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Wittle Lizzie Childcare Center: 
· The MINIMUM age of a staff person is 18 years of age. 
· All staff must be certified in CPR/FIRST AID (Class provided by Wittle Lizzie Childcare Center)
· Must pass a background check & fingerprinting
· Each staff person must be able to comfortably lift at least 35 Ibs
· Each staff person must complete a minimum of thirty hours of training every two years. 
· Per NYS all employees may not have their cellphones in their possession except for 15-Minute breaks and lunches

Rover: 
*Rover: An employee that will be moved from position to position based on facility needs. Our rover position includes busing attendant, kitchen attendant, and classroom attendant. Example, Classroom Attendant to Busing Attendant etc. 
Busing Attendant: 
· Keeping track of the entire bus schedule. 
· Getting the children on and off the correct bus in a timely manner using the “Face to Name Method”
· Getting the children to their correct classrooms quietly and efficiently 
Kitchen Attendant: 
· Restocking and cleaning the kitchen 
· Delivering the food into the different classrooms and collecting the food trays once done 
· All plates and silverware will be color coded to match the specific classroom 
· You will need to keep up to date on your training


Classroom Assistant/Teachers Assistant: 
· You must have a High School Diploma or an equivalent and one year’s experience working with children under the age of 13. Or Two year’s directly working with children under the age of 13. 
Job Requirements: 
· You must keep up to date on your mandated training 
· You will be responsible for helping the classroom teacher with the daily tasks of running the classroom 
· Following your individualized classroom pre-planned schedule 
· Helping the teacher visually supervise the children at all times 
· Diapering and clean up of the children depending on the age group 
· The cleaning and daily upkeep of the classroom throughout the day 
· Advising the office secretary if you need any supplies ordered or if anything is broken and needs to be replaced

NON-ROVER POSITION’S 
Classroom Teachers: 
Education Requirements: 
Group Infant/Toddler Teacher: 
· Associate’s Degree in Early Childhood Development, Childhood Development or related field and One years’ experience related to caring for infants and toddlers 
-or-
· Infant and Toddler Child Care and Education Credential; or Infant Toddler Child Development Associate Credential; or other Office recognized credentials specific to the Infant/Toddler Developmental period and Two years of experience related to caring for children 
-or- 
· Child Development Associated Credential (CDA) and Two years of experience caring for children, One of which must be related to caring for infants and toddlers. 
-or- 
· Nine College credits in Early Childhood, Child Development or a related field, with a plan of study leading to: Infant and Toddler child Care and Education Credential; or Infant Toddler Child Development Associate Credential; or other Office recognized Credential specific to the Infant/Toddler Developmental Period; or Associates Degree in Early Childhood, Child Development or a related field and Two years of experience related to caring for children, one of which must be related to working with Infants and Toddlers. 

Group Teacher for School-Age Children:
· Associate’s Degree in Child Development, Elementary Education, Physical Education, Recreation or a related field and no additional experience required.
-or-
· School Age Child Care Credential or other Office recognized credentials specific to the School-Age Developmental Period and One year of experience working with children less than 13 years of age.
-or- 
· High School Diploma or its equivalent and Two years of direct experience working with children less than 13 years or age.
 
Job Requirements: 
· You must be certified, with an associate’s degree. 
· You will be responsible for always keeping an eye on the children to ensure their safety 
· Filling out the daily health checks upon the arrival of each child 
· Filling out the diaper cream/diaper changing form if applicable 
· There will be a pre-planned schedule for the day you must follow to keep things running smoothly 
· Diapering and cleaning up the children in your classroom based on the age group
· Stocking the diapers, wipes and diaper cream etc. 
· You will be responsible for snack time, keeping in mind the food allergies in your classroom 
· Keeping water readily available and the children having their individually labeled cups 
· Cleaning these cups for the next day 
· Cleaning and the upkeep of the classroom during the day to keep things safe and working efficiently 
· Preparing the children to leave for the day for example making sure they have socks shoes and a jacket on 
· [bookmark: _GoBack]You must know the evacuation plan, shelter in place must be done twice a year I recommend monthly 
· Fire Safety plans must be practiced monthly 
· If an incident occurs you will need to fill out an incident report and notify both the director and the child’s parents/guardians immediately 
· If a child is sick the director is to be contacted to call the parents. The child will then be relocated into the sick room with an assistant on hand until the child is picked up. 
· All children must play outside for a minimum of 15 minutes per day depending on the weather. Three will be a pre-planned time for each classroom for outdoor play. 
· Notifying the office secretary if you need any supplies ordered or if anything in the classroom has broken and needs to replaced. If there are any broken toys in the classroom they must be removed. Brought up to the secretary’s office to either be disposed of, fixed or replaced. 

Kitchen Main Cook: 
· Stocking the kitchen 
· Making sure no food is stored on the floor level 
· Labeling food when necessary 
· Preparing all meals, breakfast, lunch, dinner and snacks 
· YOU MUST BE AWARE OF ALL FOOD ALLERGIES IN THE FACILITY 
· All plates and silverware will be color coded to match the specific classroom 
· Hand-washing/Dishwashing the dishes 
· Cleaning the kitchen to ensure a clean work environment and cross contamination 
· You will be responsible for talking to the Department of Health when they come for their annual inspections 
· You will need to keep up to date on your training 
· Must have previous kitchen experience 
· Must be able to handle a fast working experience 
· Must be able to communicate well 

Janitorial Staff: 
· Cleaning each room in the facility 
· Wiping down tables, chairs, doors, windows and walls daily upstairs and downstairs 
· Sweeping, Mopping and vacuuming, all rooms upstairs and downstairs, hallways, stairs and kitchen daily 
· Taking the trash out daily and putting new bags in the bins upstairs and downstairs 
· Wash and drying all the linens then stocking them back in the correct rooms 
· You will need to keep the Janitor closet closed and locked at all times 
· Notify the secretary if you need any supplies ordered to advise them if any items are cracked or broken so it can be fixed immediately for the safety of the children and staff 
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