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CCCC provides quality childcare during events, to include: Family Gatherings, Parenting Classes, Policy
Council and other events scheduled throughout the year. Events will be staffed to ensure children are
safe and well supervised.

Procedure:

Education Managers and Family Service Managers will work to set a calendar for staff to be
assigned to childcare duties as needed.

Request for childcare will need to happen 1 month prior to the event taking place, this will be
completed by the FSM or FA/FE. Request should be coordinated with centers ES or EM.

FA/FE will let remind staff of when they have been signed up to provide childcare.

Childcare support will be requested from Education Supervisor, Aides, TA, FAs, FEs, or
Substitutes. There will be one lead childcare staff that coordinates the event, such as child sign
in and cleanup of classroom.

Childcare lead staff will ensure children are in sight at all times and follow the Head Count
Procedure.

Each even will have 2 staff to ensure child to teacher ratios are followed. Lead childcare staff will
ensure ratios are followed at all times. Adult to child ratios is 10-1

There will be two childcare staff with child/ren at all times: see Playground Procedure.

The lead childcare staff will ensure that all items on the Childcare Cover Sheet & Log are
completed.

Children will be signed in and out of childcare by their parent/guardian.

Children will wear name tags at all events with first and last name.

Developmentally appropriate activities will be developed for use during the event: see
Classroom Supervision Procedure.

A staff person will ensure children are accompanied to and from childcare to the bathroom or to
their parent.

If a child is injured, an incident report will be completed and signed by the parent.

The lead childcare person and the facilitator will determine when children under 24 months will
attend childcare or stay with their parent during the event. If not, enough staff are present to
ensure the safety of the children under 24 months, children must stay with parents.

Each family will be assigned a number during childcare check-in, this number will be written on
the parent’s and child/ren’s name tags for the purpose of identification.
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e All sign in will be given to the event coordinator FA/FE at the end of the event.
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