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Clackamas County Children’s Commission 

Subject: Center Staffing & Cancelations (Procedure) 

Section: Education (Center Based) 

Date Revised: 9/4/25 PC Approval Date (Policies Only): N/A 

Regulation Reference: Federal: 1306.20 (a-i); 1304.52 (g), State: 414-300-
(0030), (0070), (0080), (0090), (0100), (0110), (0130) 

 

Procedure: 

During program hours of operation, centers will be staffed according to the following: 

Director/Substitute Director: 

• Site Supervisor (Director) and/or Substitute Director (as assigned/defined per state licensing 

requirements) will be on site at all times. 

• Site Supervisors (Directors) must be onsite at least 1/3 of the hours of operation each week 

(except for planned vacations and emergency situations), to include time spent directly 

observing staff and children. 

• Names of both the Site Supervisor (Director) and the Substitute Director must be posted daily in 

the center, visible to staff and parents. 

• All Lead Teachers are required to complete subdirector training and be listed on the Operating 

Information sheet on the licensing board. The Subdirector form that will be used is from CCLD. 

Classroom Staff: 

• Classroom ratios of 1 adult to 10 children will be maintained at all times in Head Start 

classrooms; 1 adult to 4 children in EHS classrooms. 

• All Duration classrooms (Head Start and EHS) will be staffed with a Teacher, Assistant Teacher, 

and Classroom Aide whenever possible. Part day Head Start classrooms will be staffed with a 

Teacher and Assistant Teacher and will receive support from additional staff as directed by the 

Site Supervisor. 

• At least one member of the classroom staff must meet Assistant Teacher or Teacher 

Qualifications. 

• CESD staff, volunteers and parents are not to be counted toward ratio requirements under any 

circumstances and are never to be left alone with children. 

• Substitutes will be secured in accordance with the Substitute Usage Procedure. 

• In the event  a classroom staff member is absent, Site Supervisors will respond according to the 

following: 

o Teacher is absent: 

▪ Assistant Teacher will assume lead responsibility. 
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▪ The Site Supervisor will assign another classroom staff member to ensure break 

coverage for the two remaining classroom staff members. 

▪ Site Supervisor will attempt to secure an agency substitute to fill in as the third 

staff member if and when subs are available.  

o Assistant Teacher or Classroom Aide is absent: 

▪ The Site Supervisor will assign another classroom staff member to ensure break 

coverage for the two remaining classroom staff members. 

▪ Site Supervisor will attempt to secure an agency substitute to fill in as the third 

staff member if and when subs are available.  

o If two classroom staff members are absent: 

▪ Site Supervisor will attempt to secure a substitute. 

▪ If a substitute and/or Teacher are not available to cover the class, or there are 

safety concerns regarding the staffing solutions, the Site Supervisor will contact 

their Education Services Manager to determine an alternate solution or consider 

class cancelation (with Program Services Director approval). 

▪ In the event a class is canceled the Site Supervisor will notify classroom staff, 

Education Services Manager, Component Managers, and will send a message to 

families using Remind.  The Site Supervisor and classroom staff will notify 

parents of the cancellation if they have reason to believe a family may not 

receive or see Remind messages.  

▪ Site Supervisor will communicate class closures to Community Partners, Visitors, 

and District Transportation/Bus Barn (if applicable).  

 


