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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
Director: 
Educational Requirements for a DIRECTOR:
Bachelor’s Degree including or in addition to, 12 credits in Early Childhood, Child Development or related field. 
-AND- 
One Year of Full-Time teaching experience in a child day care center, family or group family day care home or other early childhood program AND One Year of experience supervising staff in a childcare program or a related field of work. 
Job Requirements as Director of Wittle Lizzie Childcare Center: 
· Infant/child CPR and First Aid certification (Provided by Wittle Lizzie Childcare Center)
· Manage adherence to all state and local regulations at all times  
· Establish goals and objectives for the day care program that are consistent with those of Wittle Lizzie Childcare Center and what is developmentally appropriate for the children in care. 
· Plan and execute weekly curriculums for each classroom to ensure that the program provided meets the highest quality standards and is developmentally appropriate for the children in that classroom. 
· Implement staff meetings at a time at which all staff can attend. (Weekly with the Owner, Bi-Weekly with all staff). 
· Responsible for maintaining a staff schedule to ensure that all ratios remain in compliance with regulations. This may include acting as a classroom teacher or opening/closing the center on short notice. 
· Maintain a strong staff by recruiting, hiring, training, supervising, and appraising the work of the day care teaching and support personnel. Maintain open communication with employees at all times. 
· Give personal attention and supervision to every aspect of the Day Care operation
· Resolve conflicts including corrective action when necessary to ensure a positive experience for everyone. 
· Recruiting, Screening, Enrolling and evaluating children 
· Interview and provide tours to prospective families.
· Document attendance, absenteeism, and incidents for each child enrolled and all staff employed by the Child Care Site.
· Effectively communicates both verbally and in writing with parents on an ongoing basis.
· Ensure Students’ and children’s cultural backgrounds are appropriately recognized, and cultural activities are integrated into education programs and training. 
· Always maintain responsibility for the safety and supervision of children.
· Manage facilities: The Child Care Director must make sure that the facility is safe and well stocked, that includes checking that safety equipment is available and working, removing hazards and ensuring the facility is always clean and orderly 
· Responsible for the appearance of the classrooms and maintaining the quality of supplies, equipment, and materials in the classrooms.
· Supervise the maintenance of equipment and supplies within the financial boundaries set by the Owner, Elizabeth Rienzo
·  Responsible for making sure all security systems and measures are up and working and in place
· Must conduct both Fire Safety Drills and Shelter in Place Monthly for the whole facility 
· Market and promote the facility 
· Must be able to lift at least 35IBS comfortably 
· Must be 18 Years of age 
· Must pass a background check/fingerprinting



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. 
· Responsible for getting them to their correct classrooms quietly and efficiently. You will need to keep up to date on your training.
Kitchen Attendant: 
· Assisting the Main Kitchen Cook in the preparation of food, stocking, and cleaning the kitchen.
· Delivering the food to the different classrooms and collecting the food trays once done. All plates and silverware will be color coded to match the specific classroom. 
· Up to date on your training. 
Classroom Assistant/Teachers Assistant: 
Education Requirements: 
· High School Diploma or its Equivalent with One year experience working with children less than 13 years of age. 
· Or Two years of direct experience working with children under the age of 13 

· All staff with plans of study, including plans of study permitted through a waiver request, must submit their approved plan and supporting enrollment documentation as directed by the office. 

· All Staff must maintain on site and submit, as directed by the Office, Documentation demonstrating continuous progress in their approved plan of study at least annually. 

· Each applicant for teacher, teacher’s assistant or volunteer must complete Office-approved training that complies with federal minimum health and safety pre-service or three-month orientation period requirements. This training must be obtained pre-service or within months of starting the position. 

· You must keep up to date with your training. 

Job Requirements: 
· You will be responsible for helping the classroom teacher with the daily tasks of running the classroom. There will be a pre-planned activity schedule to follow. 
· You will need to help the teacher supervise the children at all times. 
· Diapering and clean up of the children depending on the age group. Stocking the diapers, wipes, and diaper cream etc. 
· 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.
· Preparing the children to leave at the end of the day. EX: making sure they have their socks, shoes, and jackets on. 

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. 
· There will be a pre-planned schedule for the day you must follow to keep things running smoothly. 
· You will be responsible for diapering and cleaning up the children in your classroom based on the age group. 
· Stocking the diapers, wipes, diaper creams etc. 
· 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 etc. 
· You must know the evacuation plan, shelter in place must be done twice a year I recommend monthly.
·  Fire safety plans. Fire Safety 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 parent, parents or 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 a minimum of 15 minutes per day depending on the weather. The director must be notified ahead of time. If a child cannot go outside ex. Does not have a parent’s permission to go outside you must speak with director to make other arrangements for that child. 
· You will have to notify the office secretary if you need any supplies ordered or if anything in the classroom has broken and needs to be 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: 
· You will be responsible for writing your grocery/supply order weekly and getting it to the office secretary for her to place. 
· Accepting the various deliveries. Milk delivery will be twice a week, Bread delivery will be daily. 
· Stocking the kitchen, making sure no food is stored on the floor level. Preparing all meals, breakfast, lunch, dinner. 
· You must be aware of all food allergies in the facility. 
· All plates and silverware will be color coded to match the specific classroom. Teachers will be responsible for the snacks in their classrooms. 
· Handwashing/Dishwashing the dishes, cleaning the kitchen to ensure a clean work environment and no cross contamination. 
· Talking to the Department of Health when they come for their annual inspections. You will need to keep up to date on your training. 
· Previous work experience in the kitchen 
· Must be able to handle a fast workplace environment 
· Must be able to communicate well with other members of staff. 

Janitorial Staff: 
· You will be responsible for cleaning each room in the facility
·  Wiping down tables and chairs, doors, windows and walls daily upstairs and downstairs. 
· Wiping down the gym area ex: play equipment daily. Sweeping, moping and vacuuming, rooms, hallways, stairs, kitchen, and both the downstairs and upstairs gym area 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 door closed and always locked. 
· You will need to notify the office secretary if you need any supplies ordered or to advise them if any items are cracked or broken so it can be fixed immediately for the safety of the children and the staff.
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