
Building Blocks Lear ning  

 
 CENTER 

 

 
EMPLOYEE HANDBOOK 

Qualit y childcar e f or  all ages! 

6 weeks t o 12 year s old 

Open 6 AM t o 6:30 PM M-F 

301 W Reinken Ave 

505-864-6131 

 

 

 



ORGANI ZATI ONAL CHART 
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Updat ed or  r evised inf or mat ion is always available on our  websit e!  www.t lcdevelopment cent er s.or g 

Mission St at ement  

Our  mission at  Building Blocks LC is t o pr ovide high qualit y child car e, incor por at ing t he best  r esear ch 

and knowledge of  child development  and healt h educat ion.  I t  is also our  mission t o suppor t  par ent s by 

pr oviding t heir  childr en wit h a loving, nur t ur ing envir onment ; by being accessible t o discuss t heir  

childr en’s needs; and by of f er ing t hese ser vices at  r easonable pr ices.  The cent er ’s goals ar e f or  t he 

childr en ser ved by t he cent er  ar e t o develop nor mally, t o exhibit  healt hy social, emot ional, and physical 

gr owt h and development ; f or  t he par ent s t o f eel conf ident  t hat  t heir  childr en ar e being car ed f or  in t he 

best  possible manner , t o pr omot e t he nat ur al bonding and f r iendship among young siblings; t o pr epar e 

childr en emot ionally, socially, and scholast ically f or  Kinder gar t en, t o f ind t he cent er  per sonnel open and 

easy t o communicat e wit h, and t o be sat isf ied wit h t he cost  and qualit y of  car e t heir  childr en r eceive.  

 

The Cent er ’s obj ect ives ar e as f ollows: 

 

 To car ef ully scr een pot ent ial employees and t o t r ain employees t hor oughly in good child 

development  and healt h and saf et y pr act ices. 

 To st af f  t he cent er  so t hat  each child will r eceive maximum at t ent ion. 

 To develop a policy of  f r equent  par ent  conf er ences, newslet t er s, and ot her  means of  

communicat ion. 

 To inst r uct  t eacher s t o always welcome par ent  quest ions and comment s cheer f ully – t o give 

ser ious at t ent ion t o each comment , and t o t r y t o addr ess each comment  pr ompt ly. 

 To develop a budget  t hat  r ef lect s pr udent  expendit ur es and accur at e f or ecast s of  income and t o 

place a pr ior it y on car ef ul f inancial management . 

 

 

The Cent er ’s goals ar e: 

 

 To see t hat  ever y child is f ed a well balanced diet  – and t hen some.  Childr en will be f ed when 

t hey ar e hungr y.  We will never  f or ce a child t o eat  when t hey ar e not  hungr y.  Doing so can 

develop int o lif e long bad eat ing habit s.   

http://www.tlcdevelopmentcenters.org


 Childr en must  f eel unique and be allowed t o expr ess t heir  f eelings openly whet her  it  be anger , 

sadness, j oy, or  any ot her  emot ions.  

 When t hey ar e hur t , t hey will r eceive hugs and sympat hy.  We will never  t ell a child t hey ar en’t  

hur t . 

 Each child is a ver y special human being.  A Miracle.  The most  impor t ant  child in t he wor ld t o 

t heir  par ent s and f amily, and t hey will be t r eat ed as such her e. 

 

Our Mot t o:  “For  Qualit y Car e When You Can’t  Be Ther e” 

 

We ar e gr owing wit h your  childr en f r om a new cent er  t o t heir  home away f r om home.  They ar e 

t eaching us new t hings ever y day!  Thank you! 

 

Philosophy St at ement  

 

We believe t hat  ever y child can accomplish any t hing t hat  any ot her  human has ever  accomplished.  Ever y 

child is a blank slat e, and we aspir e t o f ill t hat  slat e wit h t he knowledge and social skills t hat  will help 

t hem t o achieve t heir  goals in lif e.  Our  childr en will lear n social, emot ional, and cognit ive skills t hr ough 

play and gr oup act ivit ies.  They will have many choices dur ing t he day t o do act ivit ies t hat  best  f it  t heir  

needs and int er est s on an individual basis.  Our  car e giver s use t he shadowing appr oach t o guidance by 

t r ying t o guide t he child’s choices r at her  t han f or ce choices upon t he child.  Our  pr eschool r ooms ar e 

divided int o cent er s such as libr ar y, home living, ar t  cent er , block cent er , and cir cle t ime.  We have an 

ar ea f or  dr amat ic play and a science ar ea.  The dif f er ent  ar eas wit hin t he classr ooms pr omot e a var iet y 

of  int er est s f or  childr en t o choose f r om t hr oughout  t he day.  The cent er s pr omot e social and emot ional 

development , cognit ive lear ning skills, and gr oss and f ine mot or  skills development .  

 

At  BBLC we educat e t he whole child.  That  means t hat  we consider  ever y child a unique individual; 

socially, emot ionally, cult ur ally, physically, and int ellect ually.  Each t eacher  is r esponsible f or  

individualizing t heir  planning in or der  t o pr omot e t he unique gr owt h of  each child. 

 

Curriculum St at ement  

Our  cur r iculum: 

 

 Fost er s a knowledge and appr eciat ion of  a var iet y of  cult ur es t hr ough t he r espect f ul int r oduct ion 

of  ar t , music, f oods, clot hing, lit er at ur e, and cust oms.   

 Ref lect s t he plur alist ic nat ur e of  New Mexican societ y. 

 I nvolves childr en in lear ning exper iences wit hin t he communit y 

 Bases daily act ivit ies on t he cont inuous obser vat ion, guidance, and assessment  of  individual 

childr en and t heir  int er act ions wit h ot her s. 

 Encour ages childr en t o act ively engage in a var iet y of  development ally appr opr iat e exper iences 

which will : 

1. Fost er  each child’s posit ive self -concept  

2. Respect  cult ur al diver sit y of  t hemselves and ot her s 

3. Enhance social skills 

4. Nur t ur e communicat ion and language development  

5. St imulat e cr eat ive expr ession 



6. Ext end each child’s capacit y f or  t hinking, r easoning, quest ioning, and exper iment ing. 

7. Pr ovide sound healt h, saf et y, and nut r it ional pr act ices. 

8. Develop physical compet ence and coor dinat ion. 

9. Fost er  each child’s development  of  self -cont r ol. 

10. Fost er  in childr en a r espect  f or  t he nat ur al envir onment  and encour age envir onment ally 

sound pr incipals. 

 

 Recognizes t he impor t ance of  sensor y exper iences in ear ly development  

 Uses car e giving as an oppor t unit y t o deepen r elat ionships wit h inf ant s; and suppor t s t heir  

development  t hr ough sensit ivit y t o t he child while per f or ming r out ine t asks. 

 Recognizes and at t ends t o t he individual r hyt hms of  each child 

 At t ends t o t he af f ect ive needs of  t hose pr esent  

 Pr ovides a pr edict able daily r out ing t o inst ill a sense of  secur it y, which f lexibly allows f or  individual 

pr ef er ences and independent  choices.  Each day will incor por at e a balance of : 

1. indoor  and out door  play 

2. Quiet  and act ive t imes 

3. Lar ge gr oup and small gr oup, as well as individual, act ivit ies 

4. Act ivit ies using bot h lar ge and small muscles 

5. Child init iat ed act ivit ies as well as adult  init iat ed act ivit ies. 

 

 Act ivit ies pr ovide lear ning oppor t unit ies t hr ough: 

1. The many t ypes of  play 

2. Familiar  day-t o-day r out ines 

3. Oppor t unit ies f or  social int er act ion wit h peer s and adult s 

4. Oppor t unit ies which ar e challenging bot h physically and int ellect ually. 

5. Tr ansit ions t imes. 

 

 Ensur es t hat  t he daily plan is designed t o encour age posit ive behavior s 

 Respect s t he child’s f ir st  language and encour ages it  as much as possible. 

 Displays childr en’s cr eat ions. 

 Pr ovides oppor t unit ies f or  spont aneous play each day. 

 Encour ages childr en t o asser t  t heir  r ight s in socially accept able ways 

 Nur t ur es childr en’s under st anding and r espect  of  t he r ight s of  ot her s. 

 Develops and f acilit at es policies of  guiding childr en’s behavior . 

 

Job Descript ions 

  

All employees must  meet  all t he r equir ement s set  f or t h in t he j ob descr ipt ion f or  t heir  

individual j obs. 

 

J ob t it les include t he f ollowing:  

 Dir ect or  

 Co-Dir ect or  

 Administ r at or  

 Teacher  



 Assist ant  Teacher  

 Maint enance 

 Cook 

Please see t he back of  t his book f or det ailed descript ions of  each job t it le. 

You may have ot her jobs which can f ollow t his same f ormat .  

 

Compensat ion /  Benef it s Philosophy St at ement  

 

Our  cent er  philosophy is t o compensat e our  employees on t heir  per f or mance in t he classr oom and 

f ur t her  educat ion t hr ough wor kshops as well as college cour ses.  We want  t o challenge and mot ivat e our  

employees t hr ough pr oviding advancement  wit hin t he cent er  as well as per sonal gr owt h t hr ough of f er ing 

classes and wor kshops.  I t  is our  goal t o have a qualit y st af f , and a qualit y pr ogr am f or  t he childr en in 

t his cent er .  We believe each employee is a valuable asset , and impor t ant  t o t he childr en’s lives, t he 

cent er , and t he communit y.  Our  compensat ion philosophy is designed t o r ef lect  t he impor t ance of  our  

st af f , childr en, and t he communit y in which we all live. 

 

I t  is t he philosophy of  our Board of  Direct ors t hat :  

 

1. Our  compensat ion will be consist ent ly administ er ed t hr oughout  our  or ganizat ion. 

2. The employee compensat ion will r ef lect  t he value of  each employee and t he posit ion t hey hold. 

3. Our  pay scale will be accor ding t o wor k et hic, j ob per f or mance, and pr of essional development . 

4. We will pr ovide on-going t r ainings and wor kshops f or  our  employees so t hey will cont inue t o meet  

NM St at e Licensing Depar t ment  Regulat ions, as well as benef it ing t hemselves, and t he childr en 

t hey car e f or . 

 

Ot her  employee benef it s apply t o per sons t hat  have been employed f or  mor e t han one year .  Pr of essional 

in-ser vice days will be scheduled t wo weeks in advance, and ar e mandat or y.  Employees will r eceive t heir  

r egular  hour ly r at e f or  at t ending t hese wor kshops.  However , individuals who ar e not  eligible f or  

employment  under  t he cur r ent  licensing r ules and r egulat ions must  be sur e t o complet e t heir  educat ion 

wit hin six mont hs of  their date of  hire at  their own expense.   

 

Br eaks: 

 

 10 min br eak ever y 2.5 hour s wor ked 

 One half  hour  lunch br eak f or  ever y six hour s wor ked 

 ALL EMPLOYEES MUST CLOCK OUT FOR EVERY BREAK 

 

Holidays and Vacat ion pay: 

 

Af t er  one consecut ive year  of  employment  and complet ion of  24 hour  of  cont inuing educat ion, 

employees ar e ent it led t o one week of  paid vacat ion, and paid holidays.  Employees ar e eligible f or  

t wo weeks vacat ion when Building Blocks LC ar e at  St ar  Level 2 and t hey have been employed f or  t wo 

consecut ive year s, and all above r equir ement s have been met .  A ‘week’ is based on your  aver age 

hour s wor ked dur ing t he year  pr ior  t o ear ning your  vacat ion hour s.  Employees who have not  

complet ed t heir  24 hour s of  t r aining BEFORE t heir  anniver sar y dat e will not  r eceive vacat ion or  



holiday pay unt il t heir  NEXT anniver sar y dat e (48 t ot al t r aining hour s must  be complet ed by t his 

t ime). 

   

Our  scheduled Closings ar e as f ollows: 

 New Year ’s Day, or  t he closest  weekday (New Year s Eve we will close at  6:00 pm) 

 Memor ial Day 

 J uly 4 t h & 5 t h - I ndependence Day, or  closest  weekday 

 Labor  Day 

 Thanksgiving Weekend (Thur sday, Fr iday, Sat ur day, and Sunday)  

 Chr ist mas Eve and Chr ist mas Day, or  closest  weekday 

 Occasional Sat ur days f or  in ser vice t r aining. 

 

*Employees eligible f or  holiday pay will r eceive only one paid day per  closing. 

 

*Employees who ar e not  r egular ly scheduled f or  t he day t he holiday f alls on will NOT 

r eceive pay f or  t hat  day.  Employees who ‘call in sick’ t he day bef or e or  t he day af t er  t he 

holiday, will NOT r eceive holiday pay. 

 

Mont hly in-ser vice days and ot her  meet ings will be post ed in t he employee lounge as needed. 

 

St andards of  Conduct  

 

Cour t esy, honest y, and a pleasant  demeanor  ar e impor t ant  at  all t imes.  Your  act ions help t o det er mine 

t he r eput at ion of  t he business.  All Building Blocks Lear ningCent er  employees ar e employees at  will, and 

as such ar e f r ee t o r esign at  any t ime wit h or  wit hout  not ice or  r eason.  Building Blocks Lear ning Cent er , 

likewise, r et ains t he r ight  t o t er minat e employment  at  any t ime wit hout  r eason or  not ice.  This policy 

may not  be changed by anyone.  The f ollowing ar e examples of  policy violat ions t hat  may r esult  in 

disciplinar y act ion such as ver bal r epr imand, suspension wit hout  pay, or  immediat e dischar ge: 

 

 Failur e t o f ollow Building Blocks Lear ning Cent er ’s St andar ds of  Conduct  

 Sexual, r acial, or  ot her  unlawf ul har assment  of  anot her  per son. 

 Leaving childr en unat t ended 

 Negligence or  car elessness in car ing f or  childr en 

 I nappr opr iat e discipline of  a child, including isolat ion, ver bal abuse, spanking, pulling hair , or  any 

ot her  r ough or  inappr opr iat e handling or  inappr opr iat e use of  r est r aint .  Ref er  t o our  discipline 

policy. 

 ANY act  t hat  endanger s t he childr en 

 Allowing per sonal visit or s t o have cont act  wit h t he childr en 

 Consuming or  being under  t he inf luence of  alcohol or  dr ugs while wor king, or  on Company business, 

or  r epor t ing t o wor k under  t he inf luence of  such subst ances. 

 Fight ing or  assault  on a co-wor ker  or  any ot her  per son on Company pr emises.  This includes t hings 

such as yelling or  t hr owing r ocks f r om t he par king lot , or  any such behavior .   

 Reckless conduct  which t hr eat ens t he lif e, saf et y or  healt h of  cust omer s or  employees including 

act ual or  THREATENED violence t owar d ANYONE. 

 Thr eat ening, har assing, or  int imidat ing cust omer s, guest s, co-wor ker , or  childr en. 



 I nsubor dinat ion (r ef using t o f ollow a manager ’s dir ect ions) or  ot her  disr espect f ul conduct  when 

dealing wit h management  or  per sonnel designee. 

 I llegal conduct  on Cent er  pr oper t y 

 Possession of  f ir ear ms, weapons, illegal dr ugs, or  chemicals on Building Blocks Lear ning Cent er  

pr emises. 

 Unaut hor ized r emoval or  use of  equipment , supplies, f ood, Building Blocks Lear ning Cent er  

pr oper t y or  any ot her  mat er ials. 

 Falsif ying f or ms, r ecor ds, r epor t s, t ime sheet s or  t ime car ds, employment  applicat ion f or ms or  

ot her  inf or mat ion. 

 Falsif ying t ime r ecor ds in any manner , including clocking in/ out  f or  anot her  employee or  having 

anot her  employee clock in/ out  f or  you. 

 Willf ul abuse of  Building Blocks Lear ning Cent er ’s building, equipment , or  ot her  pr oper t y 

 Violat ing saf et y or  healt h r ules. 

 Sleeping while on dut y 

 Excessive t ar diness or  absent eeism. 

 Conduct  t hat  causes r epeat ed cust omer  complaint s. 

 Smoking on pr emises 

 Ref usal t o conf or m t o dr ess code st andar ds. 

 Unexcused absence f or  mor e t han 3 consecut ive wor king days (volunt ar y r esignat ion) 

 Fr equent  or  mult iple document ed ‘wr it e-ups’. 

 

 

The above list  is not  all- inclusive and should not  be const r ued as r epr esent ing all causes f or  disciplinar y 

act ion.  When necessar y, Building Blocks Lear ning Cent er  shall est ablish addit ional policies and manager s 

may set  up specif ic r ules t o gover n employee act ions when deemed necessar y by business needs. 

 

Smoking: 

 Smoking is not  per mit t ed under  any cir cumst ances in t he building or  on any playgr ound ar ea, or  on 

company pr oper t y.  This includes t he par king lot .  Smoking is also NEVER per mit t ed in t he daycar e 

vehicles. 

Telephone Calls: 

 Telephones ar e a vit al par t  of  our  company since our  par ent s must  always be able t o r each us.  As 

a Building Blocks Lear ning Cent er  employee, it  is impor t ant  t hat  you always use car e and cour t esy in 

handling phone calls.  Your  per sonal t elephone calls, wit h t he except ion of  emer gency t elephone 

calls, should be limit ed t o your  br eaks and meal per iods.  We r eser ve t he r ight  t o ver if y emer gency 

phone calls.  Fr iends and r elat ives should be asked NOT t o call you dur ing wor king hour s.  You may 

NOT make per sonal long dist ance phone calls.  I n addit ion, please keep your  cell phone use t o a 

minimum dur ing wor king hour s.  You ar e her e t o wor k, not  t o chat  on t he phone wit h your  

f r iends.  I f  phone usage is abused, you will be subj ect  t o disciplinar y act ion.   

 

Meal t imes: 

 To pr omot e f amily st yle dining, it  is impor t ant  t hat  you sit  at  t he t able wit h t he childr en and j oin 

t hem in t heir  meal t ime.  I f  you pr ef er  t o eat  any f ood ot her  t han what  t he childr en ar e eat ing, t hen you 

must  clock out , and do so in t he br eak r oom.  You ar e never  t o have non CACFP accr edit ed f oods in 



your  classr oom, unless it  is f or  a special occasion such as a child’s bir t hday par t y, in which all 

childr en par t aking have par ent al per mission. 

 

Dress Code 

What  we wear  t o wor k is a r ef lect ion of  t he pr ide we have in our selves and in t he Cent er .  I t  is 

impor t ant  f or  all employees t o pr esent  a pr of essional appear ance.  I n or der  t o pr ovide unif or mit y, as well 

as individualit y, Building Building Blocks LC r equir es all employees t o wear  “scr ubs” of  any st yle.  Scr ub 

t ops and pant s ar e available at  a var iet y of  r et ail locat ions, and in a var iet y of  st yles.  We encour age you 

t o have f un wit h your  unif or m and t ake advant age of  t he many pr int s available t hat  t he childr en would 

like.  When r epor t ing f or  wor k, you ar e r equir ed t o be dr essed in appr opr iat e at t ir e in good r epair .   

 

 

St andard Procedures 

 

I n case of  an accident  or  emer gency involving a child, par ent s, or  st af f  member s: 

 

1. Assess t he nat ur e of  t he accident  or  inj ur y 

2. Call 911 if  r equir ed 

3. Administ er  f ir st  aid if  r equir ed 

4. Cont act  child’s par ent  or  emer gency cont act  

5. Not if y Cent er  dir ect or  

6. Fill our  inj ur y/  accident  r epor t  

7. I f  accident  r equir es any out side assist ance, t he accident  must  be r epor t ed t o CYFD 

 

Pr ocedur es f or  childr en not  being picked up by Cent er  closing t ime: 

 

1. At t empt  t o cont act  par ent s 

2. I f  par ent s ar e not  available, t r y emer gency cont act s 

3. Leave messages and wait  15 minut es f or  r esponses. 

4. Tr y all cont act s again af t er  15 minut es. 

5. I f  unable t o r each anyone af t er  45 minut es, cont act  police non-emer gency #  242-2677, f ill out  

incident  f or m, and cont act  dir ect or . 

 

Pr ocedur es f or  admission of  childr en: 

 

1. Child must  have cur r ent  shot  r ecor ds wit h all immunizat ions up t o dat e 

2. Par ent  or  guar dian must  complet e EVERY line on enr ollment  f or m. 

3. Par ent  or  guar dian must  complet e EVERY line on income eligibilit y f or m. 

4. Par ent  or  guar dian must  be pr ovided wit h a par ent  handbook, and sign t he f or m saying t hat  t hey 

r eceived it .  This f or m goes in t he child’s f ile. 

 

Pr ocedur es f or  dischar ging childr en: 

 

1. Check t o make sur e t hey do not  owe a balance t o t he Cent er . 

2. I f  t hey do, collect  t he balance due. 



3. Ent er  dat e of  disenr ollment  in t heir  f ile, in t he comput er , and on t heir  I EA. 

4. I f  t he f amily has a CYFD cont r act , not if y t heir  case wor ker .  I f  t hey did not  pay t he balance due, 

not if y t he case wor ker  of  t hat  as well. 

 

Tr anspor t at ion pr ocedur es: 

 

1. ALL childr en must  be logged ont o your  r ost er  f or  each t r anspor t . 

2. Ensur es t hat  all childr en under  5 year s of  age or  under  40 pounds ar e in an appr oved boost er  

saf et y seat  

3. Ensur es t hat  all childr en, r egar dless of  age or  weight , ar e in a seat  wit h t he seat  belt  f ast ened 

bef or e t he vehicle begins moving 

4. Ensur es t hat  all childr en ar e checked of f  on your  r ost er  upon exit ing t he vehicle – EACH CHI LD – 

EACH TRANSPORT. 

5. Dr iver s will physically check t he int er ior  of  t he vehicle f or  compliance, debr is, and ensur ing t hat  

all per sons have exit ed t he vehicle.  Only af t er  ensur ing compliance, is t he dr iver  t o pr oceed t o 

br ing childr en int o t he building. 

6. Ensur es t hat  all childr en ar e accompanied int o t heir  CLASSROOM and t hat  r ost er s ar e t ur ned in 

t o Classr oom t eacher s af t er  each t r anspor t .  

7. Classr oom t eacher s will t hen do r oll call – name t o f ace – f r om t he van r ost er  and check in all 

childr en on t he cur r ent  classr oom r ost er  which is t o be t ur ned in t o t he of f ice. 

8. Of f ice per sonnel will clock childr en int o Pr oCar e based on t he classr oom r ost er . 

9. I n t he event  a child on t he r ost er  is not  pr esent  at  r oll call, f ollow pr ocedur es f or  a missing child. 

 

Pr ocedur es t o f ollow if  a child is f ound missing f r om t he cent er  or  of f  cent er  pr oper t y – such as 

f ield t r ips, bus r uns, et c: 

 

1. Not if y Dir ect or . 

2. Check all r est  r ooms, quiet  ar eas, and vehicles t o ensur e child is act ually missing 

3. I f  needed, call 911.  I f  you ar e on an out ing, check wit h f acilit y secur it y if  applicable. 

4. Not if y par ent  if  a child cannot  be locat ed wit hin 15 minut es. 

 

 

Emer gency Evacuat ion pr ocedur es: 

 

 These ar e post ed in ever y classr oom.  Please f amiliar ize your self  wit h our  pr ocedur es.  

I f  you ar e in t he f r ont  of  t he building and conf r ont ed wit h an int r uder , do your  best  t o get  t he wor d out  

t hat  t her e is an unwant ed par t y in t he building.   I n t he event  of  an int r uder  or  any per sons t hat  may 

cause har m t o childr en, evacuat e all childr en and go as f ar  f r om pr emises as possible.  Call 911 t o r epor t  

t he int r uder  when you get  t o a saf e locat ion. 

 

 

 

 



Emergency Procedures 

 
I n t he event  we have t o evacuat e t he building t he children will be t aken t o 

Our  Lady 0f  Belen Church locat ed at  101-A Nor t h Tent h St r eet .  The 

phone number  t her e is 505-864-8043.  We will not if y par ent s if  t his 

becomes necessar y.  Our  policy is t o ensure t he saf et y of  t he childr en 

at  all t imes.   

 

Local Emergencies 

I n t he event  of  a gas leak or  similar  sit uat ion, wher e we are r equir ed 

t o evacuat e t he ar ea, we will go t o Our  Lady of  Belen Chur ch. 

 

St af f  inst ruct ions f or our Disast er Plan 

 

Childr en wit h special needs will be assigned a specif ic st af f  member .  St af f  inst r uct ions ar e t o t ake child by t he 

hand and guide t hem t o our  saf e ar ea.  They ar e t o keep t he child calm and r eassur ed unt il it  is saf e t o ret ur n t o 

t he classr oom, or  t heir  par ent  ar r ives f or  t hem. 

 

I n t he event  of  a nat ur al disast er , t he f ollowing st eps should be t aken: 

Fir st  and f or emost , discuss wit h your  f amily wher e t o go and what  t o do t o keep t hem saf e so t hat  you will have 

peace of  mind while you ar e t ending t o t he childr en t hat  ar e in your  car e at  t he cent er .  Do t his BEFORE disast er  

st r ikes.  St ay calm.  Tur n on t he NOAA r adio t hat  is in t he kit chen f or  updat es on t he sit uat ion.  Ther e ar e spar e 

bat t er ies in t he drawer  in t he kit chen and in t he of f ice in case of  a power  f ailur e.  I n t he event  t hat  we ar e 

inst r uct ed t o evacuat e t he building, t he radio will t ell us t he nearest  evacuat ion cent er .  Take t he emer gency 

cont act  list  and load t he children calmly int o t he vans and st af f  car s.  Then pr oceed t o t he evacuat ion sit e.  

Depending on t he sever it y of  t he sit uat ion, one st af f  should go t hr ough t he building and lock t he door s and t ur n 

of f  light s.  Do not  leave t he pr emises unless all st af f  and childr en ar e account ed f or .  I f  we ar e inst ruct ed t o 

r emain on sit e, keep all childr en in t he school age r oom away f r om door s and windows unt il help ar r ives.  I f  t he 

sit uat ion could af f ect  t he wat er  supply, I MMEDI ATELY dr ain t he hot  wat er  heat er  int o cont ainer s. 

 

I n t he event  of  a t er ror ist  at t ack, t her e is a panic but t on on t he alar m in t he of f ice.  I f  you cannot  get  t o t hat  

but t on, dial 911.  I f  t he per son is in t he r oom, dial 911 and leave t he connect ion open.  Tr y t o make conver sat ion 

t hat  will help t he 911 dispat cher  know our  locat ion.  Teach your  childr en t o sit  on t he f loor  wit h t heir  knees up and 

hands over  t heir  heads.  They need t o make as small a t ar get  as possible.  Our  code wor d is Chr ist mas.  I f  anyone 

says t hat  word t o you - even in a whisper  - t ake your  childr en t o t he near est  exit  and leave t he building.  I f  you 

can, aler t  t he ot her  classes.  Take t he childr en t o t he designat ed saf e zone.  Always t ake your  emer gency cont act  

list  wit h you if  possible.  Call 911 when you get  t o a saf e locat ion. 

 

 

Training Requirement s 

 

All employees must  complet e t he 45 hour  ear ly childhood educat ion class or  one t hr ee cr edit  cour se in 

child development  wit hin six mont hs of  employment .  This r equir ement  is t o be at  t he expense of  t he 

employee.  All employees must  complet e at  least  24 hour s of  cont inuing educat ion each year .  I t  is YOUR 

r esponsibilit y t o keep your  t r aining logs updat ed and your  cer t if icat es in your  f ile.  Your  f iles will be 

r eviewed semi-annually, and any employee not  meet ing t heir  t r aining r equir ement s may be t er minat ed.   

 



Prof essional Development  

 

I t  is t he int ent ion of  Building Blocks Lear ning Cent er  t o have a well t r ained, r esponsible, car ing st af f .  

Ther ef or e, we have developed t he f ollowing classif icat ion levels t o guide your  pr of essional development : 

 

 Level 1:  At  level 1, you as an employee will r eceive $ 7.50 per  hour .  A level 1 employee has 

not  yet  complet ed t heir  r equir ement s f or  wor king in a St at e Accr edit ed Day Car e Cent er .  These 

include, but  ar e not  limit ed t o:  CPR & Fir st  Aid cer t if icat ion, 45 hour  ent r y level class f or  Child 

Car e Pr ovider s, and Cr iminal Recor ds Clear ance.  A level 1 employee is usually new and needs hour s 

of  t r aining, or ient at ion, and guidance t o f ulf ill t heir  r ole as an assist ant  t eacher  or  car e giver .  

They need const ant  super vision. 

 

 Level 2:  At  level 2, employees r eceive $ 7.50 per  hour .  A level 2 employee has all r equir ed 

t r aining and cer t if icat es.  All employees must  be at  level 2 wit hin 6 mont hs of  t heir  hir e dat e.  A 

level 2 employee, alt hough st ill lear ning, t akes init iat ive t o do t hings on t heir  own and can be 

t r ust ed t o t ake car e of  sit uat ions wit hout  being t old what  t o do or  how t o do it .  A level 2 

employee r equir es lit t le super vision and inst r uct ion f r om a senior  st af f  member . 

 

 Level 3:  At  level 3, employees r eceive $ 7.75 per  hour .  A level 3 employee is one who st ill 

r equir es cont inued inst r uct ion t o per f or m all j ob dut ies.  I f  an employee r emains at  level 3 f or  

mor e t han 12 mont hs, he/  she will be consider ed unemployable by Building Blocks Lear ning Cent er .  

We value our  employees and st r ive t o have our  t eam f unct ion as such. 

 

 Level 4:  At  level 4, employees r eceive $ 8.00 per  hour .  A level 4 employee is self -

mot ivat ed, r equir es ver y lit t le or  no super vision, and asks f or  help or  advice when needed.  They 

per f or m all assigned j ob dut ies wit hout  being const ant ly t old, and of f er  suggest ions on impr oving 

our  cent er .  They meet  t he need of  t he childr en while maint aining a CLEAN envir onment  f r ee 

f r om debr is and hazar ds.  A level 4 employee know t heir  childr en well and meet s t heir  emot ional 

needs.  They t ake car e of  t he equipment  and supplies, know what  is needed and when, and also 

makes sur e t his is communicat ed t o management .  A level 4 employee at t ends all t r ainings and 

keeps t heir  t r aining log up t o dat e.  He/ she is f amiliar  wit h ALL st at e licensing r egulat ions and 

abides by t hem st r ict ly.  He/ she keeps t heir  classr oom or der ly, t he ar eas def ined, and has a 

pr of essional demeanor  and at t ir e.   

 

 Level 5:  At  level 5, employees r eceive $ 8.25 per  hour .  A level 5 employee is ever yt hing 

t hat  a level 4 is, and t hen some!  They ar e commit t ed t o cont inuing t heir  pr of essional 

development , and implement  t heir  knowledge.  They have 2 year s of  Ear ly Childhood exper ience, 

and have ear ned a CDA or  AA f r om an accr edit ed college or  univer sit y.  I n addit ion, t hey assist  in 

t he t r aining of  ot her  employees, encour aging t hem t o r each level 5 st at us.  A level 5 employee is a 

valuable asset  t o our  t eam, and will r eceive annual wage incr eases as long as level 5 is maint ained.  

All employees should st r ive f or  t his level.   

 

A list  of  all classes of f er ed by CNM, and wor kshops of f er ed by Car ino will be post ed in t he 

employee lounge as t hey become available.   

 

You will be r equir ed t o complet e a “Pr of essional Development  Plan”*  each year . 



 

Procedure f or Perf ormance Evaluat ion 

 

Once hir ed, employees will be evaluat ed af t er  30 days, 90 days, 6 mont hs, and t hen annually.  Our  

pr ocedur e f or  employee evaluat ions is t o f ollow t he evaluat ion f or m in your  handbook wit h no pr ej udice 

or  f avor it ism.  Employees will be evaluat ed by a super visor , a r andomly chosen co-wor ker , and a r andomly 

chosen par ent .  The t hr ee will be compar ed by t he Dir ect or  and a summar y will become par t  of  your  

per manent  f ile. 

 

Working Hours 

 

Alt hough ever y ef f or t  will be made t o est ablish a r egular  wor king schedule f or  you, daily hour s may var y 

accor ding t o depar t ment  needs.  St ar t ing and ending t imes can only be modif ied by management  and can 

only be modif ied wit h management ’s appr oval.  Schedule r equest s must  be in by Wednesday at  5:00 pm 

f or  t he f ollowing week if  you have special r equest s. 

 

All employees must  clock in/  out  each t ime you ar r ive f or  wor k, leave f or  meal per iods, at  t he end of  

each day, and f or  any t ime away f r om your  wor k ar ea.  You may not  begin wor k bef or e your  scheduled 

st ar t ing t ime, or  leave wor k bef or e your  scheduled quit t ing t ime, wit hout  appr oval.  I t  is expect ed, 

however , t hat  you ar e r eady t o wor k at  t he st ar t  of  your  shif t .  This means t hat  it  is unaccept able f or  

you t o punch in 2 minut es af t er  t he st ar t  of  your  shif t , t hen use t he r est r oom, t hen chat  wit h co-

wor ker s or  f r iends, t hen st ar t  wor king.  You also may NOT clock in more t han 5 minut es bef ore 

your scheduled shif t ,  or more t han 15 minut es af t er your relief  st af f  member arrives.    

 

No Building Blocks Lear ning Cent er  employee may clock in or  out  f or  anot her  employee.  The f alsif icat ion 

of  t ime r ecor ds f or  anot her  employee, or  f or  your self , is consider ed STEALI NG, and is gr ounds f or  

t er minat ion of  employment . 

 

Pay Period 

 

Building Blocks Lear ning Cent er  obser ves and complies wit h all applicable st at e and f eder al laws 

per t aining t o t he payment  of  wages.  The company oper at es on a semi-mont hly payr oll.  Payday is t he 7 t h 

and 21st  of  ever y mont h.  Should t hese days f all on a weekend, pay will be issued on t he Monday f ollowing 

t he scheduled day. 

 

Payr oll Deduct ions: 

 Ther e ar e t wo t ypes of  deduct ions:  Those r equir ed by law, and t hose aut hor ized by you. 

 Those r equir ed by law include: 

1. Amount  r equir ed f or  income t ax, or  FI T (Feder al I ncome Tax Wit hheld) 

2. Amount  r equir ed f or  Social Secur it y (FI CA) and Medicar e Tax.  Building Blocks Lear ning 

Cent er  pays and amount  equal t o what  you pay. 

3. Gar nishment s or  wage at t achment s.  Employees of  some st at es may be subj ect  t o addit ional 

mandat or y st at e and local payr oll deduct ions.  Please check wit h your  payr oll r epr esent at ive 

f or  f ur t her  inf or mat ion. 

                                                
 Forms are located in the back of your handbook 



Those aut hor ized by you include: 

1. Healt h insur ance pr emiums (above what  Building Blocks Lear ning Cent er  pr ovides) 

2. Dent al insur ance pr emiums (above what  Building Blocks Lear ning Cent er  pr ovides) 

3. Long Ter m Disabilit y I nsur ance pr emiums (above what  Building Blocks Lear ning Cent er  

pr ovides) 

4. Addit ional Lif e insur ance pr emiums (paid by you) 

5. Addit ional accident  insur ance pr emiums (paid by you) 

6. Dir ect  payr oll deposit  t o banks, cr edit  unions, et c. 

7. 401K plan deduct ions 

8. Advances 

9. Miscellaneous deduct ions. 

10. Employee child car e 

 

We r eser ve t he r ight  t o deduct  any and all advances, co-pays, and f ees in f ull f r om your  next  

available paycheck.  Also, any f ees r elat ed t o cr iminal r ecor ds clear ance check, t uit ion, books, 

or  any ot her  expenses paid f or  by Building Blocks Lear ning Cent et  on your  behalf  will be 

deduct ed f r om your  f inal paycheck if  you leave employment  f or  any r eason wit hin one year .   

 

At t endance Policy 

 

You ar e a vit al member  of  our  t eam, and your  r egular  and punct ual at t endance is necessar y so t hat  we 

may pr ovide qualit y car e t o our  childr en.  We under st and t hat  occasionally you may be absent  f r om wor k 

or  lat e in ar r iving f or  wor k.  Ther ef or e, we ar e pr oviding t he f ollowing guidelines f or  you t o f ollow if  you 

will be absent  or  t ar dy: 

 For  unscheduled absences, you must  not if y your  super visor  per sonally in advance of  t he st ar t  of  

your  scheduled shif t .  Leaving wor d wit h anot her  co-wor ker  is NOT accept able.  I t  is also 

r equest ed t hat  you make ever y ef f or t  t o cover  your  shif t  t hr ough anot her  co-wor ker .   

 I f  you ar e going t o be t ar dy, you must  not if y your  super visor  per sonally of  t he expect ed t ime of  

your  ar r ival pr ior  t o t he st ar t  of  your  shif t .  I t  is NOT accept able t o call and say you will be 

t ar dy, t hen NEVER show up t hat  day.  This is gr ounds f or  immediat e t er minat ion. 

 

Building Blocks Lear ning Cent er  r eser ves t he r ight  t o r equir e cer t if icat ion of  illness or  inj ur y by a 

doct or ’s wr it t en st at ement  at  any t ime.  Unexcused absences or  excessive t ar diness may r esult  in 

disciplinar y act ion, up t o and including t er minat ion of  employment .  Thr ee (3) consecut ive scheduled 

wor king days of  unaut hor ized absence is consider ed j ob abandonment  and will be r egar ded as a volunt ar y 

r esignat ion. 

 

Quest ions r egar ding t his policy should be dir ect ed t o management . 

 

Grievance Procedures 

 

Pr ocedur es f or  handling complaint s: 

1. Ref er  ANY and ALL complaint s r egar ding co-wor ker s, par ent s, and childr en t o t he Cent er  

Dir ect or .  DO NOT  r ef er  child complaint s t o t he par ent s bef or e consult ing wit h t he Cent er  

Dir ect or ! 



2. Ref er  any upper  management  complaint s t o I lene. 

 

Ever y ef f or t  should be made t o r esolve complaint s wit hin t he Cent er .  ONLY in t he event  t hat  your  

complaint  is about  upper  management , should you call I lene.   All gr ievances/  complaint s will be 

invest igat ed, and will r emain as conf ident ial as possible.  You will be not if ied as t he invest igat ion 

pr ogr esses. 

 

Resignat ion or Terminat ion Procedures 

 

Building Blocks Lear ning Cent er  employees ar e at  will employees and may be t er minat ed at  t he discr et ion 

of  management .  When pr of essional st andar ds ar e not  met , r ules or  laws violat ed, or  misconduct  occur s, 

cor r ect ive act ion will be t aken immediat ely. 

 

Not ice of  r esignat ion shall be in wr it ing.  I t  may be in t he best  int er est  of  t he Cent er  f or  t he dir ect or  

t o r equest  t hat  a per son who has t ur ned in a r esignat ion, t o leave immediat ely.  We r equest  at  least  a 

t wo week not ice of  r esignat ion.  Ref er  t o t he “Pay Per iod” sect ion f or  deduct ions t hat  may come out  of  

your  f inal pay check. 

 

St at e Licensing 

Employees ar e pr ovided a copy of  CYFD licensing r egulat ions.  They are also post ed in t he employee lounge, and on 

t he Par ent  Boar d locat ed at  t he f r ont  of  t he Cent er .  Should you need an addit ional copy, please ask t he Dir ect or  

or  Administ rat or .   

 

 

Healt h Policies 

I f  you or  your  childr en become ill, you may not  at t end if : 

 Temper at ur e is over  100 degr ees 

 Two or  mor e int est inal dist ur bances (vomit ing or  diar r hea) 

 Any undiagnosed r ash 

 Sor e or  dischar ging eyes, ear s, or  nasal dr ainage 

 Unexplained let har gy 

 Signif icant  r espir at or y dist r ess 

 Unable t o par t icipat e in classr oom act ivit ies. 

 

Medicat ion:  The cent er  will administ er  medicat ion par ent s br ing f or  t heir  childr en.  Medicat ion must  be 

in t he or iginal cont ainer  wit h child’s name and cor r ect  dosage clear ly mar ked.  The par ent  must  sign t he 

appr opr iat e f or m each day f or  medicat ion t o be administ er ed.  St af f  must  f ill in t he f or m wit h t he t ime 

and dosage administ er ed, and t he par ent  or  guar dian must  acknowledge and sign t he f or m when t hey pick 

up t heir  child.  Please r et ur n all complet ed medicat ion f or ms t o t he book.  Medicat ion will be given at  

noon, 4pm, and 8pm.   

 

The guidelines f or  sending a sick child home ar e: 

 Fever  

 Heavy or  excessive coughing 

 Color ed dischar ge f r om eyes or  nost r ils 

 Vomit ing or  diar r hea 



 Any unusual r ash 

Cont act  t he par ent  immediat ely if  you see any of  t he above pr oblems. 

 

Employee I njury: 

Our  pr ogr am r et ains cover age under  t he Wor ker ’s Compensat ion Act . Should you sust ain an inj ur y while 

per f or ming your  j ob, you must  r epor t  t he accident  in f ull det ail t o t he Dir ect or  Pr incipal immediat ely. All 

f or ms must  be submit t ed pr ompt ly and you must  go t o a Doct or  on t he appr oved list , if  you r equir e 

medical car e. 

 

I n t he event  t hat  you ar e inj ur ed on t he j ob, please f ollow t his pr ocedur e: 

 Not if y t he Dir ect or  or  Super visor  immediat ely.   

 Take what ever  medical act ion is necessar y such as calling 911, et c. 

 When you r et ur n t o wor k, please complet e an incident  f or m in case Wor ker ’s  

compensat ion must  be f iled. 

 Pr ovide a healt h car e pr ovider s r elease t o r et ur n t o wor k if  necessar y  

 Even if  you do not  seek medical t r eat ment , complet e and incident  f or m f or  t he f iles. 

 

 

Parent  I nvolvement  

Childr en ar e happy t o have t he exper ience of  t he special people in t heir  lives wor king t oget her  and 

get t ing along wit h each ot her .  This allows childr en t o develop a sense of  secur it y and will allow us t o 

develop closer  r elat ionships wit h t he childr en.  Par ent  – Teacher  conf er ences ar e one t ool we will use t o 

br idge t his bond quicker  and mor e ef f icient ly.  Teacher s ar e also r equir ed t o maint ain a ‘What  I  did 

Today’ message cent er  in t heir  classr ooms.  Any specif ic issues involving par ent s should be br ought  t o 

t he at t ent ion of  t he dir ect or .  Employees should never  be conf r ont at ional, or  r ude t o par ent s. 

 

Harassment  

You have t he r ight  t o wor k in an envir onment  f r ee of  discr iminat ion, which includes f r eedom f r om 

har assment  – whet her  t hat  har assment  is based on sex, age, r ace, color , r eligion, nat ional or igin, physical 

or  ment al disabilit y, mar it al st at us, or  vet er an st at us.  Building Blocks Lear ning Cent er  pr ohibit s and 

condemns employee har assment  in any f or m – by manager s, co-wor ker s, visit or s, or  ot her  business 

cont act s. 

 

Har assment  can occur  in many sit uat ions, but  it  is of t en viewed as a sit uat ion in which an individual in a 

posit ion t o cont r ol, inf luence, or  af f ect  your  employment , compensat ion, pr omot ion, or  j ob assignment  

uses t hat  power  t o coer ce or  punish you.  Har assing conduct  includes, but  is not  limit ed t o, slur s, j okes, 

or  degr ading comment s concer ning sex, age, r ace, r eligion, nat ional or igin, physical or  ment al disabilit y, 

mar it al st at us, or  vet er an st at us; r epeat ed of f ensive sexual f lir t at ion, advances, or  pr oposit ions; any 

uninvit ed physical cont act  or  t ouching such as pat t ing, pinching, or  const ant  br ushing up against  your  

body; cont inual or  r epeat ed abuse of  a sexual nat ur e; gr aphic ver bal comment s about  your  body; and t he 

wor kplace display of  discr iminat or y or  sexually suggest ive obj ect s or  pict ur es.  Such conduct  will r esult  

in disciplinar y act ion up t o and including dismissal of  t he employee who har asses.  Wit h r espect  t o non-

employees, of f ending visit or s, cust omer s, or  ot her  business cont act s will be dealt  wit h appr opr iat ely by 

management .  Please r epor t  all such conduct  t o management .  Do not  at t empt  t o handle t he sit uat ion 

your self . 

 



Sexual har assment  does not  r ef er  t o occasional compliment s of  a socially accept able nat ur e or  welcomed 

social r elat ionships.  Sexual har assment  is out lined in t he EEOC Sexual Discr iminat ion Guidelines and is 

def ined as:  

“Unwelcome sexual advances, r equest s f or  sexual f avor s, and ot her  ver bal or  physical conduct  of  

a sexual nat ur e when; (1) submission t o such conduct  is made eit her  explicit ly or  implicit ly a t erm 

or  condit ion of  an individual’s employment , (2) submission t o or  r ej ect ion of  such conduct  by an 

individual is used as t he basis f or  employment  decisions af f ect ing such individual, or  (3) such 

conduct  t hat  has t he pur pose or  ef f ect  of  subst ant ially int er f er ing wit h an individual’s wor k 

per f or mance or  cr eat ing int imidat ing, host ile, or  of f ensive wor k envir onment .” 

 

I f  you make a har assment  claim, t he Company will conduct  a t hor ough invest igat ion of  your  complaint .  

The aim of  t he invest igat ion will be t o gat her  as many f act s and t o obt ain as much det ail as possible 

about  t he complaint .  You will be int er viewed and asked t o pr ovide det ails about  t he incident (s).  You will 

also be asked t o pr ovide a wr it t en st at ement  about  your  complaint .  We will also int er view wit nesses t o 

t he incident (s), and we will obt ain wr it t en st at ement s f r om t hem.  The alleged har asser  will also be 

int er viewed, and he/ she will be asked t o pr ovide a wr it t en st at ement  about  his/ her  opinion of  t he 

complaint . 

 

Conf ident ialit y 

I t  is our  policy not  t o discuss par ent s, childr en or  f amily sit uat ions in t he pr esence of  childr en or  ot her  

par ent s.  I f  you need t o discuss issues wit h a par ent , please br ing t he par ent  int o t he of f ice or  br eak 

r oom f or  a pr ivat e conver sat ion.  

 

Guidance & Discipline 

 
The pr ogram’s goals ar e t o pr omot e independence, aut onomy, self -est eem, and car ing t oward ot her s and 

t he physical envir onment . 

 

We pr ef er  t o use t he ‘t ime-in’ appr oach t o discipline.  This is r e-dir ect ing t he child’s 

inappr opr iat e behavior  t owar d an accept able f or m.  For  example, if  t he child is 

t hr owing blocks, we would show t hem a ball, and an appr opr iat e manner  and place f or  t hr owing it . 

 

When ‘t ime-in’ is inef f ect ive, we use ‘t ime-out ’ – a quiet , r elaxed, neut r al br eak; a cooling of f  per iod 

f or  t he child t o r egain self -cont r ol.  Tim-out  is only used when a child is losing cont r ol and r ef uses 

r edir ect ion.  For  example:  act ing aggr essively, t hr owing a t ant rum, complet e def iance. 

 

No one is allowed t o spank, hit , bit e, shake, yell at , or  cause any physical or  emot ional har m t o any child while on 

t he Cent er  pr oper t y.  This includes st af f , ot her  childr en, and par ent s. 

 





 

 

 

 

 

 

 

For ms 

 
Also available on our  websit e! 

www.t lcdevelopment cent er s.or g 

http://www.tlcdevelopmentcenters.org




St af f  Evaluat ion Form 

 

Employee Name:_____________________________________     Evaluat ion Period:__________________ 

 

Ranking I nst ruct ions:  For  each of  t he f ollowing areas, give t he employee a scor e of  1-5 t o indicat e how st r ong you 

t hink t he employee’s skill is.  Use t he Comment s sect ion t o discuss all it ems which you rank a 3 or  lower . 

5 – Has mast er ed t his ar ea and could t each ot her s. 

4 – I s st r ong in t his ar ea, but  could impr ove. 

3 – I s average in t his ar ea. 

2 – I s below aver age in t his ar ea and could lear n more about  t his. 

1 – Need help wit h t his t o be mor e ef f ect ive. 

 

General Work Habit s: 

__________  Ar r ives on t ime 

__________  Reliable in at t endance; gives ample not ice f or  absences 

__________  Responsible in j ob dut ies 

__________  Aler t  in healt h and saf et y mat t er s 

__________  Follows t he cent er ’s philosophy 

__________  Open t o new ideas 

__________  Flexible wit h assignment s and schedule 

__________  Comes t o wor k wit h a posit ive at t it ude 

__________  Looks f or  ways t o impr ove t he pr ogram 

__________  Remains calm in a t ense sit uat ion 

__________  Complet es r equir ed wr it t en communicat ions on t ime 

 

Prof essional Development ,  At t it ude,  and Ef f ort s 

__________ Takes j ob ser iously and seeks t o improve skills 

__________  Par t icipat es in workshops, classes, groups 

__________  Shows impr ovement  in ar eas on which t hey have r eceived t r aining 

__________  Uses new inst ruct ional st rat egies 

__________  Reads and discusses inf ormat ional mat er ials 

__________  I s self -r ef lect ive wit h goals f or  ongoing development  

 

At t it ude and Skills wit h Children 

__________  Fr iendly, warm, and af f ect ionat e 

__________  Bends low f or  child level int eract ions 

__________  Uses a modulat ed, appr opr iat e voice 

__________  Knows and shows r espect  f or  individuals 

__________  I s awar e of  development al levels/ changes 

__________  Encourages independence/ self -help 

__________  Pr omot es self -est eem in communicat ions 

__________  Limit s int er vent ions in pr oblem solving 

__________  Avoids st er eot yping and labeling of  children 

__________  Reinf orces posit ive behavior  

__________  Minimal use of  t ime out  

__________  Regular ly r ecor ds obser vat ions of  childr en 

 

Comment s: _____________________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 



At t it ude and Skills wit h Parent s 

__________  Available t o parent s and appr oachable 

__________  List ens and r esponds well t o parent s 

__________  I s t act f ul wit h negat ive inf ormat ion 

__________  Maint ains conf ident ialit y  

__________  Seeks a par t ner ship wit h par ent s 

__________  Regular ly communicat es wit h par ent s 

__________  Conduct s par ent  conf er ences on schedule 

 

At t it ude and Skills wit h Class 

__________  Cr eat es an invit ing lear ning envir onment  

__________  Pr ovides development ally appr opr iat e act ivit ies 

__________  Develops plans f r om obser vat ions and por t f olio ent r ies 

__________  Pr ovides mat er ials f or  all cur r iculum component s 

__________  Pr ovides an appr opr iat e r ole model 

__________  Ant icipat es pr oblems and r edir ect s 

__________  I s f lexible and r esponsive t o child int er est s 

__________  I s pr epar ed f or  day’s act ivit ies 

__________  Handles t r ansit ions well 

 

At t it ude and Skills wit h Co- Workers 

__________  I s f r iendly and r espect f ul wit h ot hers 

__________  St r ives t o assume f air  share of  work 

__________  Of f er s and shar es ideas and mat er ials 

__________  Communicat es dir ect ly and avoids gossip 

__________  Appr oaches cr it icism wit h a learning at t it ude 

__________  Looks f or  ways t o be helpf ul 

__________  Conver sat ions r elat e t o t he childr en and t he wor k at  t he cent er  and not  per sonal inf ormat ion 

__________  Wor ks as a t eam player , complet ing j ob t asks in a t imely manner  

 

Comment s:______________________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

 

 

We have discussed and agreed upon t his evaluat ion.   Dat e:_______________________________ 

 

 

 

 

______________________________________        __________________________________________ 

             Supervisor Signat ure                                          St af f  Signat ure 

 

 

 

 

* Fax t his f orm t o 505-349-4186.  The or iginal is t o be placed in t he employee’s f ile.  A copy may be given t o t he employee. 

 

* Evaluat ion per iods ar e 30 days, 90 days, and 6 mont hs af t er  dat e of  hir e.  Af t er  6 mont hs, evaluat ions ar e t o be per f or med 

each anniversar y dat e.  



Prof essional Development  Plan 

 

Employee Name:_______________________________________     Dat e:__________________________ 

 

St rengt hs as an Early Child Educat or: 

1.  ________________________________________________________________________________

________________________________________________________________________________ 

2.  ________________________________________________________________________________

________________________________________________________________________________ 

 

Areas in need of  growt h or improvement : 

1.  ________________________________________________________________________________

________________________________________________________________________________ 

2.  ________________________________________________________________________________

________________________________________________________________________________ 

 

Prof essional Goals: 

1.  ________________________________________________________________________________ 

2.  ________________________________________________________________________________ 

3.  ________________________________________________________________________________ 

How will I  accomplish t hese goals? I nclude a deadline f or complet ion.  

1. ______________________________________________________________________________

________________________________________________________Dat e:___________________ 

2. ______________________________________________________________________________

________________________________________________________Dat e:___________________ 

3. ______________________________________________________________________________

________________________________________________________Dat e:___________________ 

What  assist ance will I  need f rom my supervisor or director t o accomplish t hese goals? 

1. ______________________________________________________________________________ 

2. ______________________________________________________________________________ 

3. ______________________________________________________________________________ 

 

You are required t o complet e 24 hours of  t raining each year.   Please explain how you will achieve t hese 

t raining hours in each of  t he 7 compet ency areas.   Please describe what  you are int erest ed in learning,  and 

what  classes you will need t o t ake t o become more knowledgeable in your f ield.  

 

1.  Child Growt h,  Development ,  Learning:___________________________________________________ 

2.  Healt h,  Saf et y,  Nut rit ion,  I nf ect ion Cont rol:____________________________________________ 

3.  Family Communit y Collaborat ion:_______________________________________________________ 

4.  Development ally Appropriat e Cont ent :___________________________________________________ 

5.  Learning Environment  & Curriculum I mplement at ion:________________________________________ 

6.  Assessment  of  Children & Programs:____________________________________________________ 

7.  Prof essionalism:____________________________________________________________________ 

 

Ot her comment s:________________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________ 

 

St af f  Signat ure:___________________________ Supervisor Signat ure:____________________________ 

 

Next  Review Dat e:_____________________



 
Building Blocks Learning Center 

 

Personnel & Administrative Action Form 

 

Name:______________________________________________________ 

 

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     

o Probation 

o Suspension 

o Dismissal 

o Other 

 

Corrective Action:_________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

Review Date:_______________ 

 

I have read and understand this action report. 

 

___________________________________________________________   ___________ 

Signature of Employee        Date 

 

 

___________________________________________________________   ___________ 

Signature of Supervisor        Date 

 

 

 



 

 

 

 

 

 

 

 

J ob Descr ipt ions





 
J ob Descr ipt ion 

Head Teacher  

 

Hours:   8 hours per  day 

 

Educat ion/ Experience Requirements:  

 

 Meet  all st at e licensing minimum age and educat ion requirement s f or  working in child care. 

 Holds a High School Diploma or  equivalent  

 I s appropr iat ely qualif ied f or  t he assigned age group t hrough educat ion, t raining, exper ience, and/ or  personal qualit ies 

according t o t he st at e licensing requirement s. 

 Maint ains t he St at e I n-Ser vice requirement s (CYFD 22.2.2) 

 Must  have complet ed 45 hour  class or  equivalent  

 

Physical Demands: 

 

 Will f requent ly lif t  or  move average weight ; as in lif t ing, car rying, and holding, inf ant s and children. 

 Will occasionally lif t  or  move average weight  in awkward or  dif f icult  posit ions. 

 Required t o st and up t o 95% of  t he work day 

 Must  be able t o int eract  wit h children on t he playground or  in classroom, i.e. run, j ump, dance, physical exercise, et c. 

 Must  be able t o int eract  wit h children, t heir  parent s, and ot her  t eachers on a daily basis. 

 Able t o physically and ment ally react  immediat ely t o unexpect ed circumst ances. 

 Seeks assist ance t o per f orm physical demands of  t he j ob if  necessary, i.e. lif t ing or  moving heavy weight s. 

 Must  be able t o st oop and bend t o int eract  on child’s level. 

 

Det ailed Job Descript ion: 

 

 Suppor t  and implement  philosophies in bot h t he classroom act ivit ies and rout ine conversat ion. 

 Provide each child wit h oppor t unit ies f or  individual development  

 Provide a posit ive, loving, and nur t ur ing environment  

 I s aware of  inappropr iat e discipline, child abuse, or  neglect ; whet her  it  occurs at  t he Cent er  or  we suspect  it  occurs 

elsewhere. 

 Proper ly repor t s any and all incident s of  abuse, neglect , or  t herein t o Management . 

 Nur t ure and supervise children. 

 Take pr ide in t he appearance and cleanliness of  t he Cent er  

 

Personal Charact erist ics: 

 

 Displays respect  f or  ot hers, bot h children and adult s (parent s, supervisors, and co-workers). 

 Able t o adapt  t o ever  changing environment s, accept s const ruct ive f eedback, and implement s appropr iat e act ion. 

 I s f lexible t o t he daily business demands of  t he Cent er , including scheduled working hours and room/ kit chen 

assignment s 

 

Program I mplement at ion: 

 

 Underst ands our  educat ional program and uses t he mat er ials proper ly. 

 Prepares and f ollows lesson plans and act ivit ies appropr iat e f or  t he development al st ages of  each child.  All lear ning 

ar eas MUST have t eacher  made mat er ials and hands on act ivit ies. 

 Assist s children in ar t s and craf t s t o enr ich f ine mot or  skills including cut t ing and past ing. 

 Allows children when development ally appropr iat e t o do t heir  own. 

 Plans and engages in indoor  and out door  act ivit ies designed t o enhance gross mot or  skills. 

 Tells appropr iat e st or ies t o children in all age groups. 

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

 

 

 



Classroom Management /  Organizat ion: 

 

 Maint ains a Parent  Awareness Board including but  not  limit ed t o:  Lesson plans, daily schedule, “Look What  I  Did 

Today”, not es, f ield t r ip inf ormat ion, at t endance list s, allergy list s, and ot her  appropr iat e inf ormat ion as required. 

 Gat hers and prepares suf f icient  supplies and equipment  in advance f or  each day’s planned act ivit ies. 

 Decorat es classrooms wit h appropr iat e mat er ials 

 Maint ains classroom t hat  is saf e, neat , CLEAN, at t ract ive, and ready f or  children.   

 Personalizes all cot s, cr ibs, cubbies as appropr iat e 

 Encourages f amily st yle dining by modeling good manners, eat ing ONLY Cent er  prepared f ood wit h children, providing a 

relaxed at mosphere, encouraging conversat ions, t eaching by example, and assist ing wit h cut t ing f ood and f eeding when 

necessary.   

 Provides a rest f ul at mosphere dur ing rest  t ime, including soot hing, quiet  music. 

 Maint ains cubbies so t hat  t hey are clean and f ree of  clut t er . 

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

 Teaches respect  f or  classroom equipment  and supplies by encouraging children t o help maint ain t hem. 

 Provides const ant  supervision of  all children; ensur ing t hat  t here is never  a child lef t  alone or  lef t  t o be supervised by 

anot her  child or  parent . 

 

Administ rat ive Procedures 

 

 Complet es and submit s all records as required, including t ime sheet s, at t endance records, accident  repor t s, and any 

ot her  required mat er ials. 

 At t ends all st af f  meet ings, conf erences, and Cent er  event s as scheduled. 

 Dresses in accordance wit h t he Cent er ’s appearance policy. 

 Suppor t s all policies and procedures as st at ed in t he Employee Handbook, and of f icial memos. 

 

Saf et y and Sanit ary Procedures: 

 

 Checks diapers of  children not  t oilet  t rained and lif t s and car r ies children t o changing t ables t o change diapers.   

 Assist s and inst ruct s children in personal hygiene; such as t oilet ing, f ace and hand washing, et c. 

 Cleans and sanit izes cr ibs, mat s, and/  or  cot s, t oys, and cubbies. 

 Ensures t hat  all children can be seen at  all t imes dur ing rest ing hours, i.e. NO COVERI NG heads wit h sheet  /  blanket s! 

 

Addit ional Responsibilit ies 

 

 Ask f or  help and assist ance when needed 

 Maint ain posit ive and suppor t ive business, licensing, regulat ory relat ionships 

 Work in harmony wit h ot her  Cent er  st af f  and show ent husiasm t oward your  j ob 

 Handle bot h rout ine and dif f icult  sit uat ions wit h a calm response 

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

 I nf orms parent s of  t heir  child’s progress and is available t o meet  wit h parent s dur ing appropr iat e t imes. 

 Provides ongoing posit ive cust omer  service t o ALL parent s at  ALL t imes. 

 Encourages children t o seek assist ance and shows t rust  and conf idence in t hem. 

 Ot her  dut ies as needed.  These may include, but  are not  limit ed t o:  washing dishes, t aking out  t rash, cover ing f or  

ot her  st af f , answer ing t he phone and t aking messages, cleaning out  st orage closet s, et c. 

 

I , _______________________________________, have read, and I  underst and my j ob descr ipt ion here at  TLC 

Development  Cent ers. 

 

 

Employee Signat ure_____________________________  Dat e:  ________ 

 

 

Direct or  Signat ure______________________________  Dat e:  ________ 



J ob Descr ipt ion 

Assist ant  Teacher  

 

 

Hours: 5- 8 hours per  day 

 

 

Educat ion/ Experience Requirements:  

 

 Meet  all st at e licensing minimum age and educat ion requirement s f or  working in child care 

 Holds a High School Diploma or  equivalent  

 I s appropr iat ely qualif ied f or  t he assigned age group t hrough educat ion, t raining, exper ience, and/ or  personal qualit ies 

according t o t he st at e licensing requirement s 

 Maint ains t he St at e I n-Ser vice requirement s (CYFD 22.2.2) 

 Must  have complet ed 45 hour  class or  equivalent  

 Must  have and maint ain 1st  Aid, CPR, and Blood Born Pat hogens Training 

 

Physical Demands: 

 

 Will f requent ly lif t  or  move average weight ; as in lif t ing, car rying, and holding inf ant s and children 

 I f  necessary you may be required t o change soiled clot hing, and diapers f or  t hose children in your  classroom 

 Will occasionally lif t  or  move average weight  in awkward or  dif f icult  posit ions 

 Required t o st and up t o 95% of  t he work day 

 Must  be able t o int eract  wit h children on t he playground or  in classroom, i.e. run, j ump, dance, physical exercise, et c 

 Must  be able t o prof essionally int eract  wit h children, t heir  parent s, and ot her  t eachers on a daily basis 

 Able t o physically and ment ally react  immediat ely t o unexpect ed circumst ances 

 Seeks assist ance t o per f orm physical demands of  t he j ob if  necessary, i.e. lif t ing or  moving heavy weight s 

 Must  be able t o st oop and bend t o int eract  on child’s level 

 

 

Det ailed Job Descript ion: 

 

 Responsible f or  t he Direct  Care of  Children 

 Suppor t  and implement  philosophies in t he classroom act ivit ies, rout ine conversat ion, and cur r iculum 

 I nt eract , play wit h children 

 Provide each child wit h oppor t unit ies f or  individual development  

 Keep children neat  & clean in appearance. 

 Assist  in Family St yle Dinning 

 Responsible f or  name t o f ace sheet s 

 Responsible f or  f ood count  sheet s 

 Talk and sing wit h children 

 Provide a posit ive, loving, and nur t ur ing environment  

 I s aware of  inappropr iat e discipline, child abuse, or  neglect ; whet her  it  occurs at  t he Cent er  or  we suspect  it  occurs 

elsewhere 

 Maint ain room environment s, as well as t he cleanliness of  t he rooms 

 Proper ly repor t s any and all incident s of  abuse, neglect , or  t herein t o Management  

 Nur t ure and supervise children 

 Take pr ide in t he appearance and cleanliness of  t he Cent er  

 Responsible f or  knowing and maint aining your  Rat io 

 Must  send Daily f orms home of  what  act ivit ies, t he childr en do and what  t hey are eat ing 

 Must  f ill out  a communicat ion sheet  wit h necessary inf ormat ion f or  t he night  st af f  

 Will st ay in room at  all t imes, will not  be swit ching rooms 

 Must  model appropr iat e behavior  

 

Personal Charact erist ics: 

 

 Displays respect  f or  ot hers, bot h children and adult s (parent s, supervisors, and co-workers). 



 Able t o adapt  t o ever  changing environment s, accept s const ruct ive f eedback, and implement s appropr iat e act ion. 

 I s f lexible t o t he daily business demands of  t he Cent er , including scheduled working hours and room/ kit chen 

assignment s 

 

Program I mplement at ion: 

 

 Underst ands our  educat ional program and uses t he mat er ials proper ly. 

 Prepares and f ollows lesson plans and act ivit ies appropr iat e f or  t he development al st ages of  each child.  All lear ning 

ar eas MUST have t eacher  made mat er ials and hands on act ivit ies. 

 Assist s children in ar t s and craf t s t o enr ich f ine mot or  skills including cut t ing and past ing. 

 Allows children when development ally appropr iat e t o do t heir  own. 

 Plans and engages in indoor  and out door  act ivit ies designed t o enhance gross mot or  skills. 

 Tells appropr iat e st or ies t o children in all age groups. 

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

 

Classroom Management /  Organizat ion: 

 

 Maint ains a Parent  Awareness Board including but  not  limit ed t o:  Lesson plans, daily schedule, “Look What  I  Did 

Today”, not es, f ield t r ip inf ormat ion, at t endance list s, allergy list s, and ot her  appropr iat e inf ormat ion as required. 

 Gat hers and prepares suf f icient  supplies and equipment  in advance f or  each day’s planned act ivit ies. 

 Decorat es classrooms wit h appropr iat e mat er ials 

 Maint ains classroom t hat  is saf e, neat , CLEAN, at t ract ive, and ready f or  children.   

 Personalizes all cot s, cr ibs, cubbies as appropr iat e 

 Encourages f amily st yle dining by modeling good manners, eat ing ONLY Cent er  prepared f ood wit h children, providing a 

relaxed at mosphere, encouraging conversat ions, t eaching by example, and assist ing wit h cut t ing f ood and f eeding when 

necessary.   

 Provides a rest f ul at mosphere dur ing rest  t ime, including soot hing, quiet  music. 

 Maint ains cubbies so t hat  t hey are clean and f ree of  clut t er . 

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

 Teaches respect  f or  classroom equipment  and supplies by encouraging children t o help maint ain t hem. 

 Provides const ant  supervision of  all children; ensur ing t hat  t here is never  a child lef t  alone or  lef t  t o be supervised by 

anot her  child or  parent . 

 

Administ rat ive Procedures 

 

 Complet es and submit s all records as required, including t ime sheet s, at t endance records, accident  repor t s, and any 

ot her  required mat er ials. 

 At t ends all st af f  meet ings, conf erences, and Cent er  event s as scheduled. 

 Dresses in accordance wit h t he Cent er ’s appearance policy. 

 Suppor t s all policies and procedures as st at ed in t he Employee Handbook, and of f icial memos. 

 

Saf et y and Sanit ary Procedures: 

 

 Checks diapers of  children not  t oilet  t rained and lif t s and car r ies children t o changing t ables t o change diapers.   

 Assist s and inst ruct s children in personal hygiene such as t oilet ing, f ace and hand washing, et c. 

 Cleans and sanit izes cr ibs, mat s, and/  or  cot s, t oys, and cubbies. 

 Ensures t hat  all children can be seen at  all t imes dur ing rest ing hours, i.e. NO COVERI NG heads wit h sheet  /  blanket s! 

 

 

 

Addit ional Responsibilit ies 

 

 Ask f or  help and assist ance when needed 

 Maint ain posit ive and suppor t ive business, licensing, regulat ory relat ionships 

 Work in harmony wit h ot her  Cent er  st af f  and show ent husiasm t oward your  j ob 

 Handle bot h rout ine and dif f icult  sit uat ions wit h a calm response 

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



 I nf orms parent s of  t heir  child’s progress and is available t o meet  wit h parent s dur ing appropr iat e t imes. 

 Provides ongoing posit ive cust omer  service t o ALL parent s at  ALL t imes. 

 Encourages children t o seek assist ance and shows t rust  and conf idence in t hem. 

 Ot her  dut ies as needed.  These may include, but  are not  limit ed t o:  washing dishes, t aking out  t rash, cover ing f or  

ot her  st af f , answer ing t he phone and t aking messages, cleaning out  st orage closet s, et c. 

 

 

 

I , _______________________________________, have read, and I  underst and my j ob descr ipt ion here at  Building Blocks 

Learning Cent er . 

 

 

Employee Signat ure_____________________________  Dat e:  ________ 

 

 

Direct or  Signat ure______________________________  Dat e:  ________ 



J ob Descr ipt ion 

 

Dir ect or /  Co- Dir ect or /  Administ rat or / Gr oup Supervisor  

 

Hour s:  8-10 hour s per  day 

 

Educat ion/ Experience Requirement s:  

 

 Meet  all st at e licensing minimum age and educat ion requir ement s 

 Holds a High School Diploma or  equivalent  

 Maint ains t he St at e I n-Ser vice r equirement s (CYFD 22.2.2) 

 Must  have complet ed 45 hour  class or  equivalent  

 Complet e knowledge of  all St at e Licensing Requir ement s and Regulat ions. 

 Complet e knowledge of  CACFP r equir ement s. 

 

 

Physical Demands: 

 

 Will f r equent ly lif t  or  move aver age weight ; as in lif t ing, car r ying, and holding inf ant s and childr en. 

 Will occasionally lif t  or  move average weight  in awkwar d or  dif f icult  posit ions. 

 Requir ed t o st and up t o 75% of  t he wor k day 

 Must  be able t o int er act  wit h children, t heir  par ent s, and t he t eacher s on a daily basis. 

 Pr ovide assist ance as needed 

 Monit or  t eacher s t o ensure t hey ar e per f or ming all j ob dut ies cor r ect ly, f ollowing all st at e r egulat ions, and 

conf or ming t o all cent er  policies and pr ocedures. 

 Meet  t he emot ional, social, cognit ive, and physical needs of  t he children, t heir  par ent s, and t he st af f . 

 Encourage assist ant s t o cont r ibut e t o cur r iculum planning 

 Coor dinat e f ield t r ips 

 

Det ailed Job Descript ion: 

 

 Suppor t  and implement  philosophies in bot h t he classr oom act ivit ies and r out ine conver sat ion. 

 Pr ovide each child and t eacher  wit h oppor t unit y f or  individual development  

 Pr ovide a posit ive, loving, and nur t ur ing envir onment  

 I s aware of  inappr opr iat e discipline, child abuse, or  neglect ; whet her  it  occur s at  t he Cent er  or  we suspect  

it  occur s elsewhere. 

 Pr oper ly r epor t s any and all incident s of  abuse, neglect , or  t her ein t o CYFD 

 Cur r iculum planning and implement at ion 

 Hir ing t eaching st af f , administ rat ive suppor t  st af f , oper at ional suppor t  st af f , and subst it ut e st af f , and 

maint aining an appr opr iat e payr oll. 

 Per f or m all administ r at ive dut ies r equir ed by St at e Licensing, and CACFP. 

 Financial Management , and Food Management  – Ensur ing t hat  cost s do not  exceed income. 

 Enr ollment  ret ent ion 

 Mar ket ing 

 Developing and maint aining an ef f ect ive or ganizat ion 

 Developing and maint aining an ef f ect ive communicat ion syst em 

 Communit y relat ions 

 Legal knowledge in t he ar eas of  cent er  management  and operat ion 

 

 

 



Personal Charact erist ics: 

 

 Comput er  lit erat e 

 Able t o mult it ask 

 Able t o quickly r espond t o and assess any ar ising sit uat ion 

 Maint ain conf ident ialit y 

 Pr epar e mont hly plan char t s 

 Hold mont hly st af f  meet ings 

 Hold or  or ganize mont hly t rainings f or  t eacher s 

 Able t o adapt  t o ever  changing envir onment s, accept s const ruct ive f eedback, and implement s appr opr iat e 

act ion. 

 I s f lexible t o t he daily business demands of  t he Cent er , including scheduled wor king hour s and 

r oom/ kit chen assignment s 

 

Addit ional Responsibilit ies 

 

 Ask f or  help and assist ance when needed 

 Maint ain posit ive and suppor t ive business, licensing, r egulat or y r elat ionships 

 Wor k in har mony wit h ot her  Cent er  st af f  and show ent husiasm t oward your  j ob 

 Handle bot h r out ine and dif f icult  sit uat ions wit h a calm response 

 Est ablish and maint ain rappor t  wit h t eacher s and par ent s. 

 

 

I , _______________________________________, have r ead, and I  under st and my j ob descr ipt ion her e at  

Building Blocks Lear ning Cent er t . 

 

 

Employee Signat ur e____________________________  Dat e:  ________ 

 

 

Super visor  Signat ur e_____________________________  Dat e:  ________ 

 



J ob Descr ipt ion 

Cook 

 

 To underst and and f ollow all New Mexico St at e regulat ions 

 To f ollow all sanit ar y procedures 

 To ensure t he saf et y of  all children and per sonnel 

 To f ollow t he Menu AND st at ed por t ions 

 To f ollow t he scheduled meal t imes 

 To ensure t hat  HOT, nut r it ious meals are served t o each classroom 

 To ensure t hat  all children and st af f  have had enough t o eat  at  each meal 

ser vice.  

 To be f amiliar  wit h and ADHERE t o USDA Diet ar y Guidelines 

 To f ill out  menu product ion records at  each meal service 

 To keep t he kit chen and dining areas up t o code in cleanliness and 

sanit izat ion at  ALL t imes. 

 To at t end regular  CACFP t rainings. 

 To at t end f ood preparat ion workshops at  least  once per  year . 

 Comply wit h cent er  inf ect ion cont rol guidelines and procedures. 

 To underst and and f ollow all company policies and procedures. 

 
 

 

 

I , _______________________________________, have r ead, and I  under st and my j ob 

descr ipt ion her e at  Building Blocks Lear ning. 

Employee Signat ur e_____________________________  Dat e:  ________ 

 

 

Dir ect or  Signat ur e______________________________  Dat e:  ________ 

 

 
 



 

 

 

 

 

 

 

 

St at e Regulat ions 

 
Also available on our  websit e! 

www.t lcdevelopment cent er s.or g 

 

http://www.tlcdevelopmentcenters.org

