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Mission Statement

Our mission at Building Blocks LCis to provide high quality child care, incorporating the best research
and knowledge of child development and health education. It is also our missionto support parents by
providing their children with aloving, nurt uring environment ; by being accessible t o discuss t heir
children’s needs; and by of f ering these services at reasonable prices. The center’s goals are for the
children served by the center are to develop normally, to exhibit healthy social, emotional, and physical
growt h and development ; for the parentsto feel confident that their children are being cared for inthe
best possible manner, to promot e the nat ural bonding and f riendship among young siblings; t o prepar e
children emotionally, socially, and scholastically for Kindergarten, to find the center personnel open and
easy to communicat e with, and to be satisfied with the cost and quality of care their children receive.

The Center’s objectives are as f ollows:

e Tocarefully screen potential employees and totrain employees t hor oughly in good child
development and health and saf ety practices.

e Tostaff the center sothat each child will receive maximum attention.

e Todevelop apolicy of frequent parent conf erences, newsletters, and ot her means of
communication.

e Toinstruct teachersto always welcome parent questions and comments cheerfully —to give
serious attention to each comment, and totry to address each comment promptly.

e Todevelop abudget that reflects prudent expenditures and accurate forecasts of income and to
place a priority on caref ul financial management.

The Center’s goals are:

e Toseethat every child is fed a well balanced diet —and then some. Children will be fed when
they are hungry. We will never force achild to eat when they are not hungry. Doing so can
develop into lif e long bad eating habit s.
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e Children must feel unique and be allowed to express their feelings openly whether it be anger,
sadness, joy, or any ot her emotions.

e Whenthey are hurt, they will receive hugs and sympat hy. We will never tell achild they arent
hurt.

e Each child is a very special human being. A Miracle. The most important child inthe world to
their parents and f amily, and t hey will be treated as such here.

Our Motto. “For Quality Care When You Cant Be There”

We are growing wit h your children from a new center to their home away from home. They are
t eaching us new t hings every day! Thank you!

Philosophy Statement

We believe that every child can accomplish any thing that any ot her human has ever accomplished. Every
child is a blank slat e, and we aspire to fill that slate with the knowledge and social skills that will help
themto achieve their goals inlife. Our children will learn social, emotional, and cognitive skills t hrough
play and group activities. They will have many choices during the day to do activities that best fit their
needs and interests on an individual basis. Our care givers use the shadowing approach t o guidance by
trying to guide the child’s choices rather t han f orce choices upon the child. Our preschool rooms are
divided into centers such as library, home living, art center, block center, and circle time. We have an
areafor dramatic play and a science area. The different areas within the classrooms promot e a variety
of interests for childrento choose fromthroughout the day. The centers promote social and emotional
development, cognitive lear ning skills, and gross and fine motor skills development.

At BBLC we educat e t he whole child. That means that we consider every child a unique individual;
socially, emotionally, cult urally, physically, and int ellect ually. Each teacher is responsible f or
individualizing t heir planning in order to promot e t he unique growt h of each child.

Curriculum Statement
Our curriculum:

e Fosters aknowledge and appreciation of a variety of culturesthrough the respectful introduction
of art, music, foods, clothing, literature, and cust oms.

o Reflectsthe pluralistic nature of New Mexican society.

e | nvolves children in learning experiences wit hin t he community

e Bases daily activities on the continuous observation, guidance, and assessment of individual
children and their interactions with others.

e Encourages children to actively engage in a variety of development ally appropriat e experiences

which will :
1. Foster each child’s positive self -concept
2. Respect cultural diversity of themselves and others
3. Enhance social skills
4. Nurture communication and language development
5. Stimulate creative expression



6. Extend each child’s capacity for thinking, reasoning, questioning, and experimenting.

7. Provide sound health, saf ety, and nutritional practices.

8. Develop physical compet ence and coordination.

9. Foster each child’s development of self-contral.

10. Foster in children arespect for the natural environment and encourage environment ally
sound principals.

¢ Recognizes the importance of sensory experiences in early development

e Uses care giving as an opportunity t o deepen relationships wit h inf ants; and supports their
development t hrough sensitivity tothe child while performing routine t asks.

e Recognizes and attends to the individual rhythms of each child

e Attendstothe affective needs of those present

e Provides a predictable daily routing toinstill a sense of security, which flexibly allows f or individual
pref erences and independent choices. Each day will incor porat e a balance of :

1. indoor and outdoor play

Quiet and active times

Lar ge group and small group, as well as individual, activities

Activities using bot h lar ge and small muscles

Child initiat ed activities as well as adult initiated activities.
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e Activities provide lear ning opport unities t hr ough:

1. The many types of play
Familiar day-to-day routines
Opportunities for social interaction with peers and adults
Opportunities which are challenging bot h physically and int ellect ually.
Transitions times.

o s~ wDd

e Ensuresthat the daily plan is designed t o encourage positive behaviors

¢ Respectsthe child’s first language and encourages it as much as possible.
e Displays children’s creations.

e Provides opportunities f or spontaneous play each day.

e Encourages childrento assert their rights in socially accept able ways

¢ Nurtures children’s under st anding and respect of the rights of others.

e Develops and f acilit at es policies of guiding children’s behavior.

Job Descriptions

All employees must meet all the requirements set forth inthe job description for their
individual jobs.

Job titles include t he f ollowing:
Director
Co-Director
Administ rator
Teacher



Assistant Teacher
Maint enance
Cook
Please see the back of this book for detailed descriptions of each job title.
You may have other jobs which can follow this same format.

Compensation / Benefits Philosophy Statement

Our center philosophy is t o compensat e our employees on their performance inthe classr oom and
further education through workshops as well as college courses. We want to challenge and motivat e our
employees t hrough providing advancement wit hin the center as well as per sonal growt h through of f ering
classes and wor kshops. It is our goal to have a quality staff, and a quality program f or the children in
this center. We believe each employee is a valuable asset, and important to the children’s lives, the
center, and the community. Our compensation philosophy is designed to reflect the importance of our
staff, children, and the community in which we all live.

I't is the philosophy of our Board of Directors that:

Our compensation will be consist ent ly administ ered t hroughout our organization.

The employee compensation will ref lect the value of each employee and t he position they hold.
Our pay scale will be according to work et hic, job performance, and pr of essional development .
We will provide on-going trainings and wor kshops f or our employees so t hey will continue t o meet
NM State Licensing Depart ment Regulations, as well as benefiting themselves, and the children
they care for.
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Ot her employee benefits apply t o persons that have been employed f or more than one year. Prof essional
in-service days will be scheduled two weeks in advance, and are mandat ory. Employees will receive their
regular hourly rate for attending these workshops. However, individuals who are not eligible for
employment under the current licensing rules and regulations must be sure to complete their education
wit hin six_mont hs of their date of hire at their own expense.

Breaks:

e 10 min break every 2.5 hours worked
e One half hour lunch break for every six hours worked
e ALL EMPLOYEES MUST CLOCK OUT FOR EVERY BREAK

Holidays and Vacation pay:

After one consecutive year of employment and completion of 24 hour of continuing education,
employees are entitled t o one week of paid vacation, and paid holidays. Employees are eligible for
two weeks vacation when Building Blocks LC are at Star Level 2 and they have been employed f or two
consecutive years, and all above requirement s have been met. A ‘week’ is based on your aver age
hour s worked during the year prior to earning your vacation hours. Employees who have not

complet ed their 24 hours of training BEFORE their anniversary dat e will not receive vacation or



holiday pay until their NEXT anniversary date (48 total training hours must be completed by this
time).

Our scheduled Closings are as f ollows:

New Year’s Day, or the closest weekday (New Years Eve we will close at 6:00 pm)
Memorial Day

July 4'" & 5'" - | ndependence Day, or closest weekday

Labor Day

Thanksgiving Weekend (Thursday, Friday, Sat urday, and Sunday)

Christmas Eve and Christ mas Day, or closest weekday

Occasional Saturdays for in service training.

X3

*

X3

*

X3

*

X3

*

X3

*

X3

*

X3

*

*Employees eligible for holiday pay will receive only one paid day per closing.

*Employees who are not regularly scheduled for the day t he holiday f alls on will NOT
receive pay for that day. Employees who ‘call in sick’ the day before or the day after the
holiday, will NOT receive holiday pay.

Mont hly in-service days and ot her meetings will be posted in the employee lounge as needed.
Standards of Conduct

Courtesy, honesty, and a pleasant demeanor are important at all times. Your actions help to determine
the reputation of the business. All Building Blocks Lear ningCent er employees are employees at will, and
as such are freetoresign at any time with or without notice or reason. Building Blocks Learning Center,
likewise, retains the right toterminate employment at any time wit hout reason or notice. This policy
may not be changed by anyone. The following are examples of policy violations that may result in
disciplinary action such as verbal reprimand, suspension wit hout pay, or immediat e dischar ge:

e Failure to follow Building Blocks Lear ning Cent er’s Standards of Conduct

e Sexual, racial, or other unlawful harassment of anot her person.

e Leaving children unattended

e Negligence or carelessness in caring for children

e | nappropriate discipline of a child, including isolation, verbal abuse, spanking, pulling hair, or any
ot her rough or inappropriate handling or inappropriate use of restraint. Refer to our discipline
policy.

e ANY act that endangersthe children

e Allowing personal visitors to have contact with the children

e Consuming or being under the influence of alcohol or drugs while working, or on Company business,
or reporting to work under the influence of such substances.

e Fighting or assault on a co-worker or any ot her person on Company premises. This includes things
such as yelling or throwing rocks from the parking lot, or any such behavior.

e Reckless conduct which threatens the lif e, saf ety or health of customers or employees including
actual or THREATENED violence toward ANYONE.

e Threatening, harassing, or intimidating cust omers, guests, co-worker, or children.



e |nsubordination (refusing to follow a manager’s directions) or ot her disrespectful conduct when
dealing with management or personnel designee.

e |llegal conduct on Center property
e Possession of firearms, weapons, illegal drugs, or chemicals on Building Blocks Lear ning Cent er
premises.

e Unauthorized removal or use of equipment, supplies, f ood, Building Blocks Lear ning Cent er
property or any other materials.

o Falsifying forms, records, reports, time sheets or time cards, employment application f orms or
ot her inf ormation.

e Falsifying time records in any manner, including clocking in/ out for another employee or having
anot her employee clock in/ out for you.

o Willful abuse of Building Blocks Learning Cent er’s building, equipment, or ot her property

e Violating saf ety or health rules.

e Sleeping while on duty

e Excessive tardiness or absent eeism.

e Conduct that causes repeat ed cust omer complaints.

e Smoking on premises

e Refusal toconformto dress code standards.

e Unexcused absence for more than 3 consecutive working days (volunt ary resignation)

e Frequent or multiple document ed ‘writ e-ups’.

The above list is not all-inclusive and should not be construed as representing all causes f or disciplinary
action. When necessary, Building Blocks Lear ning Cent er shall est ablish additional policies and manager s
may set up specific rules t o gover n employee actions when deemed necessary by business needs.

Smoking:

Smoking is not per mitted under any circumst ances in the building or on any playground area, or on
company property. This includes the parking lot. Smoking is also NEVER permitted in the daycare
vehicles.

Telephone Calls:

Telephones are avital part of our company since our parents must always be able toreach us. As
a Building Blocks Lear ning Cent er employee, it is important that you always use care and courtesy in
handling phone calls. Your personal t elephone calls, with the exception of emergency t elephone
calls, should be limited t o your breaks and meal periods. We reserve the right to verify emergency
phone calls. Friends and relatives should be asked NOT to call you during working hours. You may
NOT make personal long dist ance phone calls. | n addition, please keep your cell phone use to a
minimum during working hours. You are here to work, not to chat onthe phone with your
friends. | f phone usage is abused, you will be subject to disciplinary action.

Meal times:
To promot e family style dining, it is important that you sit at the table with the children and join
themintheir meal time. |f youprefer toeat any food ot her than what the children are eating, then you
must clock out, and do so inthe break room. You are never t o have non CACFP accredit ed foods in



your classroom, unless it is for a special occasion such as a child’s birt hday party, in which all
children part aking have parental permission.

Dress Code
What we wear towork is areflection of the pride we have in ourselves and inthe Center. It is
important for all employees to present a prof essional appearance. | norder to provide unif ormity, as well
as individuality, Building Building Blocks LC requir es all employees t o wear “scrubs” of any style. Scrub
tops and pant s are available at a variety of retail locations, and in a variety of styles. We encourage you
to have fun with your unif orm and take advant age of the many prints available that the children would
like. Whenreporting for work, you are required to be dressed in appropriate attire in good repair.

Standard Procedures

I n case of an accident or emergency involving a child, parents, or staff members:

Assess the nature of the accident or injury

Call 911 if required

Administer first aid if required

Contact child’s parent or emer gency cont act

Notify Center director

Fill our injury/ accident report

| f accident requires any out side assist ance, the accident must be reported to CYFD
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Procedures for children not being picked up by Center closing time:

Attempt to contact parents

| f parents are not available, try emergency contacts
Leave messages and wait 15 minutes f or r esponses.
Try all contacts again after 15 minut es.

| f unable toreach anyone after 45 minut es, contact police non-emergency # 242-2677, fill out
incident form, and contact director.

oW

Procedures f or admission of children:

Child must have current shot records with all immunizations up to date

Parent or guardian must complet e EVERY line on enrollment form.

Parent or guardian must complet e EVERY line on income eligibility f orm.

Parent or guardian must be provided with a parent handbook, and sign the f orm saying that they
received it. This form goes inthe child’s file.
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Procedures f or discharging children:

1. Check to make sure they do not owe a balance to the Center.
2. |f they do, collect the balance due.



3.
4.

Enter date of disenrollment intheir file, inthe computer, and on their | EA.
| f the family has a CYFD contract, notify their case worker. |f they did not pay the balance due,
notify the case worker of that as well.

Transportation procedures:

ALL children must be logged onto your roster for each transport.

Ensures that all children under 5 years of age or under 40 pounds are in an approved boost er

saf ety seat

Ensures that all children, regardless of age or weight, are in a seat with the seat belt fastened
bef ore the vehicle begins moving

Ensures that all children are checked of f on your roster upon exiting the vehicle —-EACH CHI LD —
EACH TRANSPORT.

Drivers will physically check the interior of the vehicle for compliance, debris, and ensuring t hat
all persons have exited the vehicle. Only after ensuring compliance, isthe driver to proceed to
bring children into the building.

Ensures that all children are accompanied into their CLASSROOM and that rosters are turned in
to Classroom teachers after each transport.

. Classroom teachers will then doroll call —name to face —fromthe vanroster and check in all

children on the current classroomroster whichistobeturnedintothe office.
Of fice personnel will clock children into ProCare based on the classroom roster.
I nthe event achild onthe roster is not present at roll call, f ollow procedures for a missing child.

Procedures to follow if a child is f ound missing fromthe center or of f center property —such as
field trips, bus runs, etc:
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Notify Director.

Check all rest rooms, quiet areas, and vehicles to ensure child is act ually missing

| f needed, call 911. |f you are on an outing, check with facility security if applicable.
Notify parent if achild cannot be locat ed wit hin 15 minut es.

Emer gency Evacuation procedures:

These are posted in every classroom. HFease familiarize yourself with our procedures.

| f youareinthe front of the building and confronted with anintruder, do your best to get the word out
that thereis an unwanted party inthe building. I nthe event of anintruder or any personsthat may
cause harm to children, evacuat e all children and go as far from premises as possible. Call 911to report
the intruder when you get to a saf e locat ion.



Emergency Procedures

L
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I nthe event we have t o evacuat e t he building t he children will be takento
Our Lady 0f Belen Church located at 101-A North Tenth Street. The

phone number there is 505-864-8043. We will notify parents if this

becomes necessary. Our policy is to ensure the saf ety of the children /

\ ¢

at all times.

Local Emergencies

I nthe event of agasleak or similar situation, where we are required
to evacuat e t he area, we will goto Our Lady of Belen Church. B

Staff instructions for our Disaster Plan

Children wit h special needs will be assigned a specific staff member. Staff instructions are to take child by the
hand and guide them to our safe area. They are to keep the child calm and reassured until it issafetoreturnto
the classroom, or their parent arrives for them.

I nthe event of anatural disaster, the f ollowing st eps should be taken:

First and f oremost, discuss wit h your family where to go and what to do to keep them saf e so that you will have
peace of mind while you are tendingto the childrenthat are in your care at the center. Do t his BEFORE disast er
strikes. Stay calm. Turnonthe NOAA radiothat isinthe kitchen for updates onthe situation. There are spare
batteries inthe drawer inthe kitchenand inthe of fice in case of a power failure. I nthe event that we are
instructed to evacuat e t he building, the radio will tell us the nearest evacuation center. Take the emergency
contact list and load the children calmly into the vans and staff cars. Then proceed to the evacuation site.
Depending on the severity of the situation, one staff should go t hrough the building and lock the doors and turn
of f lights. Do not leave the premises unless all staff and children are accounted for. | f we are instructed to
remain on sit e, keep all children in the school age room away from doors and windows until help arrives. I f the
situation could af f ect the water supply, | MMEDI ATELY drain the hot water heater into containers.

Inthe event of aterrorist attack, thereis a panic buttononthe alarminthe office. |f you cannot get to that
button, dial 911. If the personisinthe room, dial 911 and leave t he connection open. Try t o make conversation
that will help the 911 dispat cher know our location. Teach your childrento sit onthe floor with their knees up and
hands over their heads. They need to make as small atarget as possible. Our code word is Christmas. |f anyone
says that word to you - evenin a whisper - take your childrentothe nearest exit and leave the building. | f you
can, alert the ot her classes. Take the childrento the designat ed saf e zone. Always take your emergency cont act
list with you if possible. Call 911 when you get to a saf e locat ion.

Training Requirement s

All employees must complete the 45 hour early childhood education class or one three credit course in
child development wit hin six mont hs of employment. This requirement isto be at the expense of the
employee. All employees must complete at least 24 hours of continuing education each year. It is YOUR
responsibility t o keep your training logs updat ed and your certificates inyour file. Your files will be
reviewed semi-annually, and any employee not meeting t heir training requirements may be ter minat ed.



Prof essional Development

It isthe intention of Building Blocks Learning Center to have a well trained, responsible, caring staff.
Theref ore, we have developed the f ollowing classif ication levels t o guide your prof essional development :

Level 1: At level 1, you as an employee will receive $7.50 per hour. A level 1 employee has
not yet completed their requirements for working in a State Accredited Day Care Center. These
include, but are not limited to: CPR & First Aid certification, 45 hour entry level class for Child
Care Providers, and Criminal Records Clearance. A level 1 employee is usually new and needs hours
of training, orientation, and guidance to f ulfill their role as an assistant teacher or care giver.
They need constant super vision.

Level 2: At level 2, employees receive $7.50 per hour. A level 2 employee has all required
training and certificates. All employees must be at level 2 within 6 mont hs of their hire date. A
level 2 employee, although still lear ning, takes initiative to do things on their own and can be
trusted totake care of situations without being told what to do or howtodoit. A level 2
employee requires little supervision and instruction from a senior staf f member.

Level 3: At level 3, employees receive $7.75 per hour. A level 3 employee is one who still
requires continued instructionto performall job duties. |f an employee remains at level 3 for
mor e t han 12 mont hs, he/ she will be consider ed unemployable by Building Blocks Lear ning Center.
We value our employees and strive t o have our team function as such.

Level 4: At level 4, employees receive $8.00 per hour. A level 4 employee is self -
mot ivat ed, requires very little or no supervision, and asks for help or advice when needed. They
perform all assigned job duties wit hout being constantly told, and of f er suggestions on improving
our center. They meet the need of the children while maint aining a CLEAN environment free
from debris and hazards. A level 4 employee know their children well and meet s t heir emot ional
needs. They take care of the equipment and supplies, know what is needed and when, and also
makes sure t his is communicat ed to management. A level 4 employee attends all trainings and
keeps their training log up to date. He/ she is familiar with ALL state licensing regulations and
abides by them strictly. He/ she keeps their classroom orderly, the areas defined, and has a
pr of essional demeanor and attire.

Level 5: At level 5, employees receive $8.25 per hour. A level 5 employee is everything
that alevel 4 is, and then some! They are committed to continuing t heir prof essional
development, and implement their knowledge. They have 2 years of Early Childhood experience,
and have earned a CDA or AA from an accredited college or university. | naddition, they assist in
the training of other employees, encouraging themto reach level 5 status. A level 5 employee is a
valuable asset to our team, and will receive annual wage increases as long as level 5 is maintained.
All employees should strive for this level©.

A list of all classes of fered by CNM, and workshops of f ered by Carino will be posted inthe
employee lounge as t hey become available.

You will be required to complet e a “Prof essional Development Plan”* each year.



Procedure for Performance Evaluation

Once hired, employees will be evaluat ed after 30 days, 90 days, 6 mont hs, and then annually. Our
procedure for employee evaluations is to follow the evaluation f orm* in your handbook with no prejudice
or favoritism. Employees will be evaluat ed by a supervisor, a randomly chosen co-wor ker, and a randomly
chosen parent. The three will be compared by the Director and a summary will become part of your
permanent file.

Working Hours

Although every effort will be made t o establish aregular working schedule for you, daily hours may vary
according to depart ment needs. Starting and ending times can only be modified by management and can
only be modified wit h management’s appr oval. Schedule requests must be in by Wednesday at 5:00 pm
for the following week if you have special requests.

All employees must clock in/ out each time you arrive for work, leave for meal periods, at the end of
each day, and for any time away from your work area. You may not begin work bef ore your scheduled
starting time, or leave work bef ore your scheduled quitting time, without approval. It is expected,
however, that you are ready towork at the start of your shift. This meansthat it is unacceptable for
youto punch in 2 minutes after the start of your shift, then use the restroom, then chat with co-
workers or friends, then start working. You also may NOT clock in more than 5 minutes before
your scheduled shift, or more than 15 minutes after your relief staff member arrives.

No Building Blocks Lear ning Cent er employee may clock in or out for another employee. The falsification
of time records for another employee, or for yourself, is considered STEALI NG, and is grounds f or
termination of employment.

Pay Period

Building Blocks Lear ning Cent er observes and complies wit h all applicable state and f ederal laws
pertaining to the payment of wages. The company oper at es on a semi-mont hly payroll. Payday is the 7'"
and 21* of every month. Should these days f all on a weekend, pay will be issued on t he Monday f ollowing
t he scheduled day.

Payroll Deductions:

There are two types of deductions: Those required by law, and those aut horized by you.

Those required by law include:

1. Amount required for income tax, or FI T (Federal | ncome Tax Wit hheld)

2. Amount required for Social Security (FI CA) and Medicare Tax. Building Blocks Lear ning
Cent er pays and amount equal to what you pay.

3. Garnishments or wage attachments. Employees of some st at es may be subject to additional
mandat ory stat e and local payroll deductions. Please check with your payroll representative
for further information.

* Forms are located in the back of your handbook



Those authorized by you include:

1. Health insurance premiums (above what Building Blocks Learning Cent er provides)
2. Dental insurance premiums (above what Building Blocks Lear ning Cent er provides)
3. Long Term Disability | nsurance premiums (above what Building Blocks Lear ning Cent er
provides)

Additional Lif e insurance premiums (paid by you)

Additional accident insurance premiums (paid by you)

Direct payroll deposit to banks, credit unions, etc.

401K plan deductions

Advances

. Miscellaneous deduct ions.

10. Employee child care
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We reserve the right to deduct any and all advances, co-pays, and fees in full from your next
available paycheck. Also, any fees related to criminal records clearance check, tuition, books,
or any ot her expenses paid f or by Building Blocks Learning Cent et on your behalf will be
deducted from your final paycheck if you leave employment for any reason wit hin one year.

Attendance Policy

You are a vital member of our team, and your regular and punct ual attendance is necessary so that we
may provide quality care to our children. We understand that occasionally you may be absent from work
or late inarriving for work. Therefore, we are providing t he following guidelines for youto follow if you
will be absent or tardy:

e For unscheduled absences, you must notify your supervisor personally in advance of the start of
your scheduled shift. Leaving word wit h anot her co-worker is NOT acceptable. It is also
request ed that you make every effort to cover your shift through anot her co-worker.

e |f youare goingtobetardy, you must notify your supervisor personally of the expected time of
your arrival prior tothe start of your shift. It is NOT acceptable to call and say you will be
tardy, then NEVER show up that day. This is grounds f or immediat e t er mination.

Building Blocks Learning Cent er reserves the right torequire certification of illness or injury by a
doctor’s written statement at any time. Unexcused absences or excessive t ardiness may result in
disciplinary action, up to and including t ermination of employment. Three (3) consecutive scheduled

wor king days of unaut horized absence is considered job abandonment and will be regarded as a voluntary
resignation.

Questions regarding t his policy should be direct ed t o management.
Grievance Procedures
Procedures for handling complaint s:
1. Refer ANY and ALL complaint s regarding co-workers, parents, and childrentothe Center

Director. DO NOT refer child complaints tothe parents before consulting with the Center
Director!



2. Refer any upper management complaintsto I lene.

Every effort should be made to resolve complaints withinthe Center. ONLY inthe event that your
complaint is about upper management, should you call | lene. All grievances/ complaints will be
investigat ed, and will remain as confidential as possible. You will be notified as the investigation

pr ogr esses.

Resignation or Termination Procedures

Building Blocks Lear ning Cent er employees are at will employees and may be terminat ed at the discretion
of management. When prof essional standards are not met, rules or laws violat ed, or misconduct occurs,
corrective action will be taken immediat ely.

Notice of resignation shall be inwriting. 1t may be inthe best interest of the Center for the director
torequest that a personwho has turned in aresignation, to leave immediately. We request at least a
two week notice of resignation. Refer tothe “Pay Period” section for deductions that may come out of
your final pay check.

State Licensing
Employees are provided a copy of CYFD licensing regulations. They are also posted inthe employee lounge, and on
the Parent Board located at the front of the Center. Should you need an additional copy, please ask t he Direct or

or Administrator.

Health Policies
| f you or your children become ill, you may not attend if :
e Temperature is over 100 degrees
e Two or more intestinal disturbances (vomiting or diarrhea)
e Any undiagnosed rash
e Sore or discharging eyes, ears, or nasal drainage
e Unexplained let har gy
e Significant respiratory distress
e Unableto participate in classroom activities.

Medication: The center will administer medication parents bring for their children. Medication must be
inthe original cont ainer with child’s name and correct dosage clearly marked. The parent must signthe
appropriate form each day for medicationto be administered. Staff must fillinthe formwiththetime
and dosage administ ered, and the parent or guardian must acknowledge and sign the f orm when t hey pick
up their child. Please return all complet ed medication forms tothe book. Medication will be given at
noon, 4pm, and 8pm.

The guidelines for sending a sick child home are:
o Fever
e Heavy or excessive coughing
e Colored discharge from eyes or nostrils
e Vomiting or diarrhea



e Any unusual rash
Contact the parent immediately if you see any of the above problems.

Employee | njury:
Our programretains coverage under the Worker’s Compensation Act. Should you sustain an injury while
per f orming your job, you must report the accident in full detail tothe Director Principal immediat ely. All
f orms must be submitted promptly and you must goto a Doctor onthe approved list, if yourequire
medical care.

Inthe event that you are injured onthe job, please f ollow t his procedur e:
e Notify the Director or Supervisor immediat ely.
e Take what ever medical action is necessary such as calling 911, etc.
e When you returnto work, please complet e an incident formin case Worker’s
compensation must be filed.
e Provide a health care providersrelease toreturnto work if necessary
e Even if you do not seek medical treat ment, complete and incident form for the files.

Parent | nvolvement
Children are happy to have the experience of the special people intheir lives working t oget her and
getting along with each other. This allows childrento develop a sense of security and will allow us to
develop closer relationships with the children. Parent —Teacher conferences are one t ool we will use to
bridge this bond quicker and more ef ficiently. Teachers are also required to maintaina ‘What | did
Today’ message center intheir classrooms. Any specif ic issues involving par ents should be brought to
the attention of the director. Employees should never be confrontational, or rude to parents.

Harassment
You have the right to work in an environment free of discrimination, which includes freedom from
harassment —whet her that harassment is based on sex, age, race, color, religion, national origin, physical
or ment al disability, marital status, or veteranstatus. Building Blocks Learning Cent er prohibits and
condemns employee harassment in any f orm —by managers, co-workers, visitors, or other business
contacts.

Harassment can occur in many situations, but it is of ten viewed as a situation in which an individual in a
position to control, influence, or af f ect your employment, compensation, promotion, or job assignment
uses that power to coerce or punish you. Harassing conduct includes, but is not limited to, slurs, jokes,
or degrading comment s concer ning sex, age, race, religion, national origin, physical or ment al disability,
marital status, or veteran status; repeat ed of f ensive sexual flirtation, advances, or propositions; any
uninvit ed physical contact or touching such as patting, pinching, or constant brushing up against your
body; continual or repeat ed abuse of a sexual nature; graphic verbal comment s about your body; and the
wor kplace display of discriminatory or sexually suggestive objects or pictures. Such conduct will result
in disciplinary action up to and including dismissal of the employee who harasses. With respect to non-
employees, of f ending visitors, customers, or other business cont acts will be dealt with appropriately by
management. Please report all such conduct to management. Do not attempt to handle the situation
your self .



Sexual harassment does not refer to occasional compliments of a socially accept able nat ure or welcomed

social relationships. Sexual harassment is outlined in the EEOC Sexual Discrimination Guidelines and is

defined as:
“Unwelcome sexual advances, requests for sexual favors, and ot her verbal or physical conduct of
a sexual nature when; (1) submission t o such conduct is made either explicitly or implicitly aterm
or condition of an individual’s employment, (2) submission to or rejection of such conduct by an
individual is used as t he basis for employment decisions af f ecting such individual, or (3) such
conduct that has the purpose or ef fect of substantially interfering with an individual’s work
performance or creating intimidating, hostile, or of fensive work environment.”

| f you make a harassment claim, t he Company will conduct a thorough investigation of your complaint.
The aim of the investigation will be to gather as many facts and t o obtain as much det ail as possible
about the complaint. You will be interviewed and asked t o provide det ails about the incident(s). You will
also be asked to provide awritten statement about your complaint. We will also int erview wit nesses t o
the incident (s), and we will obtain written statements fromthem. The alleged harasser will also be

int erviewed, and he/ she will be asked to provide a written statement about his/ her opinion of the
complaint .

Confidentialit y
I't is our policy not to discuss parents, children or family situations in the presence of children or other
parents. |f you need to discuss issues with a parent, please bring the parent intothe of fice or break
room for aprivat e conversation.

Guidance & Discipline

The program’s goals are t o promot e independence, aut onomy, self -est eem, and caring toward ot hers and
t he physical environment.

We prefer touse the time-in approach to discipline. This is re-directing the child’s
inappropriat e behavior toward an accept able form. For example, if the child is
t hrowing blocks, we would show t hem a ball, and an appropriat e manner and place f or throwing it.

When ‘time-in’is inef f ective, we use time-out’ —a quiet, relaxed, neutral break; a cooling of f period
for the child toregain self -control. Tim-out is only used when a child is losing control and ref uses
redirection. For example: acting aggressively, throwing a tantrum, complete defiance.

No one is allowed t o spank, hit, bite, shake, yell at, or cause any physical or emotional harm t o any child while on
the Center property. Thisincludes staf f, ot her children, and parents.






Forms

Also available on our website!
www.t lcdevelopment cent er s.orqg



http://www.tlcdevelopmentcenters.org




Staff Evaluation Form

Employee Name: Evaluation Period:

Ranking I nstructions: For each of the following areas, give t he employee a score of 1-5 to indicate how strong you
think t he employee’s skill is. Use t he Comment s section to discuss all it ems which you rank a 3 or lower.

5 —Has mast ered t his area and could t each ot hers.

4 —Isstronginthis area, but could improve.

3 —Is average in this area.

2 —1 s below average in t his area and could learn more about this.

1—Need help with this to be more ef fective.

General Work Habits:

Arrives ontime

Reliable in att endance; gives ample notice f or absences
Responsible in job duties

Alert in health and saf ety matters

Follows t he cent er’s philosophy

Opento new ideas

Flexible wit h assignment s and schedule

Comes to work with a positive attitude

Looks for ways t o improve the program

Remains calm in a t ense situation

Completes required written communications ontime

Prof essional Development, Attitude, and Efforts

__ Takes job seriously and seeks t o improve skills

__ Participates in workshops, classes, groups

__________ Shows improvement in areas on which t hey have received training
_ Uses newinstructional strategies

__ Reads and discusses inf ormational mat erials

__ Isself-reflective with goals for ongoing development

Attitude and Skills with Children

Friendly, warm, and af f ectionat e

Bends low f or child level interactions
Uses a modulat ed, appropriat e voice
Knows and shows respect for individuals

| s aware of developmental levels/ changes
Encourages independence/ self -help
Promot es self -est eem in communicat ions
Limits interventions in problem solving
Avoids st ereotyping and labeling of children
Reinf orces posit ive behavior

Minimal use of time out

Regularly records observations of children

Comment s:




Attitude and Skills with Parents

Available t o parent s and approachable
Listens and responds well to parents

I stactful with negative inf ormation
Maint ains conf identiality

Seeks a part nership with parents
Regularly communicat es wit h parent s
Conduct s parent conf erences on schedule

Attitude and Skills with Class

Creates an inviting lear ning environment

Provides development ally appropriate activities
Develops plans from observations and portfolio entries
Provides materials for all curriculum component s
Provides an appropriat e role model

Anticipat es problems and redirects

I s flexible and responsive to child interests

| s prepared for day’s activities

Handles transitions well

Attitude and Skills with Co- Workers

I s friendly and respectful with others

Strives to assume f air share of work

Offers and shares ideas and mat erials

Communicat es directly and avoids gossip

Approaches criticism with alearning attitude

Looks for ways to be helpf ul

Conversations relate to the children and the work at the center and not personal inf ormation
Works as a t eam player, completing job tasks in a timely manner

Comment s:

We have discussed and agreed upon this evaluation. Date:

Supervisor Signature Staff Signature

*Fax this formto 505-349-4186. The original is t o be placed in t he employee’s file. A copy may be given to the employee.

*Evaluation periods are 30 days, 90 days, and 6 mont hs after date of hire. After 6 months, evaluations are to be performed
each anniversary date.



Prof essional Development Plan

Employee Name: Date:

Strengths as an Early Child Educator:
1.

Areas in need of growth or improvement:
1.

Prof essional Goals:
1.

2.

3.

How will | accomplish these goals? | nclude a deadline for completion.
1.

Date:
2.
Date:
3.
Date:
What assistance will | need from my supervisor or director to accomplish these goals?
1.
2.
3.

You are required to complete 24 hours of training each year. Please explain how you will achieve these
training hours in each of the 7 competency areas. Please describe what you are interested in learning, and
what classes you will need to take to become more knowledgeable in your field.

Child Growth, Development, Learning:

Health, Safety, Nutrition, | nfection Control:

Family Community Collaboration:

Development ally Appropriate Content:

Learning Environment & Curriculum | mplementation:

Assessment of Children & Programs:

Noakswh=

Pr of essionalism:

Other comments:

Staff Signature: Supervisor Signature:

Next Review Date:




Name:

Building Blocks Learning Center

Personnel & Administrative Action Form

Job Title:

Date of Hire:

Date of Incident:

Type of Incident: (circle all that apply)
Attendance
Tardiness
Unsatisfactory work
Rudeness to employee or customers
Careless
Failure to follow instructions

Willful damage to material or equipment
Violation of policies, state licensing or other

Insubordination
Violation of safety rules

Other

Action to be Taken:

O

@)
@)
@)
@)

Warning
Probation
Suspension
Dismissal
Other

Corrective Action:

Review Date:

I have read and understand this action report.

Signature of Employee

Date

Signature of Supervisor

Date



Job Descriptions






Job Description
Head Teacher

Hours: 8 hours per day

Education/ Experience Requirements:

e Meet all state licensing minimum age and education requirements f or working in child care.

e Holds a High School Diploma or equivalent

e |sappropriately qualified for the assigned age group t hrough education, training, experience, and/ or personal qualities
according to the state licensing requirements.

e Maintains the State I n-Service requirements (CYFD 22.2.2)

e Must have completed 45 hour class or equivalent

Physical Demands:

o Will frequently lift or move average weight; as in lifting, carrying, and holding, inf ants and children.

o  Will occasionally lift or move average weight in awkward or dif ficult positions.

e Requiredtostand upto 95% of the work day

e Must be able tointeract with children onthe playground or in classroom, i.e. run, jump, dance, physical exercise, etc.
e Must be able tointeract with children, their parents, and ot her teachers on a daily basis.

e Able tophysically and mentally react immediat ely t o unexpected circumst ances.

e Seeks assistance to perform physical demands of the job if necessary, i.e. lif ting or moving heavy weights.

e Must be able to stoop and bend to interact on child’s level.

Detailed Job Description:

e Support and implement philosophies in both the classroom activities and routine conversation.

e Provide each child with opportunities f or individual development

e Provide a positive, loving, and nurt uring environment

e |saware of inappropriate discipline, child abuse, or neglect; whether it occurs at the Center or we suspect it occurs
elsewhere.

e Properly reports any and all incidents of abuse, neglect, or therein to Management.

e Nurture and supervise children.

e Take pride inthe appearance and cleanliness of the Center

Personal Characteristics:

o Displays respect for others, both children and adults (parents, supervisors, and co-workers).

e Able toadapt to ever changing environments, accepts constructive f eedback, and implements appropriat e action.

e Isflexibletothe daily business demands of the Center, including scheduled working hours and room/kitchen
assignment s

Program | mplement ation:

e Understands our educational program and uses the mat erials properly.

e Prepares and f ollows lesson plans and activities appropriate f or the development al st ages of each child. All learning
areas MUST have teacher made materials and hands on activities.

e Assistschildreninarts and craftstoenrich fine motor skills including cutting and pasting.

e Allows children when development ally appropriate to do their own.

e Pans and engages in indoor and out door activities designed to enhance gross mot or skills.

e Tells appropriate stories to children in all age groups.

e Works with children t o develop appropriat e verbal communication skills



Classroom Management/ Organization:

Maint ains a Parent Awareness Board including but not limited to: Lesson plans, daily schedule, “Look What | Did
Today”, notes, field trip inf ormation, attendance lists, allergy lists, and ot her appropriat e inf ormation as required.

Gat hers and prepares suf ficient supplies and equipment in advance for each day’s planned activities.

Decorat es classrooms with appropriate materials

Maint ains classroom that is saf e, neat, CLEAN, attractive, and ready for children.

Personalizes all cots, cribs, cubbies as appropriate

Encourages f amily st yle dining by modeling good manners, eating ONLY Center prepared f ood wit h children, providing a
relaxed at mosphere, encouraging conversations, t eaching by example, and assisting with cutting f ood and f eeding when
necessary.

Provides arest ful at mosphere during rest time, including soot hing, quiet music.

Maint ains cubbies sothat they are clean and free of clutter.

Cleans classroom, out side play areas, and rest rooms; including sweeping, mopping, vacuuming, etc.

Teaches respect for classroom equipment and supplies by encouraging children to help maintain them.

Provides const ant supervision of all children; ensuring that there is never achild left alone or left to be supervised by
anot her child or parent.

Administrative Procedures

Complet es and submits all records as required, including time sheets, attendance records, accident reports, and any
ot her required materials.

Attends all staf f meetings, conf erences, and Center events as scheduled.

Dresses in accordance with t he Center’s appearance policy.

Supports all policies and procedures as stated in the Employee Handbook, and of ficial memos.

Safety and Sanitary Procedures:

Checks diapers of children not toilet trained and lifts and carries children t o changing t ables to change diapers.
Assists and instruct s children in personal hygiene; such as toileting, f ace and hand washing, etc.

Cleans and sanitizes cribs, mats, and/ or cots, toys, and cubbies.

Ensures that all children can be seen at all times during resting hours, i.e. NO COVERI NG heads wit h sheet / blankets!

Additional Responsibilities

Ask for help and assist ance when needed

Maint ain positive and supportive business, licensing, regulat ory relationships

Work in harmony wit h other Center staff and show ent husiasm t oward your job

Handle bot h routine and dif ficult situations with a calm response

Participates in and cooperat es wit h group decisions, is a t eam player.

I nforms parents of their child’s progress and is available to meet with parents during appropriat e times.

Provides ongoing positive customer service to ALL parents at ALL times.

Encourages children t o seek assist ance and shows trust and confidence in them.

Other duties as needed. These may include, but are not limited to: washing dishes, taking out trash, covering f or
ot her staf f, answering the phone and t aking messages, cleaning out storage closets, etc.

, have read, and | understand my job description here at TLC

Development Centers.

Employee Signature Date:

Director Signature Date:




Job Description
Assistant Teacher

Hours: 5- 8 hours per day

Education/ Experience Requirements:

e Meet all state licensing minimum age and education requirements f or working in child care

e Holds a High School Diploma or equivalent

e |sappropriately qualified for the assigned age group t hrough education, training, experience, and/ or personal qualities
according to the state licensing requirements

e Maintains the State | n-Service requirements (CYFD 22.2.2)

e Must have complet ed 45 hour class or equivalent

e Must have and maintain 1% Aid, CPR, and Blood Born Pat hogens Training

Physical Demands:

o Will frequently lift or move average weight; as in lifting, carrying, and holding inf ants and children

e | f necessary you may be required t o change soiled clot hing, and diapers for those children in your classroom

o  Will occasionally lift or move average weight in awkward or dif ficult positions

e Requiredtostand upto 95% of the work day

e Must be able tointeract with children onthe playground or in classroom, i.e. run, jump, dance, physical exercise, etc
e Must be able to prof essionally interact with children, their parents, and other teachers on a daily basis

e Able to physically and mentally react immediat ely t o unexpected circumst ances

e Seeks assistance to perform physical demands of the job if necessary, i.e. lifting or moving heavy weights

e Must be able to stoop and bend to interact on child’s level

Detailed Job Description:

e Responsible for the Direct Care of Children

e Support and implement philosophies in t he classroom activities, routine conversation, and curriculum

e Interact, play with children

e Provide each child with opportunities f or individual development

e Keep children neat & clean in appearance.

e Assist in Family Style Dinning

e Responsible for name to f ace sheets

e Responsible for food count sheets

e Talk and sing with children

e Provide a positive, loving, and nurturing environment

e |saware of inappropriate discipline, child abuse, or neglect; whether it occurs at the Center or we suspect it occurs
elsewhere

e Maintain room environments, as well as t he cleanliness of the rooms

e Properly reports any and all incidents of abuse, neglect, or therein to Management

e Nurture and supervise children

e Take pride inthe appearance and cleanliness of the Center

e Responsible for knowing and maint aining your Ratio

e Must send Daily f orms home of what activities, the children do and what they are eating

e Must fill out acommunication sheet with necessary information for the night staf f

e Will stay inroom at all times, will not be switching rooms

e Must model appropriate behavior

Personal Characteristics:

o Displays respect for others, both children and adult s (parents, supervisors, and co-workers).



Able to adapt to ever changing environments, accepts constructive f eedback, and implements appropriate action.
I s flexible to the daily business demands of the Center, including scheduled working hours and room/ kit chen
assignment s

Program | mplement ation:

Underst ands our educational program and uses the materials properly.

Prepares and f ollows lesson plans and activities appropriate f or the development al st ages of each child. All learning
areas MUST have teacher made materials and hands on activities.

Assists childreninarts and crafts to enrich fine motor skills including cutting and pasting.

Allows children when development ally appropriate to do t heir own.

Plans and engages in indoor and out door activities designed t o enhance gross motor skills.

Tells appropriate stories to children in all age groups.

Works wit h children t o develop appropriat e verbal communicat ion skills

Classroom Management/ Organization:

Maint ains a Parent Awareness Board including but not limited to: Lesson plans, daily schedule, “Look What | Did
Today”, notes, field trip inf ormation, attendance lists, allergy lists, and other appropriate inf ormation as required.

Gat hers and prepares suf ficient supplies and equipment in advance for each day’s planned activities.

Decorat es classrooms with appropriate materials

Maint ains classroom that is saf e, neat, CLEAN, attractive, and ready for children.

Personalizes all cots, cribs, cubbies as appropriate

Encourages f amily st yle dining by modeling good manners, eating ONLY Center prepared f ood wit h children, providing a
relaxed at mosphere, encouraging conversations, t eaching by example, and assisting with cutting f ood and f eeding when
necessary.

Provides arestful at mosphere during rest time, including soot hing, quiet music.

Maint ains cubbies sothat they are clean and free of clutter.

Cleans classroom, out side play areas, and rest rooms; including sweeping, mopping, vacuuming, etc.

Teaches respect for classroom equipment and supplies by encouraging children to help maintain them.

Provides const ant supervision of all children; ensuring that there is never achild left alone or left to be supervised by
anot her child or parent.

Administrative Procedures

Complet es and submits all records as required, including time sheets, attendance records, accident reports, and any
ot her required materials.

Attends all staf f meetings, conferences, and Center events as scheduled.

Dresses in accordance with t he Center’s appearance policy.

Supports all policies and procedures as stated in the Employee Handbook, and of ficial memos.

Safety and Sanitary Procedures:

Checks diapers of children not toilet trained and lifts and carries children t o changing t ables to change diapers.
Assists and instruct s children in personal hygiene such as toileting, f ace and hand washing, etc.

Cleans and sanitizes cribs, mats, and/ or cots, toys, and cubbies.

Ensures that all children can be seen at all times during resting hours, i.e. NO COVERI NG heads wit h sheet / blanket s!

Additional Responsibilities

Ask for help and assist ance when needed

Maint ain positive and supportive business, licensing, regulat ory relationships
Work in harmony wit h other Center staff and show ent husiasm t oward your job
Handle bot h routine and dif ficult situations with a calm response

Participates in and cooperat es wit h group decisions, is a t eam player.



e Informs parents of their child’s progress and is available to meet with parents during appropriat e times.

e Provides ongoing positive customer service to ALL parents at ALL times.

e Encourages children to seek assist ance and shows trust and confidence in them.

e Other duties as needed. These may include, but are not limited to: washing dishes, t aking out trash, covering for
ot her staf f, answering the phone and t aking messages, cleaning out storage closets, etc.

I, , have read, and | understand my job description here at Building Blocks
Learning Center.

Employee Signature Date: ___

Director Signature Date: __




Job Description
Director/ Co- Director/ Administrator/ Group Supervisor
Hours: 8-10 hours per day

Education/ Experience Requirements:

e Meet all state licensing minimum age and educat ion requirement s

e Holds a High School Diploma or equivalent

e Maintainsthe State | n-Service requirements (CYFD 22.2.2)

e Must have completed 45 hour class or equivalent

o Complete knowledge of all State Licensing Requirements and Regulat ions.
e Complete knowledge of CACFP requirements.

Physical Demands:

o Will frequently lift or move average weight; as in lifting, carrying, and holding inf ants and children.

e  Will occasionally lift or move average weight in awkward or dif ficult positions.

e Required tostand up to 75% of the work day

e Must be abletointeract with children, their parents, and the t eachers on a daily basis.

e Provide assistance as needed

e Monitor teacherstoensure they are performing all job duties correctly, following all state regulations, and
conforming to all center policies and procedures.

o Meet the emotional, social, cognitive, and physical needs of the children, their parents, and the staff.

e Encourage assistantsto contribute to curriculum planning

e Coordinate field trips

Detailed Job Description:

e Support and implement philosophies in bot h t he classroom activities and routine conversation.

e Provide each child and teacher with opportunity f or individual development

e Provide a positive, loving, and nurt uring environment

e |saware of inappropriate discipline, child abuse, or neglect; whet her it occurs at the Center or we suspect
it occurs elsewhere.

e Properly reports any and all incident s of abuse, neglect, or thereinto CYFD

e Curriculum planning and implement at ion

e Hiring teaching staf f, administrative support staf f, operational support staff, and substitute staff, and
maint aining an appropriat e payroll.

e Performall administrative duties required by Stat e Licensing, and CACFP.

¢ Financial Management, and Food Management —Ensuring that costs do not exceed income.

e Enrollment retention

e Marketing

e Developing and maint aining an ef f ective organization

e Developing and maint aining an ef f ective communication system

e  Community relations

o Legal knowledge inthe areas of center management and operation



Personal Characteristics:

e Computer literate

e Able to multitask

e Able to quickly respond t o and assess any arising situation

e Maintain confidentiality

e Prepare mont hly plan charts

e Hold mont hly staff meetings

e Hold or organize mont hly trainings for teachers

e Able toadapt to ever changing environments, accepts const ructive f eedback, and implement s appropriate
action.

e |sflexible tothe daily business demands of the Center, including scheduled working hours and
room/ kit chen assignment s

Additional Responsibilities

e Ask for help and assistance when needed

e Maintain positive and supportive business, licensing, regulat ory relationships

e Work in harmony with other Center staff and show ent husiasm toward your job
e Handle both routine and dif ficult situations with a calm response

o Establish and maintain rapport with teachers and parents.

I, , have read, and | understand my job description here at
Building Blocks Learning Centert.

Employee Signature Date:

Supervisor Signature Date:




Job Description
Cook

e Tounderstand and follow all New Mexico State regulations

e Tofollow all sanitary procedures

e Toensurethe safety of all children and personnel

e Tofollowthe Menu AND stated portions

e Tofollowthe scheduled meal times

e Toensurethat HOT, nutritious meals are served to each classroom

e Toensurethat all children and staff have had enough to eat at each meal
service.

e Tobe familiar with and ADHERE to USDA Dietary Guidelines

e Tofill out menu production records at each meal service

e Tokeepthe kitchen and dining areas up t o code in cleanliness and
sanitization at ALL times.

e Toattend regular CACFPtrainings.

e Toattend food preparation workshops at least once per year.

e Comply with center infection control guidelines and procedures.

e Tounderstand and follow all company policies and procedures.

I, , have read, and | understand my job
description here at Building Blocks Lear ning.
Employee Signat ure Date: ____

Director Signature Date:




St at e Regulations

Also available on our website!
www.t lcdevelopment cent er s.org



http://www.tlcdevelopmentcenters.org

