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Welcome to the Charlotte County Public Schools’ Early Childhood Programs Volunteer Training. The Early Childhood Programs consists of Early Head Start, which serves infants to 3 years old, Head Start, which has three and four-year-old classrooms served at Baker Center in Punta Gorda and at the HOPE Center in Port Charlotte.  Our four-year-old Head Start / Voluntary Pre Kindergarten (VPK) classrooms at most elementary schools. In addition, Baker Center also has three Pre K ESE classrooms and two Pre K Inclusion class.  Also, at Baker Center and HOPE Center we have Tuition classrooms for families who do not qualify income wise for our program. 
This training packet has been developed to assist in familiarizing volunteers, substitute teachers and parents with the routines and procedures of our classrooms.

We appreciate your interest and continued support and we look forward to your participation in our program.

Early Childhood Programs Management Team

Charlotte County Public Schools
Early Childhood Programs

Program Mission Statement:

The mission of the Early Childhood Programs is to provide children and their families with opportunities to build a foundation for success through quality, comprehensive, community and school based early childhood programs.

Performance Standards:

Mandatory regulations that must be implemented in order to operate the program.

1304.21 (a) (2) (I)

Invite the parents to become involved in the development of the program’s curriculum and approach to child development and education:

1304.21 (a) (2) (ii)

Provide opportunities to increase skills and to share assessments with staff that will help plan the learning experiences:

Parents are respected as the primary educator of the children.

Art Experiences

Materials and Equipment

Crayons



Colored paper


Colored paint

Pencils




Tissue paper



Markers


Magazines



Scrap paper



Tape

Staplers



Glue




Newspaper

Scissors



Yarn






When a child works with art experiences he/she:

· Is more concerned with the process than the finished product
· Learns more about colors and how to use them
· Learns how to use imagination and transfer ideas to paper
· Learns about making choices and decisions
· Learns how to use and care for materials
You can help as a volunteer by:

· Encouraging children to get the supplies needed for their creation
· Hanging wet pictures that are completed
· Encouraging children to clean up their space
· Encouraging children to write their names on their work
· Encouraging children to “Tell me about your picture.”
· Remembering that the process, not the final product, is important
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Block Experiences

Material and Equipment

Unit blocks



Legos / Duplos

Cardboard blocks

Animals



Hollow blocks

Cars and trucks


Road signs



People figures

When a child works with blocks he/she:

· Learns about size, shape, weight, balance, height, and texture
· Learns how to cooperate with other children
· Learns how to solve problems and make decisions
· Learns how to create patterns when building
· Learns to role play and pretend
You can help as a volunteer by:

· Building with children and talking with them about what you are building

· Encouraging children to identify things that are alike and different

· Watching the children and what they are creating

· Constantly name the shape and size of the blocks children use

· Showing children how to build as high as their shoulders

· Counting the blocks with the children

· Reminding, showing and helping children to put away materials at clean up time

· Demonstrating a polite way to ask someone to share a block that you need for your building

· Reading books that are in the block area

· Drawing / writing about the buildings being made
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Computer Area

(Usually located in the Literacy Area in the Classrooms)

Materials and equipment:

Computer


Software

Printer

Paper

When a child works in the computer area, he/she:

· Learns eye-hand coordination

· Learns independence

· Learns to cooperate

· Increases language development

· Learns concepts

· Learns to take turns

You can help as a volunteer by:

· Joining in the activity with the child

· Talking with the child about the games

· Encouraging the child to problem solve

· Saying the letters/numbers with the child
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Discovery Experiences

Materials and equipment:

Plants
 




Scales

Magnets




Science experiments

Microscope




Measuring cups

Magnifying glass
Natural materials (leaves, pinecones, twigs, etc.)


When a child works with discovery experiences, he/she:

· Has the opportunity to learn about size and measurement by experimenting with spoons and cups of different sizes

· Learns about classifying and counting

· Develops an understanding about time and space

· Develops an understanding about concepts such as “empty and full” 

· Develops reasoning and predicting skills

You can help as a volunteer by:

· Joining in activity with the child

· Encouraging exploration

· Asking challenging open-ended questions

· Talking with the child about what he/she is doing

· Encouraging children to talk about their experiences with other children in the area

· Reading books

· Encouraging children to write about their experiments
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Dramatic Play Experiences

Materials and equipment:

Clothes




Real utensils

Household appliances

Food 

Baby dolls and clothing

Real props for pretend play

When a child works with dramatic play experiences, he/she:

· Learns how to play / pretend

· Learns how to cooperate with other children

· Increases his / her ability to communicate with others

· Learns about personally meaningful experiences

· Learns how to role play

· Increases their vocabulary

You can help as a volunteer by:

· Joining the children in their role playing

· Encouraging children to role play new characters (doctor, parent, firefighter, whatever they imagine)

· Reading aloud books in the area

· Writing a grocery list
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Literacy Experiences

Materials and equipment:

Book display


Tape recorder

Paper supplies

Pillows, stuffed animals

Puppets


Stickers / stamps

Beanbag chairs


Rocking chair

Letters



Variety of books


Name cards


Writing tools

Newspaper / magazines

Writing table

Computer

When a child works with  literacy experiences, he / she:

· Learns to enjoy books and reading

· Sees adults reading and enjoying books

· Develops concepts such as pointing to print from left to right, top to bottom, holding the book upright

· Learns how to use and care for the materials

· Increases vocabulary

· Begins to tell stories from the pictures and books in sequence

· Learns how to work cooperatively with peers and adults

· Experiments with writing

You can help as a volunteer by:

· Reading a story to a child or have them “read” to you

· Reading signs and labels in the classroom

· Encouraging children to use their imagination by asking challenging questions about the story, such as “What do you think would happen if..?” or “What would you do if you were in the story?”

· Encouraging children to copy words from books / labels in the room

· Reading the title of a book, naming the author and illustrator

· Reading their favorite story over and over

·  Asking children to read what they have written                 
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Listening / Music Experiences

Materials and Equipment

Tape /CD player



Microphones

Headphones



Music tapes and CDs

Musical instruments




When a child works with listening/music experiences, he/she:

· Learns listening skills

· Learns small and large motor skills

· Learns about rhythm
· Learns coordination
· Follows oral directions
You can help as a volunteer by:

· Joining in the activity with the child
· Assisting the child in changing the tape / CD
· Model keeping the beat to the music
· Encouraging children to move creatively to music
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Manipulative Experiences

Materials and Equipment:

Puzzles



Legos

Pegs and peg boards


Beads

Lacing cards



Unifix cubes

Counting bears


Sorting materials
When a child works with manipulative experiences, he/she:
· Has the opportunity to work alone or with other children
· Will improve eye-hand coordination
· Fits things together and takes them apart
· Compares numbers and amounts
· Recognizes and compares amounts
· Uses and describes something in many different ways
· Learns to make choices
You can help as a volunteer by:

· Sitting with a child who would like or needs your help
· Reminding, showing, and helping children put away the materials at clean up time
· Helping children learn to organize the pieces of a game or puzzle
· Reading books in the area
· Encouraging children to problem solve
· Adult / child using the same materials
· Encouraging child to draw/write about their experience or the materials used
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Outdoor Experiences

Materials and Equipment

Swings



Slide



Tricycles

Balance beam


Sandbox


Sand/Water table

Easels



Play house


Balls

Sand toys





When a child works outside he/she:

· Learns how to use his/her body effectively

· Has a sense of joy in achieving a new skill

· Learns the limitations of his/her body

· Learns safety and caution

· Learns how to take turns and share a piece of equipment

· Explores the natural environment

You can help as a volunteer by:

· Joining children in their play

· Encouraging children to pump the swings by themselves

· Helping children remember the safety rules for the equipment and the outdoor area

· Encouraging children to use words like “high-low”, “hard-soft” , “fast-slow”, and “over-under”

· Being the extra eyes and hands to help the children
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Sand and Water Experiences

Materials and Equipment

Plastic bottles

Funnels



Measuring cups

Shovels


Bottle tops



Measuring spoons

Sifters


Plastic tubing


Containers of assorted sizes

When the child works with sand and water experiences he/she:

· Finds it soothing to bury his/her hands in sand or pour water in and out of cups

· Has the opportunity to play alone

· Has the opportunity to learn about size and measurement by experimenting with measuring cups, spoons and different sized containers

· Learns what materials float and sink in water

· Transforms and combines materials

· Is not concerned with the final product, so the experience is not frustrating

· Actively explores the functions of materials with all the senses
You can help as a volunteer by:

· Making sure the children wash their hands before and after playing in the sand or water table

· Encouraging children to experiment with measurement

· Helping to increase vocabulary by using words such as “full-empty”, or “wet-dry”
·  Encouraging children to share the materials
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Sample Early Head Start Daily Schedule
7:15-7:30
Teacher preparation

7:30-8:00
Arrival 




Parents sign child in





Wash hands




Arrival activity planned

8:00-8:30
Breakfast 




Brush teeth
8:30-9:15
Choice time / Individual time 




Teacher planned activity

9:15-9-45
Literacy / Large Group

9:45-10:00
Snack

10:00-11:00
Outside time 

 


Buggy ride




Playground
11:00-11:30
Lunch




Brush teeth

11:30-12:00
Small Group

12:00 

Nap time




Quiet activity if child awakens before departure

1:30-2:00
Departure
2:00-3:15
Teacher planning
Detailed emergency substitute plans are available in each classroom. 
Sample Head Start Daily Schedule
7:00 - 7:20

Teacher preparation
7:45 - 8: 00

Wash hands/ sign in/ circle time

8:00 - 8:30

Breakfast

8:30 - 8: 45

Music/Brush teeth

8:45 - 9: 15

Small Group

9:15 - 9: 45

Outside (10 min focus)

9:45 - 10:00

Snack

10:00 -10:15

Planning

10:15 -11: 00
Work Time

11: 00 -11:10
Clean Up

11:10 -11: 25
Recall/wash hands

11:30 - 12: 00
Lunch

12:00 - 12:15
Writing/Brush teeth

12:15 - 12:45
Language

12:45 - 1:40

Rest Time

1:20 - 1:40 

Gathering/Dismissal

1:40 - 2:15

Dismissal

2:15 - 3:00

Cleaning /Planning / Preparing for the following day

Detailed emergency substitute plans are on file in each classroom.

Positive Adult – Child Interactions

· Sharing control
· Consciously share in conversations with children by acknowledging what they contribute 

· Focusing on children’s strengths

· Watch for what children are interested in, know about and follow their lead



· Forming authentic relationships

· Share your most genuine, respectful self, as children watch everything you do.

· Respond in a respectful, attentive way.

· Supporting children’s play

· Materials to play with

· Choices about what, where, how and with whom to play

· Language form children

· Adult support from setting up the environment to joining in children’s play.

· Adopting a problem –solving approach to social conflict

· Approach conflict in a calm manner
· Gather information and restate the problem

· Ask for ideas on how to solve the problem, giving follow up support, if needed

Encourage children rather than praise their ideas and contributions. Praise has been shown to encourage competition and comparisons. It can create a dependence on adult approval. Adult encouragement allows for children to maintain control and help them learn evaluating their own work and ideas.
Open Ended Questions

Open-ended questions have no right or wrong answer. They encourage children’s creativity and give adults an insight into the child’s though processes. Examples of open-ended questions include:

“What would you like to do today?”`
“What are you going to do next?”

“I see you have some magnets. What are you going to do with them?”

“What do you think is going to happen next?”
“How could you help your friend?”
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On-Going Assessment

· High/Scope Curriculum Key Experiences

· Daily Observations

· Daily planning based on children’s:

· Strengths

· Interests

· Needs

· Children’s assessment records – Child Plus
· 0-8 month

· 8-18 months

· 18-24 months

· 24-36 months

· 3-5 years

· Portfolio items
· Shared with the parents/guardians at Home Visits/Conferences to show the child’s progress
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Confidentiality

Student and family records are to be treated as confidential information. Records are stored in a LOCKED file cabinet, and accessible only to authorized persons and parents. A key to the file cabinet must be kept in the classroom. Both team members need to know the location of the key, as well as the Education Specialist. Further, information regarding families and children should be treated respectfully and professionally and shared only in the best interest of the child or family.

It is the professional expectation of the program that all staff, volunteers, and substitutes will discuss children and families with the utmost professional respect. This includes discussions among other staff, in the office and in the general community. When dealing with a child or working with a family, be particularly discreet in the office or public areas, where visitors or other staff may be present.

All persons that participate in the Volunteer and or Substitute Training will be asked to sign a confidentiality statement.
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Early Childhood Programs

Baker Center

311 E. Charlotte Avenue

Punta Gorda FL 33950

(941) 575-5470

FAX (941) 575-5474

SUBSTITUTE AGREEMENT
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SUBSTITUTE PROCESSING FORM

Name ________________________________________________Date____________________

Recommendation _______________________________________________________________

Approval _____________________________________________________________________

Processing fees for the above named parent will be paid for by the Early Childhood Programs.

Please send bills to the “Finance Department” Preference to be listed: Head Start/early Head Start Classrooms.

WHITE: Human Resources
CANARY: Originating School
PINK: Parent
GOLDENROD: Baker

Early Childhood Programs agrees to:





Pay processing fees for potential parent/substitutes





Provide training to assist in the substitute role.





All else being equal, give preference to qualified parent/substitutes when opportunities occur. 





Name __________________________________





Signature _______________________________





Date___________________________________





Parent / Substitute agrees to:





Substitute for the Early Childhood Programs  as my schedule permits.





Participate in the substitute training offered by the Early Childhood Programs.





Give preference to the Early Childhood Programs when substitute opportunities occur.





Name ______________________________





Signature ___________________________





SS # _______________________________





Date _______________________________
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