CD 256: Child Care Administration 

Final Project Elements

For Final Submission—Completed Project (Due 12/10) should contain the following elements—these should be bound in some fashion and include a table of contents. Remember that you will be presenting these projects to your peers (briefly no more than 10 minutes) on 12/10.
A. Overall program description –

[Include program type; auspices type(private or public; employer supported); size (number of children served, ages of children served, number of classrooms, breakdown by age in classrooms; teacher-child ratio); days/hours of operation; type of licensing/accreditation; funding sources] You should also include a name and location for your proposed program.

B. Community Information

Demographic and economic description of the community that you plan to locate the program.

C. Statement of program philosophy

D. Organizational structure/chart

Type of governance, Role of Board—This should either be done via the computer or if hand rendered look very professional.

D.
Classroom diagrams
Include non-teaching space. Give the total and area square feet requirements based on your program and applicable licensing standards. Include design or layout of room (where you would have major areas &/or equipment)

E. Outdoor diagrams—detail square feet and layout as stated in Item D
F.
Job descriptions

Submit one complete, full job description for either director or head teacher. This job description should be complete and follow detail discussed in class on November 12th. Also, submit one brief job description of one other type of employee in your program. By brief, this would be title, education and experience requirements, and brief listing of job duties.

H. Employee Handbook sections

In addition to the job descriptions, you will select a minimum of two additional elements from the handbook contents outlined in class on November 13th.  You will fully develop these sections as if they were going to be a part of your Employee Handbook for your proposed program. The sections you can chose to develop are: Leave Policies; Supervision & Evaluation; Discipline & Termination; Grievance Procedures; Staff or Professional Development; Interactions with Adults.

I. Financial Plans

Detailed continuation budget (monthly budget (1) and yearly; Global start-up budget.

Funding Sources

Parent Fee Schedule

J. Operating Schedule

Include typical daily schedule for each classroom of children as well as operating schedule (year-round, etc.); also include staffing pattern.

K. Equipment Needs

List equipment needed (e.g., supply inventory that will be purchased via the start-up budget)

L. Health and Safety Guidelines

You should submit at least 2 of the following items: a) menus for lunch and snacks for at least a week; b) health forms for children that would be enrolled in the program (do not use any found in your textbook); c) emergency procedure guidelines or d) health policies for infection control. 

M. Family Involvement

Students should submit a statement specifically detailing their programs’ philosophy for working with families. In addition, students should submit a minimum of two sample items specifically aimed supporting families. This could include but not be limited to information for prospective families; a sample newsletter, topics for parent meetings for a year, and plan for communicating information with families/parents. 

N. A sample Advertisement or Flyer to publicize your Center

O. Include a listing of reference list (APA) of any resources you might have  used to develop your proposal.

P. Also, resubmit your phase II to me. I do not want this attached to your proposal but I want you to turn it in again on December 11.

As distributed in class on November 19, 2003


