses on how adults can learn to enhance their own relationship skills which, 
in turn, helps with ordinary classroom behaviors as well as the challenging ones. The Safe Place 
is integral to this philosophy. Several aspects of UNF Preschool serve to support positive 
behavior management including the structure and arrangements of centers, daily schedules, 
routines and other planned learning activities. All staff members are expected to support, guide, 
and nurture children at all times as they learn to use language to communicate their needs, gain 
control of their bodies, persisting when frustrated, play cooperatively with peers and learn to take 
turns. Those teachers who are experienced perceive the possibility of potential problems before 
they happen and often redirect the child before their behavior becomes unacceptable. All staff 
are expected to 

 • Provide limits in a calm, respectful and consistent manner which permits the child to 
grow in self-control and self-esteem.  

• Assist children in learning to identify both positive and negative emotions as well as 
how to express those emotions in an appropriate way 

 • Respond to a child’s challenging behavior, which includes physical aggression, in a 
manner that preserves the safety of the child and other children in the classroom  

• Assist children in developing skills in conflict resolution such that they can solve 
disagreements in an appropriate manner. 

 • Assist children with making choices  
• Assist children in learning how to describe problems, assess their own actions, 

verbalize alternative actions and consider the perspective of others. 
 Children are guided and supported as they learn to accept the natural consequences of 

their actions.  

Verbal Interactions 
 Please greet all children and parents in the morning and at pick up time. In the morning 

help facilitate the transition/separation from parents by interacting with the child and 
welcoming him/her into the classroom. At pick-up make sure to say bye to the child and 
family. If the parents ask you about their child’s day, please provide them with the basic 
information, for details refer them to the Lead Teacher. 

 
 Please leave all of your problems at the gate; it is unprofessional to do otherwise.  If you 

need to discuss a personal problem with a staff member, please do it on break or before or 
after work. 

 
 Your job is to keep the children safe and make sure that they know that they are loved 

every day of the week!! Staff will be courteous and respectful of the children and respond 
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positively to their needs.  Children who express feeling angry, frightened, and upset, etc. 
will be attended to, helped or comforted. 

 
 Staff will not employ physical punishment, psychological abuse or coercion when 

disciplining a child.  
             Examples of physical punishment: Shaking, hitting, spanking, slapping, jerking, squeezing, kicking, biting, pinching, excessive         
                          tickling, and pulling of arms, hair, or ears; requiring a child to remain inactive for a long period of time.  
               Examples of psychological abuse: shaming, name calling, ridiculing, humiliation, sarcasm, cursing at, making threats, or  
                         frightening a child; ostracism, withholding affection.  
              Examples of coercion: Rough handling (shoving, pulling, pushing, grasping any body part); forcing a child to sit down, lie  
                        down, or stay down, except when restraint is necessary to protect the child or others from harm; physically forcing a  
                        child to perform an action (such as eating or cleaning up).  

 
 Staff will address the inappropriate behavior rather than the child (i.e. you are bad!) 

which judges the child.  “Throwing blocks inside is not allowed.  Someone could get 
hurt,” addresses the behavior. 

 
 Staff will always deal with hurt child first and then respond to aggressor. 
 
 Staff will refrain from asking children ridiculous/rhetorical questions such as, “Do you 

want me to give you a time out?” 
 
 Staff will not insist that children promise that they will or will not do something again.  A 

promise is a pledge or commitment, a very mature and complex concept which should 
not be expected of preschool children. 

 
 Staff will not insist that children say “I’m sorry” for inappropriate behavior.  Too often, 

children learn from us that saying “I’m sorry” excuses their actions.  Preschool children 
have not yet acquired the social conscience to understand the full meaning of the phrase. 

 
 Staff will use appropriate voice tones and volume.  Whenever possible, children will be 

spoken to on an individual or personal basis and not from a distance (i.e. across the room 
or playground).  Please bend your knees and get on eye level with the child, so you are 
not speaking down to them.  

 
 Staff will have realistic expectations regarding the behaviors of children.  For example, it 

is not developmentally appropriate to expect preschool age children to sit in groups for 
extended times or stand in lines motionless and/or silent. 

 
 Staff who are not feeling well or are incapable of interacting positively with children and 

other staff members should not come to work.    
 
 Staff and children will eat only at scheduled mealtimes. Canned beverages should be 

poured into cups. 
 
 Staff will assist children with clean up and set models for the children by cleaning up or 

putting away their own materials and/or activities. 
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 Staff will be seated at the tables during mealtimes so that they may interact and converse 

the children, as opposed to other staff members. This is for the safety of the children as 
well as a time to build language. Staff will closely supervise children in their activities on 
the playground.  This is a critical area of responsibility. Teaching staff must supervise 
children primarily by sight. Supervision by sound is permissible for short periods of time 
as long as teachers check on children who are out of sight frequently (e.g., those who can 
use the toilet independently, who are in library area, or who are napping). 

 
 Staff will relay any accidents, incidents, inappropriate behaviors, etc. of children to a 

professional staff member who will then fill out the appropriate report for parents.  Please 
make sure the parent signs the sheet and takes the copy, and the original is taken to the 
office for the child’s file. 

 
 Staff will treat other members with dignity and respect for individual attributes and 

differences.  It is important to model polite and positive behaviors for the children as well 
as for ourselves.  If problems or conflicts arise, staff should seek compromises and/or 
positive alternatives. 

 
 
 

Steps for Addressing Problem Behaviors 
The first step includes prevention, close observation, assistance with more extensive use of 
language, and lastly, intervention by the teacher. The Safe Place is always available for children 
to choose to gain control. The Safe Place is completely voluntary and is not to be used as a “time 
out” space. At the same time staff shall observe all children and document any atypical behavior 
to detect any patterns in the sequence of events, activities and interactions or other contextual 
factors.  
UNF Preschool values ongoing communication and building strong relationships with families.  
Parents are encouraged to initiate conversations with staff about their child’s experience and to 
consult with staff about their child’s needs.  Also, staff will communicate with families if the 
program is having challenges meeting their child’s needs. Some of the behaviors that might 
concern staff are: 

o The child repeatedly displays hurtful and/or unsafe behavior 
o The child’s behavior is disruptive 
o The child’s needs exceed the program’s resources 

Staff will use positive reinforcement for appropriate behavior, redirection, reminders of 
classroom rules, modifying the classroom environment and/or daily schedule, and encourage the 
use of Conscious Discipline and the Safe Place. 
 

If teachers determine that the behavior is not developmentally appropriate and the child often 
behaves in such a manner, the following steps will be followed: 
• Staff observes the child and documents behavior (daily behavior logs will be 

maintained. The log must include the positive behavior the child displays) 
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• Classroom staff will meet with the center director to document the problem behavior 
and ask for guidance. 

• The teacher with the guidance of director will work on different strategies to rectify the 
behavior. 

• If the efforts in the classroom do not work the teacher will request a meeting with the 
parents with the director present at the meeting.  

• At this meeting the staff and Parents will collaboratively develop a plan to resolve the 
problem behavior. Teachers will provide information to the parents in writing with 
copies to be included in the child’s file. The parents will be asked to observe the child 
in the classroom environment. if needed parents will be asked to come and pick up the 
child if the child’s behavior is disruptive or unsafe. All children should be able to 
function on a 1 to 10 teacher student ratio. During this meeting the parents might be 
asked to seek professional help/evaluation for their child.  

• The center staff and parents will develop a written plan by using the Conscious 
Discipline Behavioral Contract and collaborate on the development of strategies to 
resolve the behavior.  

• The plan is implemented. 
• The plan is reviewed after a determined amount of time.in the meantime the teacher 

will continue documenting child’s behavior and maintain documentation that plan is 
being implemented.  

• If the plan is working, review and revise periodically. 
• If further assistance is needed, with parental permission, an outside consultant may be 

asked to assist. If the parents decline to pursue a professional evaluation and the 
problem behavior persists, the continued enrollment of the child will be re-assessed. If 
at any time the child’s behavior results in an injury to another child or staff member, the 
child’s parents will be notified and written documentation of the incident will be 
provided to the parents and placed in the child’s file.  

• If the child’s behavior results in an injury to another child or staff member, the 
aggressive child’s parents will be notified as soon as possible and written 
documentation of the incident will be provided to parents and placed in child’s file. 

• If the center staff feels further assistance in resolving the behavior issue is needed, or 
the problem is a result of a special need, the UNF Preschool with the parent’s 
permission will request the assistance of an outside party or refer the child for 
evaluation. 

• If the outside evaluation indicates a need for accommodations for special needs, the 
center will provide these or other appropriate accommodations as long as they are not 
an undue hardship on the program as outlined in the American Disabilities Act (ADA).  

•  If the above steps fail to resolve the problem, the center may ask the parents to find 
alternate placement for their child, giving them a two week notice, except where such 
notice is not reasonable because of safety concerns. 

• If the above steps fail to resolve the behavior problem, the UNF Preschool may ask the 
family to obtain child care at a more suitable facility.  The program will provide the 
parents with two weeks’ notice, except where such notice is not reasonable because of 
safety concerns and will try to assist the parents in obtaining alternative care. 
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• Written documentation of the above steps will be provided to the parents and placed in 
the child’s file. 

 
 
 
 
 
 

Biting Policy 

Biting is a typical behavior often seen in infants, toddlers, and 2-year olds. As children mature, 
gain self-control, and develop problem-solving skills, they usually outgrow this behavior. While 
not uncommon, biting can be an upsetting and potentially harmful behavior. It’s best to 
discourage it from the very first episode (NAEYC website). 

• Teachers will: Intervene in the situation by directing their attention to the child 
who was bitten first, helping to soothe and calm him/her. When teachers shift 
their focus and energy to the bitten child, they clearly communicate that biting 
does not result in more attention. Showing concern and sympathy for the victim 
teaches empathy. 

• Next teachers will explain to the child that bit that biting is not ok by saying in a 
firm matter-of-fact voice: “No biting. Biting hurts.” Redirect him/her to another 
activity. 

•  Fill out an accident form for both of the children and notify the parents. 
•  If the bitten child is injured the biting child may be removed from the program 

for the day. The child may return to school the next day. 
• Program staff will work together as partners with the parents of both biting 

children and victims to keep all informed and develop a joint strategy for change. 
• A conference with the parents of the biting child will be held to develop a plan of 

action. Schedule follow-up meetings or telephone conversations as needed. Notify 
parents that removal from the program may be a possibility if biting issue is not 
resolved. 

• A time line for improvement or resolution will be established based on individual 
situations and behaviors.  

• If it is deemed in the best interest of the child, the program, and the other children, the 
child may be terminated from the program. 
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Who’s the customer-parent & co-worker? 
 
1. Always remember when talking with the parents that they are the customer and we are 

providing them a service.  
2. Be polite and courteous at all times even when a problem arises. All problems should be 

addressed in a tactful and professional way.  
3.  Always remember that every customer can perceive a problem in a different way. No 

problem is too small or too large.  
4. Always notify Director of problems. 
5. Show parents you are listening by repeating the problem. If you don’t know the answer 

tell them you will get back with them. 
6. Always acknowledge parents concern with appreciation. 
7. Parents may visit any area of the facility at any time during the program’s regular hours 

of operation to see their children. 
 
Procedure for Handling Problems and Complaints 
 

1. Acknowledge concern 
a. Quickly respond to complaint.  Make sure person making the complaint feels 

secure that you completely understand the complaint.  State that we will look into 
the situation and get back with the person in 24 hours.  Thank the parent for 
sending or informing the office of the situation.   

2. Research the situation  
a. If teacher receives a complaint from the parent they must notify the director and 

discuss how to handle situation 
b. Go to people that are involved in the complaint and ask their view of the situation. 

After gathering input from all perspectives make the decision of whether it is a 
UNF Preschool mistake or if UNF Preschool followed there guidelines and 
procedures 

3. Rectify the problem 
a. If it is a UNF Preschool mistake rectify and apologize 

i. If it is an employee meet with the employee and give and discuss how the 
situation can be handled better in the future.  Put copy of complaint in file 

ii. If it is billing rectify on banner.  Bring up during office meeting to see if 
there is a way we can prevent these mistakes in the future 

b. If UNF Preschool has followed guidelines and procedures 
i. If it is an office or billing complaint explain procedures and process again 

to parent.  Try to facilitate any changes that can be made to prevent the 
same problem from reoccurring.  For example change enrollment form or 
change child to drop in status. 

ii. If it is an issue with an employee facilitate meeting between customer and 
employee and review guidelines.  Ask for suggestions to improve 
communication and set up a follow up meeting to see if customer & 
employee are still satisfied with solution 

4. Always thank the customer for bringing the problem to UNF Preschool attention and 
review at next staff meeting to see if we can prevent the problem in the future 
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5. Set up a follow up meeting to all above situations to see if solution has worked. 
6. Inform Student Affairs of problems that are not resolved easily 
7. Keep e-mail file on O drive of complaints 

Pest Management  

As Florida is a subtropical climate, there are a wide variety of pests native to the state. UNF 
Preschool is committed to the principles of Integrated Pest Management Principles (IPM) which 
include (1) Setting Action Thresholds (2) Monitoring and Identifying Pests (3) Prevention and 
(4) Control. If you become aware of a pest problem (i.e. roaches, ants, wasps, bees etc), 
determine the extent of the infestation. Observation of one or two single pests or several dead 
pests is not an infestation. If there is an infestation, identify the pest (i.e. wasps, roaches, 
mosquitoes etc.) and the location and report it to your lead teacher or director. Staff should be 
aware of any allergies to insect bites/stings. The director will then determine if a work order 
needs to be submitted to the Physical Facilities Department. If it is deemed that a work order is 
needed the least toxic pest control will be requested. Pesticides are to be applied only when the 
children are absent, typically, after hours, over the weekend or semester breaks. Staff should 
apply any efforts necessary to prevent infestations such as emptying any open containers on the 
playground that collect water to prevent mosquitoes from breeding or cleaning tables, floors and 
chairs after snacks or meals to prevent roach/ant infestation etc.  

Pets  

Classroom pets or visiting animals must to be in good health.  The purpose of the pets is to offer 
a friend to the children and to teach responsibility and care for an animal.  Children will be the 
ones to assist in the caring for the animal.  Staff will clean cages. Cages need to be cleaned on a 
regular basis.  Frequency will depend on the type of animal. At the beginning of the year in the 
first newsletter, parents will be notified of all animals in the Center. Documentation from a 
veterinarian will show that the animals are fully immunized (if the animal should be so 
protected) and that the animal is suitable for contact with children. Children will not be allowed 
to play with the animals unless directly supervised by the staff.  Staff will instruct children on 
safe behavior when in close proximity to animals.  Area where animal was out of cage will be 
cleaned immediately afterwards.  If it is a table the table will be cleaned with bleach water. 
Children will wash hands immediately after playing with the animal. UNF Preschool staff will 
make sure that any child who is allergic to a type of animal is not exposed to that animal. When 
animals go to children’s homes for visits over vacations etc parents will be given instructions, a 
clean cage, and food for the animal. When animal is deceased it will be removed from the room 
immediately and appropriately disposed by the staff.  
 Physical Environment  

Everyone who cares for children must be prepared to maintain their environment such that it is 
clean, attractive and safe. This means staff are expected to keep the floors clean, the table tops 
clean and sanitized, the bathrooms cleaned, etc. Custodians clean the centers in the evenings but 
maintaining the environment throughout the day is everyone’s responsibility as this is the 
practice of providing high quality caring for young children. The tables are to be cleaned by the 
bleach mixture before and after food is served. All cleaning supplies or any substance that can be 
toxic to children must be OUT OF THE REACH OF CHILDREN AT ALL TIMES and in a 
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locked cabinet or closet. This includes medications. Remove and clean all spilled food, liquid or 
other materials off the floor immediately to prevent accidents and injuries. 

Program Evaluation, Accountability, Strategic Plan for Continuous Improvement  

Introduction 

One key to the maintenance of a high quality program is ensuring that there is system in place to 
continuously monitor program effectiveness. UNF Preschool has such a system. Data is collected 
from each group that has an investment in the whole -- children, student parents, staff, board, 
faculty and participating UNF students--to determine whether or not we are fulfilling our 
mission, accomplishing our goals and objectives and, most importantly, assessing whether the 
children who participate in our centers are indeed receiving the highest quality care and learning 
environment that prepares them for success in life.  

Several methods of data collection provides feedback/evidence.  

These methods include surveys, feedback from parent meetings. Additional levels of 
accountability are provided by the oversight of the UNF Preschool Advisory Board, and 
compliance with University Accountability Policies and Procedures.  

Surveys and Reports 

• Annually, in the Spring Semester, each participating family is sent a family survey 
(NAEYC Family survey) via QUALTRICS- online survey tool used by UNF or provided 
a hard copy. 

•  Annually, in the Spring Semester, each staff member is sent (NAEYC Staff survey) via 
QUALTRICS- online survey tool used by UNF.  

• The director completes an Annual report with complete SWOT analysis of the program 
• The director completes a mid -term and annual report for program goals through 

TRACDAT- online tool. 

 Content 

The emphasis of the data collection efforts focus on goal achievement with regard to children’s 
learning and progress according to program goals and objectives, quality of care and education, 
quality of teachers, quality of communication with family, overall policies and procedures, 
benefits to parents, community awareness and community satisfaction. The surveys are used 
from NAEYC website, distributed and collected, and archived through QUALTRICS- online 
survey tools. The center may also distribute hard copies of the survey and tabulate the result on 
excel sheet provided by NAEYC. TRACDAT is used to create and track program goals and 
reports are also prepared using the online tool. The annual report is created as a word document 
using the format mandated by Student Affairs Department. 
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 Results Shared  

The results of the surveys are downloaded from Qualtrics. The director prepares a report. The 
results are shared with parents and staff and is included in the annual report. The annual report is 
shared with parents, staff, Advisory Board and Student Affairs. The goals are updated 
periodically and shared with Associate Vice President of Student Affairs during weekly 
meetings. They are also included in the annual report. 

Accountability 

This data along with e-mail comments/concerns and feedback/suggestions from parents, board 
members, community members is used to conduct the SWOT analysis of the program and help 
the director to plan the directors next year’s work and professional development for the center. 
The annual professional goals for the program are then developed based on the needs of the 
center as identified through the collected data. The data is also shared with staff in UNF 
Preschool staff meetings, with Advisory Board which includes parent representatives and with 
Associate Vice President of Student Affairs to plan for the next year’s work and for continuing 
education and professional development in preparing the Strategic Plan for the center and other 
University required accountability measures such as the preparation of annual report to the Vice 
President for Student Affairs.  

Rilya Wilson Act  

Rilya (an acronym for Remember I Love You Always) was the daughter of a homeless crack 
addict. She was removed from her mother at age 2 months and placed in foster care. In 2002 it 
was learned that she had been missing for 15 months before the Department of Children and 
Families knew it. Rilya was either suffocated or beaten to death in December of 2000. The 
woman who was supposed to be taking care of her was charged with her murder. The Rilya 
Wilson Act was a law that was put into place in the State of Florida that would prevent any 
future incidents like Rilya’s by requiring (among other things) child care centers who cared for 
children ages 3 to school age and who have placed under protective custody be required to report 
any unexcused absences by the end of the business day following the unexcused absence or on 
the seventh consecutive excused absences.  

What to Expect of Preschoolers (Children age 2 and one half to 5 years of age)  

The preschool child is an active learner. They understand their world through trying new things. 
They are constantly classifying and categorizing. They need an orderly environment that 
encourages play. Preschoolers often argue over things and want everyone to like them. They still 
have trouble seeing other points of view. They can only understand what they can see, touch, and 
experience. They do not learn through worksheets or flash cards. Play is the best way for them to 
learn. They like for all of their senses to be used in an experience. They need to be able to 
connect what they are learning to what they already know. Sometimes their emotions are too 
much for them to handle and may need gentle assistance in gaining composure. They need 
positive adult interaction to help them learn through play and solve problems.  
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Characteristics of High Performing Teachers Adapted from NAEYC Accreditation 
Criteria for Teaching Standard  

Working with Children No handbook can cover every aspect of teaching and caring for young 
children but the intention is to provide you with enough of “how to” such that we can feel 
confident that if you follow the procedures as described, the results will be practices of high 
quality, ethically as well as practically.  

• Work as a team with other teachers and director to implement daily teaching and learning 
activities.  

• Design learning environments that puts first priority on the children’s health and safety.  

• Support and encourage children’s needs for physical movement, sensory stimulation, fresh air, 
rest and physical and psychological nourishment.  

• Organize space and select materials in all content and developmental areas to stimulate 
exploration, experimentation, discovery and conceptual learning.  

• Prevent challenging behaviors through classroom arrangement, schedules that meet the needs 
and abilities of the children in their care, through effective transitions and engaging activities.  

• Help children reflect on and expand their learning through classroom displays that highlight 
recent work of the children such as emergent writing, three dimensional creations, most of which 
are posted at the children’s eye level.  

• Work together with the children to arrange classroom materials so that the children know 
where they are and where to put them back.  

• Demonstrate on a daily basis their knowledge of the children they teach and their families as 
well as the social, linguistic and cultural context in which the children live.  

• Create and maintain a learning environment in which all children can progress toward 
increasing levels of autonomy, responsibility and empathy.  

• Develop individual relationships with children through responsiveness, consistency, comfort, 
support and with sensitivity each child’s culture.  

• Identify and counter any teaching practices, curriculum or materials that demean others with 
respect to gender, sexual orientation, age, language, ability, race, religion, family structure, 
background or culture.  

• Help children learn socially appropriate behavior by providing guidance appropriate to the 
child’s stage of development.  

• Manage behavior and implement classroom expectations in a consistent and predictable manner 

• Responds to challenging, unpredictable or unusual behavior in a manner that reflects 
knowledge of and understanding of the child’s home and family life.  
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• Observe patterns in children’s challenging behavior that undergirds responses that are 
thoughtful, consistent and individualized.  

• Listen to and respond to verbal and nonverbal cues of infants NAEYC Standard 3.B.09 • 
Individualize routine care (i.e. toileting etc.) by incorporating as much as possible family 
practices, home culture and family’s preferred language.  

• Create mutual respect with children through demonstrating interest in their ideas, experiences 
and products.  

• Address challenging behavior through assessing the function of the child’s behavior, gathering 
families 39 and professionals to develop an individualized plan.  

• Provide children opportunities to affect what happens in the classroom through participation in 
decision making about issues concerning classroom behavior, plans and activities 

• Provide supervision as detailed in Supervision policy  

 • Provide time daily for indoor and outdoor activities except when conditions pose a health risk 
as recommended by appropriate health authority.  

• Use routine care (i.e. diapering, meals) to facilitate children’s self-awareness, language and 
social interaction.  

• Provide time and materials on a daily basis for children to select their own activities.  

 • Offer children opportunities to interact with children of various ages.  

• Plan for children to revisit experiences and materials over periods of days, weeks and months.  

• Offer all children including infants, on a daily basis, opportunities to play individually, in pairs 
and in small groups.  

• Sit with and eat with children at snack and meal times and engage them in conversation  

• Serve meals family style.  

• Coach and guide children as they learn to participate in daily cleanup and maintenance of the 
classroom.  

• Help children follow a predictable but flexible daily routine by providing time and support for 
transitions.  

• Create opportunities to engage in group projects to learn from one another.  

 • Reorganize the learning environment when necessary in order to help children explore new 
concepts and topics, sustain their activities and extend their learning.  

• Scaffold children’s learning by modifying the schedule, intentionally arranging equipment and 
materials and by making themselves available to the children.  
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• Use children’s interest in and curiosity about the world to engage them with new content and 
developmental Skills.  

• Use their knowledge of individual children to modify strategies and materials to enhance 
children’s learning.  

• Use the needs and interests of infants to influence schedules, routines and learning experiences.  

• Use their knowledge of children’s social relationships, interests, ideas and skills to tailor 
learning opportunities for groups and individuals.  

• Actively seek out children’s ideas and discern how they understand things by observing, 
talking with and listening to them.  

• Use our curriculum (Creative Curriculum and the Kindness Curriculum) in all content and 
developmental areas as a flexible framework for teaching and to support the development of 
daily plans and learning experiences.  

• Plan play for each day.  

• Work together with families to help children participate successfully in the centers when 
professional values and practices differ from family values and practices.  

 • Help children understand spoken language by using pictures, familiar objects, body language 
and physical cues.  

 • Support the development and maintenance of the children’s home language when possible. 
NAEYC  

• Offer children opportunities to engage in classroom experiences with members of their 
families.  

• Use varied vocabulary and engage in sustained conversations with children about their 
experiences.  

• Use a variety of teaching strategies that includes a broad range of approaches and responses.  

• Use multiple sources to identify what children have learned, adapt curriculum and teaching to 
meet children’s needs and interests, foster children’s curiosity, extend children’s engagement and 
support self-initiated learning.  

• Adjust and fine-tune challenges as children gain competence and understanding.  

 • Help children enter into and sustain play.  

• Support and challenge children’s learning during interactions or activities that are either 
teacher-initiated or child initiated 

• Use knowledge of content to pose problems and ask questions that stimulate children’s 
thinking.  
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• Help children identify and use prior knowledge and provide experiences that extend and 
challenge children’s current understanding.  

• Engage in collaborative inquiry with individual children and small groups of children.  

• Join children in learning centers, position themselves at eye level, to extend learning, to 
observe and to engage in conversation.  

• Break tasks into smaller and meaningful parts in order to help children achieve success.  

• Support, encourage, respond, enhance and expand children’s interest in emerging skills and 
need for repetitive activity.  

• Promote children’s engagement and learning by guiding them in learning specific skills and by 
directly teaching those skills 

• Demonstrate knowledge of content and developmental areas by creating experiences that 
engage children in purposeful and meaningful learning related to key curriculum concepts.  

Screening and Assessment 

Screening and assessment are an integral part of high quality early care and education programs. 
The purposes of the screening and assessments are multiple: One purpose is to learn about the 
development, interests and needs of individual children which can then inform appropriate 
individualized teaching strategies to extend, enhance and guide each child’s learning and 
continued development. A second purpose is to detect early signs of delay in development and/or 
the need for further assessment, referral or early intervention. A third is to improve curriculum 
and teaching practices which contribute to overall program improvements. 

 Confidentiality 

Watching your child grow and learn is one of the great pleasures of parenting.  At the UNF 
Preschool assessment is ongoing throughout the year.  We measure a child’s progress through 
observations.  Performance assessment includes three components: (1) observations; (2) 
developmental checklist and (3) portfolios which include work samples.  In accordance with 
DCF, School Readiness, VPK and Child Care Aware regulations the center agrees to protect the 
confidentiality of child and family records. Contents of your child’s assessment portfolio, as well 
as all information about your child, such as health and safety file are confidential and will only 
be viewed by the child’s parents and legal guardians, classroom teachers, Center Management 
Staff, assessors/inspectors from the National Association for the Education of Young Children 
(NAEYC) and Voluntary Pre-kindergarten (VPK).  All staff complete confidentiality agreements 
and the center has processes in place to protect the privacy of the child and family information. 
UNF Preschool does not share information about a child with other relevant providers, which is 
the responsibility of the parent. Please feel free to ask to view your child’s portfolio and ongoing 
assessment.  Besides regularly scheduled teacher conferences, you are welcome to schedule a 
conference to ask questions and discuss your child’s progress at any time.VPK testing results, 
ASQ results are shared with parents as soon as results are ready.  
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"As an observer/researcher working with children and/or families at UNF Preschool, I will 
respect the confidentiality and privacy of each family member. Children's behavior will only be 
discussed out of hearing distance of the children, and will not talk about the families, children, or 
staff outside of the classroom.  I know this is an ethical obligation of the Center and it is a 
requirement for my participation at the Center." 

Teachers will follow a set schedule to conduct observations and assessments on children using 
teaching Strategies Gold, VPK AP1, VPK AP2 and VPK AP3 testing (for VPK children 
only).Teachers will also be required to maintain children portfolios and follow the attached 
checklists for deadlines for all assessments and documentation needed. 

Teachers who violate confidentiality requirements will be reprimanded verbally then in a written 
reprimand. 

Child portfolios  

The portfolio for each child contains work samples, an academic skills checklist, anecdotal 
records, photos etc. These items all aid in identifying and demonstrating current developmental 
levels, progress or learning gains, and areas needing attention. Portfolios assist with ensuring the 
learning activities and environment is meeting individual children’s needs as well as group needs 
while promoting and supporting continued growth and development. Depending on the child’s 
developmental level there will be samples of block play, writing samples, drawing/painting 
samples, three dimensional art (ex. Play Dough), dramatic play stages, social play stages, cutting 
skills, gross and fine motor skills and academic concept/knowledge progress. The assessment 
process is expected to be an ongoing integral cycle that goes hand in hand with the curriculum. 
The portfolio is an ongoing assessment tool while the other tools are used periodically. The 
collection of items for the portfolio happen in an integrated daily fashion within the contexts of 
teaching the children and spending time in the classroom. These strategies are used throughout 
the daily routine while the children are engaged in play. For example, staff talk and interact with 
infants to assess and encourage the use of language (smiling, cooing, eye contact) This natural 
(authentic) type of assessment assists in getting a valid, true picture of the child’s progress and 
development. Portfolios are intended to shape instruction and make informed decisions about 
program design.  

• Strategies that are ongoing should and can be used by all staff in the room include:  

o Anecdotal records o Checklists o Other less formal observation tools o Collection of work 
samples 51 o Photos and recordings (may not be shared outside center or uploaded on any 
website)  

Administration of Screening and Assessment Instruments  

It is important that those who are conducting assessments and screenings are qualified to do so. 
Each lead teacher in UNF Preschool is trained to administer each of the instruments and is 
responsible for their timely administration. The lead teacher may ask teaching assistants who 
have been trained to assist with screening. Every staff member in the classroom may conduct 
observations and keep anecdotal records. It is expected that all teaching staff are familiar with 
and can explain the assessment policy. Specific training in observation and assessment, as well 
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as use of the specific tool is available through our program and the Department of Children and 
Families in the Behavioral Observation and Screening mandatory course. It is expected that all 
staff will complete this training within the time limits required by State of Florida licensing 
requirements. 

Referrals  

Teaching staff conduct only initial screening and curricula-based assessment. After the screening 
and assessments are completed, parent/teacher conferences are held. If further assessment is 
indicated or any assistance is needed outside the scope of expertise within the UNF Preschool, 
referrals are made with the written consent of the parents which ensures that the assessment is 
conducted appropriately. Parents may choose (and are encouraged) to contact outside 
agencies/organizations for programs or services directly (i.e. without a referral if the organization 
does not require one). Center director maintains lists of resources that can be shared with any 
parent who would like information about organizations that provide early intervention and other 
types of assistance and services.  

Referral Process  

The referral process is outlined below: 

• The child is staffed by appropriate professional staff concurrently and individually to make any 
recommendations for program modifications or referrals. • 

 A referral is made, if needed.  

• The parent is given the contact information for the appropriate referral agency (i.e. early 
intervention agencies, Child Find, the Warm-Line, Early Learning Coalition, etc).  

• The parent makes contact with the appropriate agency and a screening is arranged.  

• The outcomes are discussed with the teacher/director. The child care team and the parent 
discuss ways the program can assist in meeting the child’s needs. There may be occasions when 
parents may choose to not accept referrals. UNF Preschool reserves the right to discontinue 
services if referral and outside assistance is essential to the health, safety and well-being of the 
child or to the other children or staff in the center.  

Parental Involvement  

It is expected that parents and staff will work collaboratively and in a mutually supportive 
fashion to ensure that all children are able to take full advantage of the services offered.  
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UNF Preschool Professional Development Plan   

(See Program Professional Development Plan Binder)                                                                         

Professional Development Plans and Practices 

The program seeks to maximize internal and external resources to offer staff a range of 
meaningful professional development experiences and help ensure staff have the support needed 
to improve their credentials, strengthen their practice, and grow as professionals. UNF Preschool 
strives to create a work environment that supports ongoing professional development and 
continuous quality improvement through practices such as coaching and mentoring, collaborative 
learning, information sharing, training, and reflective practice (Adapted from NAEYC Standards 
and Criteria).  

Goals  

The goal of the PPDP is to ensure that early childhood expertise is being provided to guide 
curriculum and learning. The plan should identify areas needing attention and resources to 
support staff continuing development. It should be based on needs identified through staff 
evaluations and reflections, regulatory requirements, the program’s mission and goals, the unique 
needs of the children and families served, and other program assessment data. All staff should be 
aware of the program-wide professional development plan and have access to it. Credit-bearing 
coursework should be included in the plan whenever possible, with the goal of improving staff 
credentials and competencies. The plan should reference the national and state core 
competencies for early childhood professionals—competencies that describe what all staff who 
work with children should know and be able to do; it should also ensure that teaching staff have 
opportunities to reflect on and enhance their teaching practices. The program-wide professional 
development plan should be reviewed and updated at least annually. 
 Core competencies of teaching staff: The program’s professional development planning 
process as directed by NAEYC and Guiding Stars of Duval Accreditation should assure that 
teaching staff acquire and improve knowledge and competency in these areas: 

o Cultural competency 
o Knowledge and skills relevant to the specific ages and stages of the children they teach 
o Ability to plan and competently carry out the program’s curriculum 
o Ability to conduct and appropriately use assessments of child progress 
o Children’s special needs affecting their learning and development, and how best to 

support their learning and inclusion 
o Communication and collaboration skills needed to work as part of a teaching team 
o Working with children and families who are experiencing special circumstances (for 

example, homelessness, parent military deployment, community unrest) 

Core competencies of the administrative staff: The program’s administrator or administrative 
staff should have the competencies needed to provide both operational and pedagogical 
leadership to the program. The program’s professional development planning process should 
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assure that all administrative staff acquire and improve knowledge and competency in these 
areas: 

o Oral and written communication, in both formal and informal settings  
o Staff management and human relations  
o Family and community relationships, engagement, and support  
o  Professionalism, including leadership and advocacy  
o The history and structure of early education in the United States  
o Current trends and influences impacting program quality 

(Adapted from NAEYC Standards and Criteria) 

To ensure the above mentioned goals are met the center will: 
• Train teachers to work with children and families of diverse races, cultures, and 

languages. 
• Impart knowledge of early childhood education curriculum approaches to 

teachers/administrators. 
• Ensure staff gain knowledge of the specific curriculum and assessment methods used in 

our program 
• Ensure communication and collaboration skills prepare staff to participate as a member of 

a team. 
• Ensure staff have knowledge of child development that includes the specific age(s) and 

stages of the children they teach (infant, toddler/two, preschool, kindergarten, school 
age). 

• Help staff gain ability to adapt to the special circumstances of children in the program 
(e.g., military families, migrant, dual language learners, homeless, special education, 
trauma, rural, etc.). 

• Ensure staff who supervise or mentor other staff members are competent in adult 
supervision, mentoring, coaching, or leadership development. 

• Ensure the program promotes the use of the NAEYC Code of Ethical Conduct in program 
practices. The NAEYC Code of Ethical Conduct is revised annually with staff. 

• Help Staff readily access information about the professional resources available from 
organization and groups outside the program. 

• Ensure mentoring and coaching experiences to staff are provided as part of professional 
development plan. 

• All Staff are provided orientation in the curricula the center uses. 

• PPDP for each year is based on the needs identified through individual staff evaluations 
and annual program evaluation (SWOT analysis conducted as part of annual report).  

• All teaching staff will be asked to perform a self– evaluation as part of their annual 
evaluation.  

• PPDP is shared with staff.  
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• The comprehensive program evaluation (Annual Repot) is updated annually and shared 
with staff, parents, Advisory board and Student Affairs.  

• Ensure professional development s are based on program and individual needs. 
• Ensure staff receives orientation in program’s policies and procedures. 

 
Professionalism  

As high quality centers depend, in large part, on the manner in which its staff conduct 
themselves, it is important that all staff conduct themselves with the upmost professional conduct 
at all times. Participation in local, state and national professional organizations such as NAEYC 
is encouraged. It is one avenue for developing professionally.  

A working definition of a Professional  

• A professional is someone who has the academic qualifications for the work they do.  

• A professional is someone who has specialized knowledge and is an expert in the field that 
they practice professionally.  

• A professional is someone who produces work that is of the highest quality.  

• A professional is someone who practices the highest standards of professional ethics in the day 
to day practices in their field.  

• A professional has a strong interest and desire to do good work.  

• A professional has a positive attitude toward the profession in which they are engaged. Are 
You a Professional? How you look, talk, write, act and work determines whether you are a 
professional or an amateur. Since some organizations do not emphasize the importance of 
professionalism, people tend to believe that amateur work is the norm or what is expected. In our 
programs, we expect all staff members of our staff to strive for and demonstrate the attributes of 
the true professional.  

• A professional learns every aspect of the job. An amateur skips the learning process whenever 
possible.  

• A professional carefully discovers what is needed and wanted. An amateur assumes what 
others need and want.  

• A professional looks, speaks and dresses like a professional. An amateur is sloppy in 
appearance and speech.  

• A professional keeps his or her work area clean and orderly. An amateur has a messy, confused 
or dirty work area. 

 • A professional is focused and clear-headed. An amateur is confused and distracted.  
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• A professional does not let mistakes slide by. An amateur ignores or hides mistakes.  

• A professional jumps into difficult assignments. An amateur tries to get out of difficult work.  

• A professional completes projects as soon as possible. An amateur is surrounded by unfinished 
work piled on top of unfinished work.  

• A professional remains level-headed and optimistic. An amateur gets upset and assumes the 
worst.  

• A professional handles money and accounts very carefully. An amateur is sloppy with money 
or accounts.  

• A professional faces up to other people’s upsets and problems. An amateur avoids others’ 
problems.  

• A professional uses higher emotional tones: Enthusiasm, cheerfulness, interest, contentment. 
An amateur uses lower emotional tones: anger, hostility, resentment, fear, victim.  

• A professional persists until the objective is achieved. An amateur gives up at the first 
opportunity.  

• A professional produces more than expected. An amateur produces just enough to get by. • A 
professional produces a high-quality product or service. An amateur produces a medium-to-low 
quality product or service.  

• A professional earns high pay. An amateur earns low pay and feels it’s unfair.  

• A professional has a promising future. An amateur has an uncertain future.  

• The first step to making yourself a professional is to decide you ARE a professional.  

(Adapted from tipsforsuccess.org , 2009) 

 Individualized Professional Development Plan Definition 

Individualized professional development planning provides a process whereby professional 
development needs are identified along with career objectives. The process also provides a 
communication tool for individuals and their mentors/trainers.  

Goals 

Assist staff members in identifying:  

• Long-term career objectives they wish to pursue and the necessary tools to accomplish those 
objectives  

• Short-term objectives to improve current job performance  

 



109 | P a g e  

 

Benefits 

 • Staff members will have a process through which they can develop long-term goals.  

• Staff members will have a process through which they can clarify performance expectations 
and identify benchmarks along the way to achieving specific objectives.  

• The plan also provides a communication tool for the staff member and mentor/trainer.  

 

Evaluation  

The individual evaluation process supports administrative staff and teaching staff to evaluate and 
improve their own performance, using ongoing reflection and feedback from supervisors, peers, 
and families. The annual staff evaluation process helps generate a current annual individualized 
professional development plan (IPDP). The IPDP will be used to guide staff’s continuous 
professional development and to inform the program-wide professional development plan. The 
goals for administrative and teaching staff should be to increase knowledge and competency in 
the policies and procedures of the program and the competencies outlined in the 2010 NAEYC 
Standards for Initial and Advanced Professional Preparation Programs, with keen attention to 
staff role and the characteristics of children and families served (NAEYC). 

It is the intention of UNF Preschool to assist all teachers, with an individual professional 
development plan that addresses their professional development needs. All employees are 
evaluated at a minimum once a year. A & P and USPS employees are evaluated before the six-
month period of probationary status. After that they are evaluated annually. OPS employees 
generally are evaluated once a semester. The performance evaluation is an integral part of 
developing an Individualized Professional Development plan. 

 All Lead teachers should receive ongoing informal feedback on their performance from 
the Assistant director and Director. Formal evaluations will be conducted annually by the 
director.  You will be given a copy of the evaluation tool and are expected to evaluate 
yourself and discuss this with your director. Professional Development plan and goals are 
then developed in collaboration with the director. 

 Assistant teachers should receive ongoing informal feedback on their performance from 
their classroom teachers.  Formal evaluations will be conducted near the end of each 
semester by your Lead Teacher.  You will be given a copy of the evaluation tool at the 
start of your employment and expected to evaluate yourself and discuss this with your 
teacher. Professional Development plan and goals are then developed in collaboration 
with the Lead teacher and assistant director.   

All staff are required to meet with the administration each semester to update their 
professional development plan and goals 
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The Process  
Step 1. The staff member conducts a self -assessment. • Assess your skills, strengths and areas 
that need improvement. Formal assessment tools can be very helpful. • Take a realistic look at 
your current abilities, a process that is critical to career planning. • Getting feedback from peers, 
mentors, trainers, family and friends can be helpful in identifying strengths and development 
needs. • Ask yourself • what is important to me in a career? • What type of work do I like to do? 
• Where would I like to be in this or another organization?  

Step 2. The staff member discusses training opportunities with mentor/trainer. • Identify career 
opportunities and select from those that interest you • Identify developmental needs by 
comparing current knowledge, skills and abilities with those needed for your career choice • 
Prioritize your needs with your mentor/trainer and then discuss how to address them  

Step 3. The staff member in collaboration with the mentor/trainer writes an individualized 
professional development plan • Establish effective dates for the duration of your appointment • 
Identify specific skills and strengths that you need to develop based on discussions with your 
mentor/trainer. • Define the approaches to obtain the specific skills or strengths (e.g., courses, 
technical skills, supervision experience, and additional teaching experience) and the anticipated 
time frames. • Discuss the draft with your mentor/trainer. • Revise the plan as appropriate.  

Step 4. The staff member shares the plan with the mentor/trainer and revises as needed. • 
Discuss the draft with your mentor/trainer. • Revise the plan as appropriate.  

Step 5. The staff member implements the plan • Put your plan into action. • Revise and modify 
the plan as necessary. It is important to remember that the plan is not cast in concrete; but rather, 
it is a fluid instrument that changes as circumstances and goals change. • The challenge of 
implementation is to remain flexible and open to change and revision.  

Step 6. The staff member revises the plan as needed.  

Step 7. The staff member establishes with the mentor/trainer regular reviews of progress and 
revises as needed  

(Adapted from document developed by the Federation of American Societies for Experimental 
Biology (FASEB)’s Science Policy Committee, J.A. Hobin) 
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Semester Review 

OPS staff 

Name: _____________________ Center: _________________ Anniversary Date: ________ 

KEY: 1 = Unsatisfactory 2 = Needs Improvement     

          3 = Meets expectations 4 = Exceeds Expectations 

Please Note: A rating of 1, 2, or 4 requires Comments and/or Goals for Improvement along 
with a completion date. 

CLASSROOM & TEACHING 
TECHNIQUES. 

1 2 3 4 Goals/Comments 

1. Greets each child and    his/her 
parents upon arrival at the center, 
facilitates entry into the classroom, 
and separation from parents as they 
leave. 

     

2. Bends over, stoops down, sits, and 
maintains eye contact while 
interacting with the children. 

     

3. Uses a speaking voice appropriate 
for the environment. 

     

4. Speaks in simple, understandable 
terms, understand how to use voice 
as a teaching tool. 

     

5. Moves to children to talk rather than 
calling from a distance; encourages 
same behavior in children. 

     

6. Speaks with individual children 
often; calls children by name. 

     

7. Talks with individual children while 
performing routine duties, as well as 
one-on-one times. 

     

8. Plans and/or implements appropriate 
curriculum for large and small 
groups as required. 

     

9. Uses good common sense; 
judgment dependable; applies 
sound reason in solving problems in 
a calm, effective manner. 

     

10. States directions in positive terms.      
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11. Establishes and carries out 
reasonable limits for children. 

     

12. Utilizes non-punitive ways of 
dealing with inappropriate 
behavior, can exercise authority 
without undermining the child’s 
self-worth. 

     

13. Redirects, directs or channels 
disruptive situations into acceptable 
outlets. 

     

 

 

CLASSROOM & TEACHING 
TECHNIQUES. 

(cont’d) 

1 2 3 4 Goals/Comments 

14. Reinforces appropriate behavior by 
praising the behavior and not the 
child. 

     

15. Guides children to work out 
increasingly effective ways of 
fostering social interactions and 
settling disputes. 

     

16. Encourage independence in 
children by asking for their 
assistance with performing 
routines; lets children complete 
some tasks by themselves as they 
are ready to. 

     

17. Is aware of the activities of the 
entire group of children, even when 
dealing with only part of it; 
positions self strategically; looks 
up often from involvement. 

     

18. Attends Conscious Discipline 
Trainings and implements 
effectively in the classroom 

     

 

 



113 | P a g e  

 

PERSONAL AND PROFESSIONAL 
CONDUCT. 

1 2 3 4 Goals/Comments 

19. Following guidelines set for 
CDRC Employee Policies and 
Procedures. 

     

20. Maintains professional appearance.      

21. Attendance: employee is prompt 
reporting to work, and uses time 
off for sick leave and personal 
business appropriately. 

     

22. Communicates with colleagues to 
effectively complete and follow 
through on routines and day-to-day 
tasks. Provides input to and 
follows rotation schedules. 

     

23. Accepts directions; good team 
worker. 

     

24. Effectively manages time at work      

25. Maintains professional attitude 
(Effectively manages conflict, 
avoids gossip, keeps personal 
issues out of Center)  

     

26. Cell phones are only used in case 
of emergency or with approval  

     

27. Accepts criticism positively and 
uses it as a tool to improve 
performance 

     

28. Follows classroom routine and 
schedule  

     

 

AWARENESS OF CHILDREN’S 
NEEDS. 

1 2 3 4 Goals/Comments 

29. Treats all races and cultures equally 
with respect and consideration. 

     

30. Shows children affection and 
respect. 

     

31. Responds quickly to children who 
need affection and security and to 
those in distress. 
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32. Listens to children.      

33. Responds to children’s verbal and 
nonverbal indications of need 
and/or requests. 

     

34. Encourages children to talk about 
ideas, rather than solving problems 
with force.  

     

35. Shows an awareness of child’s 
ability and level of development. 

     

36. Provides children of both sexes 
with equal opportunity to take part 
in all activities while being 
sensitive to children’s needs to 
select their own groups and 
activities. 

     

37. Encourages children to develop 
friendships. 

     

38. Helps each child to recognize 
his/her role as a member of a larger 
group. 

     

39. Assures that children have frequent 
opportunities for success. 

     

          

 

AGREE       DISAGREE   with evaluation.       

Explain: 

 
 
 
 
1: Professional Learning Goals 
 
 
 
 
 
 
2: Professional Learning Activities & Trainings (resources I will use) 
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3. Trainings I have taken 

 

 

 

4: Progress Summary & Follow Up 
 
 
 
 
I acknowledge that my semester review was presented to me. I have discussed the review with 
my supervisor and understand its content. My signature below does not necessarily indicate 
agreement. Employee is welcome to make comments on a separate sheet of paper and attach it to 
this review. 

 

 

___________________________________________   __________________ 

Employee Signature.         Date. 

___________________________________________   __________________ 

Supervisor’s Signature.        Date. 

Staff Orientation  

The goal of the orientation is to ensure that all staff are provided with an initial orientation that 
introduces them to fundamental aspects of program operation, such as program goals, emergency 
procedures, ethical conduct, acceptable guidance techniques, daily routines and activities, child 
abuse reporting, regulatory requirements, and NAEYC accreditation standards for early learning 
programs. The program’s curriculum and assessment methods must be reviewed with teaching 
staff at orientation. New staff should be trained and evaluated on important policies and 
procedures. The important topics introduced in the initial orientation should be reviewed 
periodically or explored more thoroughly with relevant staff, as part of regular staff 
communications and meetings. As part of their initial orientation, new teaching staff should also 
learn about the individual children they will be caring for, through review of program enrollment 
forms, child assessments, or other documentation (NAEYC).  

Orientation methods and topics for new staff (Full-time lead teachers and Assistant 
teachers as well as part-time teachers and substitutes and observers and volunteers): 
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All the orientation trainings that are required should be completed before staff may begin work. 
This includes the correct methods for washing your hands, locating fire extinguisher, first aid 
kits, food-handling procedures etc. Also all state mandated training must be completed before re-
appointments or salary raises will be considered. 

 
PROGRAM ORIENTATION: CHECK-OFF LIST 

UNIVERSITY OF NORTH FLORIDA 
CHILD DEVELOPMENT RESEARCH CENTER 

1 UNF DR.  Bldg 49 
Jacksonville, Florida, 32224 

904-620-2372 
Name of Employee _____________________________ Date ___________________ 
 
Orientation topics from staff handbook                                                         Page 
Number  

-----------UNF Preschool Background & History     6-7 

----------Mission of the Department       7 

---------Purpose of the Department       7 

----------Ratios          8 

---------Accreditation         8-10 

---------Curricula at UNF Preschool       11-13 

----------UNF Preschool Core Values & Ethical Conduct Policy   15 

----------NAEYC Code of Ethical Conduct & Statement of Commitment  16-24 

-------Diversity, working with children& families from diverse backgrounds 25 

-----------Staff          26 

----------Organizational Chart        27 

-----------University Policies and Guidelines      28 

----------Disciplinary policies for staff members     28  

----------Human Resources        31 

----------Workers’ Compensation       32 

----------Accident/Incident Report       32-33 

---------Attendance & Punctuality       34 
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----------Sick Leave         34 

----------Attitude, Speech & Language      35 

-----------Breaks         35 

-----------Center Security        35 

-----------Supervision         35-36 

-----------Child Safety & Well Being       36 

-----------Children’s Sign In/Sign Out       36 

-----------Pick-Up Authorization       36-37 

-----------Inside Rules         37 

-----------Outside Rules        38-39 

-----------Cell Phone         39 

-----------Computer/IPAD        39-40 

-----------Confidentiality        40 

-----------Dress Code         41 

-----------Employee Assistance Program & Resources    42 

-----------Employee Records        42 

-----------Facebook/Twitter/YouTube etc.      42 

-----------Pictures         42 

-----------Policies Regarding Resignation, Termination & Grievance Procedures 43 

-----------Hiring & Employment Procedures      44 

-----------Job Description        45 

-----------Probationary Period        45 

-----------Termination of Employment, reasons for immediate discharge  46 

-----------Interaction with Others       46 

-----------Leaving Area of Responsibility      46 

-----------Modeling         46 

-----------Overtime         46 
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-----------Parking         46 

-----------Payroll         46 

-----------Pay Periods         47 

-----------Personal Property        47 

-----------Roughhousing        47 

-----------Salary         47-48 

-----------Summary of Benefits Offered      49-50 

-----------Sleeping         50   

-----------Socializing or Clustering       50 

-----------Telephones         50 

-----------Text Messaging        51 

-----------Observers & Volunteers       51-54 

-----------Planning Time        54 

-----------Swing Files         54-55 

-----------Lesson Plans         55 

-----------Labeling Children’s Papers       55 

-----------Abuse & Neglect Procedures      60-61 

-----------Blood & Body Fluids       61 

-----------Choking Hazard        61 

-----------Cleaning & Sanitation       62-66 

------Food & Beverage Handling       66-69 

-----------Gloves         69 

-----------Handwashing        69-71 

-----------Water Play         70 

-----------Weather Protection & Severe Weather     71 

-----------Emergency Procedures       72-75 

-----------First Aid         75  
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-----------Injuries         75 

-----------Medication Administration       75-82 

-----------Parent Conferences        82 

-----------Child’s Behavior        82-83 

-----------Challenging Behavior       83 

-----------Verbal Interactions        83-85 

-----------Steps for Addressing Problem Behaviors     85-87 

-----------Who’s the Customer-Parent & Co-Worker     88 

-----------Procedure for Handling Problems & Complaints    88-89 

-----------Program Evaluation, Accountability, Strategic Plan for Continuous          90-91 

  Improvement 

-----------Characteristics of High Performing Teachers Adapted from                    91-94 

NAEYC Accreditation Criteria for Teaching Standard      

-----------Diapering Procedure        95-97 

----------- Potty Training in Bear’s Class      97 

-----------Biting Policy         97-98 

-----------Screening & Assessment       98-101 

-----------Professional Development & Training     101-102 

-----------Individualized Professional Development Plan Definition   102-103 

-----------Evaluation         103-109 

-----------UNF Preschool Program Professional Development Plan   110 

-----------Training & Requirements       116-118 

RESOURCES 

 ______ Community resources for parents 

 ______ For children/children with special needs 

 ______ Parent involvement/parent education programs 

      ________ Professional development resources for teachers in community/UNF 
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REQUIRED FORMS 

 ______ Reference 

 ______ FBI/FDLE 

 ______ Screening Form – CF-FSP 5131 

 ______ EPAF 

 ______ DCF Application for Employment 

 ______ CPR/First Aid 

 ______ Child Abuse/Neglect 

 ______ Affidavit of Good Moral Character 

Other topics 

______ Application Form 

______ References on file 

______ W-4 Forms completed 

______ Time Sheet – procedures explained 

______ NAEYC Early Childhood Program Standards & Regulatory requirements 

      ______ Guidelines for correction action 

______ Teacher’s lounge 

______ Washroom 

______ Storage room 

______ Parent Library 

______ Curriculum Room 

 

CLASSROOM ORIENTATION (hands on training in each classroom) 

 ______ Routine schedule of the program 

 ______ Opening/closing/arrival procedures 

 ______ Greeting children/parents 

     ______ Parent Bulletin Board 

      ______ When to report children’s absences to the office 
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 ______ Sick or injured child procedures 

 ______ Children’s files and review of children you will be working with  

        ______  Child Health check (at drop-off) 

 ______ Alarms/fire extinguishers/exits/tornado drills 

 ______ First Aid kits 

 ______ Notes to parents 

        ______ Early morning activities 

 ______ Circle time 

 ______ Meal routines 

 ______ Nap time routines 

       ______ Day-end closing routines 

 ______ Handling toilet accidents 

 ______ Handling transition times 

 ______ Rotation of center tasks (snack, clean up, closing, etc.) 

 ______ Guests and visitors touring the center 

       ______ Working with volunteers/observers 

 ______ Staff meetings monthly 

 ______ Career advancement opportunities 

 

CLASSROOM RECORD KEEPING 

 ______ Daily attendance 

 ______ VPK attendance 

 ______ Notes on the children – pick up changes, special instructions 

CLASSROOM MANAGEMENT: Acceptable (and unacceptable) guidance, discipline, 
and classroom management techniques. 

 ______ Group needs vs. individual needs 

 ______ Voice levels 

 ______ Learning to give positive directions 
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 ______ Communication among staff within each classroom 

 ______ Developmental information on children in classroom 

_____ review of information about the individual children they will work with 

 ______ Playground supervisions 

 ______ Group awareness-inside and outside of the building 

 ______ Cultural awareness 

Initial Orientation – Dates _____________________________________________________ 

 

Employee Signature __________________________________________________________ 

Director’s Signature ___________________________________________________________ 

 

 

Training and Requirements 

30+ hours total training is offered through self- paced module and annual trainings held through 
UNF Preschool. These trainings are determined based on the survey results, staff evaluations, 
program needs, changes in the childcare requirements, requirements of NAEYC and Guiding 
Stars of Duval and annual SWOT analysis of the program. In addition, the center participates in 
“wage incentive” offered by ELC which also requires staff to attend 30 hours of training. 

All DCF required trainings must be registered for and started within 30 days of hire and 
completed (i.e. exams taken and passed by the end of the 90 days of employment). Your 
previous training, experience, current regulations and requirements will be reviewed along with 
your individual professional development plan and current professional interests to help you in 
the decision process of which trainings to attend. 

 FAILURE TO PROVIDE DOCUMENTATION FOR COMPLETION OF THE 45 HOUR 
COURSES WITHIN 90 DAYS OF YOUR FIRST DAY OF EMPLOYMENT WILL RESULT 
IN TERMINATION OF YOUR EMPLOYMENT.  

All new full time staff attend a day of orientation at UNF. All staff are trained, coached and 
mentored by the director, assistant director and office manager in the relevant areas before being 
left alone with children. 

The Individual Training Plan  

Is based on requirements set forth for the program. Staff are required to complete the trainings 
listed in their plan and also offered through the program. Trainings listed may be required as 
result of performance evaluations and/or observations that indicate that additional training is 
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needed. If needed, the staff will be provided mentoring and coaching by the director, assistant 
director or another teacher as required.   

Required Trainings and CEUs  

Staff are required to complete 10-clock-hours or one CEU of in person IACET CEU training and 
the rest of the 20 clock hours or two CEUs can be non-IACET but meet the wage incentive 
requirements for GSOD annually (Guiding Stars of Duval requires that all staff complete 30 
hours of annual in-service training tied to their professional development plan which align 
with the professional development wage incentive requirements). It is mandatory for all 
staff to attend all trainings offered by the center. The center closes for children for 5 days a 
year to conduct at least 30 hours of staff training. The staff are encouraged to be members of 
Early childhood associations such as NAEYC and FLAEYC. The staff are encouraged to EEC 
conferences such as FLAEYC, NAEYC or DELDN. Please focus the training on topics related to 
children ages birth through 5. 

All staff are recommended to attend trainings on the following topics as required by NAEYC: 

• How to work with children and families of diverse races, cultures, and languages. 
• Early childhood education curriculum approaches. 
• Curriculum and assessment methods used in our program 
• Team building and communication  
• Child development that includes the specific age(s) and stages of the children they teach 

in the program (infant, toddler/two, preschool, kindergarten, school age). 
• How to adapt to the special circumstances of children in the program (e.g., military 

families, migrant, dual language learners, homeless, special education, trauma, rural, 
etc.). 

• How to effectively supervise or mentor other staff members  
• The NAEYC Code of Ethical Conduct  
• All staff are required to maintain a current CPR and First Aid certification 

 

Some other topics for training are following but not limited to: 

1. Health and safety, including universal precautions; 2. Infant and/or child CPR; 3. First Aid 
(may only be taken to meet the in-service requirement once every three years) is offered free of 
charge by the center annually; 4. Nutrition; 5. Child development – typical and atypical; 6. Child 
transportation and safety; 7. Behavior management; 8. Working with families; 9. Design and use 
of child oriented space; 10. Community, health and social service resources; 11. Child abuse; 12. 
Child care for multilingual children; 13. Working with children with disabilities in child care; 14. 
Safety in outdoor play; 15. Literacy; 16. Guidance and discipline; 17. Computer technology; 18. 
Leadership development/program management and staff supervision; 19. Age appropriate lesson 
planning; 20. Developing special interest centers/spaces and environments; or 21. Other course 
areas relating to child care or child care management. Documentation of the in-service training 
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requirement must be recorded on Child Care In-Service Training Record form, which is 
incorporated by reference, and included in the child care facilities’ personnel records 

Professional Development Resources 

UNF Preschool is committed to providing the best possible education and care to children and in 
order to fulfil this commitment, UNF Preschool provides professional development and training 
to its employees throughout the year. The director and assistant director work directly with each 
staff member to observe, coach and mentor. All staff receive performance evaluations and 
develop their professional goals and training goals based on it and as needed throughout the year. 
Trainings held at UNF Preschool are planned based on teacher feedback and on requirements of 
the center. All trainings are set up in accordance with NAEYC and Guiding Stars of Duval 
accreditations, ethical code of conduct and university policies. At orientation staff are given 
complete training on our policies, procedures and regulations and also provided hands on 
training on working in the classroom. 

• UNF Preschool is closed to children 5 days a year for teacher training, the center strives 
to provide its staff at least 30 hours/year of training on a wide range of topics related to 
Preschool education such as but not limited to, curriculum, leadership, communication, 
team building, partnering with parent and families and CPR & First Aid and how to 
administer medication.   

• Full time staff also attend the Professional Development Forum at UNF  
• Full time staff can also attend two free classes at UNF each semester (after probation) 
• Several trainings are also offered throughout the year through Center for Professional 

Development (CPDT) that are free for staff. 
• Staff are also encouraged to attend trainings through ELC: 

http://www.elcduval.org/trainings/ 
•  JCC: http://jaxkids.org/training-institute/  
• ECS: https://www.ecs4kids.org/programs/regional-training-institute/ 
• and other early childhood agencies. 
• CDA Council: http://www.cdacouncil.org/ 
• DCF: https://training01-dcf.myflorida.com/studentsite/admin/login.jsf 
• UNF Center for Professional Development: http://www.unf.edu/cpdt/ 

 
 

Name:   --------------------------------------------------------------    Title: ------------------------------------------------- 

10 hours of training have to be IACET/year. All staff are encouraged to complete 30 hours 
training/year. Trainings need to be tied to professional development goals as well as program 
requirements. 

 

Topic Training title & Date completed 

http://www.elcduval.org/trainings/
http://jaxkids.org/training-institute/
https://www.ecs4kids.org/programs/regional-training-institute/
http://www.cdacouncil.org/
https://training01-dcf.myflorida.com/studentsite/admin/login.jsf
http://www.unf.edu/cpdt/
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40 Hour Mandatory Training   

5 hour literacy   

New Employee Orientation  

How to work with children and families of 
diverse races, cultures, and languages. 

 

Team building  

communication  

The NAEYC Code of Ethical Conduct  

How to effectively supervise or mentor other 
staff members 

 

Child development that includes the specific 
age(s) and stages of the children they teach in 
the program (infant, toddler/two, preschool, 
kindergarten, school age). 

 

How to adapt to the special circumstances of 
children in the program (e.g., military 
families, migrant, dual language learners, 
homeless, special education, trauma, rural, 
etc.). 

 

Guidance and Discipline   

Conscious discipline  

  

  

  

  

  

Curriculum and assessment methods  used 
in the program  

 

Early childhood education curriculum 
approaches 

 

  

  

  

  

  



126 | P a g e  

 

  

  

  

  

  

  

Other trainings   

CPR & first Aid  

How to administer medication properly  

Blood Borne pathogens   
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