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ACTIVE SUPERVISION POLICY
*This policy should be followed by all programs within the ELC agency
Head Start, Early Head Start, HSSAP, Pre-K Counts, ITCS, ITCC, Child Care

Center Based Programs:

A. The single most important task of ELC staff is to keep all children safe and out of harm’s way. Teaching Staff will:

1. Directly supervise infant, toddler, and preschool children visually and auditorily at all times, including when children are sleeping 

2. Count children every 15 minutes and confirm the number with the teaching team to always ensure safe whereabouts of every child. Each Lead Teacher (Group Supervisor, Head Teacher, Parent Educator) is responsible for developing a “child counting system” that: 

a. Records the arrival and departure of each child as they enter and leave the group (i.e.: attendance sheet, visual supervision board and key tag system).

b. Provides a highly visible tracking record of each child present that is to be used in conjunction with a periodic counting routine that includes counting at timed intervals and before the group leaves an area or when the group enters a new area.

c. Documents the “counting system” and assigns students a primary care giver who are responsible for them. The team will review this system with the Program Manager for approval. The written “counting system” for each classroom will be displayed in the room, included on the attendance sheet clipboard, and submitted to the classroom’s Program Manager. See Visual Supervision of Children System (Appendix S-A1). In addition to the written system, teachers will create a primary caregiver group template (Appendix S-A4) for classroom staff and any ELC staff that support the classroom for a quick glance of important information on the children in the room. 

d. Volunteers must be supervised by ELC employees at all times. Volunteers must NEVER be left alone with students. 

e. Substitutes are paid ELC employees and can be left alone with children. 

f. Paraprofessionals are allowed to be left alone with children in Head Start/Early Head Start/ Pre-K Counts Classrooms

g. DHS/CHILD CARE PARAPROFESSIONALS ONLY- must have 2,500 verified hours or 2 years’ experience to be left alone with children. Staff must check with the Director/Program Manager to determine qualifications. Any Head Start Paraprofessional subbing in DHS/CHILD CARE must confirm their qualifications with Director/Program Manager. 

B. Child-Staff Ratios: Early Learning Connections Staff will always comply with the following requirements according to the Head Start Performance Standards, DHS, and OCDEL Regulations: 

Similar Age Levels:

	Similar Age Levels
	Staff
	Children
	Maximum Group Size
	Total Number of Staff Required for the Maximum Group Size

	Early Head Start/ITCS
	1
	4
	8
	2

	Preschool
	1
	10
	20
	2

















	Similar Age Levels
	Staff
	Children

	Early Head Start/ITCS
	1
	4

	Preschool
	1
	20




	



Ratios While Children are Napping: (Child Care Only) Staff persons who are
on duty but are not providing childcare during naptime shall remain in the child
care portion of the facility premises.

C. [bookmark: _Hlk169249646]Arrival and Departure Face Checks: (Completed by ALL ELC programs excluding Childcare classrooms)
The safe supervision and transition of all children into and from a Head Start/Pre-K Counts site requires systematic and ridged implementation of established procedures. These procedures are designed to be redundant to prevent failure or breakdown that could compromise the safety of the children. 

During Arrival: 
· The Head Teacher will accept children from parents/guardians while they are completing the Classroom Sign-in and Sign-Out Log and Daily Health Checks (Appendix ED-AA4).
· The Assistant Teacher or Paraprofessional will mark the Arrival and Departure Face Check (Appendix ED-AA3) by completing a face check when a student enters the building by placing a checkmark in the ‘Arrival’ box.
· When all children are in the building, all teachers will do a head count which must match the Arrival and Departure Face Check form and Classroom Sign-in and Sign-Out Log and Daily Health Checks prior to leaving the designated area. 
· When entering the classroom, the Assistant Teacher or Paraprofessional will complete a second face check on the students by placing a checkmark in the ‘Room’ box on the Arrival and Departure Face Check form. 
· Once all children are in the classroom a member of the teaching staff will complete the Visual Supervision Board and Tag System. The count on the board must match the Arrival and Departure Face Check form and Classroom Sign-in and Sign-out Log and Daily Health Checks.

Throughout the day:
· Visual Supervision Boards and tags will be updated throughout the day if children are accepted late or are dismissed early. 
· All forms must match the visual supervision board and tag system.

During departure:
· The Assistant Teacher or Paraprofessional will stand at the back of the departure line in the classroom. They will complete a face check prior to leaving the classroom by placing a check mark in the ‘Left Room’ box on the Arrival and Departure Face Check form. This count must match the visual supervision board and the Classroom Sign-in and Sign-Out Log and Daily Health Checks.
· When the classroom arrives at their designated dismissal spot, a count will be completed and agreed upon by all staff members. 
· Head Teacher will begin to dismiss children to their parents/guardians by following the Child and Pregnant Mothers Release Policy (ED-03-104). As children are signed out by their parent or guardian on the Classroom Sign-in and Sign-Out Log and Daily Health Checks, the Assistant Teacher or Paraprofessional will complete a face check by placing a checkmark in the ‘PM’ box on the form. 
· The Arrival and Departure Face Check and the Classroom Sign-in and Sign-Out Log and Daily Health Checks must match. 

Arrival and Departure Face Check forms will be submitted with the paperwork at end of the month.

Childcare Classrooms will complete Childcare Attendance Record (Appendix ED-AA5) daily and be utilized as part of their redundant counting system. 

D. Visual Supervision Board:

Every center-based classroom is required to have a visual supervision board. This should be near the entrance door, but also visible for all staff to see throughout the day. It needs to be updated daily upon arrival in the classroom and if/when a child arrives later or departs from the classroom for any reason. It must include:
· Primary care teachers ID columns
· [bookmark: _Hlk168910125]Students ID tags – picture and name (Picture first)
· Name card must be 1 ½ X 3 ½ 
· Picture must be 1 ½ X 1
· Date
· Number of students present
· Out of room and absent column

When the whole classroom leaves the room, a mini visual supervision board must be taken with them to continue this process. See Visual Active Supervision Board Examples (Appendix S-A2).


E. Redundant Safe Supervision of Children: The Tag System

In addition to the active use of visual supervision board and regular counting of the children, the tag system will also be implemented to serve as a redundant method of safe supervision of the children in your care.

The tag system is designed to assign small groups of children to a primary caregiver and will include a tag for each child, labeled with children’s names and picture. Tags are worn on carabineers attached to lanyards and must be kept on the caregiver’s person.

As children enter and exit the group, a tag is placed on or removed from the caregiver’s lanyard to reflect the specific children in the group that the caregiver is responsible for supervising.

Tags are to be removed or added to the carabineer when:
· a child arrives or departs
· a child is removed from or returns to the group (i.e.: receives special services)
· a child is removed from or returns to the group to go to a bathroom outside of the classroom
· a child is removed from or returns to the group when outdoors/gym area and is taken inside to use the bathroom

Basic Principles to Ensure Safe Supervision of Children in Your Care

· Counting of children is to occur frequently and the number of children present will be regularly confirmed among members of the teaching team.

· When moving the group from one area of the facility to another, children are to be counted before, during, and after the transition. The number of children is to be agreed upon by the teaching team before departure and at arrival to the new destination.

· Children must never be released from a group during a transition from one area of the facility to another. Politely ask the receiving adult to follow the group to the destination, at which time you can remove the child’s tag if the child is being dismissed or give the child’s tag to the adult who is receiving the child for a special service or is taking the child to the bathroom. 

F. Active Supervision Checklist:

· During Core Training S-A3 Active Supervision Checklist will be reviewed with all staff. This checklist is used to ensure compliance with Active Supervision. Any ELC staff member not assigned to the classroom can complete this form. This is not a routine observation; this can be done at any time throughout the school year. This form will be sent to the Coach in their corresponding County. The coach will be responsible for filing the checklist. 

· It is up to the coach’s discretion if the information on the checklist constitutes a coaching plan or Program Manager involvement. The Training Manager will support the coaches for additional trainings as needed. 

· The coach will review submitted checklists with classroom/individual
· Utilizing Academy+ and the Active Supervision Toolkit for resources 
· Checklist with all YES will be submitted for Staff Recognition Wheel (1 entry per month)

· ** - Red Flag Immediate concerns. Observer will give the completed form to the Coach immediately. A mandatory meeting with the Coach and Program Manager will be held. A coaching plan and/or disciplinary action may be taken.
· Program Manager will determine if additional documentation and follow up is needed

· At any point in the program year, if a staff member has questions/concerns about Active Supervision, they are to reach out to the coach, program manager and/or training manager for additional supports. 


G. Primary Care System

The Primary Care System is designed to promote bonding and attachment of the children in care to one staff member. Pairing of children with adults will be thoughtfully planned by taking many variables into consideration.

The strategies include:
· Assigning children to primary caregiver’s table for meals and snacks
· Assigning children to the primary caregiver for pre-nap nurturing routines
· Assigning children to the primary caregiver for situations that require one-to-one interactions, such as caring for an ill child until the parent arrives, and support during a crisis. 

These strategies are designed to build concrete relationships between students and adults in the classroom. 

The system also involves assigning individualized program planning / implementation and clerical responsibilities to each child’s primary caregiver including: 
· Documenting child observations or snippets
· Recording progress, problems, etc. in logs.
· Planning and implementing individualized activities to support children as they work through changes
· Communicating with other members of the teaching team on a regular basis regarding children’s progress, problems, etc. (Informally and formally at weekly staff meetings and monthly staffings).

The strategies and duties outlined above are to be performed under the direct supervision of the Head Teacher,/ Group Supervisor who is ultimately responsible for the care of each child in his/her classroom.

H. Gross Motor Supervision: The supervision of all children, when engaged in any active play will be vigilant and systematic. 

1. Any high risk play areas (i.e.: climbers, slides and swings) will be assigned to specific caregivers for attentive supervision.

2. A written plan will be prepared by the Head Teacher and used to assign staff to supervise high risk areas. A map(s) is created to indicate where staff members stand to ensure high risk areas are being zoned appropriately (playground and/or gross motor area). The teaching team will review this plan and map with Program Manager for approval.

3. No children will be permitted to go beyond a caregiver’s range of direct supervision.

4. Staff ratios must be strictly adhered to and are to be as stringent as for other childcare activities.

5. Children must go outdoors every day unless the temperature is below 25 degrees with wind chill considered, the temperature is above 90 degrees with heat index, or there is inclement weather. Outdoor play requires additional supervisory tasks that include:

a. A quick inspection of the outdoor play area before children go out to prevent child encounters with dangerous circumstances (i.e.: broken glass, animal feces) and to ensure all gates are closed and securely latched.

b. Carrying with the group a variety of essentials including:
· First aid kit
· Emergency release information
· A cordless phone or two-way radio
· Tissues
· Water, disposable cups and a trash receptacle

c. Attentive awareness to the outdoor environment to monitor the surroundings for the approach of strangers, animals, or dangerous weather. 

I. Bathroom Supervision

Be sure that you can always See, Hear, Direct, and Assess every child in your care:

See:		Can you always see all of the children at all of the time?

Hear:		Can you always hear all of the children all of the time?

Direct:	Can you always direct all of the children all of the time?
(i.e.: I hear you flushed and now its time to wash your hands.)

	Assess:	Can you always assess all the children all of the time?
			i.e.: It looks like the child needs help. Is that child playing in the
			toilet? Did that child wipe?

	When children are using the bathroom while in our care, our ability to safely
	supervise the children at all times can often become compromised. Please
follow the guidelines below to maximize the safety of our children:

1. Keep entrance bathroom doors open at all times.

2. Bathrooms with half walls: a mirror will be strategically placed to allow staff to see children in the bathroom.

3. Always be sure stall doors are unlocked and left slightly ajar.

J. Walking Field Trip Supervision: In order to provide appropriate and safe walking field trips, teachers must complete the following steps:
· A minimum of 3 adults must attend the walking field trip. Teachers should discuss with their program managers if additional support is needed 
· There should be staff member at the beginning, middle and end of the line
· Tags must be worn and mini supervision board must be utilized during walking field trip
· Counts of children should occur at every stop sign and around every corner. All staff members must agree on the count
· Scanning and counting must be completed during the entire walking field trip
· Walking ropes should be used and every child must have a loop to hold. Teachers will request walking rope(s) from their program manager if needed
· Teaching staff will notify program manager when leaving the building and when returning

Home-Based Programs/Family Service:

		Principle: Parent Educators/Family Service Workers will support and
provide strategies to families on importance of active supervision and to
keep each and every child safe and out of harm’s way.

During home visits Parent Educator’s/Family Service Workers will:

· Provide strategies to support families on keeping their child safe in their home environment and alternate locations as needed (playgrounds, store, etc.) 

· Provide safety information which includes but is not limited to safe sleep practices, abusive head trauma, car seat safety, Lead Prevention, outside safety, etc.

· Provide safety-related materials when needed which include but are not limited to safety plugs, cabinet locks, choking tubes, etc.


During socializations Parent Educator’s will:

· Upon arrival PEs will use the Parent Meeting/Socialization Attendance Form (Appendix FS-E2) to count the number of adults and children who are currently in the building for socialization

· Provide families with strategies to support them on keeping their child safe in their current environment while using active supervision

· PEs will count the number of adults and children when half of the socialization has been completed to ensure everyone’s safety

· When the group moves from one location to another, PEs will count adults and children before and after the transition to ensure everyone’s safety.

· Upon departure PEs will Parent Meeting/Socialization Attendance Form (Appendix FS-E2) to count number of adults and children who are leaving the building after socialization

*Socializations can occur outside unless temperature is below 25 degrees with wind chill considered, temperature is above 90 degrees with heat index, or there is inclement weather. Outdoor play requires additional supervisory tasks that include:

· A quick inspection of outdoor play area before adults and children arrive for socialization to prevent encounters with dangerous circumstances (i.e.: broken glass, animal feces)

· Attentive awareness to the outdoor environment to monitor the surroundings for the approach of strangers, animals, or dangerous weather

· When the group is outside for socialization and an adult and/or child needs to use the bathroom, one PE will inform the other PE that they will guide them to the bathroom area, stay with them, and then guide them back to the group. At no point in time should adults or children be in the building without a staff member.

· When the group is on a field trip, the socialization group must stay together in a group (which may vary due to attendance) with a designated PE. The PE must keep a list of who is in their group and acknowledge what the child is wearing by completing Home Based Field Trip Group form (Appendix S-A5).

· Throughout the field trip, the PE must count before and after each transition as well as periodically throughout the event to ensure they have everyone in their designated group
· If attendance allows for multiple groups, all groups will meet at a designated location, and a final count will be completed before leaving.

