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-Tab 1: Intfroduction
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v Pre-K Website Forms for DOE
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DOE Rules and Regulations 24-25

W\“\\&

A

« 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 ratiois 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 o
= privacy for toileting and changing diape
TN Department of

—— Education



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 STI b e iy
School/Pre-K Mission and Vision Statements L | | oo T : " | i

DHS Child Abuse and Complaint hotline posters English and Spanish B : e O | Y ; \ i sl
List of CPR/ First Aid Certified Personnel ' A
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

Division of Early Childhood

* All sites should have P
a TNDOE Notebook %E&NTYQE’ — \

* Notebook is housed 2 g ;
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.
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TN DOE Notebook Table of Contents
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Memphis-Shelby County Schools
Division of Early Childhood
DOE Notebook Table of Contents

TAB 1
0520-12-01 through 04 Introduction (01-04)
Parent Handbook*
Parent signature page(signed copies)
DCS and Child Abuse Numbers*
Child Abuse Education
TAB2
0520-12-01-05 Organization and Administration
TBI Verification* (blark copy)
Staff Professional Development Log fsee insert tab for details)
TDOE for Compliance: (List or required PD links)*
Credentials: (reacher license, CDA, degree, high school
diploma eic.)
Substitute Requirements onsite( These requirements are a
part of SCS HR Dept.)
Employee Orientation (Pre-K Inservice)
Vulnerable Persons Registries
Child Abuse Training: Report Certificate/Coordinator & Allernative
Child Care Provider Medical Report
Credentials (reacher license, CDA, degree, high school diploma, #ic.)
Physicals (staff)
Evaluations (mid-year conferences, ECERSELLCO, Plan of Action
efe.) PLZ(Professional Learning Zone)
DOE Certificate of Approval
CPR/First Aid card for staff and /or list of school personnel
CPI (if applicable)Crisis Prevention Institute (sped)
Volunteer Forms (check with Principal ar Division Early Childhood)
0520-12-01-06 Program Operation*
(sce page 13-18 Standards For School Administered Care
Programs TNDOE)
httpsy//wwiw.tn.gov/content/dam//stateboardofeducation/d

ocuments/pendingrules/0520-12-01

The * means there is copy of the actual document or a blank copy for you to
complete.

TAB3
0520-12-01-07

0520-12-01-09

TAB4
0520-12-01-10

0520-12-01-11

TABS
0520-12-01-12
0520-12-01-13

0520-12-01-14

Staff*

Criminal Background Checks

Criminal Background Check Hluman Resource Approvals
(for teachers and teacher assistants, substitute teachers)
Program Requirements*

Class Roster

Daily Schedule

Parent/Teacher Conference Date, Open House, ete.
Report Card (sampie)

Copy of Newsletters

Copy of any notices for field trips or activities that parents
invited to attend.

TNELDS

Healthy and Safety*

Copy of CPR certificate

Copy of any Health forms or noticcs

Provide Federal Health & Safety notebook

(includes playground check, ete.)

Playground and Equipment Maintenance Plan*(blank copy)
Copy of Fire Inspection

Copy of Child Plant Environmental Inspection

SCS Division of Early Childhood Required Postings List, *
Food*

Copy of menu

Copy of food/sanitation inspection

Physical Facilities*

Transportation*

Transportation Agreement
Transportation Plan/Pedestrian Safety
Care of Children with Special Needs*

The * means there is copy of the actual document or a blank copy for you to

complete.



TN DOE Notebook: Tab 1

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

e Parent Handbook (updated SY 24-25)

* Parent Handbook Acknowledgement
Signed Form

e Child Abuse Education

TN
of

— Education

TAB 1
0520-12-01 through 04

Rules of The State Board Of Education: Introduction 01-04*
Parent Handbook (insert updated copy if not included)
Parent signature page(insert signed copies)

DCS and Child Abuse Numbers*

DCS Childcare Complaint Hotline Number*

Child Abuse Education

Highlighted documents must be added by teacher.

The * means there is copy of the actual document or a blank copy for you to
complete.




Parent Handbook

/"\ /-;
Division of Early Childhood
Pre-K and Head Start

Parent Engagement Handbook
2024-2025

Office of Early Childhood
3030 Jackson Avenue
Memphis, TN 38112
(901) 416-3450
http://www.scsk12.org/prek/

o




Parent Signature

‘(,Eﬁnrr 6'

T

=3 g »

“ N ACKNOWLEDGEMENT
T

PARENT ENGAGEMENT HANDBOOK

My signature below acknowledges that T have:

read and understand my rights and responsibilities as a parent of the Shelby
County Schools Early Childhood program.

received a copy of TN Department of Human Services Summary of Licensing
Requirements for Child Care Centers,

been given a program tour and informed ubout the hours of program operation
along with the behavior, sickness, attendance and pickup policy of the Memphis
Shelby County Schools Early Childhood program.

been informed about the services and safety procedures including the Child
Abuse policy, Personal Safety Curriculum “Keeping Kids Safe”, health and
medication requirements, as well as the exclusionary procedures of the Shelby
County Schools Early Childhood program.

have received Pedestrian and Bus Safety Education, information sbout
volunteering, and the Client/Community Complaint form.

been advised of the permission for photo release in which
I give my permission for my child to be photographed/video recorded
for social media and marketing purposes at special events and activities.

1 DO NOT give my permission for my child to be photographed/video
recorded for social media and marketing purposes at special events and
activities.,

1, the parent/guardian of o B , do hereby
acknowledge that T have read and received a copy of the Parent Engagement Handbook and
that the program’s Family Engagement Specialist, teacher, or designated staff member has
discussed these policies and procedures with me.

Parent Name (Print): = Y e

Parcnt Signature: Date:

Staff Signature:

e R Date:

Sl migmamore vergfes et s Shedly Commty Sclealy Dhvdsing of Sary Chiidhond Pare Kapagement Haadbonk weas redewad wisk the
purent ancd Shet Khe parent was 2RSS & Cop.

Click here to enter text. 30




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

TN ;J'epar'.men!

— Education

TAB 2

Organization and Administration 0520-12-01-05

-TDOE Program Evaluator Phone List

-Early Childhood Quality and Supports Staff’ Verification Form (TBI Verification)
(blank copy included)*
-Staff Professional Development Log (see TDOE for Compliance links)(blank copy
included)

-TDOE For Compliance: List of required PD and links)*

-Credentials: (teacher license, CDA, degree, high school diploma, etc.)

-Physicals (staff)

-Evaluations: (mid-year conferences, ECERS/ELLCO. Plan of Action ete.) PLZ{Professional
Learning Zone)

-Employee Orientation (Pre-Service)

-Vulnerable Persons Registries

-Substitute Requirements onsite (These requirements are a part of SCS HR Dept.)

-Child Abuse Training/Report Certificate/ Identify a Coordinator and Alternate
-DOE Implementation and/or Certificates

-DHS Childcare Provider Medical Report (blank copy included)® Please have your
doctor complete this form.

-CPR/First Aid card for staff and/or list of school personnel

-CPI (if applicable) Crisis Prevention Institute

-Volunteer Forms:(check with Principal or Division of Early Childhood Handbook
MSCS F.A.CLE.

-Program Operation 0520-12-01-06

(see page 13-18 Standards For School Administered Care Programs TNDOE) (see
link below)
hitps://www.tn.gov/content/dam/tn/stateboardofeducation/documents/pendingrules

/0520-12-01

Highlighted documents must be added by teacher.

This * means there is copy of the actual document or a blank copy for you to
complete.



Staff Verification Form

e SN — e Ensure all Pre-K staff are

—— N 1 [ B P B R T listed on the staff
e verification form for your

- location.

= o e L e * New staff should be
== e 8 added to the same staff
- verification form. Staff
=————F——+——+——————— who leave fill-in

termination date on
current form.




Professional Development Log

= Education

Earty Chilchocd Quality and Supparts
STAFF PROFESSIONAL DEVELOPMENT LOG
enter text

School Mame: Click here to enter text. Hame: Click here to

District: Click here to ¢ School Year: Click here to enter text

Trainer Name or
Signature

Mandatory Date Hours

Requirements

Topic

Prograrn Philasaphy

Emergency Procedures

Palicies on discipling of
children

Palicies regarding child abuse

Sudden Infant Death (SIDS)
Policies for Receiving and
Dismissing Children

Health and Safety Trainin

The Prevention and control of
infection diseases (including
immunizations)

Prevention of sudden infant
death syndrame and the wse of
safe sleep practices

Administration of medication,
eonsistent with standards for
parent consent

Prevention and response to
emergencies due to Food and
allergic reactions

Overview of Chapter 0520-12
01, Child care standards

Appropriate precautions in
transparting children, if
applicable

Prevention of shaken baby
syndrome, abusive head
trauma, and child
rraltreatrment

Emergency preparedness and
response planning for
emergencies resulting from a
natural disaster, or 2 man
caused event (such as violence
in a school] that shall include
procedures for evacuation,

Preschool directors, teachers and teachers assistants are required to have thirty {30) hours of documented training
Before/after care directors are required to have eighteen (18) hours and staff twelve (12) hours of documented training.

Tennessee Department of Education Staff Professional Development Log
2024-2025 MSCS Division of Early Childhood PD Log Reference Sheet

Use the links and information below to help locate/complete trainings that will satisfy each requirement. Be sure to print certificates for all
trainings and include certificates in your TDOE notebook in addition to adding information to the PD log.

Mandatory

Requirement

MSCS Staff
(with SafeSchools access)

Community Partner Staff

(no SafeSchools access)

Program Philosophy 1 Keynote Address — 1 Keynote Address —
hr. Early Childhood Directors 8/5/24 hr. Early Childhood Directors 8/5/24
or onboarding training date or onboarding training date
Emergency Procedures 19 Emergency Management: Emergency 1 https://www.prosolutionstraining.com/tn
min. Operations Planning-Building the Plan hr. “Emergency Preparedness: Better Safe Than Sorry!
(SafeSchools) (Free account must be created to access.)
21 Emergency Management: Emergency
min. | Operations Planning-Implementing the Plan
(SafeSchools)
Policies on discipline of 1 Read and review Child Care Standards 1 Read and review Child Care Standards Document
children hr. Document & VPK Scope of Service — hr. & VPK Scope of Service — Guidance on Behavior
Guidance on Behavior Management (self- Management (self-paced)
paced)
Policies regarding child 28 Social and Behavioral: Child Abuse 2 https://www.prosolutionstraining.com/tn/
abuse min. | Mandatory Reporting Full Course-Tennessee J hrs. “Recognizing and Reporting Suspected Child Abuse”
(SafeSchools) (Free account must be created to access.)
36 Social and Behavioral: Child Abuse
min Identification and Intervention Full Course
(SafeSchools)
Sudden Infant Death 15 | https://kidshealth.org/en/parents/sids.html § 15 https://kidshealth.org/en/parents/sids.html
(SIDS)/Head Trauma min. (print, review, and sign) min. (print, review, and sign)
Policies for Receiving 30 Refer to Administrative guidance and 30 Refer to Administrative guidance and training from
and Dismissing Children | min. training from building leader min. building leader




Physical/DHS Childcare Provider Medical Report

STATE OF TENNESSEE
DEPARTMENT OF HUMAN SERVICES
_ CHILD CARE PROVIDER MEDICAL REPORT S
A, 10 BE COMPLRTED BY PROVIDER: —

Mammes S S _ButhDede: ___ .
. Mty W WeE
PY P h I b . et ' . e D
yS I Ca S m u St e 1, - ___, hemsby sxtliorke the physician{s) name below to nelesse infirmeation
: : tha T mmﬁmw;ﬁswm#wﬂWMﬁnMGmaum.
within three years. e
_Iilggﬁgﬁqﬂ | . ?ﬁmhmﬁmmﬂrﬁ E.?a)c:lbq' Matnfenancs

* If physical has | [ R m————— - —

1. Foow loag have yau known this padiest o have had knowledge of thels medionl bstory? -
¢ | 2. Tn.your opision, does this person have: XES, HO

expired staff will e e —
& The steaina to rempaln alest and energeite for 8 howurs or mored e

4 Amy condition which requtres restdetion of activity o which could

need to have new P

3. Specifly sy physical, mental, or emotiops] radtation afficting this person’s sttty fo cars for a groop of chffdren.

physical using this -

4 Js this ngm;mm-rrlv taking un'_l.rm.xlt:mimui which could effect thelr wordorols or interaction with children?

form. R e ——

A, Ad.td:mmlﬂfmnm-ws - S . |




Vulnerable Person Registry

Vulnerable Persons Reqistry

* Must complete
documentation to the TDOE Notebook behind this page after each year for all

Please complete both links below. Please add your

completion. Thank you.

Pre-K staff

1. Vulnerable Persons Registry,
Department of Health:
https://apps.health.tn.gov/AbuseReqistry
/default.aspx

2. Sex Offender Registry,

TBIl: https://sor.tbi.tn.gov/home




Child Abuse Training Certificate and Coordinator

E Edugoodies: MSCS D X | lﬂ Mail - HEATHER L MC X | e 20230801100254107., X | By MSCS-PPT.pptx X | w Vector Training, K-12 = X | i Professional Develop: X & Child Abuse Coordin: X + = - X

< C @ tn.gov/dcs/program-areas/child-safety/reporting/child-abuse-coordinator-training-resources.html

E Edugoodies: SCS D... 4 Early Childhood Pro... Bb filedownload.ashx & PreK Curriculum M... & Education / Instruct...

TN Department of

Children’s Services

IWantTo~ ProgramAreas »  For Providers »  Foster Care & Adoption

G x * @ 0@ :

& Foundational Skills |... @ Student Growth Por... = Teachstone Login ﬂ] Head Start Early Le... 6 Big Day for PreK - L... »

# GotoTN.gov

Search Children's Services Q

AboutUs »  ContactUs »  Report Child Abuse  News & Events «

Website:

Reporting Child Abuse and Neglect C]:]jld Abuse Coorde]ator T'rajnjng & httpS ://WWW.tn .gOV/d CS

Report Child Abuse: 877-237-0004 ReSO'Urce

Tennessee Child Abuse Hotline FAQ
. e Training Resources
Reporting Abuse FAQ & Training

Investigating Maltreatment .
Child Abuse

Child Abuse Coordinator Training & Resources

Firefighter & EMS Training & Resources

child’s home

« An employee
educational,
religious, the|
setting wher

* Any person i

L Type here to search

with children,'s

» Anyone who has alle
Cﬁllé directly or indi

/program-areas/child-
safety/reporting/child-
abuse-coordinator-
Coordinator Training training-resources.html

S

(TN) ‘Child"ABLise'Codrdifator Training

- “Any relative or e
living, visiting g il

11:01 AM

‘ 82°F Mostly cloudy 8/1/2023



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

TN Degpartrment
of

— EdUcation

Yellow highlighted areas need to be completed and
added by each Pre-K classroom: TAB3

Staff
¢ C I a S S RO Ste r Criminal Background Checks

Criminal Background Check Human Resource Approvals

) D a I Iy S C h e d u | e (for teachers and teacher assistants, substitute teachers)

Program Operations 0520-12-01-09
Class Roster

* Parent Teacher Conference Dates, Open House, etc. Daily Schedule

Parent/Teacher Conference Date, Open House, etc.
[ ) Progress Report (sample)
Re po rt Ca rd Sa m p I e Copy of Newsletters
Copy of any notices for field trips or activities that parents

* Classroom Newsletters it 0 tend
* Copy of Field Trip Permission Slip

Highlighted documents must be added by teacher.

The * means there is copy of the actual document or a blank copy for you to
complete.



TN DOE Notebook: Tab 4

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

Education

* Copy of CPR/First Aid Certification TAB 4
. Health d Safety 0520-12-01-10
* Copy of Health Forms/Notices (student) Copy of CPR certificae/First Aid Certifiction
-Copy of any Health forms or notices
Provide Safety Plan F 3
d Sa f@ty P I a n *;;;rln; Sc?fztt_i C Zil?ssr?::ns Coverage, Arrival & Departure,
. Resl{‘oom Sqf'et.y, Recess Supervision, Playground and
« Sample Accident Form T T ————
. . -Copy of Fire Inspection
-C f Child Plant Envi al 1 cti
* FI re I n S pe Ct I O n -N;;pgs()[)i\"i]si()n :P::d:;:”g)l:?:li?)t(‘:d ll(]zg:(i'rl::(()inl’ostings List. *
* Child Plant Environment Inspection Food 020120111
-Copy of food/sanitation inspection
. . . . -Copy of monthly menus
* Copy of food/sanitation inspection
[ J

Monthly Menus

Highlighted documents must be added by teacher.

The * means there is copy of the actual document or a blank copy for you to
complete.



Safety Plans

MEMPHIS SHELBY COUNTY SCHOOLS

SAFETY PLANS

MEMPHIS SHELBY COUNTY SCHOOLS
Farly Childhood

Temperature Safety Plan

School/ Center:

Teacher: Phane #:

Teacher Assistant: Phone #:

School Start Time:
Malfunctioning Unit Process:
Steps for ensuring appropriate classroom temperature ranges:

Step 1: Teachers will post classroom thermometers on walls in every classroom to manitor appropriate
temperature ranges.

Step 2: Principals and teachers will contact the Early Childhaod director and/or manager immadiately
upon knowledge of malfunctioning units.

Step 3: The facility maintenance directar will be notified immediately upan natification of malfunctioning
units for immediate attention ta specific sites.

Step 4: Students will be moved to a temporary lacation in the building until the unit is fixed.

Name two alternate locations in your building for the Pre-K class in the event the heating and/or air
conditioning is not functioning properly.

1.
2.

Teacher: Date:.
Assistant: Date:
principal:

MEMPHIS SHELBY COUNTY SCHOOLS

Early Childhood
Restroom Safety Plan
School/ Center:
Principal/Director:
Teacher(s):
Phone #:
Teacher Assistant(s):
Phone #:
School Start Time:

Location of Bathroom(s):
Location of Staff During Bathroom Breaks:

Times of Bathroom Breaks:

Emergency Bathroom Procedures:

Teacher Signature: _ _ _ Date:
Assistant Signature: § Date
Principal Signature. Date:

MEMPHIS SHELBY COUNTY SCHOOLS

Early Childhood
Classroom Coverage Plan

Schoolf Center:

Teacher: Phone #:

Teacher Assistant: Phone #:

School Start Time: 8:00 AM

Absence Notification Process:

Define the steps for ensuring coverage in case of an absence.
Step 1: Call & email the Principal

Step 2: Copy the secretary on the email

Step 3: Place the sub into Subfinder Express System

Step a:

Step 5:

Step 6:

MName 2 assistants or building persannel that can cover the Pre-K class in the event a substitute does not
show up.

1
2,

Teacher: Date;,
Assistant: Date:
Principali Date:

MEMPHIS SHELBY COUNTY SCHOOLS

Early Childhood
Recess Supervision Plan
School/ Center:
Principal/Director:
Teacher: Teacher Assistant: R
Arrival P 3 sure they ol arvival on Teacher goes over playground

rules. Sho il ask

Departure P Thringsher bt "
- ek Wecount e stutents
sgan once we s nthe uiing.

Supervision Assignments rour 10 manitar the

Emergency Plans:

Child injory:
Werwill ke care of the chik's injury using the first:ai ki in our backpack. We will write an incident
eport arct oty the parert

Orange Alert

Wewill stay in thebuiling. We willdo our recess in the gym ar in our elassrocen

Severe Weather

ierwil stay in the building, Wie will do.our recass in the gym ar in our classroom

Fire il
Wil follow euar schoal protacal for fira d re upn the appeapriats as
rjency handbook Lo et them knour "l clear”

W wi

sl

Telleting and Personal Care:

Bafore we g outside, we will take care of all our taileting needs. However, in case of emergency one
person will take the child to the 0 . there for we will still
bein ratio)

Other Emergencies
If any other emergencies eccur during aur recess time, we will work together as a team to solve the issue.

Teacher. Date:,

Assistant: Date:

MEMPHIS SHELBY COUNTY SCHOOLS

Early Childhood
Arrival and Departure Plans
School:
Teacher(s)
Teachers’ Assistant (s):

Arrival Procedures: TA/T counts the students and checks the classroom sign-in sheet to ensure
that all students are present to walk from the designated pick-up area to the classroom.

Additional Information:

Departure Procedures: The school bell rings, and the students line up in front of the teacher. T/TA
will count the students before leaving the classroom. As parents arrive the T/TA will check the
Parent Permission to Pick up List to confirm parent or designee, ask for ID or Driver’s License.
Parent(s) or approved pick-up person will sign-out

Additional Information:

Closing Prox

Teacher:

Assistant: Date:

Teacher: Date:

Assistant: Date:

Principal:

MEMPHIS SHELBY COUNTY SCHOOLS

Early Childhood

ve! and Plan

School/ Center:

Teacher: Teacher Assistant:

yg! owned and by:
(i.e., Name of School, Name of Gymnasium/Equipment or Memphis Park Commission)
Elementary

Type of equij used in no is

(i.e., tricycles, balls, hula hoops, etc.)

Balls, jump ropes, hula hoops, parachute
Accessed and used by:

(i, Pre-K and school-aged children, only Pre-K, etc.)
Pre-K and school aged children

Assessment of condition of recess area:

{i.e., Safety Inspection Checkist, Daily Playground walkthrough)

Plan to report playg material and/or
climbing items, resilient surface, etc.:

the building engineer, will be informed immediately of any damaged
playground material/equipment

Teacher:___. -
Assistant: __ S50 — (2
Principal Date: . i




Sample Accident/ Incident Form

Shelby County Schools
Student/Visitor Incident Report Form

In the event that 2 student or visitor is injured whilz on schoal and/or 5CS property, this form should be completed and submittad to
tha main office for entry intoe the online Student or visitor Incident Reporting system.

accident reports should be as detziled a3 possible. If 3 student or visitor is injured due to & health or safety issue, detzils regarding
the hazard MUST bz included. I1tis Risk Management's goal to correct any health or safety hazards as quickly a5 possible wo awoid
future accidents, thereby providing & safe learning & work environment.

Student or Visitor? . Student O visitor

School/Location Name:

Date of Report: Date of Incident: Time of Incident:

Student Name: Student 55M:

Gender: select Date of Birth: Grade:

Parent/Guardian Mame:

Home Address: Aapt:

city: Stata: Zip:

Home Telephone Number: Emergency Contact Mumber:

Location Where Incident Occurrad: Select

Injury or liness? O mjury O wness
Body Partis) Injured: Injury Types): lness:

Give a clear description of the
incident and how it occurred:

Witness Information — Name/Contact
Mumber [leawve blank if no witness):

Check Appropriate Action Required:
O no Treatment Needed
O First aid
O rrimary care Doctor
O ambulance Required
[ Eemeargzncy Room (parent/guardian transport]

Parent/Guardian Contacted: O ves O e

Response of Parent/Guardian:

Did this incident occur during athletic sports?  [] ves O ne
If ¥es, please select the sport: Select

Report Prepared by:

Reporting Lacation
Comments:

TEACHERS: This form should be submitted to the main office for entry into the online

Student or Visitor Incident Reporting System.



Fire Inspection  Child Plant Environmental Inspection

CHILD CARE PACILITY INSPECTION REPORT
@ FOR TENNESSEE DEPARTMENT OF HUMAN SERVICES

CITY OF MEMPHIS DEPARTMENT OF HEALTH
DIVISION OF FIRE SERVICES
FIRE PREVENTION BUREAU . —— " R ENIM?IB-?T_
2668 Avery Avenue v " ECOMMI
Momphis, TN 38112
Phone 9016365401 Fax 901.636.5425 TLOCATION STAFF EST. NO, App roval
4055 BAYLISS Roy Towms 631241492
— _ . S —— =
CITY,.STATE, ZIP | PURPOSE FOLLOW-UP { ) YES
R g Mermph TN 38108) Routine REQUIRED Qb NO
COMPREHENSIVE SCHOOL INSPECTION REPORT TR | - N
2012 Edition of NFPA 101 LIFE SAFETY CODE. Chapter 15 — —
2015 Editicn of INTERNATION.AL FIRE CODE a3 amended WATER SUPFLY, ICE BEDDING, FURNITURE S
August 1,2020 thru luly 31,2021 1 T Suror. ndoyuale ) = 2. | Mequate -— ot
\ mnmmnma.wpmu ol Lype, Ccen, good Tepwie, __%__._E:RM'_H — ]
- " —_m_—ﬂ-— e —
- szwmx mmuumnw  LIGHTING B ;
ey o B
Data Fire Inspector: _ AMODY pubtic: 7 Private: [ ﬁiﬁ;@r________._ E .335:@29 — _J
5 | Winikhe mge les _ HEATING, VENTILATION
—— — TP _/479 T SOLID WASTE 75 | Adeqpais temperiuse ]
[T [ Contsinens dean B 79, | troslous cdots elimi ied ] ¥
suset ssteoss {NNNIIID. STEEET PRV S 7| Storigs wea, groends chzm - _MIMWM —
) 5, | Collection, disposal___ INSECT, CONTROI, -
um IBIO6__ County: Shelw  City: Mewmphis TOILETS, BANDWASHING, AND BATHING _ 31, | dnfertatiom
[ Paweondogume 32. | Harhorage, contrel B
rined vhons: 9014 Etees cdean, pood pepair — ,F 35 [ Ascquwe druimge - —
. M- o e g ok gerien. i SAFETY -
Serap, indiyidunl dowels . . | ., Tonle ltores [inclading medioine aored qod fsheled
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Food/Sanitation Inspection

TENMNESSEE DEPARTMENT OF HEALTH
FOOD SERVICE ESTABLISHMENT INSPECTION REPORT
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TN DOE Notebook: Tab 5

— Education

TABS

Physical Facilities 0520-12-01-12%

Transportation 0520-12-01-13*

Transportation Agreement*

Transportation Plan/Pedestrian Safety

Transportation Log: (blank copy included)

Care of Children with Special Needs 0520-12-01-14%*

The * means there is copy of the actual document or a blank copy for you to
complete.



How to access forms on Pre-K Website?

Division of Early Childhood Website:

https://tn50000520.schoolwires.net/earlychildhoodprograms
ﬁfn EARLY CH”-DHOOD PROGRAM Home  AboutUs  Teachers  Calendar

P

CEECY  2024-2025 District E 2024-2025 Pre-K
@ Calendar Calendar (Coming Soon)

Vs :I MSCS Pre-K Homepage “ Training Videos

@ Who to Contact =Tl 2024-2025 Pacing Guide



https://tn50000520.schoolwires.net/earlychildhoodprograms

Click on the
Teachers link

37 C, EAR'-Y GH”-DHOOD PROGRAMS Home  AboutUs Teachers Calendar

;« What Happens Here Lasts a Lifetime
—

4y 2023-2024 2023-2024
District " Pre-K
Calendar Calendar

‘ r '{X‘é I:I SCS Pre-K Training
I \ s=—== Homepage Videos

Who to 28  2023-2024
Contact Pacing Guide




Finding the Professional Development Log

TEACHERS

Behavioral & Mental Health
Compliance

Home  AboutUs Teachers Calendar
caucauan »
Family Engagement

Health, Safety, and Nutrition

Model Classroom

- _ Click on the
Professional Development .
Professional

Real Men Read Video Library Development
Link



Here!

OPPORTUNITIES

TRAINING SCHEDULES AND INFO

Summer PD Calendar YA
MSCS Summer 2023 Professional Development

Catalog VA
PLZ Registration Step-by-Step Guide YA

PROFESSIONAL DEVELOPMENT LOG

® TDOE Professional Development Log (.doc) VA
TDOE Individual Professional Development Log (.pdf)

YA
2023-2024 TDOE PD Log Reference Sheet YA

TRAINING OPPORTUNITIE

TDOE Reading Courses (access to Early Reading Training modules,
which are required to retain state licensure)

Udemy Business Platform (all MSCS full-time staff have 24/7 access
to thousands of top-rated courses, from coding to professional skills
to management and leadership development and more.)

Udemy Login Step Guide (breaks down how to access the Udemy
Business Platform)

3 Ideas for Implementing Playful Learning in Early Childhood
Classrooms (presented by Teacher Created Materials)-requires free
login, a certificate for 1 hour of PD credit is available for download
after viewing the entire presentation. (No PLZ credit will be issued for
this session, but it can be added to the TDOE PD log.)

Home  AboutUs Teachers Calendar

viewing the entire presentation. (No PLZ credit will be issued for this
session, but it can be added to the TDOE PD log.)

CLASSROOM VIDEQOS

Independent Small Groups »

PD SESSION RESOURCES



Professional Development Log

—— Education

Early Chilchocd Quality and Supparts
STAFF PROFESSIONAL DEVELOPMENT LOG

School Name: Click here to en

District: Click here to enter text.

Name: Click here to enter text.

School Year: Click here to enter text

Mandatory

Requirements

Tennessee Department of Education Staff Professional Development Log
2024-2025 MSCS Division of Early Childhood PD Log Reference Sheet

Use the links and information below to help locate/complete trainings that will satisfy each requirement. Be sure to print certificates for all

Prograrm Philasogh trainings and include certificates in your TDOE notebook in addition to adding information to the PD log.

grarn Philcsaphy

Emergency Procedures Mandatory MSCS Staff Community Partner Staff

Palicies on discpline of Requirement (with SafeSchools access) (no SafeSchools access)

child

p‘,',m'::,,,_g.,,m,,g child abuse Program Philosophy Keynote Address — Keynote Address —

i hr. Early Childhood Directors 8/5/24 hr. Early Childhood Directors 8/5/24
:ud_den Infant Death (SIDS) or onboarding training date or onboarding training date
‘olicies for Recefving and

Dismizsing Children Emergency Pracedures 19 Emergency Management: Emergency 1 https://www.prosolutionstraining.com/tn

Health and Safety Trainin min. Operations Planning-Building the Plan hr. “Emergency Preparedness: Better Safe Than Sorry!
(SafeSchools) (Free account must be created to access.)

The Prevention and control of

infection diseases [Induding 21 Emergency Management: Emergency

immunizations) R . :

Prevention of sudden infant min. | Operations Planning-lImplementing the Plan

death syndrome and the use of (SafeSchools)

:::;:‘:',':,:‘,’;::;:':;':‘eqm“on. Policies on discipline of 1 Read and review Child Care Standards 1 Read and review Child Care Standards Document

consistent with standards for children hr. Document & VPK Scope of Service — hr. & VPK Scope of Service — Guidance on Behavior

parent consent Guidance on Behavior Management (self- Management (self-paced)

Prevention and respence to

emergencies due to food and paced)

allergic reactions Policies regarding child 28 Social and Behavioral: Child Abuse 2 https://www.prosolutionstraining.com/tn

Overview of Chapter 0520-12 ) ) w " n .

01, Child care standards abuse min. | Mandatory Reporting Full Course-Tennessee J§ hrs. Recognizing and Reporting Suspected Child Abuse

Appropriate precautions in (SafeSchools) (Free account must be created to access.)

transparting children, if

applicable

Prevention of shaken baby 36 Social and Behavioral: Child Abuse

syndrame, abusive head min. | Identification and Intervention Full Course

trauma, and child

maltreatment (SafeSchoo\s)

Emergency praparedness and Sudden Infant Death 15 | https://kidshealth.org/en/parents/sids.html § 15 https://kidshealth.org/en/parents/sids.html

response planning for dT N " " d si N int " dsi

emergencies resulting from a (5IDS)/Head Trauma min. (print, review, and sign) min. (print, review, and sign)

ratural disaster, or a man Policies for Receiving 30 Refer to Administrative guidance and 30 Refer to Administrative guidance and training from

f::’:::‘;:ﬁ":ht::::li:::f::"" and Dismissing Children | min. training from building leader min. building leader

procedures for evacuation,

preschool directors, teachers and teachers assistants are required to have thirty {30) hours of documented training
Before/after care directors are required to have eighteen (18) hours and staff twelve (12) hours of documented training.




Click on the
Teachers link

37 C, EAR'-Y GH”-DHOOD PROGRAMS Home  AboutUs Teachers Calendar

;« What Happens Here Lasts a Lifetime
—

4y 2023-2024 2023-2024
District " Pre-K
Calendar Calendar

‘ r '{X‘é I:I SCS Pre-K Training
I \ s=—== Homepage Videos

Who to 28  2023-2024
Contact Pacing Guide




Home

2024-2025 Application
Process

Compliance and TDOE
Notebook

Family Engagement
Model Classroom

Real Men Read Video Library

About Us  Teachers  Calendar
Behavioral & Mental Health
Fducation

Health, Safety, and Nutrition

Professional Development

2024-2025 Pacing Guide

Click on the

“Compliance and
TDOE Notebook”

link



/2, R CHOHOD ROGRA

COMPLIANGE AND TOOE
NOTEBOOK

TDOE Notebook

Complance

Click on
TDOE
Notebook

TDOE NOTEBOOK

INTRODUCTION

TRULATE®  (SEROPIONS™> e

Home

Home » Teshers » Compliane and 008 Nlebook » TOOE Motk [RETVEERES

]

Aoout s~ Teachers ~ Colendar

Binder Cover 1N Tab L Table of Cantents A
Table of Contents A Rules of the State Board of Education A
Introduction I Child Abuse and Complaint Numbers A
482 83

Tab 2 Table of Contens 1N Tab 3 Table of Cantens A
Organization and Administration 0520-12-01-05 YA Program Operations 0520-12-01-09 A
TDQE Program Evaluator Phone List A Staff and Background Checks A
Staff Verification Form (pa YA Tennessee Early Learning Developmental Standards (IN-ELDS) A

Staff Physical Form A
Professional Development Log (pd) A
£ Professional Development Log (dac) U/
2023-2024 PD Log Reference Sheet /)
Lst of Required PD and Links A
Vulnerable Persons Registries Links A
MSCS Volunteer Information A
¥ program Operations 0520-12-01-08 A
B4

Tab 4 Table of Contens /)
Health and Safety 0520-12-01-10 A
Safely Plan Forms () A
8 Safty Plan Forms (doc) A
Playground Rules )
Early Childhood Required Postings List /)
Emergency Drills Form /)

A8

Table 5 Table of Contents A
Physical Facilities 0520-12-01-12 /)
i Transportation 0520-12-01-13 /)
Transportation Agreement A
Bus Statement A
Peciestrian Safety Form A
Transportation Log A
Care of Children with Special Needs 0520-12-01-14 U
CHILD ABUSE COORDINATOR TRAINING

Child Abuse Coordinator Training Site "
ADDITIONAL RESOURCES

Staff Verification Form Examples /)
€ Self-Assessment Form A




]: Edugoodies: MSCS Daily Links -

< &

E Edugoodies: 5CS D...

COMPLIANGE AND TDOE NOTEBOOK

Compliance

Click on
Compliance

i Early Childhood Pro...

| Gl Mail - HEATHER L MOORE - Outl X

@ tn50000520.schoolwires.net/Page/22723

@ filedownload.ashx

i Compliance and TDOE Noteboo . X

i PreK Curriculum M...

44 Education / Instruct...

& Foundational Skills |...

@ student Growth Por... ®g Teachstone Login

Q

=

E Head Start Early Le...

* » 4L 0O 2

@ Big Day for PreK - L...

Home  AboutUs  Teachers  Calendar
COMPLIANGE
. STANDARD OPERATING PROCEDURES (SOPS) STANDARDS
& Education-Child Guidance and Discipline ¥A 2 Head Start Early Learning Outcomes Framework A/
B Education-Child Screenings and Assessments L 7N & Tennessee Early Learning Developmental Standards (TN-ELDS) L 7N
B Education-Child Supervision L 7N & Tennessee Early Learning Developmental Standards (TN-ELDS) Revised. Birth-48 Months L 7N
B Education-Classroom and Teacher Observations L/
B Education-Daily Schedules A
B Education-Dismissal or Withdrawal of Children A
B Education-Education Approach, Curriculumn, and Lesson Plans A
B Education-Extended Day A
& Education-Field Trips A
B Education-Foundational Skills walkthroughs A
& Education-Graduations A
@ Education-Home Visits and Parent Conferences A
@ Education-Inclement Weather and Unscheduled Closures ¥A
& Education-Parent Engagement *a
B Education-Professional Development *a
B Education-Recordkeeping A
B Education-Referral Process for Students with Suspected Cognitive Disabilities A
B Education-Reporting of Student Progress *a
B Education-School Uniforms ¥A
B Education-Staffing A
& Education-Teaching and Learning Environment A
B Education-Toilet Training A
& Education-Transportation A

»



TN

E-Licensing

Department of
Human Services

Welcome to Tennessee
Provider Portal

‘ |Username / Email

I'm not a robot

Forgot Password?

LOGIN
CLICK HERE TO REGISTER

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)

AHtendance Feedback

TDOE Pre-K Pre-Service

AtterdancelSrvey TDOE Pre-Service Feedback Survey

bit.ly/tdoe24att pit.ly/tdoe24surv
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