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Welcome to Bernie’s 

 

On behalf of the Board of Directors, the entire staff, the families, and the children, I wish to 

welcome you to Bernie’s Place!  We consider you an important part of our community from your first 

day with us.  We feel that you are a great fit for our program and we hope that you will feel at home 

with us.  Please know that it is our intention to invest in you.  We believe that a strong and complete 

orientation to our program will provide you with the foundation for a successful and long tenure at our 

center.  Bernie’s is a special place and we all hope you feel welcomed and part of our team. 

 

Sincerely, 

 

Amy L. Welk 

Director, Bernie’s Place, Inc.   

 

 

 

 

 

 

 

 

 

 

 



Mission Statement 

 The mission of Bernie’s Place is to provide high quality, age-appropriate, culturally diverse 

childcare for children aged 6 weeks through 6 years and support to their families.  Bernie’s Place serves 

the University of Wisconsin at Madison, University Houses, and the larger Madison community. 

 

 

History of Bernie’s Place 

 Bernie’s Place began serving children from the University of Wisconsin-Madison on September 

17, 1972.  Our home was located at 206 Bernard Court, right in the center of a busy campus.  We were 

licensed for just 20 children at that time and the program was managed by CDI.  Within a few years, we 

made a change and became independently managed.  In time, the licensed capacity increased to 36 

children, though the ages of children were still 2 ½-6 years.  We have been licensed and accredited for 

most of our history.  We have a full vegetarian, mostly organic food program for staff and children.   

We believe that children deserve love, respect, and care.  Bernie’s lived on Bernard Court for 40 years, 

at which time the building was determined to no longer meet building codes for a childcare center.  So, 

with much planning and preparation, organizing and downsizing, we moved to our current location, 39 

University Houses.  We have a beautiful building, well-developed playground spaces, and expanded 

services.  We now are licensed for 54 children, ranging in ages from 6 weeks through 6 years.  The two 

classrooms on the first floor are home to Baby Bernie’s in the Willow Room, and two year old children in 

the Evergreen Room.  There are two mixed aged Pre-Kindergarten groups in the Oak and Maple Rooms 

on second floor.   Bernie’s employs 13 teachers, 1 Food Program Coordinator, a Director, and hourly 

substitute teachers who are typically students at the University.  We partner with Madison Metropolitan 

School District to provide a 4 year old kindergarten program, the Office of Child Care and Family 

Resources to provide quality, affordable childcare for University families, and with University Housing, 

the owners of our building, to offer care for University Housing residents.   

 

 

 

 

 

 

 

“Bernie’s is the most welcoming, warmest school I’ve ever visited.  I love how all the staff really know my 

son, not just his main teacher.  It truly is a community.” 

 An excerpt from Program Evaluation May 2010 

 



Orientation Schedule 

Phase I 

• Meet with director to sign contract and complete all paperwork 

• Begin orientation checklist 

• Tour the building 

• Meet all staff, including Union Representative 

• Review job description 

• Read personnel policies and review wages, benefits, etc. 

• Take home Parent Handbook 

• Take home Union Contract 

• Take home Staff Handbook 

• Arrange for fingerprinting appointment 

• Arrange for email, parking pass, and computer access 

 

Phase II 

• Begin classroom observations 

• Review Personnel Policies and Staff Handbook 

• Review Parent Handbook 

• Discuss and arrange Training needs 

• Attend Staff Meeting 

• Update orientation checklist 

 

Phase III 

• Continue classroom observations 

• Read files for children in the assigned group 

• Review Child Evaluation tools and conference procedures 

• Update orientation checklist 

 

Phase IV 

• Begin to interact with children 

• Attend Board Meeting 

• Review City and National Accreditation Standards 

• Answer questions regarding Personnel, Parent, Staff, and Safety Handbooks 

• Sign off on orientation checklist.  

 

 



 

 

Employee Orientation Checklist 

 

Staff Person_______________________________   Position___________________ Hire Date:_____________ 

--------------------------------------------------------------------------------------------------------------------------------------- 

Policy/Procedure      Employee  Supervisor 

------------------------------------------------------------------------------------------------------------------------------------- -- 

1. Location and review of HFS 46,     _______  ________ 

Wisconsin Rules for Group Day Care Centers 

    

 2. Receive Copies of and review Center policies,    _______  ________ 

   program description, personnel policies, staff handbook, and safety manual 

               

3. Receive copy of job description and review    _______  ________ 

responsibilities in relationship to description 

 

4. Review of center emergency procedures, including operation    _______  ________ 

of a fire extinguisher 

 

5. Review first aid procedures and CPR Requirements   _______  ________ 

 

6. Review daily schedule of center activities and    _______  ________ 

specific responsibilities 

 

7. Review child abuse and neglect laws; reporting procedures  _______  ________ 

 

8. Review center child tracking system    _______  ________ 

 

9. Review child management techniques as outlined in the  _______  ________ 

 program description 

 

10. Review center’s integration of children with special needs  _______  ________ 

 

 

 

 

 

 



-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------   

Policy/Procedure     Employee  Supervisor 

11. Receive copy of collective bargaining agreement for review  _______  ________ 

with union steward  

 

12. Tour center     _______  ________ 

 

13. Review wages/benefits/pay periods/timesheets  _______  ________ 

 

14. Review use of paid-time-off/overtime    _______  ________ 

 

 

15. Discuss probationary period/evaluation process/grievance  _______  ________ 

policy and procedures 

 

16. Sign individual employment agreement   _______  ________ 

 

17. Receiving Training in:  

 Recognition of childhood illnesses  _______  ________ 

 Infectious disease control   _______  ________ 

 Hand washing procedures   _______  ________ 

 Universal precautions for handling bodily fluids _______  ________ 

 Accident/incident recording   _______  ________ 

 Medicine administration and recording  _______  ________ 

                  SIDS Training    _______  ________ 

Shaken Baby Training   _______  ________ 

Safety and Emergency Preparedness  _______  ________ 

 

I certify that the above initialed orientation procedures were followed.  

 

 

____________________________________________  ___________________________  

 

Employee Signature      Date 

 

____________________________________________  ___________________________ 

Supervisor Signature      Date 



 “Bernie’s is wonderful.  We wouldn’t change a thing.  The focus on the children and their needs, 

development, etc. really sets Bernie’s apart.  Bernie’s is doing everything right.  Keep it up!” 

 An excerpt from Program evaluation May 2009 

 

Our relationships with children 

 Bernie’s Place is not like most early care and education centers.  We are professional teachers in 

every sense of the term.  Yet we also have a homelike, relaxed nature.  We consider ourselves friends to 

parents and children alike.  We do not use formal names with children.  We just go by our first names.  

Sometimes, parents have asked their children to use “Ms.” or “Miss” when addressing us.  These are 

requests that children might follow but we do not press the issue with a child by correcting them.  First 

and foremost, we are a friend and don’t require a formal title.   

 Many centers are concerned with physical contact between teachers and children in an attempt 

to protect both the children and the teachers from allegations of inappropriate care.  Of course, Bernie’s 

is concerned about this but we also believe that children deserve to be shown care and love in 

respectful ways.  We want children to receive the comfort and love they need when with us.  We rock 

babies, sit next to children, they climb into our laps, they hold our hands, they kiss and are kissed. We 

love them and tell them so.  We invest time in establishing relationships with the children we are with, 

and provide them with the love they feel comfortable with.  Some children do not want to be held, and 

this is their right.  Some children want a lap and we want them to have it.   

 We spend much of our time every morning in small group settings.  This happens from breakfast 

until they are with the entire group on the playground.  There are times, however when we just feel like 

letting loose a bit.  When we feel this way, we dance.  We gather together, put a disco song on, and 

dance.  Sometimes we even dance on table tops.  As long as children are safe, and we are near, we let 

them take these daring chances.   So, be ready for the joy of the first dance party.  We hope it will soon 

be one of your favorite rituals at Bernie’s. 

 When we speak with children, we try to always phrase what we are saying in positive ways.  This 

isn’t always the easiest thing to do.  When a block is headed toward some poor child’s head, it is hard to 

not scream out “NOOOOOOOO!”  Besides situations like this, it is always best to use “Can Do” messages 

with children.   

1)  I see that you are pushing that box around.  You can push this truck, if you want to push 

something. 

2) Blocks are for building.  If you want to throw something, let’s get out the beanbags.   

3) You can lay quietly during rest time.   

Observing children’s behaviors will help you decide what children are needing, wanting, or might be 

plotting.  We observe for patterns, for emerging development, and for preferences.  Knowing your 

children will help you formulate what you want to say to them.  We have phrases that are heard often at 

the center.  They help us formulate what we want to say and give a child a chance to hear your request.   



1)  I am going to tell you that . . . (your voice is very loud, it is clean up time, you may not hurt 

my friend.) 

2) I need you to . . . (put your feet on the floor, sit in your chair, keep your hands on your own 

body, etc.) 

3) You could say . . . (I feel frustrated when you take my toy, this is my toy, may I have this 

when you are done, would you like to play with me, may I have some markers?) 

4) You look and sound upset.  Your hands are clenched and there are tears in your eyes.  How 

can I help you? 

Refer to the Appendix section for Guides to Speech and Action for further ideas.   

 

Planning for your children 

 Planning looks different for each room.  In Baby Bernie’s and the Evergreen Room, teachers plan 

as a group.  The experiences that are planned for children in these rooms are meant to be exactly that, 

experiences.  We plan for development in all domains, and work these experiences into the children’s 

day when possible.  Planning in the Prek program is more specific to the age and development of the 

group, but we also make sure to plan for development in all domains.  Our focus is on process rather 

than project.  We believe that children should be able to make choices for themselves as much as 

possible during their day, so group time activities do not need to be long.  They can include singing, a 

story, some type of project, and then free choice time.  Use tables and chairs, sit on the floor, or move 

beyond the traditional classroom and enjoy the outdoors.  This is school, but should never feel like an 

institution.  There is plenty of time for that later.   

 How do you determine what to plan for your group or classroom?  The downstairs classrooms 

will work together on this, while the upstairs groups will determine this singularly.  What you will plan 

for children is based on your knowledge of early education and care matched with what you observe 

and hear from the children in your group.  How are children playing?  What are they revisiting?  What 

questions do they ask?  What experiences are they telling friends about?  When you presented 

something, what was their reaction?  What goals do you have for your group?  Once you have 

conferenced with parents and goals are set for each child, these goals can be incorporated into group 

time experiences as well.  These and so many other questions will lead you through your planning.  Also, 

what are you interested in?  What are you good at?  What do you know a good deal about?  What did 

you enjoy about childhood?  And, also ask yourself if the activity you are planning is child centered or 

teacher centered.  Is it respectful of cultures?  Are children learning from this experience?  Will children 

be engaged?  There are wonderful resources available to help with observation and planning.  Let the 

director know if you would like to see them. 

 Each room or group will post a weekly plan for the children.  We ask that these plans be posted 

by Friday afternoon.  Include activities, areas of interest, what the objective is for the plan, and any 

other information that is interesting and helpful to parents, team members, and potential substitute 

teachers.  This is the guideline for all, and should be informational, useful and understandable to all.  

Lesson plans are reviewed by the director either weekly, bi-weekly, monthly, or annually for curriculum 

review and discussion during evaluations.    We will be able to discuss ideas during our curriculum 

review annually.  Bring your ideas!  We want to hear them all. 



 

Outside fun 

 We all know that children need and want to be outside as much as possible.  Well, most 

children, at any rate.  We have outside time planned for each room.  Baby Bernie’s has its own 

playground area, a lovely nature-based playground with many activities for our youngest children to 

explore.  The other programs share the larger, sprawling outdoor space.  The Evergreen Room has 

outside time first, at 10am and 3pm daily.  The Oak and Maple Rooms go out at 11am and 3:45pm daily.  

There are plenty of opportunities for children on our outdoor play space, many of them nature based.  

Children can dig in the sand, muck in the mud kitchen, and climb and swing on the monkey bars and 

climbers.  We ask that children leave sand in the sand box, mud in the mud kitchen, and woodchips 

where woodchips have been spread.  Children often pick up rocks, sticks, and tall blades of grass or 

weeds.  We ask them to let flowers grow so that everyone can enjoy them.  But, dandelions are fair 

game!  Bikes are available for riding on the boardwalk.  Children will be asked to slow down before they 

reach fences and railings so that the playground barriers do not get damaged.  Children find many things 

to do outside and we are present to monitor them, not to entertain them.  They jump from the climbing 

wall, ride bikes with friends, and create interesting games with friends.  Our job is to spread out and 

monitor all areas of the space.  It is helpful to have one teacher at the stage area, one by the outside 

door, and two in the center.  One teacher should always be near the clipboard to assure that children 

are signed out if they leave during outside time.  If an entire group of children moves to one area of the 

playground, teachers move with them.  And, as they spread out, we move with them.   

 In summer, we have planned and spontaneous water play days.  Children can change into swim 

clothes, lather up with sunscreen, and play in the water.  There is a water key on the ledge inside the 

back door that controls the water flow from the paved area of the playground.  We use sprinklers, or fill 

buckets, or both.  Children enjoy this experience a great deal.  Sometimes we just take our shoes off and 

fill buckets and play with water.  This does not require swim clothes, but we still get wet!  This is what 

summer is all about, after all.  When we are having water play, children are typically barefoot.  Because 

of this, we usually close bike riding for the morning, to avoid the dreaded foot/bike catastrophe.   

 There is also a playground down the hill from our center.  We call this the park!  There is a field 

for running in, swings (something missing from our outdoor space), and a play structure for climbing and 

sliding.  This is a shared space with the neighborhood, as are all playgrounds in the neighborhood, so 

other children may be present.  Going to the park is always an option for morning or afternoon, but it is 

considered a field trip.  And, there is the beyond.  This includes walking around the community gardens, 

hiking on one of the trails, or investigating the mounds that are close by.  Refer to the Bernie’s Parent 

Handbook in your manual for procedures for field trips.   

 

 

 

 

 



 

Rest time vs. Nap time 

 Rest time and nap time look different in each classroom.  Begin by referring to the Parent 

Manual for information about your room and how sleeping/resting is handled (pages 15, 19, and 24).  

We all know that children, even those who fight sleep, need to rest and refresh.  We offer naps and rests 

for children based on their patterns.  We watch for signs of fussiness, crying, eye rubbing, or yawning.  

We try to create a soothing environment with dimmed lighting, soft music, or a quiet story tape.  We 

can help tuck children in, help them with a lovey, offer a book or two, give them a nap time toy, or give 

gentle reminders to settle down.  We track children’s nap length for the parent.  Each classroom has a 

different system, but we do this daily.  And, if a child sleeps, he sleeps.  If children rest only, they are 

invited to get up after 30 minutes.  Children who are able to may help put rest items away.  Parents may 

ask us to limit a child’s sleep time, but best practices do not support this.  We do not wake children from 

sleep, but we can prod them along by opening blinds, playing louder music, allowing louder activities 

around them, and repetition of their names when appropriate.  If they are sleeping, it is probably for a 

reason, and we make sure that parents learn this information.  Remember that it is not a mark of a great 

teacher if you are able to get a child to sleep.  If you are able to help, that is wonderful for the sleeping 

child and probably the family.  But, if a child is having trouble sleeping, we should never force, restrain, 

lie with, or make a nap mandatory for any child.  The afternoon may be interesting, but this too shall 

pass.   And, you get to do it all again tomorrow! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Tracking System 

 Each classroom has its own attendance form for daily recording of the times children arrive and 

depart from the center.  It is the parent’s responsibility to record the times on the attendance form.  

Unfortunately, sometimes this step is missed.  Please check attendance forms often, as it is important 

for tracking children and accountability of all children in the center.  After a parent signs a child into the 

program, a clip with the child’s name should be brought in to the teacher.  We wear lanyards so that we 

can keep the clips visible (more accountability).  If a clip is forgotten, kindly remind the parent to return 

to the clips and bring it.  This may feel uncomfortable at first, but friendly, repeated reminders are 

appropriate, important, and will help a parent remember, eventually.  The clips should remain with you 

throughout the morning.  This means, you should wear the lanyard at all times. When we are together 

as an entire group, the clips are consolidated to one large group.  This happens during opening and 

closing of the center, nap/rest time, on a field trip, or on the playground.  All other times, clips should be 

grouped as children are.   

 We combine the clip system with head counts.  During head counts, we match the number of 

children with the number of clips and also with the number of children signed in for the day.  As children 

are moving from one room to another, to the playground, or on a fieldtrip, we also match names on 

clips with the children in front of us.  The clipboard should accompany the group when it is moving.  If 

only one group is going outside, the clipboard remains in its home.  If the group is going to the 

playground, park, or on a fieldtrip, take the attendance form along.  Good luck with all of this.  The 

system will get easier the more you use it.   

 Remember to always count heads, to match child to name, to count as they are leaving a space, 

to do a visual sweep of the entire classroom, to count children again at the base of the stairs or at the 

door before leaving, and to have an adult first, if there are two, and an adult last.  This helps us to make 

certain that all children have gone with the group.   

 

Step One:  Make certain children are signed in upon arrival and that a clip has been given to the 

appropriate teacher. 

Step Two:  Conduct frequent head counts, matching the number of clips with the number of children 

present.  Double and triple check the attendance form for accuracy.   

Step Three:  Match names of all children with clips before moving to a different space.  

Step Four:  Make certain children are signed out upon departure and that the clip has been retired for 

the day.   

 

 

 

 



Accident Reports 

 Children of all ages will have accidents at the center.  After attending the needs of the child, it is 

important to document the injury and communicate this information to parents.  Each classroom has an 

Accident Log for this purpose.  When completing an accident report, please follow the following 

procedures: 

1) Write the accident report on the next full line in the log.   

2) Use a pen and place a piece of carbon paper and writing paper behind the area you will be 

writing in.  This will be a copy to give to parents in person or in their parent mailbox. 

3) Begin with the date, time, and child’s full name.  Only use one child’s name in each report.  

Each child needs an individual report.   

4) Summarize the activity the child was engaged in, the place, the injury and its area on the 

body.  Include the child’s reaction (cried, calm, etc.) and the duration of crying, if applicable.   

5) Describe the first aid administered, always including soap and water if a wound was cleaned.  

Always add your signature as the last part of your entry. 

6) If the child received a head injury or a mark that may be noticed immediately, call a parent 

to tell them.   

7) If a child needs to be taken to see a health care provider, please contact the Director, as a 

report must be filed with licensing.   

Please fill in all lines, either with your report or with pen lines.  Please never remove any pages from the 

log.  Pages are numbered and must always be part of the log.  The logs are reviewed for comments twice 

per each year.  Please read the reviews for ways to complete accident reports properly.  If you have any 

questions, please consult another teacher for assistance.   

Medical Logs 

 Bernie’s is a well-child program and children who are ill will be excluded from the program until 

they are well enough to participate fully.  At times, children who have been prescribed medication or 

are receiving over the counter medicine will be in attendance.  In order to administer medication, the 

following procedures must be followed.   

1) Parents must complete a medication authorization form, signed, dated, and will complete 

instructions.  This form is used to document each dose of medication administered to a 

child. 

2) Medications must be in original containers or prescription bottles with the child’s name on 

it.   

3) There is a Medical Log in each classroom.  The same information that is documented on the 

medication authorization form is documented in this log.  

4) Please use a pen, document the date, time, the child’s full name, name of medication, 

dosage amount, and add your signature as the person who administered the medication.   

Please fill in all lines of the log.  Please never remove any pages from the log.  Pages are numbered and 

must always be part of the log.  The logs are reviewed for comments twice per each year.  Please read 

the reviews for ways to complete accident reports properly.  If you have any questions, please consult 

another teacher for assistance.   



“Alone we can do so little; together we can do so much.” 

 Helen Keller 

 

Our Relationship with families 

 

 Parents are our first and best resource when preparing to care for a child who is new to our 

program.  Parents will tour the center, perhaps ask other parents for a recommendation, visit the center 

with their child, and sign an agreement to adhere to rules and regulations of the center.  At every level, 

enrollment at a quality center is competitive, expensive, and a huge decision when finding the right fit 

for a family.  Please welcome all parents to our center.  We hope to foster a welcoming community feel 

at our center for every participant in our center from their first visit until their happy last day at Bernie’s.  

So, please welcome them every time. 

 Parents may join us for a meal, a field trip, one or all of our social events, Back-to-School night, 

conferences twice per academic year, and any time there is an extra moment in their day.  This Open 

Door approach can be confusing to some children and welcome to others.  Do your best to 

accommodate parents when they are visiting.  If a child has a difficult time, it is best to explain this to 

the parent as being typical.  Parents who visit when a child has just begun to attend the center have a 

very different experience than those who visit a few months later.  Children take time to transition into 

a program and will feel conflicted when a parent joins too early.  But, once a child is comfortable, visits 

are less confusing to them and can even be fun.   

 When field trips happen, expect the same experiences.  The first field trip for a parent may be 

their last, if the child is new and unsure of who is responsible for the group.  Please refer to the Parent 

Guidelines for Fieldtrips for their expectations on field trip participation.  You will find this information in 

the Appendix section.   

 When parents join us for a meal, make sure they have a place at the table next to their child.  

Continue to model meal service, manners, asking for what a child needs, offering food to the parent, 

and make the meal as typical as possible.  Parents generally follow your lead.  However, there may be a 

situation where the child is confused and the meal soon turns atypical.  Concentrate on the other 

children and let the parent and child figure this out.  Offer help, if possible.  After the meal, or the next 

day, you may chat with the parent and suggest they try again . . .later.  Often a parent understands that 

time will help this improve.  

 Formal conferences are held twice in each academic year.  The first is held in fall and the second 

is in spring.  This is a chance to sit down with one or more parents to discuss how the year is going.  You 

will introduce yourself to parents who attend Back-To-School night and explain your philosophy of 

teacher and your expectations for the year with your group.  This is the first formal meeting with 

parents and they often ask plenty of questions about Bernie’s and group time.  When conference time 

arrives, parents will sign up for a specific meeting time.  Teachers often send home a conference 

questionnaire.  This gives parents a chance to focus on their questions and ask for help on any issues 

they have.  This also gives you a chance to formulate responses that are thoughtful and based on your 



experiences with that child.  You will prepare a conference report to share with them.   During the 

conference, listen when the parent is talking, and answer questions.  Share samples of a child’s work, 

stories, photos, and perspective.  You will share the goals that you have for a child’s time at the center.  

When parents discuss goals they have at home, please note these on the conference form so that this 

information can be shared with other staff members.  This helps us all with consistent care.  Enjoy your 

conference times.  This is a great opportunity to support community at our center.   

 There may be a time when you or a parent (or both) are wondering about a child’s 

development, adjustment to the center, language development, or just how to specifically meet a child’s 

needs.  If this is a concern, there are many resources that our center has available to finding answers to 

these questions.  Through the University and the excellent resources available in the City of Madison, 

(Waisman Center, Birth to Three, MMSD, Rainbow Project, Early Childhood Mental Health Consultation) 

we are able to offer observations, consultations, and referrals for children and parents.  When questions 

arise, please discuss these with the Director for information and steps to take.   

 

 

Social Events 

 Throughout each year, Bernie’s offers a variety of social events for families.  We have pot luck 

dinners, a pumpkin party in October, a Love party in February, and Ice Cream Social, tailgating after 

workdays, and Boogie for Bernie’s in the spring.  These are family friendly and designed to promote 

community.  This community includes you, if you are available.  There is no pressure for you to attend, 

but know that you are always welcome to join the events planned.  It is never your responsibility to 

monitor children during these events.  That is the beautiful part of all of this.  Parents are in charge of 

their children and you just get to be there and socialize!   There are also fundraising events that may 

require your assistance.  These include Parent Night Out evenings and Paint and Pour events.  There is 

an annual sign up form for your participation.  You are paid for attending these events.   A current 

calendar of events can be found in the Appendix section.   

 

 

 

Board of Directors 

          Our Board of Directors consists of current parents from the center and staff members.  The Board 

meets monthly at the center to discuss the business, the program, staffing needs, and policies and 

procedures for an effectively run center.  Along with the Director of the center, staff elect a staff 

representative to the Board.  Any staff member may also attend any meeting.  Board and Staff meet 

twice per year to engage in social and team building experiences during the fall and spring.   

 When it is time to discuss the Collective Bargaining agreement for the Unionized members of 

the center, the Board meets with the staff to engage in a process called Interest Based Bargaining.  The 

staff members feel strongly that this process is best for involving everyone’s ideas when discussing 



working conditions, compensation, and benefits for all workers at the center.  These meetings are 

typically on weekends, and they last between 2 and 3 hours.  Everyone involved in the process has the 

ability to offer solutions, ask questions, and comment on issues.  This is a time to discuss career 

advancement, the value of merit raises vs. dollar amount raises in salary, training funds and 

development plans, the benefit package at the center, bonuses, and any other issue that may arise.  

Refer to the IBB section of you Staff Manual for materials on this process.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



“Individual commitment to a group effort-that is what makes a team work, a company work, a society 

work, a civilization work.” 

 Vince Lombardi 

 

Working with each other 

 Bernie’s Place has operated for most of its life with the understanding that we are all team.  

Team includes every staff member, all parents, children from every classroom, the University, University 

Housing, Office of Child Care and Family Resources, and even our neighbors in the community we reside 

in.  We are strong when we remember this.  So, what does this mean in our everyday lives at the center?  

 Let’s start with our building.  It is owned by University Housing, as are all of the buildings 

surrounding us.  In fact, our building used to be homes for University families until it was remodeled into 

a childcare center.  We are a contracted service with the University and have a contract to provide 

services for families in the community, throughout the University, and the communities around us.  We 

are responsible for the interior upkeep, playground maintenance, and all of our program costs.  The 

building is cleaned and maintained by the University and Housing.  The director arranges for these 

services with the appropriate sources.  If you notice issues with the building, playground, plumbing, 

electrical, and the like, please let the director know.  As part of our agreement, utilities, maintenance, 

and custodial services are provided for us.  This is a huge boon to our program budget, so we work really 

hard to keep the center clean and maintained where we can.   

Some campus childcare centers are governed by a University Department, therefore their 

teachers are employees by the University.  We are not affiliated with a department, but rather are 

governed by a parent controlled board of directors.  Six parents serve one or two year terms and they 

are the ultimate decision makers and policy makers for the center.  There is staff representation on the 

board and any staff member is invited to any and all meetings.  Bernie’s staff members are employed by 

the center, an independent non-profit center.  We work with parents and each other to craft the best 

center for all of our families and staff members.   

We are supported further by the Office of Child Care and Family Resources (OCCFR).  The staff at 

this office offer us financial support, when possible, grant opportunities for program enhancement, 

access to technology through the University, contacts for research projects, observations, student 

teachers, and internships.  The OCCFR coordinates all campus center policies for uniformity.  They also 

have coordinated a childcare waiting list for families interested in attending campus centers.  OCCFR 

offers childcare assistance for student families, as well as trainings, family events, and lactation rooms 

across campus.  They are a wonderful resource for families and we are fortunate to partner with OCCFR.   

Families are part of our team as well.  We welcome parents into our program with our open 

door policy.  We conference with them throughout the year in order to provide information about their 

child’s development.  Besides the two formal conferences mentioned earlier, we also meet with parents 

as often as a family may need information.  We meet with parents to discuss issues, to share stories, or 

just to listen.  These relationships are a valued part of our relationships and their success strengthens 

our team.   



And, then, there are your coworkers.  Every staff member is a teacher.  We are all held to the 

same standard, and no one is more important than another.  This is not to say that we are all the same 

in every way.  Some of us are old, some are young.  Some of us are parents, some are not.  A few of us 

have been at Bernie’s for 15 or more years.  A few of us are new to the program.  What we do is assess 

strengths and use each person’s strength for the benefit of the program.  Someone might be great at 

technology, while someone else might have a background in special education.  Where some are in 

musical, others are gifted in art, science, or math.  There are teachers who love to work with babies, and 

others who are best matched with 4K children.  This diversity makes us strong and varied.  We most 

likely heard about some of your strengths during an interview or when you were participating in your 

teaching interview.  Tell us more.  We want to know your interests and use them.   

If you remember your interview with us, you will recall that a teacher was part of the hiring 

committee.  As an employee of the center, you now have the ability to help in the hiring decisions at the 

center.  The process is conducted just as your hiring process was conducted.  We collect applications, 

ask them questions, conduct interviews, and invite candidates to spend time in a classroom with 

children.  You are now part of the process, either by interviewing a candidate, or by observation of their 

classroom participation.  Please refer to the interview questions in the Appendix section.  Do you have 

another question to add to the list?  Let us know your thoughts on this process.  

How do we communicate with one another?  We have numerous ways of communication at the 

center.  Each staff member has an email account to use for work related communications.  We also have 

teacher logs in each classroom.  This is a great place to let us know how you are, if you are distracted by 

a problem, if something at work has you concerned or puzzled, or just to document something you are 

feeling great about.  We also let the classroom know if a child is out for the day, if a parent has 

mentioned something we all need to know, or if a child says something funny, poignant, or worthy of 

note.  Find the logs and have a read.  Let us know your questions, if you need something, or if you heard 

something we should all hear.  There is a log at reception that holds all center information.  Check with 

that log during your position time.  Updates happen throughout the day or week.  And, there is the 

Bernie’s Teacher’s Facebook page, a private group page that we use for sharing info, jokes, and 

scheduling info.  If you have something to share with the entire group, this is a great place to share it.  If 

you know the night before work that you have a fever (or worse), let us know so we can prepare as 

much as possible for your absence.  (Please also phone the center with this news, so we all are 

informed.) 

We also participate in team and all center staff meetings.  Each team (classroom) arranges its 

own weekly staff meeting to discuss children, environmental needs, program updates, and supply 

needs/wants.  Each team (classroom) also has the chance to meet with the director once per month.  

This is a chance to set schedules, discuss children, ask about program needs, and clarify any issue that 

may be happening in the classroom or center.  Monthly, the entire staff will meet.  These are either 3 

hour meetings during an early closure day, or during an all-day closure day.  We also are invited to 

attend and All-Campus Professional Development Day, typically in October.  The dates for these 

meetings are set annually by the Director and are added to the Center and Parent Participation 

calendars.   

There are times when life is not so easy, challenging, or just plain hard.  This is true for our work 

lives as well.  We may have an off day, a parent might be rude, a child may kick us, or a co-worker may 



do something to frustrate us.  Some people are really good at problem-solving in these types of 

situations.  Others are able to wait out the problem and see if it is a real issue or just situational.  What 

we never want to do is begin the gossip game.  We have a process to assist with this that we have used 

for many years.  When you may be confused or frustrated by a co-worker, we practice focused venting.  

This is a process to help you express your frustration in a safe way at work, without turning the problem 

into gossip.  Please refer to the Focused Venting handout in the Appendix section for steps to follow on 

the proper way to vent.   

 

Schedules 

 Every teacher has a different schedule.  We arrive at staggered times and leave at the end of our 

personal shift.  Everyone has a position time, meaning a combination of break and planning time, always 

away from children.  This is your time to refresh, check voicemail, answer emails, and even check out 

home emails or social media sites when time permits.  It is also time for planning, conference prep, 

gathering materials for future group times, and problem solving with co-workers.  You also are asked to 

do jobs for the center when time allows.  This can include rotating books, hanging pictures, changing 

toys, washing toys, or anything else that needs attention.  Please refer to your Personnel Policies in the 

Appendix for the division and use of your specific position time.  There is much to do and this is a good 

time to accomplish tasks that shouldn’t happen when you are with children. 

 There is always something to do at the center, and it is amazing how much has to be done.  

There are not magic fairies to do all this, unfortunately.  We do everything.  Someone cuts paper for the 

art shelf, someone hangs pictures, and someone else gathers family photos to display in classrooms.  

Toys are rotated and washed, puzzles are changed, and each classroom has a checklist of cleaning to be 

done.  And, there is always a load of laundry to fold.  So, talk with your co-workers about a task to 

assume.  Look around the classroom and see what needs attention.  Together, we can do great things 

and keep classrooms tidy, well equipped, and full of rich experiences for children. 

 

Parking and Driving in the Neighborhood 

 Parking at the center is provided for all employees.  We have been allocated blue stalls in front 

of the building for staff and parents to park in during the day.  Please park in the blue stalls closest to 

the “Park”.  This leaves the stalls closest to the front door for parents.  Your vehicle will need a Y sticker 

to put in the rear driver’s side window of your vehicle.  The Director will assign you a sticker upon 

employment.  This is only to be used at Bernie’s and will not work at other campus locations.  We have 

been asked to never park in Housing visitor stalls.  Thanks for cooperating with this request.  

 If you noticed during your first visit to the neighborhood, speed limits are very low in the 

Shorewood neighborhood and here in University Houses.  There are also an abundance of stop signs 

throughout the University Houses neighborhood.  With so many families all around, this is an important 

fact to remember.  Both Shorewood and University Police Departments monitor speed and stop sign 

usage often.  Please remember to be a good neighbor and obey all postings.  Bernie’s will not be 

responsible for any traffic violations you receive, so, be careful!   



Dress Code 

 We play with children, we use bleach to sanitize, and we live in Wisconsin.  What this means to 

us is that there is not a specific dress code.  Because we trust you as a professional, we know that you 

will use common sense when dressing for work.  This means wearing attire that you are comfortable in, 

footwear that you can run after a child in, and clothes that you can be outside in regardless the weather.  

Because we sit on the floor with children, eat family style, and encourage self-sufficiency with children, 

we wear jeans, t-shirts, and tennis shoes.  Or, we wear a dress, sweater, and sandals.  We ask that your 

clothes are clean and in good repair.  (Once a volunteer was washing hands in the restroom and was 

bent over quite far.  Her undergarments were staring right at a child.  This child, who had never seen a 

thong before said “WHAT’S THAT?”  If you don’t want to answer this question, cover up! )  Seriously, 

remember that we are professionals and there is not a problem.   

Phone etiquette 

 Telephones are located in each classroom, at reception, in the director’s office, and in the 

kitchen.  If you are at reception, feel free to answer incoming calls.  Please identify the center and 

yourself by name, take a message that you deliver to the proper room, or transfer the call.  The 

telephones have transfer and intercom options.  To make a call, dial 9, followed by the number you wish 

to call.  If you are calling a campus line, you do not need to dial 9.  Each telephone has emergency 

numbers and staff numbers posted for quick reference.  There is also a list of all classroom extensions 

for transfers and intercom calls.   

 Personal cell phones should never be in classrooms with you.  Please leave them in your purse 

or car.  You will have time to check your phone on position time.  If you are expecting a call that you 

must take (health care provider, family member, etc.) please let your classroom staff know this.  

Otherwise, phones should not be used in classroom space.   

 There are times when we do not reach calls in time and parents leave messages.  The phones 

should be checked for messages each morning and after children come into the building from afternoon 

playground time.  Instructions for checking for messages are posted by telephones.  Please save all 

messages that need to be heard by the director.  If you take a message for another classroom or 

teacher, please make sure to deliver the message.   

 Answering the telephone professionally is an important marketing tool for the center.  It is 

welcoming to potential clients, assuring to current families, and courteous to our current and future 

business partners.  Please be welcoming and helpful, listen and take notes, if needed.  And follow 

through on passing along those messages.   

 

 

 

 

 

 



Equipment, Supplies, and Grants 

 Children love variety.  They need variety.  We have variety.  We have a lot of stuff!!!!!  During 

your first month at the center, take some time to wander the building and look at all the stuff we have.  

The library is located in the wall cabinets next to the Evergreen Room.  The cabinets at reception hold 

office supplies and program consumable supplies.  In the closet by Baby Bernie’s, you will find photos 

and posters to hang up in classrooms, along with our laminator.  On second floor, there are toys, 

puzzles, story tapes, and many, many toys to use in your classroom.  And, in the basement, you will find 

furniture, dramatic play materials, extra toys, you name it.  And, if you can’t find it, it may not exist.  Use 

what we have, borrow from other classrooms.  Whatever is at Bernie’s is everyone’s and can be used by 

any age group, as long as it is age appropriate.   

 What if we are out of something or if you want to do something special with your group?  There 

is a white board at reception for compiling a list of supplies that we are running low on or are out of.  

Add to it.  Either a program coordinator or the director will make these purchases periodically.  If you 

are needing something right away, you may purchase small supplies and ask for reimbursement.  Please 

use our tax exempt number to avoid paying tax, ask for a check to make the purchase with, or ask for 

use of the center’s credit card.  Reimbursement forms are available at reception, and it may take a week 

to be processed.  If the purchase is a large one, consult with a program coordinator or the director 

before making the purchase.  We may have something already, we might make a suggestion for an 

alternate item, or we may ask you to write a mini-grant through OCCFR for the item.   

 

Research, Student Teachers, Observers, and Volunteers 

 Part of our mission as a University childcare center is to make our center available for outreach.  

The Director will be notified by Departments from the University, Madison College, and people 

interested in volunteering or observing at the center.  When this happens, the classrooms affected will 

be notified of dates, times and details.  If the request is for a student teacher placement or a service 

learning experience, teachers may volunteer to accept this placement.  We try to accommodate as many 

of these experiences as possible, but timing and classroom health must also be taken into consideration.  

If you are asked about participation, please be fair to yourself and children in your group.  If this is a 

good time, that’s great.  If this is not the best time for extra work, please be honest.  Because this 

includes paperwork, meetings, and observations, along with sharing your children with someone else, 

this is a decided commitment.  Student teachers are not counted in your ratios, and depending on their 

placement, they may or may not have child guidance responsibilities with your group.  Consult with the 

manual that is provided by the course for clarification.   

Likewise, with volunteers, you may be asked to have one with your group.  Please try to 

accommodate this placement, but let us know if there are circumstances that would make it better to 

forego.  Volunteers are never counted in ratios, and they have no child guidance responsibilities.  They 

can be used for cleaning, setting tables and sweeping, interacting with children, reading with them, etc.  

The volunteer coordinator will give them an orientation and is responsible for any guidance they may 

need during their volunteer experience.   



Research projects are conducted with permission from parents.  If parents sign their child up for 

a research project, the Director typically takes the lead on supervision of this.  Observers occasionally 

find their way to the center and will observe children for a short time.  Again, the Director typically 

coordinates these experiences.  They may not ask children questions but they may interact with them.   

All outreach participants are asked to log their hours at the center in the Blue Volunteer Log at 

reception.  Help them find the appropriate page to document their time at the center.  This information 

is needed annually for our end of year report.  Thank you for your cooperation with these outreach 

experiences.  It can be more work, but this is an important part of our contribution to the University.   

 

Time off Requests 

 Part of the procedure for taking time off is to complete a time off request form.  There is a 

sample of this in the Appendix section for your reference.  These forms are kept at reception and should 

be completed and submitted to the Director.  The Director will review all requests and fulfill as many 

requests as possible.  Approved requests are added to the center calendar in the staff lounge.   Once 

added to the calendar, these dates are also added to an online calendar for reference when not at the 

center.  This helps when teachers are at home and want to make plans for future vacations or training 

dates.  Consulting this calendar helps everyone make choices based on the time off already approved for 

others.  Factors that come into play when approving requests include staffing needs, number of 

requests for the same times, and available substitute coverage.  There are seniority procedures to 

consider, yet every request is considered and the center tries to approve all requests, if possible.  This 

happens in different ways, using creative staffing, best use of substitutes, and consulting with each 

other on everyone’s need for time off.  This is the part of community that is very important to us and 

helps us build team in ways that other centers may not be able to support.  Summer is always a really 

popular time to hope for vacation.  We request that no summer vacation requests be submitted until 

after summer contracts are due (March 15th).  We are then able to know how many staff members are 

needed and how many staff members can be off.  Please be patient with this process.  We do our very 

best to accommodate as many time off requests as we can.  But, realize that we are a staff of 15 and 

there are only 12 weeks of summer.  We do what we can and try to give everyone as many dates off as 

possible.   

 

Professional development and training 

 Every year, you will need to complete a minimum of 25 hours of professional development to 

meet licensing standards.  The center will provide some of these experiences for you through closed 

days, all center staff meetings, and our All-campus training day each fall.  Expect to exceed the 25 hours 

during your first year with the center, as there are many facets of our orientation that are considered 

professional development.  If you refer to the orientation schedule and the checklist, you will note at 

least 30 hours of orientation, training, and first-aid/cpr training that must be completed.  If you are 

looking for a particular training theme, let the director know and the topic can be covered during a staff 

meeting or a workshop can be found.  Professional development makes us all a stronger center, so let’s 

enjoy these experiences and use the knowledge gained to make Bernie’s and you excel! 



 “Bernie’s serves as a leader with its menu and family style meals.  Our child reminds us of the Bernie’s 

meals rules at home and it has made meal time less unruly and more pleasurable for everyone!” 

 An excerpt from the program evaluation in May 2010 

 

 

About Meals 

Meal times differ slightly for classroom on both floors.  This allows the Food Program 

Coordinator (FPC) to deliver the meals first to the classrooms on first floor, and then to serve the 

classrooms on second floor.   This helps with temperature control.  All foods must be covered with the 

plastic cover on the large cart or with lids and covers on the open cart.  Breakfast is delivered at 9am to 

first floor and 9:15am for second floor.  Lunch is delivered at 11:30am to first floor and is also served 

and on the large cart for second floor at the same time.  Kitchen helpers (children) will help a teacher to 

set the tables on second floor and will need their trays completed by this time.  Snack is prepared and 

delivered by the FPC to the first floor by 2pm.  A teacher from second floor serves prepared snacks for 

the second floor classroom.  Foods are always prepared and served from our kitchen in safe and sanitary 

ways.  The food program coordinator will stock each tray with serving utensils, pitchers, and serving 

bowls for all foods.  Staff and children are to use the serving utensils (spoons and tongs) for all foods 

served.  If these are dropped, there are typically extras in each classroom drawer.  If not, call the kitchen 

for extras.   

To help with the large task of washing dishes, we all take turns helping in the kitchen.  The FPC 

routinely washes dishes from breakfast and lunch service.  First floor classrooms keep some of their 

lunch dishes in grey tubs in the classroom until after snack.  At this time, a teacher from second floor 

collects snack and lunch dishes and washes as many dishes as possible from 3-4pm.  This helps with the 

closing duties that all closing teachers have at the end of each night.  Most afternoons the dishes are 

finished.  However, if dishes are not completed, the closing teacher from second floor will need to 

complete these at the end of the day.   

In the classroom, tables and counters used as food preparation areas must always be washed 

and disinfected prior to and after each meal.  Every classroom has a soapy water spray bottle and a 

bleach bottle for this purpose.  For this two-step process, we use disposable paper toweling to wipe the 

tables.  Bleach bottles are made fresh each day and delivered to each classroom.  These bottles are 

similar to those used for cleaning diaper changing tables, but are stored in kitchen prep areas, rather 

than in diaper changing areas.   

As children finish a meal, they are asked to scrape food items into a scraping or compost bowl.  

Any food that they are throwing away after a meal or snack should always go into a lidded garbage can.  

Trays with dirty dishes and left over foods are taking back to the kitchen.  No food or drink that has been 

at a table with children will be used again, so let children enjoy what we have.  We try to not waste 

foods at Bernie’s, so encouraging children who still seem hungry and who have tried all foods seems the 

best use of the foods we have at meals.  Likewise, try to assess what children need for meals before 

asking for additional foods from the kitchen.  If they are slowing down on eating, if they have truly had 

many servings of milk, and if they have enjoyed multiple pieces of fruit, offer what is still at the table, 



rather than asking for more of the foods that have been eaten.  This helps children grow in food choices, 

and is sensitive to a tight food budget.  We need to support children’s nutritional needs while remaining 

frugal when we can.   

 

Kitchen Check list 

Daily 

Wash and put all dishes away 

Store all food properly in sealed bags or containers with snap lids 

Bleach counters 

Clean sinks 

 

Weekly 

Wipe bottom of work cart 

Clean Hobart Trap and basket 

 

Monthly 

Bleach plastic cart cover and shelves of serving carts 

Wipe shelves and bottom of both refrigerators 

Clean microwave 

De-Lime Hobart (instructions are in the manual) 

 

Kitchen Helpers 

 Every day, children from the PreK program are chosen to help set tables for lunch time.  

Tables should have been washed and bleached right before children come outside for playground time.  

Children accompany a teacher in, they all wash hands, and children help set dishes and food onto lunch 

tables.  It is helpful for the teacher in charge to set the napkins in front of the chairs that will be used 

during lunch.  Children then know where to put the bowls, spoons or forks, and cups.  Older children are 

more independent during this, and can usually do most of the setting without help.  The youngest 

children usually start with setting cups or bowls, and then they seem done.  Some lunches do not 

require bowls.  When this happens, each person is given two napkins, one for food and one for mouth 

wiping.  When tables are set, the group finds an open window and yells “Lunch is Ready!” to let 

everyone know that it is time to line up to come in for lunch.  This is always an exciting time for children.  

However, some children may choose to stay outside with friends and forfeit a turn to be kitchen helper.  



There are many opportunities for this fun task (on a child’s birthday, happy last day, and when their 

name is chosen) so this is a great time for a child to make a choice for him/herself. 

 

Mealtime with children 

 

We enjoy eating family style when having our meals and snacks with children.  Meals are a 

choice for any child and it is important to offer, encourage, model, and offer again.  And, again.  And, 

again.  It takes children many introductions to new foods before the verdict is in.  We want children and 

teachers to have pleasant meal times and don’t ever want power struggles with food.  If a child chooses 

not to eat what is offered at meal time, we simply tell them that they may be hungry if they don’t eat 

now.  Our job is to make sure that children are offered foods from our program and let them eat till they 

are satisfied.  This is not to say that we let them eat 8 apple slices and nothing else.  We ask children to 

try everything at a meal before having seconds on something.  “Trying” is subjective, however.  To one 

child, trying can include letting the green pepper sit on the napkin or licking a carrot.  To others who are 

good eaters, it can be finishing what is in the bowl before having more.  The more we sit with children 

during meals, the more we know about each child and that child’s eating patterns and preferences.  

Once we understand what type of eaters we are sharing meals with, we are able to help make meal 

times successful, social, and satisfying.   

Each classroom will introduce self-help skills at meal times when children are ready for this.  This 

begins with using polite phrases for asking for foods.  It then moves on to pouring beverages and then 

serving with spoons and tongs.  There will be spills.  There will be dropped utensils.  It is our job to show 

children how to clean their spills, replace their utensils, or fetch another napkin.  This is not the most fun 

part of anyone’s meal time.  Know that it will happen and that it is not your problem to solve.  We 

provide hand and dish towels to use for cleaning up.  Hand it over and say “Good Luck!” to the spiller.  

They don’t even seem to mind, most times.  Rinsing out milky towels helps keep the sour smell of old 

milk out of our laundry baskets until they can be washed.  Likewise, children who drop dishes during a 

meal should be asked to pick up the dishes, put them on the lunch tray nearby, and get a new item from 

reserves.  Baby Bernie’s children are the exception to this, or they would be up 12 times each meal.   

Sometimes, children group themselves at lunch tables and the combination is not the best for a 

pleasant meal time . . . for anyone.  Teachers have the luxury of discussing assigned seating when 

children cannot make better choices.  Work with the teachers in your classroom on this so that the 

combination of children feel right.  This does not need to be a permanent solution.  Sometimes all 

children need is to break the routine.   

 

 

 

 

 



Classroom Cleaning and Up-Keep 

Each team of teachers works together on the continual task of classroom up-keep.  The various 

classrooms have specific cleaning needs that are transferred to a cleaning chart.  These charts are 

posted in each room and updated weekly, monthly, quarterly, or annually, depending on the tasks.   

Daily tasks included, but not limited to:  washing mouthed toys, cleaning tables, counters, used sensory 

tables and equipment, food preparation areas, sinks, and any spills from lunch, toileting accidents, or 

paint spills gone wild!  Baby Bernie’s launders burb clothes, toys, blankets, and changed bedding daily.  

Kitchen washes towels and aprons daily. 

Weekly tasks included, but not limited to:  washing larger toys and equipment, laundering dress up 

clothes and soft toys, play pillows and blankets, and any other toys that have been well used and loved.  

Evergreen, Oak, and Maple wash bandanas, dress up clothes, towels, bedding, and cot covers weekly. 

Monthly tasks included, but not limited to:  washing door jambs, window sills, wooden blocks, 

refrigerators, air vents, and shelf units.  Any extra laundry that needs to be done will be washed 

monthly. 

Custodial services will clean floors, restrooms, empty garbage cans, and thoroughly clean the kitchen 

area.  They shampoo our carpets quarterly, and sweep and vacuum our steps, floors, and carpets.   

Larger cleaning and organizing happens during parent work days.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Guides to Speech and Action 

 

1. State suggestions or directions in a positive form.  

Tell the child what to do vs. what not to do. A question is not a statement. Keep directions short so 

children will understand all of it. The following are directions stated positively:   

• “Ride your bike around the bench” instead of “Don’t bump the bench”  

• “Throw your ball over here” instead of “Don’t throw toward the window”   

• “Give the ball to me to hold while you climb” rather than “Don’t climb with the ball in 

your hands”  

 

2.  Give the child a choice only when you intend to leave the situation up to him.  

Be careful of offering a choice when we are not willing to let him decide the question. “Do you want to 

go to bed?” is a question. Sometimes a choice is offered to clarify a situation for the child. The teacher 

may ask, “Do you want to stay in the sandbox?” a response of “yes” is defined further as “Then you will 

need to play over here, out of Jose’s space” Asking questions that end with an “O.K.?” is a question and 

usually asked when a person feels uncertain or wants to avoid an issue.  

3.  Use your voice as a teaching tool.   

A quiet, firm voice projects confidence and reassurance. Simple, slow direct speech is the most effective. 

Children are sensitive to the tone quality, tightness in a voice, unfriendliness, or fear. Children are more 

likely to use their voice in loud, harsh ways if the teacher uses her voice in these ways.   

4. Make health and safety of the children a primary concern. 

Survey indoors/outdoors before allowing children to enter. Don’t offer an activity without adequate 

supervision. Toys that have been mouthed need to be removed; don’t share towels or eating utensils, 

cups, plates, tissues. Wash hands diligently.  

       5.   Use methods of guidance that build the child’s self-respect.  

Fear, shame and guilt are not positive motivators; labeling children lowers their self-esteem....like 

“naughty”, “selfish”, “spoiled” or “bad”. Guidance should help a child acquire acceptable behavior not 

communicate disrespect. There are reasons for behavior and we need to figure out the 

circumstances...they need time and practice to acquire desired behaviors.  

      6.    Help a child set standards based on his/her own past performance, rather than on comparison 

with peers.  

Comparing one child to another is a dangerous way to try to influence behavior. Competition can foster 

aggression, fear and low self-esteem. Someone always loses! Accept the child where s/he is, not based 

on past accomplishments. Children shouldn’t feel the only way to get approval is by being “first” or the 

“fastest” or by being the “best”  

        



7.     Redirect the child in ways consistent with his purpose and interest.  

Focus the child toward an activity or interest similar to the original one. If a child takes a toy from 

another, provide the child with a similar toy. Suggest an alternative that meets the needs s/he is 

expressing in the behavior.   

      8.     Time directions and suggestions for maximum effectiveness.  

Timing is crucial when guiding a child’s behavior. Advice given too soon deprives the child of a chance to 

try to work things out for him/herself.  If a child becomes too frustrated (a little frustration is 

motivating) offer a suggestion to help the child succeed.  

     9.     Observe the individual ways children use art media, explore the materials yourself, but avoid 

making models for children to copy.  

Copied work is not children’s work. Using models is a message that a child’s art is not acceptable.  Art is 

not imitation and whatever the child chooses to create is acceptable. Teachers can explore materials to 

encourage children but don’t need to “create” something.  

   10. Give the child the minimum of help in order that s/he may have the maximum chance to grow in 

independence.  

Allow children to develop self-help skills. Some struggle is acceptable...that’s how we learn!  Show 

children how they may help themselves. Ask the child if help is needed-if not, let the child proceed 

alone. When help is requested, offer the least amount to get the job done. Confidence develops over 

time and over successes. Allow the child the chance to be successful.  

    11.    Make your directions effective by reinforcing them when necessary.  Sometimes it is necessary 

to combine several techniques in order to be effective. First, allow the child a chance to hear and 

process your directions. Follow up with another direction that is consistent with the first one. Keep 

directions short and give the child a chance to respond. “It’s time to go in to lunch” may need to be 

reinforced with another suggestion like “I’ll help you park the bike” or ask “Would you like to park the 

bike or do you need my help?” 

   12.    Learn to foresee and prevent rather than “mop up” after difficulty.  

Learn to anticipate and prevent problems. Avoid the “I told you so” mentality. At meal times, have a wet 

sponge handy for spills. If a child needs help entering into the play of another suggest things the child 

can say or do to make friends, ”If you would like to play with Mike, ask if he needs this block”. Anticipate 

the child’s behavior ad offer positive ways to make friends.  The key is knowing the children and 

anticipating their actions--- remember temperamental differences!  

   13.   Clearly define and consistently maintain limits when they are necessary.  

Limits should be related to children’s safety. Safety of others and safety of property. New teachers 

usually have too many rules. When they are necessary, consistently apply them. Think about the limits 

you impose—if unreasonable, change them. Children may rebel against limits and scream and say they 

don’t like you. That’s OK!! They don’t have the experience to know potential harm and you do. Be firm 

but fair.  



   14.   Use the most strategic positions for supervising.  

Experienced teachers are always alert to the entire situation. Scan an area to see where the most 

optimal point for seeing everything is and supervise from there. Observe all children, not just those in 

the immediate area. Many times a teacher is often in a better position to help a child when she is at the 

child’s level, and children may feel freer to approach the adult who is sitting. Adults should avoid 

gathering in groups leaving areas unsupervised.  

   15.   Increase your own awareness by observing and taking notes.  

The best teachers are always learning. When you are not open to learning about human behavior, stop 

teaching!!  Plan for observation and documentation as part of your daily activities.  Memory 

fades....learn systems that work for you: sticky notes, index cards, voice recording, video recording, 

clipboards around the room, etc. Notes need to be taken on a daily basis as actions are occurring. 

 

 

 



Parent’s Guide to Bernie’s Field Trips 

Dear______________________ 

 

Thanks so much for volunteering to join us for the field trip to__________________________________.  

Please know that parents are always welcome to join us for any trip.  Below are some helpful guidelines 

for all volunteers. 

•  Please make sure that your child stays with the group.  Your child is included in the count 

of children we do for each trip.  Our teachers are frequently counting the number of 

children in a group to ensure that all children are accounted for.  When during these counts 

we come up short, our pulses speed up a little bit and we start counting again.  If for some 

reason, such as needing to use the restroom, you and your child will be leaving the group, 

please let one of the teachers know.   

 

• Teachers need to take other children to the restroom.  If another child asks you to take him 

to the restroom, let one of the teachers know and she will help that child.  This is one of 

those regulations we need to always follow.   

 

• Please do not feed children.  On some of our trips, there may be vending machines, other 

opportunities to purchase food, or you may have brought a snack from home.  There are 

children at Bernie’s who have food allergies and intolerances, some of them life threatening.  

For this reason, we ask that you not share food from these sources with any of the children.  

We also ask that you do not share these foods with your child in front of other children.  If 

you need help setting this limit with your child, please let a teacher know.   

 

• Help your child, the teachers, and yourself by avoiding “no-man’s land”.  When children 

are with both a parent and a teacher, they can be unsure of whose limit to follow.  

Sometimes this leads to a testing of limits by children.  Teachers and parents are also unsure 

about who is taking the lead when it comes to setting and keeping limits when on a field 

trip.  To avoid this “no-man’s land”, we ask that you help your child follow the limits set by 

teachers on a trip.  This helps to ensure everyone’s safety.   

 

We hope you find these guidelines helpful.  If you have any questions, would like clarification, or need 

help, please as one of the teachers.  We want to make this trip a fun, positive, and safe experience for 

all.  Thanks so much for coming with us! 

 

 



 



 

As an employee of Bernie’s Place, I acknowledge that I have received this staff handbook.  I certify that I 

have read and fully understand the rules, policies, and procedures in this booklet.  I realize it is my 

responsibility to follow them in all respects. 

 

 

_________________________________         ___________________ 

Employee’s name    Date 


