Student Handbook
Welcome teachers to the Basha High Early Childhood Education Childcare Lab Experience. In order to maintain a quality environment for the children, it is important that everyone act in a consistent manner. Therefore, I have put this information and training packet together for you. If there is anything you don’t understand, please do not hesitate to discuss it with me. 

A. Attendance: 

Prompt attendance is very important and will result in loss of daily points. Tardiness will result in loss of half credit for the day (for observation and teaching days). You may schedule a time to meet with me and determine how you are going to make up the points missed. (For excused absences only!)  

B. Dress: 

Come dressed in washable and comfortable clothes that are suitable for sitting on the floor and being around a creative but sometimes messy environment. Students who are not dressed appropriately will not be allowed to work in the childcare that day. 
INAPPROPRIATE CLOTHING SUCH AS LOW CUT TOPS, EXCESSIVELY SHORT SKIRTS, DRESSES, TANK TOPS, AND SHORTS (shorts must be knee length), AND UNSUITABLE GRAPHICS ARE NOT ALLOWED! 

Off-campus intern experiences have an uniform – Early childhood T-shirt and jeans (with no holes or tears) or dress slacks.  
C. Confidentiality: 

You will learn a great deal about the children and even some information about their families. This is important in understanding and communicating with children. This information is CONFIDENTIAL and should not be shared outside the lab. 

D. Your Role: 

Your role is that of a teacher with children. We will address each other as Mr. _____ or Miss ______, using first names only. You are welcome in the Childcare Center ONLY during your class period. The center is for ECE students only--you may not bring your friends into the center to “hang out.” 

E. First Aide/Child Accidents/Illness: 

Report any injuries or accidents to a staff member immediately.  The staff member will administer first aide and fill out a report. If a child falls DO NOT pick them up until you are sure they are all right. Move over and let them begin to get up on their own, comforting and reassuring them as you check for injuries. EVEN IF YOU SEE NO VISIBLE INJURIES REPORT THE FALL! If you feel the child may be ill, let a staff member know so they can check them and call the parent if necessary. 

If you have an open cut yourself or have an open sore, bandage yourself and clean up after yourself. If a child is bleeding, immediately put on latex gloves before cleaning and bandaging the child. NEVER touch anyone else's blood! 

F. Talking with Parents: 

As a student worker your direct communication will be limited. However, greeting them and helping the parents feel comfortable is an important part of their day. Feel free to chat with them about the day’s activities but refrain from making comments on how their child is doing. If they ask for your evaluation, please tell them that you are only with the children about an hour and a staff member could give them more complete information. If the parents indicate they have a concern, please refer them to the director or staff member in the room. The better we know the parents the more effective we are with their children. 

G. Discipline Policy: 

We view discipline as the entire “spirit” with which we interact with the children. 

That includes our body language, facial expression and tone of voice. We practice positive and preventative discipline. We DO NOT PUNISH the children. Punishment is a negative and punitive practice meant to achieve compliance through intimidation. We want to try to find a way for the child to accomplish what he/she wants to do in an appropriate manner whenever possible. It is often necessary to be firm with a child, but we want to be firm and kind simultaneously. At all times it is important to show respect to the child and to accept and validate his/her feelings, even if the behavior is not acceptable. Below you will find some guidelines to help with interactions. REMEMBER WE NEVER USE ANY PHYSICAL OR EMOTIONAL PUNISHMENT OF ANY KIND. If you have difficulty when redirecting a child, allow the staff member to “take over.”  If you feel you are getting frustrated or angry with a child (and this can happen to anyone) let the staff member know and they can support you or take over for a while. 

When inappropriate behavior occurs: 

1) try redirecting the child
2) acknowledge feelings – “It looks like you are mad (sad, angry, etc.) right now….”

3) remind the child of the rule, expectation, or boundary

4) giving a choice (Can you do it by yourself or do you need my help?)

5) call the staff member in the room

H. Miscellaneous Rules: 

1.All personal problems stay out of the childcare center--NO talk of boyfriends/girlfriends in front of the children. 

2. Gum is to be thrown away before entering the preschool area. No food or drink of any kind should be consumed in front of the children. (water is the exception)
3. Coats, books and purses should always be left in the ECE classroom.  

4. Wash hands before entering the childcare center.  

5. Have all lesson materials prepared BEFORE YOUR CLASS PERIOD BEGINS. 

6. All language must be appropriate for children. “Oh my God,” “Sit down on your butt,” “You look sexy today” etc., are NOT acceptable. 

7. Clean up all areas of the room used during your class period. All materials used must be put back where you got them or returned to the ECE classroom.  

8. When playing with a child, always get down on their level. Do not pick the child up. 

9. NEVER give the child gum, candy or money. 

10. NEVER show favoritism toward a child. 

11. Cover tables with newspaper for especially messy projects. 

12. Always clean tables with disinfectant before and after snacks. 

13. Write children's names on their papers. ASK the child where they would like you to write it. Make sure each child’s name is spelled right and written in proper form. 

14. Help the child (don’t do it for them!) put all artwork, projects and letters, notes, etc. in the child’s cubby. 

15. Call in or e-mail BEFORE 7:00 am if you are going to be absent. 

16. Lesson Plans MUST be presented to the teacher BEFORE your scheduled teaching time. No lesson means that you are unprepared and you will be getting a failing grade for those plans. 

17. NEVER comb or brush a child’s hair or apply makeup to a child’s face. 

18. The teacher’s desk and phone are ABSOLUTELY off limits. They are for school business only. DO NOT ask to use the phone. 

19. Return lesson boxes and ECE hall pass to ECE classroom after your teaching period. 

20. Love the children a lot - learn as much as you can - and enjoy a wonderful experience. 

I. Outside Play Policy 

1. Teachers will be actively involved with the children when they are playing outside. 

2. Children may not leave the play area to come inside the building without teacher supervision. This includes toileting, cuts, scrapes, drinks of water, etc. 

3. Teachers will insure that children are properly dressed for outdoor play (jackets, etc.) 

4. There will be no chairs in the play area unless used for games or another special event. Teachers are not allowed to sit down during outside play. 

5. The children should not be carried around, picked up, swung by the arms, hung upside down, etc. Encourage the children to play, run and explore with their peers. 

6. There should not be any throwing of sand or water. Supervise children carefully. 

7. Stay positive - but use common sense and safety as your guide as to whether a child’s behavior is appropriate or not. 

8. We want to build independence. If a piece of equipment is too high or difficult for a child, encourage them by letting them know that pretty soon they will be big enough. Then redirect them to something their own size. Avoid lifting them. When they can do it themselves, they will have a tremendous sense of accomplishment and they will know that they have really grown.
