

Appendix ED-E2

Components of the Preschool Center Based Daily Schedule*

Classroom:			________________
Teaching Team: 		________________			______________		_______________
Date of Completion:		________________
Date of Revisions:		__                  _____			______________
The Head Teacher in each preschool classroom will use this document as the framework for identifying the roles and responsibilities of each member of the teaching team. The Head Teacher will plan strategically with the teaching team and document in the far right column, who will do what and when. Should on-going monitoring reveal an area in need of improvement, this tool will be used as a starting point for re-thinking the classroom specific strategies.
This document must be reviewed according to the dates on the staff calendar. If there are no updates, submit the last page to your program manager by entering the reviewed date, indicating there were no updates, and team members signatures. This document will also be reviewed and updated when there is a team change. Every time this document is updated, it must be submitted to your program manager. A copy of this document must be posted in your classroom.
*Use multiple copies of Transition & Large Group event pages as needed.

Planning and Preparation Time
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	Interact within a safe, organized, well stocked environment 
	Not Applicable 
	CLASS Dimension Guide
· Productivity 

Weekly Planning Policy
ED-03-106

Daily Classroom Checklist
Appendix ED-G11

Daily Playground Checklist
Appendix ED-G12

Teaching Strategies GOLD

Creative Curriculum for Preschool
Sixth Edition
Volume 1
The Foundation Pages 85-90
Planning Each Week
	HT oversees creating daily lesson plans and posting them in the classroom, as well as gathering materials for daily plans before children come each morning, or delegating to AT anything else that needs done in relation to material prep.

HT will hold “morning meeting” every morning with AT and PA to discuss activities/special events that are happening that day as well as any concerns or changes with children to ensure everyone is on the same page.

HT and AT will coordinate to ensure all interest areas are well stocked and materials remain safe.

HT oversees checking the classroom, bathroom and outside to ensure there are no safety/health hazards.

AT will prep tables and set out children’s name tags at tables each morning for breakfast.

PA oversees going to the cafeteria to get children’s breakfasts and bring them to the classroom.

All staff are responsible for collecting observations and documenting them in the TSG app on the iPad or computer.

HT will place items on lesson plans for individualization as needed.

All staff will assist in individualization as needed.

	
	Adult Duties:
Review daily plans and ensure all materials are available and prepared in advance

Perform health and safety inspection of classroom, materials, bathroom and indoor/outdoor large muscle space

Re-stock, re-organize interest areas

Set up for/prepare breakfast

Collect facts on individual children’s development through observation and documentation 
	
	

	
	Individualization:
Review IEP’s and intervention Implementation Planning Forms and other child data to ensure individual goals are planned for and incorporated into daily plans
	
	



Arrival
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	Regulates own emotions and behaviors

Establishes and sustains positive relationships

Listens to and understands increasingly complex language 

Remembers and connects experiences 

Participates cooperatively and constructively in group situations

 
	Greet each child by name

Accept/acknowledge feelings of children who are experiencing separation anxiety and implement an individual plan to support child and develop trust

Assist children as they remove outerwear and store personal belongings

Be present and responsive as children enter classroom and move name on home/school chart

Remind children individually and collectively of any significant changes to daily routine (i.e.: visitor, special event).

	

Site Specific Supervision Plan


Site Specific Arrival and Departure Plans

Arrival and Departure Plan Policy
ED-03-133

Active Supervision Policy 
HS-02-102

The Learning Environment 
ED-03-105

Attendance Chart Home/School

CLASS Dimensions Guide
· Positive Climate
· Teacher Sensitivity 


Daily Health Checklist
HS-A2


	All staff are responsible for greeting children as they leave their parent and come into the building. HT and AT are responsible for acknowledging separation anxiety feelings and comforting the child, as well as the parent during drop offs.

AT is responsible for looking in bookbags as children enter the building to check for papers from parents and place papers into the folder that need to be taken home. HT will be responsible for printing off materials that need to go home and communicating with AT about papers that go home/changes, etc.

AT is responsible for entering attendance and meals into iPad/ChildPlus when children enter classroom and sit for breakfast.

When arriving in the classroom, HT will remind children to move their names from home to school on the home/school chart.

 PA places breakfast foods at the table and begins helping children open items.

HT will move to cubbies to watch children place their coats/bookbags on the correct hook. 

AT stands between bathroom and outer sink reminding children to wash hands for breakfast, or use the bathroom if necessary then wash hands.

All teachers are responsible for having children attempt to open food materials on their own before asking and receiving help. 

HT will place items on lesson plans for individualization as needed.

All staff will assist in individualization as needed.

	
	Adult Duties:
Follow Site Specific Supervision and/or Arrival/Departure Plans

Take attendance 

Check backpacks for parent communication (notes, etc.)

Be sure parents of children remain with child until start of class

Collect facts on individual children’s development through observation and documentation 
	
	

	
	Individualization:
Observe each child for health, physical, social and emotional well-being

Incorporate imbedded learning opportunities and curriculum modifications from a child’s IEP
	
	





Meals
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	Regulates own emotions and behaviors

Demonstrates fine motor strength and coordination

Listens to an understands increasing complex language 

Use appropriate conversational and other communication skills

Uses classification skills

Uses number concepts and operations

Compares and measures
	Never use food as reward or punishment

Sit at the tables with the children

Promote independence through “family style” food presentation, encouraging each child to: pass, serve self, pour, clean up, etc. 

Encourage use of utensils including knives for spreading and cutting soft foods

Engage each child at the table in pleasant, turn-taking conversations that: develop logical thinking skills, connect home to school and develop a positive sense of self


	Food Handling and Feeding Policy
HS-02-110

ChildPlus Attendance/Meal Count Online
Meals must be marked in CP at “point of service” or when children have been served. 
If CP is down – staff should use paper form 2315 Daily Attendance and Meals Worksheet
Follow CACFP Guidelines for meal counts & other requirements

CLASS Dimensions Guide
· Quality of Feedback
· Positive Climate
· Regard for Student Perspectives

Health Plan Policy
HS-02-104

Facility Cleaning, Sanitizing and Disinfection Policy
HS-02-123

Sanitation procedures for disinfecting tables

Creative Curriculum for Preschool 
Sixth Edition
Volume 1
The Foundation Pages 75-76 
Mealtimes

Classroom Nutritional Feedback Form
Appendix HS-J1
	HT will ensure all food allergies are posted in a clearly visible location in the classroom. 

HT will sit with children before meal times at circle carpet and call children individually using MM or other fun way of transitioning to sink to ensure there’s no long waiting periods.

AT will stand near sink and bathroom to supervise proper handwashing techniques, while PA place food at tables and help children get it open while others are continuing washing hands.

PA will place name tags at each seat at the table to designate where children sit before each meal while children are occupied or transitioning. HT sits at center table, AT sits at back table and PA sits at front table with children.

Teachers helper each day is encouraged to help the teacher pass out the milk or silverware to everyone at their table. 

PA oversees making sure cafeteria provides enough food for all children in the classroom. PA will return to kitchen to get more meals if necessary.

All staff are responsible for engaging in conversations at the table and promoting mealtime manners at tables.

HT will be responsible for notifying the supervisor and family if there are on-going meal concerns.

All staff are responsible for collecting observations and documenting them in the TSG app on the iPad or computer.


HT will place items on lesson plans for individualization as needed.

All staff will assist in individualization as needed.


	
	Adult Duties:

Post all food allergies in highly visible locations

Supervise proper handwashing (hand washing should be done before and after each meal)

Designate each child’s table

Use Helper Chart to identify helpers

Ensure the kitchen provides enough food to satisfy appetites of children

Notify supervisor and work with family around any on-going mealtime concerns (i.e.: overeater, under eater, selective eater) 

Properly clean up mealtime accidents

Collect facts on individual children’s development through observation and documentation 

	
	

	
	
Individualization:

Observe for any dramatic changes in appetite that could be indicative of illness or emotional upset

Tune into child conversations for valuable information about home life happening

Incorporate embedded learning opportunities and curriculum modifications from child’s IEP
	
	






Toileting
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	Demonstrate self-direction and independence

Follow classroom routines

Demonstrates fine motor strength and coordination  

 
	Avoid large group toileting and encourage children to respond to body signals

Gently remind children to tune into body signals 

Visually supervise each child during toileting to ensure proper hygiene and provide verbal reminders ad needed (i.e.: flush, wash hands)

Accept children’s toileting accidents, never shame or humiliate, and provide gentle adult support to assist with clean up

Promote the development of independent dressing skills through gradual reduction of adult physical guidance

	
Bathroom Safety Policy
HS-02-122



Active Supervision Policy HS-02-102



Toilet Learning Policy
ED-03-112



Parent Teacher Agreement for Toilet Learning 
Appendix ED-L2


Diapering Log
Appendix HS-A3


	All staff will be responsible for noticing toileting signals in children and reminding them to use the restroom.

All staff will rotate, depending on time of day and activities to be responsible for standing close to restroom door when child is using the restroom to supervise and ensure proper hygiene and hand washing.

PA will be responsible throughout the day for maintaining diaper change records and completing diaper changes every 2 hours for children who are still using diapers/pull ups. HT and AT will assist as necessary with diaper changes if PA is unable.

PA will be responsible for supporting children who have toileting accidents with getting extra clothes and cleaning the child up. HT and AT will assist as necessary with accidents if PA is unable.

HT will be responsible for updating parents on toileting accidents throughout the day, if new changes of clothes are needed, as well as progress with toilet training in the classroom.

All staff are responsible for collecting observations of toilet training progress. HT will be responsible for inputting documentation into TSG for toilet training progress.


HT will place items on lesson plans for individualization as needed.

All staff will assist in individualization as needed.



	
	Adult Duties:
Work with parents and supervisors to support a child who is not yet trained

Implement “best practices” for diaper changing procedures regarding hygiene and sanitation

When appropriate design individual plan to toilet train children in diapers 

Collect facts on individual children’s development through observation and documentation 
	
	

	
	Individualization:
Observe child in diapers for signs of toilet training readiness

Keep alert to changes in toileting patterns that may be indicative of illness or the need for dietary modifications

Incorporate imbedded learning opportunities and curriculum modifications form a child’s IEP

	
	



Large Group Time (Morning Meeting, Read Aloud, Large Group Discussion)
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	
Regulates own emotions and behaviors


Participates cooperatively and constructively in group situations

Comprehends and responds to boos and other texts

Listens to and understands increasing complex language

Uses language to express thoughts and needs 

Demonstrates positive approaches to learning

Remembers and connects experiences
	Adult leads circle and remaining adults sit with children

Begin each group time with a consistent visual and auditory signal (i.e.: a special teacher hat, magic wand, music, or song)

Follow a consistent predictable sequence of events, greet each child, review schedule and menu, count children present and absent, read aloud, solve any problems affecting group, introduce new materials, develop charts & graphs, have children choose activities

Include questions and morning message of the day

Include opportunities for active engagement of all children (i.e.: charts, songs, finger plays, movement activities)

Throughout the circle promote a sense of community, group cohesion and mutual respect

Review letter of the week using songs, finger plays, puppets, etc. 

Include PATH lesson at least two times per week. Social Emotional activities should be occurring on opposite PATHS days. 

Include Heggerty lessons daily

Review of rules and expectations that align with Pyramid Model Practices 

	The Creative Curriculum for Preschool
Sixth Edition
The Foundation
Volume 1
Pages 70-71
Pages 167-168
Large Group

CLASS Dimensions Guide
· All Domains

Weekly Planning Policy
ED-03-106
Large Group

PATHS Manual

Heggerty Curriculum 

The Creative Curriculum for Preschool
Sixth Edition
Volume 3
Pages 65-102
Enter Documentation into Teaching Strategies GOLD

The Creative Curriculum for Preschool
Sixth Edition
Volume 2
Interest Areas
Pages 200-204
Group Singing and Movement


Child’s IEP

	HT will lead circle, while AT sits with children on floor, focusing on children who need more assistance with staying on task. PA uses this time to clean tables and clean up from breakfast and set up for lunch.

While children are eating breakfast, HT will place dots on the floor for children to sit on.

HT starts circle time with the “Circle Time Song” on YouTube. Children will come to circle and dance, then sit on their dot. Each circle time will begin with review of CT expectations, good morning song, review job chart, review calendar and counting, question of the day and engagement lesson, read a book related to study. AT sits with children, providing guidance for children who need help participating and following expectations. 

HT will oversee creating charts used during large group time and that they are updated.

AT will oversee the PATHs lesson and extension activity.. AT will sit at rug with children, guiding children who need help participating or following expectations. 

HT will place items on lesson plans for individualization as needed and consult with AT as necessary for planning of PATHS activities.

Rules and Expectations will be reviewed by HT during large group. ALL staff will reviews these throughout the day with the children


All staff will assist in individualization as needed.

	
	Adult Duties:
Designate a consistent space for large group time

Post classroom management charts & menus in the same designated space for frequent referencing 

Charts include rules, daily schedule, and center chart helper charts & calendars 

Keep meeting time between 5-15 minutes

Collect facts on individual children’s development through observation and documentation 
	
	

	
	Individualization:
Observe for children who are not yet ready to sit. With supervisor, develop a plan for gradual development of attending skills within a large group

Incorporate imbedded learning opportunities and curriculum modifications from a child’s IEP

	
	



Transitions
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	Understand and follows directions

Regulates own emotions and behavior

Participates cooperatively and constructively in group situations

Remembers and connects experiences 

Listens to and understands increasing complex language




	Provide a five-minute warning to individual children and small groups being sure to say what activity is coming up next 

Give children specific tasks at clean-up time and avoid power struggles by offering to assist with big clean-up jobs

Provide clear directions and be sure one adult is present to receive children as they transition from one activity to another

Use songs, Mighty Minutes, learning games and signals such as a rattle to alert children to the transition

Avoid large group waiting by engaging children and transitioning children in small groups
	
The Creative Curriculum for Preschool
Sixth Edition
The Foundation
Volume 1
Pages 74-75
Pages 169-173
Transitions

CLASS Dimensions Guide
Page 14
Productivity

Mighty Minutes

The Creative Curriculum for Preschool Sixth Edition
The Foundation
Page 77

The Daily Schedule

Policy and Procedure Manual
Activity Supervision Policy
HS-02-102




Policy and Procedure Manual Modifications and Adaptations for Children with Disabilities 
DA-E1
	HT will give five- and two-minute warnings for clean up. 

At two minute warning, HT will ask the “Electrician” to turn off the lights and will let the class know we have two minutes until clean up.

At cleanup, HT will guide the “Bell Ringer” of the day to the bell when it’s time to clean up. Bell ringer rings bell, signaling for class to begin clean up. HT, AT and PA will move through classroom modeling clean up with children.

HT will move to be in area that children are moving to, ready with MM, songs, activities that maintain control of children who have finished cleaning up before others.

When transitioning from classroom to outside/gym, all staff will count children before leaving room, when entering the gym or outside, before heading inside or back to the classroom, and again once we’re into the classroom. 

At arrival and departure, PA will oversee completing MM with children waiting inside the lobby to keep them entertained.

HT will place items on lesson plans for individualization as needed.

All staff will assist in individualization as needed.

	
	Adult Duties:
Display the daily schedule at children’s eye level in pocket chart with label and photo of the scheduled activities

Use Countdown App for visual learners 

Count Children frequently throughout the day, especially before and after transition from indoors to outdoor and when moving from one part of the building to another

Evaluate transitions patterns for smooth, logical movement from one point to the next

Collect facts on individual children’s development through observation and documentation 
	
	

	
	Individualization:
Observe each child for ability to follow routine and implement individual transition plan for children who experience difficulty

Incorporate imbedded learning opportunities and curriculum modifications from a child’s IEP
	
	



Center Time
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	Regulates own emotions and behaviors

Participates cooperatively and constructively in group situations

Listens to and understands increasingly complex language

Uses language to express thoughts and needs
Uses appropriate conversational and other communication skills

Uses symbols and image to represent something not present

Develop cognitively

Demonstrates phonological awareness

Develop listening, speaking, reading and writing skills

Demonstrates knowledge of the alphabet

Developing problem solving skills

Demonstrates positive approaches to learning

Demonstrates emergent writing skills

Uses number concepts and operations
	Use a wide range of teaching strategies based on children’s learning styles and needs and based on the skills and concepts to be learned 

Observe what children are doing, encourage their efforts and interview thoughtfully to support additional learning 

Interventions are to include:
· Describing what children are doing
· Offering conversations that encourage children to put their actions and ideas into words
· Asking questions (opened and closed)
	CLASS Dimension Guide
· All Domains and Dimensions

The Creative Curriculum for Preschool
Sixth Edition
Volume 2
Interest Areas

The Creative Curriculum for Preschool
Sixth Edition
Volume 1
The Foundation
Pages 162-164

Weekly Planning
ED-03-106

Active Supervision
HS-02-102

The Creative Curriculum for Preschool
Sixth Edition
Volume 2
Interest Areas
Pages 2-281
	HT is responsible for creating study activities and doing ITE’s (small groups) at the beginning of morning centers.

HT and AT will coordinate to place new materials and rotate materials in the classroom every few weeks to ensure new materials are placed out for children to explore.

HT will take responsibility for supervising higher maintenance areas (blocks, kitchen) where more conflict may arise when not doing small groups.

AT and PA will supervise front of classroom (library, science, math). 

HT will place items on lesson plans for individualization as needed.





All staff will assist in individualization as needed.



















	
	
Adult Duties:
Begin AM center time with ITE (intentional teaching experience)

Intentionally prepare an interesting and rich environment that offers children choices that promote development across all areas

Assign centers for supervision to a specific adult so that no area is unsupervised

Collect facts on individual children’s development through observation and documentation 

	
	

	
	
Individualization:
Intentionally provide choices for children that will demonstrate levels of skill development that are in need of observation for assessment purposes. Again, refer to classroom summary worksheet for guidance

Incorporate imbedded learning opportunities ad curriculum modifications from a child’s IEP or other intervention plans
	
	



Small Group Time
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	Demonstrate understanding of print concepts 

Demonstrate knowledge of alphabet

Comprehend and interpret meaning from books

Develop phonological awareness

Demonstrates positive approaches to learning

Comprehends and responds to books and other texts

Listens to and understands increasingly complex language

Uses language to express thoughts and needs

Uses appropriate conversational and other communication skills

Use number concepts and operations

Explores and describes spatial relationships and shapes

Demonstrates knowledge of patterns
	Provide signal for small group time (song, rhyme, wear special hat)

Review expectations for behavior 

Use ITE’s and assessment opportunity cards to plan intentional teaching and assessment activities

Emphasize math and literacy concepts
-Heggerty/Literacy is done daily with children.
Groups of children are dependent on developmental needs of students (purple and teal books)
-Math is incorporated through use of might minutes, ITE, games, etc.

Give them things to listen and look for 
	The Creative Curriculum Intentional Teaching Experiences and Assessment Opportunity Cards

Heggerty Curriculum 

CLASS Dimensions Guide
· Regard for Student Perspectives
· Productivity
· Instructional Learning Formats
· Concept Development
· Quality of Feedback
· Language Modeling

The Creative               Curriculum for Preschool
Sixth Edition
    Volume 1
Small group
Pages 71-72.

Teaching Strategies GOLD Classroom Profile 

The Creative Curriculum for Preschool
Sixth Edition
Volume 1
Small Group
The Foundation
Pages 162-164

Teaching Strategies Weekly Planning Form
	HT will be responsible for creating lesson plans with lesson for small group times. SGT will focus on literacy or math concepts daily. 

During Heggerty, HT will begin with K-Ready kids at table doing small group activity. AT will have returning kids doing Heggerty at carpet. After 15 minute time, the groups will switch with HT taking K-Ready kids to carpet and AT taking kids to table for small group activity.

During small group time when HT is occupied with children, AT and PA will cover the other areas of the classroom using zoning for supervision. AT will take higher maintenance areas, and PA will supervise quiet areas.

HT will place items on lesson plans for individualization as needed.


All staff will assist in individualization as needed.



















	
	Adult Duties:
Refer to classroom profile to plan small group composition

Plan for one small group time to occur daily

Create special places for the small groups

Choose appropriate books

Collect facts on individual children’s development through observation and documentation 
	
	

	
	Individualization:
Observe and build math and literacy skills
	
	






 Intentional Teaching Experiences - ITE
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	Be provided with opportunities for individual and small group, direct instruction

Make progress towards completion of established objectives

Demonstrate skills at teacher’s direct request



	Each day present Intentional Teaching Experiences (ITE) to children with enthusiasm and assure ITE are individualized for each child at least 1 time per week 

Individualize within the small group as much as possible

Use specific, sincere praise and end study time with “a success” for each child (i.e.: if a child doesn’t yet recognize name but can name the color blue, “your name is on a blue card, you know blue”

	
The Creative Curriculum for Preschool 
Volume 1
The Foundation
Pages 163-166
Small Group Times

CLASS Dimension Guide
· Concept Development
· Quality of Feedback
· Language Modeling
· Productivity

Weekly Planning Policy
ED-03-106

Teaching Strategies GOLD Classroom Profile Report


Creative Curriculum for Preschool Edition
The Foundation 
Pages 85-90
Planning Each Week
	HT will oversee planning study time each day in small groups of 2-5 children. HT will ensure each child does this at least 1 time per week

HT will choose 2-5 children each day on the “Centers Chart” to come to ‘study time’ first, dependent on observations and who needs to complete the activity and will cycle kids in and out.

While study time is happening, AT will monitor higher maintenance areas such as blocks/art/dramatic play, while PA will monitor lower maintenance areas such as books, math, science, etc.AT and PA will “zone” classroom while HT is attending to small groups, moving around areas to ensure less conflicts.


HT will place items on lesson plans for individualization as needed.











All staff will assist in individualization as needed.

	
	Adult Duties:
Refer to Teaching Strategies GOLD Classroom Profile Report to determine groupings and skills to develop or assess

Pre-select 4-5 children each day to “study” with teacher at designated “study table” with adult selected materials

Keep study time to a maximum of 15 minutes and schedule at the beginning of choice time

Maintain interaction with study group while providing visual supervision of nearly all interest areas 

Implement “zoning” and delay opening of “high maintenance” interest areas such as large blocks of easel painting until study time is over

ITE is also designed to assess children’s level of skill development when there have not been opportunities to observe skills in the natural environment

Collect facts on individual children’s development through observation and documentation 
	
	

	
	Individualization:
Incorporate child focused instructional strategies from individual child’s IEP or other intervention plan
	
	



Informal Read-Aloud
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	Connect and integrate literacy and learning

Demonstrates positive approaches to learning 

Uses literacy as a source of enjoyment

Listens to and understands increasingly complex language 

Demonstrates phonological awareness

Demonstrates knowledge of the alphabet

Establishes and sustains positive relationships

Retell the story

Uses language to express thoughts and needs

	Read aloud to children and include: the title of book, author and illustrator

Identify characters

Ask questions

Strive for 5 exchanges when conversing about the book

Discuss illustrations

Read and re-read books






	The Creative Curriculum for Preschool
Sixth Edition
Volume 1
The Foundation Pages 97-100

The Creative Curriculum for Preschool 
Sixth Edition 
Volume 3
Literacy
Pages 75-86



CLASS Dimensions Guide
· Quality of Feedback
· Language Modeling
· Concept Development 




Tender Topics Book Collection

	All teachers are responsible for appropriate tasks during read aloud (including the title, author and illustrator, asking and answering questions about book/characters/plot)

HT will choose books to place in the library and will rotate books every two weeks or as needed to ensure there’s always new books for kids to explore while also keeping old favorites. AT will assist with filling library as needed.

AT oversees ensuring the bookshelf is maintained after every class day. If books are ripped, replace them with a different book. 

All teachers will be available during choice time if a child asks to read a book with them.

All staff will be responsible for collecting observations throughout the day on literacy. All staff will use the computer or iPad to input documentation. HT will lead observations and input data, assisting AT as necessary.

HT will place items on lesson plans for individualization as needed.

All staff will assist in individualization as needed.

	
	Adult Duties:
Ensure frequent book sharing by an adult with one child or a small group of children (informal/ impromptu) throughout the day

Maintain an organized library area which contains quality children’s literature from a variety of gene and relevant to current interests of the group

Collect facts on individual children’s development through observation and documentation 
	
	

	
	Individualization:
Incorporate embedded learning opportunities and curriculum modifications from a child’s IEP

Observe/tune in to children who would benefit from bibliotherapy 
	
	



Repeated Read-Aloud
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	Connect and integrate literacy and learning

Gain knowledge of print

Begin to identify letters and words

Hear and discriminate sounds

Expand vocabulary, including feeling words

Use literacy as a source of enjoyment

Develop comprehension skills

Develop increased understanding of self and others

Ask and answer questions

Retell the story

Comprehends and responds to books and other texts
	First read-aloud – Adult introduces book, author, title, illustrator, names of characters and a hint at the problem the characters will face

Second read-aloud- 2 days after the first read-aloud, recall some of the ideas from the first read-aloud

Third read-aloud- Occurs within one week of the second read aloud. Ask 2-3 children to identify the main characters and to talk about the problem the characters face. Ask questions such as “what is happening here?” “What happens next?” “what is she feeling?” to help them retell the story. Encourage them to use the vocabulary from the book as they explain what is happening.

	The Creative Curriculum for Preschool
Sixth Edition
Volume 3
Literacy
Pages 84-86

Teaching Strategies Book Discussion Cards
(Guide for you to use as you read the book aloud with a group. They include suggestions for introducing the story, definitions, words to emphasize, examples of questions and additional questions related to social-emotional objectives.)

CLASS Dimensions Guide
· Instructional Learning Formats
· Concept Development
· Quality of Feedback
· Language Modeling 




	HT will do all read-alouds at large group circle time in mornings. HT will introduce the title, author, and illustrator. HT will oversee following book discussion cards, and coming up with questions and materials for book recall and to support what is learned from the book.

All staff will share responsibility of using newly introduced vocabulary words in the classroom throughout choice time, so children hear the word being modeled.

When reading books during choice time, all teachers will share responsibility of using finger to underline words as we are reading, as well as introduce the book with the title, author and illustrator.

HT will place items on lesson plans for individualization as needed.












All staff will assist in individualization as needed.


	
	Adult Duties:
Use book discussion cards when available

Correct literacy content with teaching and learning to build comprehension

Introduce vocabulary words

Demonstrate the meaning of words by using movements and facial expressions

Give a brief definition of the word as you read it in text

Make comments and ask questions

Plan and provide materials and activities in centers to support the book throughout the week

Run finger under text as times when reading

Collect facts on individual children’s development through observation and documentation 
	
	

	
	Individualization:
Incorporate imbedded learning opportunities and curriculum modifications from a child’s IEP
	
	


Outdoor/Gym
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	Develop age-appropriate gross motor skills

Develop cognitive, social-emotional and language skills

Demonstrate traveling skills

Demonstrate balancing skills

Demonstrates gross motor manipulative skills

Participates cooperatively and constructively in group situations

Listens to and understands increasingly complex language 

Regulates own emotions and behaviors

Establishes and sustains positive relationships
	Closely supervise all areas & activities offered

Encourage risk-taking while carefully monitoring each child’s need for adult help to avoid injury

Stop dangerous behavior immediately 

Avoid distracting adult conversations. Focus attention on children in a systematic way such as zoning

Interact with children to promote cognitive, social emotional and language development 

	
Active Supervision Policy
HS-02-102

Outdoor Supervision Policy
The Creative Curriculum for Preschool
Volume 2
Interest Areas 
Pages 255-280
Outdoors

CLASS Dimensions Guide
· Behavior Management
· Regard for Student Perspectives
· Instructional Support 
	Active Supervision:
In gym, HT will stand at far end of gym, AT will stand at center, and PA will stand at the entrance of the gym guarding all exits from the gym. Staff will count children every five minutes. 
Outside, HT will stand at top of hill, AT will stand in middle on the far side and PA will stand at the bottom of the hill. Counts will be done every five minutes.

All staff are responsible for monitoring children and stopping dangerous behavior in an appropriate way.

All staff are responsible for keeping focus and attention on children rather than engaging in adult conversations.

HT will oversee planning GM activities daily and gathering materials for gross motor activities (hula hoops, balls, parachutes, etc.) 

HT will plan a structured gross motor activity for at least 15 minutes and put the planned activity on the lesson plan.

AT and PA will ensure that children get appropriate clothing from their cubbies to go outside (jackets, hats, mittens, etc.) All staff will assist children as needed to put on and zip coats, gloves, etc.

HT will stand at door doing MM or transition activities with children who are ready to go outside/to gym.

HT will carry outdoor backpack outside and maintain essentials in the backpack.

AT is in charge or monitoring the supervision board and keeping it updated appropriately.

Children may take water bottles to gym or outside to have access to water. PA will oversee making sure children grab their labeled water bottles.


HT will place items on lesson plans for individualization as needed.

All staff will assist in individualization as needed.


	
	Adult Duties:
Provide alternatives to large muscle play such as blankets and books and props for dramatic play

Plan a structured gross motor activity for at least 15 minutes of the 1 hour gross motor time 

Supplement stationary equipment with portable gross motor equipment; balls, parachutes, bikes, etc. 

Go outdoors every day, weather and space permitting

Dress children with appropriate outerwear (i.e.: mittens, hats, etc.)

Provide water and cup as well as outdoor backpack to hold essentials such as release book, first aid kit, paper towels and wipes

Collect facts on individual children’s development through observation and documentation 
	
	

	
	Individualization:
Observe children physically for any injuries that may have gone unrecognized while the child was actively engaged in play or for wet or soiled clothing that requires changing once indoors

Incorporate embedded learning opportunities from child’s IEP
Observe children for signs of “overexcitement” and redirect to calming activity 
	
	



Rest and Relaxation
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	Demonstrates healthy sleep habits 

Be provided with opportunities for rest and relaxation daily to rejuvenate for the afternoon 

Participate cooperatively in quiet learning activities 




	Review expectations and rules

Prepare children for resting by planning a quite activity for the group right before rest time (ex: story, fingerplay, quiet song/music)

Provide children with the time to settle down at their own pace. 

Interact with students during learning activities 

	Head Start Performance Standards: Teaching and the learning environment
1302.31 C (e)

Caring for Our Children (CFOC)
Chapter 5: Sleep and Rest Areas
5.4.5.1: Sleeping equipment and Supplies

The Creative Curriculum for Preschool 
Sixth Edition Volume 1
The Foundation
Page 76-77



	HT will review the expectations and rules with the classroom for Rest and Relaxation time.

HT will start Rest and Relaxation time with an activity such as mindfulness breathing/video, yoga, etc.

HT will plan quiet time activities and place them on lesson plan. Activities will be available for children to partake in if they do not rest.

All staff will be sure each child has an appropriate place to rest using nap mats, if needed. If children fall asleep, they will not be woken up unless it is an emergency, per request of parent, or departure time.

All staff will zone and monitor areas where children are resting.










HT will discuss with families about rest time during conferences. All staff will follow timeframe children are allowed to rest for per this conversation

HT will review IEP/Intervention Plans

All staff will assist in individualization as needed.


	
	Adult Duties:
Place ‘Rest and Relaxation’ time on daily schedule chart for a period of 15 minutes and no longer

If your room requires a rest mat, reach out to your program manager

Encourage but not force children to rest or nap. 

Adjust the length of rest time for children who do nap by allowing them to continue to sleep 
Supervise children who are resting and/or interacting in quiet learning activities

Alternative quiet learning activities for children who do not need or want to rest/nap (yoga, songs, fingerplays, mindfulness techniques) 

Collect facts on individual children’s development through observation and documentation
	
	

	
	Individualization:
Consult the child’s family if there is any particular insight they have to help meet the child’s needs during rest time

Incorporate specific modifications/adaptions from individual child’s IEP or other intervention plan that may pertain to resting
	
	



Tooth Brushing
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	Regulates own emotions and behaviors

Demonstrates fine motor strength and coordination
	Adults will follow standard Toothbrushing Policy

Daily each child will practice brushing their teeth. Children will be seated at tables where adults will distribute toothpaste and toothbrushes to each child

Adults interact with children and model the appropriate brushing protocol

	


Policy and Procedure Manual
Toothbrushing Policy HS-02-112







Tooth Brushing Protocol Checklist
Appendix HS-L1
	During afternoon Heggerty, PA will place half pea sized toothpaste into condiment cups on tray and cover them. Toothpaste cups will be kept out of reach of children, in the cabinet in the back of the room.

During afternoon circle (or PATHs), PA will clean and disinfect tables to prepare for toothbrushing, while HT and AT stay with kids at circle carpet.

At 2:15, children will wash their hands and sit at the tables. PA will hand out small cups of toothpaste, and the teacher at the table will give each child their toothbrush. HT, AT and PA will all sit at different tables with 5-6 children. Each teacher will be responsible for demonstrating how to properly brush teeth and supervising children at their table while brushing.

HT will turn the “Toothbrush Song” on YouTube to signal how long we are supposed to be brushing our teeth.

At end of song, AT will move to sink. HT will call tables one at a time to go to the sink to hand AT their toothbrush. 

AT will take each child’s toothbrush, rinse it off then return to the labeled toothbrush holder.

AT will be responsible for replacing toothbrushes monthly or after a child is sick.

	
	Adult Duties:
Dispense toothpaste on condiment cup before children are seated

Store labeled brushes in a sanitary way

Maintain sanitary conditions for toothpaste

Replace toothbrushes as needed (i.e.: after illness or extended used)

Sing a “toothbrushing” song and talk about the importance of brushing at home in the morning and night

Collect facts on individual children’s development through observation and documentation
	
	

	
	Individualization:
Incorporate imbedded learning opportunities and curriculum modifications from a child’s IEP
	
	HT will place items on lesson plans for individualization as needed.

All staff will assist in individualization as needed.



Departure
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	Regulates own emotions and behaviors

Establishes and sustains positive relationships

Listen to and understands increasing complex language

Remembers and connects experiences

Participates cooperatively and constructively in group situations 


	Say goodbye to each child by name

Assist children as they put on outerwear and pack personal belongings 

Children move name on Home-School Chart

Gather children to briefly reflect on the day and talk about the upcoming day. Sincerely identify group successes and accomplishments to promote a sense of community, group cohesion and mutual respect (i.e.: “You were all so kind to each other, I saw you taking turns and helping all day long.”)

	The Creative Curriculum for Preschool
Sixth Edition
Volume 1
The Foundation
Pages 82-183

CLASS Dimensions Guide
· Behavior Management
· Productivity
· Positive Climate
· Teacher Sensitivity 

Active Supervision Policy
HS-02-102


Classroom/Site Specific Arrival and Departure Plans

Sign In/Sign Out

Child Release Policy
ED-03-104
	Half hour before leaving, PA will gather all artwork, papers, etc. that are to be distributed to parents and place in folders and bookbags.

For departure, students will gather at the circle carpet and HT will talk about the day with students, read social/emotional book, or do PATHS lesson with AT. AT sits at carpet with students giving support to children who need help following expectations. We will then together participate in our goodbye song.

Children are then dismissed to cubbies to gather bookbags and coats. AT and PA will stand at cubbies helping children get their belongings and put them on. HT will stand at doorway having children move name from school to home and lining up. HT will engage with children using songs, MM, etc. while others are continuing to get ready to leave.

All three teachers will count children before leaving the classroom.

HT will greet families at the door and give information to families about the child’s day, as well as ensure sign in/out clipboard is being used.
HT will then call child to the door, AT will escort child to HT with bookbag/artwork (if they do not have bookbag). All staff are responsible for saying goodbye to child.

HT will place items on lesson plans for individualization as needed.


All staff will assist in individualization as needed.

	
	Adult Duties:
Distribute parent notices, good news notes, classroom times, etc. into children’s backpacks

Distribute artwork to be sent home

Count children as they leave classroom 

Visually inspect classroom for belongings left behind

Strictly adhere to agency Release Policy

Collect facts on individual children’s development through observation and documentation 
	
	

	
	Individualization:
Incorporate imbedded learning opportunities and curriculum modifications from a child’s IEP

Observe for children who may experience difficulty going from school to home, and with supervision input develop an individual plan
	
	







Planning and Reflection
	General Child Objectives Children will:
	Primary Adult Roles Adult-Child Interaction:
	References
	Classroom Specific Strategies

	Interact within a safe, organized, well stocked environment 


	Not Applicable
	




Teaching Strategies Weekly Planning Form

	HT is responsible for beginning discussion with AT and PA on how they felt the day went.

AT and PA will discuss any concerns or observations they had during the day with HT so HT can input data into TSG for observations and documentation.

HT will take responsibility for input of daily observations after children leave each day.

HT will review any plans with AT and PA for the following day and coordinate with AT on prep of materials for the following morning.


	
	Adult Duties:
Discuss the events of the day and strategies to support individual children

Organize by child and area of development written observations that were collected throughout the day. Enter observation data into Teaching Strategies GOLD

Review plans for next day and be sure materials are available
Re-organize and replenish classroom toy shelves and materials

Phone parents to discuss/share relevant information 

	
	

	
	Individualization:
Not Applicable
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