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I Policy:

It is our policy that St. Joseph Academy staff is committed to maintaining a safe and healthy
environment for our children. As part of this commitment, teachers and support staff will follow
procedures for arrival to ensure children’s safety and security.

Il. Procedures:

A.

The designated opening teacher(s), will pick up the daily sign in/out sheets for their area and
take them to the opening rooms. (M2 and 106).

The designated opening teachers will prepare the opening classrooms (M2 and 106) to
ensure the room is ready to receive children.

1. Turn on classroom lights.

2. Clean tables and chairs and arrange them for use.

3. Fill soap and water bottle and bleach water bottle.

4. Make bleach water for dishes (if necessary).

5. Ensure centers are organized, and prepared for the day’s activities.
6. Turn on walkie talkies.

7. Fill the crock pot and turn it on (if necessary).

8. Log into the tablet/Ipad.

9. Sign yourself on to each daily sign in/out sheet.

10. Determine Zoning position/responsibilies.

C.

D.
E.
F.

Starting at 6:30am (or when the first child arrives), the Receptionist will walkie talkie,
announcing each chids arrival.

Parents and Children will be greeted by name upon arrival.

Children will be signed in on the daily sign in/out sheet and on Lillio as they arrive.
Children will receive a wellness check daily upon arrival to ensure they are in good

health and there are no injuries/bruises/scratches, etc. Should a teacher
observe that a child arrives with an injury of any kind it must document in
the medical log and the information communicate with the child’s primary teacher.

G.

Teachers will be engaged with children and monitoring their play. Teachers will use

zoning to position themselves to be able to observe and anticipate behaviors and
prevent harm.

H. As teachers arrive for their shift and get ready to move to their respective classrooms, they
shoud complete a name-to- face count and transfer the children into the proper classroom
on the Lillio application on the respective classroom tablet/Ipad. daily sign in/out sheets and
Lillio MUST be kept accurate at all times throughout the day.

ST. JOSEPH ACADEMY Page 1 of 2

OPENING POLICY



I.  The ECEC Receptionist will contact the parent/guardian of any child who is not present after
9:30am unless the absence has been previously communicated.

J.  Group ratios will be met at all times and will be determined by the age of the children
present.
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