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Agenda

✓ DOE Rules and Regulations for 

school year 2024-2025

✓ TN DOE Notebook

   -Tab 1: Introduction

     -Tab 2: Organization and Program Operations

     -Tab 3: Staff/Program Requirements

     -Tab 4: Health and Safety/Food
     -Tab 5: Facilities/Transportation

✓ Pre-K Website Forms for DOE

✓ TN Professional Development Log

✓ E-Licensing



DOE Rules and Regulations 24-25

• All teachers and assistants should read the Scope

of Services and Childcare Standards Summary 0520-12-01     

(Revised February 2024)

• Minimum of 5.5 hours of instruction daily

• Nap/Rest time is 30 minutes daily (must be reflected on 

schedule).

• Adult-Child ratio is 1:10 at all times. Do not leave the classroom 

out of ratio for any reason.

• Be mindful or your room, space, and clutter

• Class animals are allowed if they are caged (except for turtles)

• Ensure privacy for toileting and changing diapers



DOE Rules and Regulations: Parent Board

All Pre-K classrooms must have a parent board. This board MUST have 
the following items placed in an organized manner:
• Current Certificate of Approval
• School/Pre-K Mission and Vision Statements
• DHS Child Abuse and Complaint hotline posters English and Spanish
• List of CPR/ First Aid Certified Personnel
• Menus (Breakfast, Lunch, and Snack)
• Emergency Drill Log
• CACFP Flyer Spanish and English
• Justice for All
• Head Start Program Posters – Food Service
• Emergency/Safety Procedures
• Daily Schedule
• TN Comptroller Poster
• Allergy and Medical Alerts (must have cover sheet)
• Lesson Plans (whole and small group)
• Fire Inspection and Child Plant Inspection Report
• Civil Rights Complaint Form
• Child Abuse Coordinator Certificate



TN DOE Notebook

• All sites should have 
a TNDOE Notebook

• Notebook is housed 
in one classroom but 
is the responsibility 
of all Pre-K staff to 
complete and update 
the notebook.

• Instructional 
Advisors will provide 
cover page and tabs 
if needed.



TN DOE Notebook Table of Contents



TN DOE Notebook: Tab 1

The following yellow highlighted areas 
need to be added to the notebook:

• Parent Handbook (updated SY 24-25)

• Parent Handbook Acknowledgement 
Signed Form

• Child Abuse Education



Parent Handbook



Parent Signature Page



TN DOE Notebook: Tab 2

Yellow highlighted areas need to be completed and added for each Pre-K 
staff member:

• Staff Verification Form
• Staff Professional Development Log
• Credentials
• Physicals (must be within 3 years)/DHS Childcare Provider Medical 

Report
• Evaluations
• Employee Orientation (Pre-service agenda)
• Vulnerable Persons Registries  (Dept. of Health and Sex offender)
• Child Abuse Training Certificate and Coordinator
• DOE Implementation and/or Certificates (Certificate of Approval)
• CPR/First Aid card for staff and a list of all



Staff Verification Form

• Ensure all Pre-K staff are 
listed on the staff 
verification form for your 
location.

• New staff should be 
added to the same staff 
verification form. Staff 
who leave fill-in 
termination date on 
current form.



Professional Development Log



Physical/DHS Childcare Provider Medical Report

• Physicals must be 
within three years.

• If physical has 
expired staff will 
need to have new 
physical using this 
form.



Vulnerable Person Registry

• Must complete 
each year for all 
Pre-K staff



Child Abuse Training Certificate and Coordinator

Website:

https://www.tn.gov/dcs
/program-areas/child-
safety/reporting/child-
abuse-coordinator-
training-resources.html

https://www.tn.gov/dcs/program-areas/child-safety/reporting/child-abuse-coordinator-training-resources.html
https://www.tn.gov/dcs/program-areas/child-safety/reporting/child-abuse-coordinator-training-resources.html
https://www.tn.gov/dcs/program-areas/child-safety/reporting/child-abuse-coordinator-training-resources.html
https://www.tn.gov/dcs/program-areas/child-safety/reporting/child-abuse-coordinator-training-resources.html
https://www.tn.gov/dcs/program-areas/child-safety/reporting/child-abuse-coordinator-training-resources.html


TN DOE Notebook: Tab 3

Yellow highlighted areas need to be completed and 
added by each Pre-K classroom:
• Class Roster
• Daily Schedule
• Parent Teacher Conference Dates, Open House, etc.
• Report Card Sample
• Classroom Newsletters
• Copy of Field Trip Permission Slip



TN DOE Notebook: Tab 4

The following highlighted areas need to be added 
to the notebook:

• Copy of CPR/First Aid Certification

• Copy of Health Forms/Notices (student)

• Safety Plan

• Sample Accident Form

• Fire Inspection

• Child Plant Environment Inspection

• Copy of food/sanitation inspection

• Monthly Menus



Safety Plans



Sample Accident/ Incident Form



Fire Inspection    Child Plant Environmental Inspection



Food/Sanitation Inspection

• Please ensure monthly breakfast 
and lunch menus are added to the 
TNDOE Notebook each month.



TN DOE Notebook: Tab 5



How to access forms on Pre-K Website?

Division of Early Childhood Website:

https://tn50000520.schoolwires.net/earlychildhoodprograms 

https://tn50000520.schoolwires.net/earlychildhoodprograms


Finding the Professional Development Log

Click on the 
Teachers link



Finding the Professional Development Log

Click on the 
Professional 

Development 
Link



Finding the Professional Development Log

Here!



Professional Development Log



Finding the DOE Compliance Resources

Click on the 
Teachers link



Finding the DOE Compliance Resources

Click on the 
“Compliance and 
TDOE Notebook” 
link



Finding the DOE Notebook Resources

Click on 
TDOE 
Notebook



Finding the DOE Compliance Resources

Click on 
Compliance



E-Licensing

• Online portal for the state of TN 
used to submit documentation 
in order to receive a COA 
(certificate of approval).

• One submission per 
school/center location

• Many of the documents needed 
for the TNDOE notebook will 
also be uploaded to the e-
licensing portal (schedules, PD 
logs, fire inspections, etc.).

• More information will be 
provided from Director Bostick 
in the coming weeks .



Professional Development Credit

Tennessee Department of Education (TDOE)
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