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POLICY:  DISCIPLINE AND MANAGEMENT TECHNIQUES 

 

PERFORMANCE OBJECTIVE:  You are helping to prepare children for 

success or failure. Whatever he/she becomes - or fails to become, whether he/she 

is happy - or whether he/she is miserable, can be the result of the training, 

guidance, and influence you give. 

A child’s attitude toward her or himself has a direct bearing on how he/she lives 

all parts of his/her life.  Self-esteem is the mainspring that slates every child for 

success or failure as a human being. 

The following are ways to enhance the quality of classroom time and childcare, 

while enhancing the child’s self-esteem.  The two policies are requirements of 

Douglas Cherokee Economic Authority Head Start/Early Head Start 

(DCEAHS/EHS), and will be strictly enforced.  Failure to comply with these 

policies will result in disciplinary action (to include termination). 

 

PROCEDURE: 

Policy I 

1. Do not discuss weaknesses a child may have in front of other children or in 

front of the child. Children have “large ears”, even if they seem not to be 

listening or paying attention. Any discussion of this nature is to be for the 

benefit of the child (developing individual lesson plans, referrals, staffing), not 

for making others aware, general conversation, or passing information along. 

2. Do not make remarks concerning a child’s parents. Others may easily 

overhear. This can be harmful to a child and to a child’s parents. Our goal is to 

encourage overall competency, not to harm or hinder those we seek to help. 

3. Do not pamper a child because that child is small, has a disability, or 

disadvantaged. We are responsible for encouraging self-sufficiency, 

independence and responsibility. If a child is pampered or made to feel 

different, we are a hindrance, not an asset to the child. 

4. Voice tone and volume should be pleasant and moderate at all times. Loud and 

angry voices do not encourage good self-esteem, but promote a feeling of 

unworthiness and frustration. Therefore, loud, screaming, yelling, or harsh voices will 

not be tolerated. Children should enjoy conversation time many times during the Head 

Start/Early Head Start day. Conversations should be shared during meals, free play, 

outdoor play, and on the bus. Adult conversations should not dominate the day while 

children are present. For example: during a meal, children should be encouraged to discuss 

 

 



 

the food, their day or anything of interest and never be told to be quiet or hush when 

conversation should be encouraged. 

Since the previously mentioned policies are important in developing a positive self-concept, 

violation of these policies will be deemed inappropriate behavior and disciplinary action 

will be taken (to include termination). 

Policy II 

1. Corporal punishment is not allowed and will not be tolerated in the DCEAHS/EHS 

Program. This is defined as the use of physical force as disciplinary measure and 

includes, but is not limited to: spanking, slapping, pulling of hair, pinching, etc. 

(OHD/OCD Instruction #33). 

2. Isolation of a child for disciplinary reasons, punishment or a management technique is 

not allowed and will not be tolerated in the DCEAHS/EHS Program. Isolation refers 

to separating the child from normal association with classroom activities (OHD/OCD 

Instruction #33). If it is necessary to separate a child from a group, constant and close 

adult supervision must be maintained and the period of time must be minimal. 

Watching a child from the doorway or window is not close supervision. An adult 

must be within arms reach of the child at all times. No child will be left outside the 

classroom unattended. A child can quickly disappear and could be easily 

kidnapped, injured or even killed. 

3. Field trips are an essential and rewarding experience in a Head Start child's life. Lax 

supervision can be detrimental to a child's well-being and safety. It is required that 

constant, alert supervision and "head counts" be provided by all staff to ensure 

each child returns home safely. A child left behind may become frightened, lost, 

kidnapped, injured or lose his/her life. You, as a Head Start employee and 

caretaker of these children, are responsible for the safety and safe return of each child. 

Use of reliable parent volunteers as chaperons on Field Trips provides for more 

assistance. According to DHS Licensing Requirements for multi-age grouping of 3, 4, 

and 5 year olds the adult/child ratio of 1:13 must be doubled. EHS: Infants and toddlers will 

not go on field trips. EHS students 36 months and older may join in on HS field trips if 

accompanied by a parent as part of their transition process.  

4. The young children we serve tire easily and may go to sleep on the bus. It is therefore 

necessary for each seat to be checked to ensure that no child is left on the bus. A child 

could easily become ill if left on the bus for an extended period of time. It is the 

responsibility of those in charge of transporting children to ensure that each child safely 

departs the bus (Bus Driver and Monitor; See Transportation 8.11 Arrival/Departure 

Policy & Procedures). 

5. Loading and unloading the Head Start bus should be supervised continuously. A 

small preschool child is difficult to see and could easily be run over by an oncoming 

vehicle or by the Head Start bus. All children will be supervised getting on and off the 

bus and "handed" to the child's parent or guardian. 

6. HS/EHS is responsible for the safe return of each child to his/her parent or 

guardian. It cannot be assumed that someone is home. Leaving a child unattended 

at home could be frightening and detrimental to a child's well-being. It is therefore 

essential that the previously stated policy of "handing" a child to the adult be followed. 



 

This will assure that each child is safely returned home to the care of his/her parents or 

guardian. 

Failure to comply with the previously stated policies will result in immediate 

suspension and recommendation of termination being made to the Personnel 

Committee of Policy Council. It will be the responsibility of each HS/EHS employee to 

report any violation of the above policies.  Failure to do so will result in disciplinary action. 
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POLICY:  Behavior/Mental Health Referrals 

 

PERFORMANCE OBJECTIVE:  First tier behavior strategies include establishing 

routines, setting boundaries, consistency in expectations, and classroom structure. While 

most children will be successful with the first tier strategies, you may have other children 

who need more intensive interventions. Child behaviors can continue to escalate for a 

variety of reasons such as prior trauma, changes in their home life, family, mental health 

concerns, or developmental delays.  Referrals may be needed in order to provide the child 

and family with the support needed.  

 

PROCEDURE:  

1. The Positive Behavior Support Assistant (PBSA) will identify children who have 

scored in the “monitor” or “refer” category on their ASQ-SE-2.  The PBSA will 

begin individualized and intentional activities that focus on the social/emotional 

need of the child.  Families will also be encouraged to work on similar activities at 

home to create consistency of the intervention.  

2. The Teacher or Teacher Assistant will complete a Behavior Incident Report (BIR) 

for any extreme behavior issue where positive guidance techniques are ineffective 

(see Admin 1.2).  BIR’s should be filled out as soon as possible and sent to the 

PBSA or the Mental Health Manager at Central Office.   

3. After the child has received five BIRs involving challenging behaviors, the PBSA, 

Area Coordinator, or the Mental Health Manager will have a meeting with the staff 

to complete an Intake Form. The classroom staff will collaborate to select 1-2 new 

strategies/next steps. If the PBSA is unavailable, the Area Coordinator would lead 

the meeting with the help of the MH Manager.  

4. A parent meeting needs to be conducted by the Teacher with the help of the PBSA 

to collaborate on ideas to match classroom efforts.   

5. New strategies should be implemented consistently for two full weeks.  BIR’s 

should continue being completed as needed during this time.  

6. If the strategies are successful, summaries should be documented in the ‘notes’ 

section on the Intake Form and strategies will be continued in the classroom.  

 

 



7. If the strategies are unsuccessful and the undesirable behavior continues, a Mental 

Health Referral is made using the Request and Permission for Behavior/Mental 

Health Referral form. Parent permission is required before the Mental Health 

Consultant can be contacted.  

8. The Mental Health Consultant completes an observation of the child in the 

classroom and meets with the plan parent and staff to develop a plan of action.  

9. Within 2-4 weeks, the plan can be revised during a second team meeting if needed. 

If the interventions are successful at this point, summaries will be documented in 

the ‘notes’ section on the Intake Form and strategies will be continued in the 

classroom. 
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POLICY:  CLASSROOM MANAGEMENT TECHNIQUES 

 

PERFORMANCE OBJECTIVE:  As children are introduced to their first group 

social setting, problems may arise. The Teacher must implement a plan with all 

classroom staff consistently following the same steps to ensure children learn to 

manage their behavior in a positive and supportive atmosphere. Certain steps need 

to be followed to ensure time out is used in an appropriate manner. EHS: Time out 

is not appropriate for infants and young toddlers. Time out can be used with 

caution in older toddlers and twos. See Administration 1.3a for EHS Classroom 

Management Techniques. 

   

PROCEDURE: 

 

Positive Guidance 

 

1. Briefly describe to the child the inappropriate behavior.  (“Joe, you cannot take 

toys from others, use words to ask “May I play with blocks?”) Model words to 

use. 

2.   Use other positive word statements for directions: “We walk inside.” “Our feet 

stay on the floor.” “We take care of our friends.”  

3. Move child away from the other children or area if they are misusing materials. 

State, “If you want to play in blocks then you must build, not throw.”  For 

example, if a child throws blocks then he/she needs to leave the block area for 

the day. When you see something good happening let the child know about that 

also. “I like that you are building a tall tower and sharing with your friends.” 

 

Responding to Challenging Behaviors 

  

 If a child continues with inappropriate behavior, have him/her removed to a 

quiet part of the room.  Do not label a chair or a place as “sad or time out”, 

unless recommended by the Mental Health Consultant as a need for the child’s 

own self-management. Explain briefly why the child is in the quiet area and 

when the child is ready to control themselves, they may rejoin the group. A 

child should sit no longer than 1 minute for each year of their age and the adult 

 

 



 

needs to remain close but avoid giving further attention until the child complies 

(4 years = 4 minutes). 

4. After completing a time out, explain to the child why they sat and problem 

solve with the child other ways to solve problems without breaking rules. Offer 

solutions such as “modeling words, talking with your Teachers, or taking 

turns.” Do not expect a child to explain to you why they had to go to quiet 

time. You may bring the friend in to discuss solutions when it involves more 

than one child. 

  

 They may know but not have the ability to explain and it may lead to adult 

lectures. Be cautious about having children apologize if it is not 

developmentally appropriate for the child. He/she should be functioning above 

a 60-month level to begin understanding empathy 

 

5. If the child refuses to proceed to quiet time or begins fighting the adult then the 

adult may have to try to corner the child in quiet area. Staff can place a child in 

a safe hold if the child is hurting other children, trying to run away or 

destroying property. A safe hold cannot be completed without training from 

the MH Manager and for only dangerous reasons. 
 

A. The staff adult may sit or stand behind or in front of the child with hands on 

the child’s shoulders. The adult should keep their body to the side to 

prevent the child from head butting the adult. The adult’s hands should be 

away from the mouth to prevent bites. If the child hands are trying to 

scratch you may hold them but not with great pressure. 

B. The teacher will need to inform the parent in a confidential manner if the 

child has had behavior issues. It can be done at pick-up away from others. 

Support staff should not inform parents of behavior concerns.  

C. Do not try to reason with a child as they are tantruming. State, “When you 

calm down you may leave.” After the incident is over, at the end of the day, 

document on the incident report the issue that required time out or a safe 

hold. After a child leaves time out, assist them in finding an activity to be 

involved in so they are immediately engaged. 

  Important:  Any time a staff person has to call the parent or hold a 

child the Behavior Incident Report must be completed and faxed to 

Mental Health Manager, or to the Head Start Director. You may share 

the information from the incident report with parents but let them 

know the child does not need to go home and you do not need to get the 

parent to sign the report. 

  

6.  Be sure and give specific positive attention to the child after a tantrum related 

to behaviors you like to see the child display. Focus on the behavior. 

7. It is impossible to observe all inappropriate behaviors.  If an act is not observed 

by an adult and is reported by a child, staff should not implement a time out 



 

unless there is evidence the event occurred. Staff should closely monitor the 

child for the next 10 minutes to see if the child is becoming aggressive. 

8. When taking the child to time out the adult should lead the child by the hand or 

guide them by the shoulder to a quiet place. The only time a child should have 

to be carried is if they are injuring others or themselves. Quiet areas can be 

anywhere in the room as long as the child has to discontinue their play and 

cannot be isolated, an adult should be present or have visual contact at all 

times. This is not what a “cube” should be used for or a designated “quiet 

area”. These are used as a child’s choice not for correction. 

9. Staff are responsible for implementing behavior procedures. Volunteers or 

substitutes should never be given the responsibility of behavior management.  

10. Child may be referred for MH Intervention if behavior issues persist with 

parent permission. 

Volunteers or substitutes should report to the Teacher any observations of 

misbehavior first and if he/she is unavailable then report to the Teacher 

assistant. 

11. If a child has several time outs then the Teacher should call the parent and plan 

a conference to discuss behavior issues and develop a plan. Support staff, i.e. 

drivers or Teacher assistants, should not give parents behavior reports but 

simply state to the parent that if they have questions to call the Teacher. 

12. Teachers must report or refer a child if concerns continue. Contact the 

Education or Mental Health Manager and follow the referral procedure. 

(Health 4.14) 

13. Remember, children are not to be sent home unless it is in a written behavior 

plan developed by the MH Consultant, and Manager and staff and the child’s 

parent or guardian. 

Activities to avoid tantrums 

 Develop a job chart so children feel responsibility in the care of the 

classroom and peers.  

 Offer children choices whenever possible. It is OK for a child to not sit in 

group, but it is not OK for a child to be playing. Offer a choice you may sit 

at the table or join us in group. Make group time fun and busy. 

 Label shelves with pictures so they can see where toys are to be stored and 

how they should be placed. 

 Children need hugs and cuddles when they are losing control. Watch for 

cues so you can intervene prior to escalation. 

 Offer physical activities to burn energy and anger when children are getting 

noisy and loud. 

 

Remember: We want all children to experience success and sometimes we 

have to find a way for them to have success. 

 

Fair is not everyone getting the same thing: Fair is everyone getting what 

they need to be successful. 



Combined Admin. 1.2 and Admin, 1.3; also numerous revisions, updates, and changes 
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POLICY:  CLASSROOM MANAGEMENT AND BEHAVIOR GUIDANCE 

TECHNIQUES 

 

PERFORMANCE OBJECTIVE:   

Guiding children’s behavior involves the commitment of the staff and family. Many things 

play into successful child behavior guidance. The Creative Curriculum sites relationship 

building between the staff and child as one of the most critical pieces of the child’s success 

in life. This is also supported by research used to develop Conscious Discipline, CLASS 

teaching strategies, and the CSEFEL pyramid model. In a Creative Curriculum classroom, 

the environment and teacher convey messages of support, acceptance, respect, and freedom 

to explore materials. The classroom is also a social setting that opens up possibilities for 

children to problem solve and build relationships with their peers.  The following 

procedures work towards using the classroom as a learning environment with intentional 

teaching practices that support social-emotional growth that leads to school readiness. 

Children with a positive relationship with their teacher are much more likely to comply 

with teacher direction and feel safe to explore new relationships.  

   

PROCEDURE:  

A. Building Relationships and Classroom Community 

 

1. Create time for interactions that are purposeful in making a connection with the 

child as an individual.  Children have their own unique ideas, personality, and 

ways of expressing themselves.  Get to know the child on an individual level and 

build a trusting relationship where the child knows they are safe, loved, and 

celebrated. Examples for relationship building include sharing a fun activity, 

playing with a toy that the child choses, working a puzzle together, reading a book 

together, or talking about home events during mealtime (Reference Powerful 

Interactions 2nd edition by Judy Jablon chapters 7-11).  I Love You Rituals also 

promotes a child’s willingness to participate by deepening the relationship 

between them and their teacher (see Conscious Discipline I Love You Rituals 

book).  

 

 



2. Set up activities that encourage peer interactions.  Social skills require time and 

practice to master.  Children need multiple opportunities to practice these skills 

and see appropriate interactions modeled by the teacher.  

a. puppet play with the children retelling a story 

b. singing songs together such as Good Morning Neighbor 

c. pair children together to work on a task together 

d. Intentional Teaching Cards to build classroom community 

e. Encourage conversations during mealtime about common topics or 

thoughts on the day 

f. Dance/sing in a circle looking at one another and/or staff.  Great 

opportunity for Conscious Discipline I Love You Rituals 

 

3. Children are better able to build relationships with their teachers and peers when 

they see themselves as part of a community or family. Children need to understand 

that their actions affect the classroom as a whole.  This builds empathy and 

understand that others needs are important. Building a classroom community takes 

time and intentional planning.   

 Create classroom goals that the children can reach together. (reference 

intentional teaching cards).  An example of this would be a classroom goal of 

having 10 acts of kindness this week and we can have a sticker party on Friday.  

The children place a pom pom in the bucket every time a peer does something 

helpful like helping pick up toys, picks up the tickets after free play, or shares a 

toy. 

 Make classroom books that have pictures of the children and their families. 

The book can include pictures of the school, playground, staff, and classroom 

pets.  Have the children tell you about their pictures and then write what they 

say.  

 Place pictures of the children and their families on the wall. Have discussions 

about what makes each child special and a valued member of the group.  

 The Kindness Tree helps the teaching staff and children focus on positive 

interactions that build relationships as a school family (see Conscious 

Discipline Building Resilient Classrooms page 187) 

 Provide positive feedback to children that describes how they were helpful to 

their class or how they were being kind to their friend. Avoid blanket ‘Thank 

You’ statements or Good Job without further explanation of what the child did 

well.   

 

 

B. Creating Classroom Rules and Rituals 

 

1. Effective behavior management occurs when the children know the expectations 

and limits of what is appropriate.  Chances are the children are not going to enter 

preschool already knowing what is and isn’t safe behavior, how to interact 



appropriately with peers, or how to take care of their belongings.  These are all 

skills that need to be taught (refer to Creative Curriculum Foundations page 147). 

Following the Creative Curriculum, rules should include maintaining physical 

safety, respecting the rights of others, not hurting the feelings of others, and caring 

for the classroom.  This is accomplished by The Big Rule, Little Rule strategy.  

This involves three main rules that encompasses all other rules.  The Three Big 

Rules are  

1 We take care of our selves 

2 We take care of our classroom 

3 We take care of each other 

        

The rule “We take care of each other” would include smaller rules such as not 

kicking, biting, or pushing.  “We take care of our classroom” would cover smaller 

rules such as cleaning up after play, not tearing down artwork, or destroying 

books. “We take care of ourselves” by going down the slide feet first”. The Big 

Rule of taking care of our classroom also helps build the classroom as a 

community where everyone’s actions affect the others. Rules should be discussed 

with the children.  Using a graphing web, list the small rules that would go under 

each Big Rule.  Discuss each one with examples.  Refer back to the visual web to 

remind students when social situations arise.   

 

Routines are also critical pieces to children understanding the classroom rules. 

Predictability and consistency help children feel safe in their environment and are 

more likely to comply with expectations when they know what is happening.  

Vocalize next steps so that children know what is coming next.  

 

 

2. Rituals support a child’s sense of belonging and that their classroom is a 

community for them to thrive. Rituals are consistent and provide safety because 

the children know what is coming next. When done correctly and consistently, the 

children in the room almost appear to be able to run the classroom on their own. 

Rituals include 

 Greet children in the morning in ways that are inviting and promote a positive 

transition into the classroom.  

 Visual schedules so that children can anticipate next steps 

 Classroom jobs that give children responsibility 

 Question of the Day that ties mathematical skills of charting with predictability 

of morning routines (see Creative Curriculum Study Guide) 

 Favorite songs that are played at specific times such as clean up or rest time.  

Using familiar songs works as nonverbal cues that connect with what activity 

is happening next.  



 Supplemental curriculums such as Chef Combo or Eddie Eagle that provide 

consistency during large group time 

 

C. Supporting Conflict Resolution and Classroom Conflict 

Conflict resolution is a necessary skill that is needed for all stages of life. It is 

common for preschool children to struggle with turn taking or having to wait for 

something they want. Conflicts are opportunities. Teaching solutions for these 

situations require practice and patience from the teacher.  

 Encourage children to use their assertive voice to verbalize their needs. Model 

what the child can assert (ie: No don’t push me”).  

 Super Friend gives children positive ways to interact with their peers that 

promotes friendship and sharing.  

 Role play using puppets and real life situations that help them practice skills 

before they are needed.  

 Solution Kit Cards gives visual cues to help children talk through conflict 

resolution possibilities.  These include agreeing to play together, asking an 

adult for help, waiting and taking turns, or trading.   

 

D. Supporting Emotional Regulation/Impulse Control 
Having successful self-regulation skills benefits the child in both classroom and in 

future endeavors as they grow up.  There are many ways to promote self-regulation 

skills through modeling and practice. Emotional regulation requires a child to know 

how to label the feelings they are having, safe ways to express big emotions, and 

techniques to calm themselves down when they are overwhelmed.   

 Cozy cubes or Quiet Areas are spaces where one child goes at a time when they 

need personal space to calm down. This is not Time Out. These areas are not 

meant to be seen as punitive for misbehaving.  The child should willingly want to 

use the area as a positive safe space for them. Teachers can suggest going to the 

cozy cube with statements such as “I can see your face is frowning and you look 

upset. Would you like to have a few minutes alone in the quiet area?”. Quiet areas 

can be anywhere in the room as long as the child has to discontinue their play and 

cannot be isolated.  An adult should be present or have visual contact at all times. 

 Breathing techniques are an important piece of self-calming.  There are several 

methods to teach this skill such as CSEFEL Tucker Turtle or Conscious Discipline 

Belly Breathing.  

 Conscious Discipline Feeling Buddies and emotion posters are used to teach 

children how to label their emotions.  

 I Calm choices give different options of how a child can chose to calm down when 

they are having high emotions (Conscious Discipline page 223) 

 Physical activity may be needed for children who are having difficulty controlling 

their bodies.  (I.e.: “I can see you have a lot of energy right now.  Would you like 

to play a jumping game with me?”).  Physical activity should NEVER be used as a 



punishment by either forcing a child to participate or taking gross motor play away 

from them.  

 

E. Guiding Children’s Behavior 

 Reflective Statements -Acknowledge you can tell what the child is feeling and 

wanting by stating - your observation.  “I see you are getting frustrated because 

your bridge keeps falling down” or “John, I can tell you are working really 

hard on that puzzle and you keep trying when the pieces don’t fit”. This 

models how to summarize the situation using language, help the child 

recognize feelings of frustration and gives a chance for the teacher to defuse 

and redirect the situation before the child has a more intensive reaction.  

 Assertive Direction- direction that is clear and specific to what you are wanting 

the child to do. Should be done in a non-threating or aggressive tone (i.e. “Set 

the blocks on the shelf like this.” “Put your hands on your side.”. 

 “I” statements- these statements help the child recognize that their actions 

affect others.  Labeling your feelings also helps the child label their own 

emotions. I.e. “I can see that you are mad that he has the toy.” 

 “When…, then…,” Statements-these statements work well to teach children 

there is a sequence to moving forward from difficult situations. “When you 

pick up your toys, then you can join your friends on the carpet” or “First pick 

up the doll clothes, then take your ticket. First clothes, then ticket.” 

 Modeling Specific Language- Give specifics on what the child is doing well.  

Rather than saying “Good job!”  try saying “You used your words to tell Jim to 

stop taking your blocks!” or “You slid safely!”. 

 Offer Choices- avoid getting in power struggles by allowing the child choices 

for completing tasks. Allowing choices also helps the child feel like they have 

some control over what they are doing.  “You can clean up the toys now or you 

can choose to ask a classmate to help you” or “You can be the milk helper now 

or be the line leader later”.  

 Redirection- redirection helps the child regain control of their emotions and 

learn how to wait their turn.  “I can tell you really want to play on the tablet.  

Let’s make a wait list and we can play together at the puzzles while we wait”.  

 Changing the Environment- As children master skills, they can become bored 

when new skills aren’t introduced.  Rotate materials on a regular basis to keep 

materials new and interesting.  Also consider changing your learning centers to 

match the unit of Study.  If you are studying flowers, change the dramatic play 

center into a flower shop. The block center can be changed into a building 

supply company while studying Buildings. 

 Showing While Telling- Children may not be able to complete task because 

they don’t understand the words you are telling them.  Mirror talk is a great 

way to introduce language while the child sees you do the action (see CLASS 

Language Modeling). 



 Allow Movement- negative or unwanted behavior sometimes is the result of a 

child needing to release energy.    

 State the Logical Consequence of Actions- Offer solutions for using the item 

correctly.  If the child continues to misuse or display the dangerous behavior, 

state the consequence of continuing.  “If you continue throwing blocks, you 

will have to leave the block area.  

 Visuals- Center play ticket systems, markers to show where to wait or sit, 

pictures on containers/shelves and posted steps for completing tasks are all 

examples of visuals that support children to be successful. 

 Prepare for the next activity. Tell children when there are 5 minutes left to 

play. Let children know the 2-3 things they need to do next during a transition. 

 

 

Each learning center is specifically designed using the latest brain research and is 

supported by the Creative Curriculum.  Each center offers numerous learning 

opportunities and introduces valuable skills needed for all children.  Because of 

this, closing learning centers completely as punishment for not using the toys 

correctly should be avoided at all times.  

 

Children value the option of the important adults around them.  For this reason, 

staff should always be mindful of not talking about the child’s developmental or 

behavioral concerns in front of the child.  Other children should also not hear 

adults talking about negative behaviors of their peers.  

 

Social interaction is a necessity in helping the child be successful in kindergarten. 

Socially isolating a child has several negative consequences including limiting 

supervision of the child by the classroom staff.  Children should stay continuously 

supervised, be in the safest place of the room, and not isolated from the group.   

 

Opportunities for gross motor and fresh air has been proven through research to be 

a critical part of a child’s development. Head Start Performance Standards and TN 

Child Care Licensing regulations require all children to receive outdoor gross 

motor play.  Refusal of these opportunities would be a violation of the 

performance standards and should not be used at any time as a punitive measure 

for unwanted behavior.  

 

F. Tantrums and Noncompliance 

It is not uncommon for a preschool child to struggle controlling their emotions.  Positive 

guidance techniques can require long periods of consistency before a child is able to 

fully operate in a safe way inside the classroom.  Once all other positive behavior 

management techniques have been applied, if the child’s behavior continues to persist 

or escalates, the following steps may be taken.  

 



 

Children have shorter attention spans and are unable to stay focused during long 

periods of wait time.  Try minimizing unnecessary wait times by having songs or 

finger plays ready (CC Mighty Minutes).  Keeping children busy will naturally reduce 

the amount of redirection needed.  

 

**Staff are responsible for implementing behavior procedures. Volunteers or 

substitutes should never be given the responsibility of behavior management.  

 

 

1. Do not try to reason with a child as they are tantruming. If needed, move the child to 

safe area where they cannot hurt themselves or others. The child cannot be isolated; 

an adult should be present or have visual contact at all times. Stay composed and 

breathe slowly and deeply so the child senses your calmness. State, “When you calm 

down you may leave.” After a child leaves time out, assist them in finding an activity 

to be involved in so they are immediately engaged. 

2. If the child needs assistance moving to a safe area the staff person may use their body 

to help guide the child with their hands on the child’s shoulders. A child may need to 

be picked up and moved. The adult should keep their body to the side to prevent the 

child from head butting the adult. The adult’s hands should be away from the mouth 

to prevent bites. If the child hands are trying to scratch you may hold them but not 

with great pressure. Moving a child may be needed when a child is trying to run away 

from line, refusing to leave the cafeteria, be redirected away from other children, etc. 

There are times when it is better to move the rest of the children away.   

3. If a child continues with inappropriate behavior and requires a Sit and Think (Time 

Out) 

a. Have him/her removed to a quiet part of the room.  Do not label a chair or a 

place as “sad” or “the time out chair”, unless recommended by the Mental Health 

Consultant as a need for the child’s own self-management. Explain briefly why 

the child is in Sit and Think and when the child is ready to control themselves, 

they may rejoin the group. A child should generally sit no longer than 1 minute 

for each year of their age and the adult needs to remain close but avoid giving 

further attention until the child complies (4 years = 4 minutes).  

 

Sit and Think areas can be anywhere in the room as long as the child has to 

discontinue their play and cannot be isolated, an adult should be present or have 

visual contact at all times. 

 

b. After completing a Sit and Think, explain to the child why they sat and problem 

solve with the child other ways to solve problems without breaking rules. Offer 

solutions such as “using their words to express feelings, talking with your 

Teachers, or taking turns”.   



c. Do not expect a child to explain to you why they had to go to quiet time. They 

may know but not have the ability to explain and it may lead to adult lectures. 

Be cautious about having children apologize if it is not developmentally 

appropriate for the child. He/she should be functioning above a 60-month level 

to begin understanding empathy. You may bring the friend in to discuss solutions 

when it involves more than one child. 

 

 

*** With Mental Health Consultant and MH Manger prior approval staff can place a 

child in a safe hold if the child is hurting other children, trying to run away or destroying 

property. A safe hold cannot be completed without training from the MH Consultant 

and used only when the child is causing bodily harm to themselves or the others 

around them. Re-training for safe holds has to be completed yearly and is only used 

on children who have been approved by the Mental Health Consultant and the MH 

Manager.  

 

 

 

G. Biting or Other Acts of Physical Aggression 

1. Child Biting Adult 

Feed the bite. Gently lean/ push into the bite rather than pull away. Use the least 

amount of force necessary. Pressing into the bite causes the child’s jaw to open. You 

may need to stabilize the back of the child’s head while you are pushing into the bite. 

If a child bites your leg, gently press the child’s head into the leg bite. Move out of the 

way after the bite is released. If a child is prone to biting soft tissue, which would be 

difficult to push into the bite (e.g., adult’s breast), anticipate this and try to assume a 

stance of protection when approaching the aggressive child (e.g., 45 degree angle, 

position your arms to block your breast area).   

 

2. Child Biting Child 

If a child will not release while biting another child, use the same body mechanics and 

leverage noted above to gently push the body part being bitten into the mouth of the 

biter. This helps the biter’s jaw to open and release.   

 

3. Child Kicking Adult 

If standing, lift your leg so the bottom of your foot can shield you and block the kick. 

Step back, placing the raised leg down behind your other leg. Walk backward out of 

the way. 

 

4. Hair Pull 

If a child grabs your hair, press their fist into your head. Use your palms to press 

down on the back of the child’s hand at a perpendicular angle. This immobilizes the 

child’s hand and helps it release. Bend your head down and lean toward the child. 



This causes the child’s elbows to bend and her grip to weaken. Once the grip 

weakens, sweep your hands (which are on top of the child’s) down and away from 

your body in a fluid motion. (If the child uses two hands to pull hair, immobilize both 

of her hands against your head. Each one of your palms will be pressing the back of 

each child’s hand).   

 

 

H. Documentation/Notification of Extreme Behavior 

1. The teacher will need to inform the parent in a confidential manner if the child has 

had behavior issues. It can be done at pick-up away from others. Support staff should 

not inform parents of behavior concerns. 

2. Support staff, i.e. drivers or Teacher assistants, should not give parent’s behavior 

reports but simply state to the parent that if they have questions to call the Teacher. 

3. If behavior issues persist, a Child may be referred for mental health intervention 

with parent permission (see Admin 1.3)  

4. Remember, children are not to be sent home unless it is in a written behavior plan 

developed by the MH Consultant, Mental Health Manager, staff, and the child’s 

parent or guardian. 

 

Any time a staff person has to call the parent or use a safe hold. Behavior Incident 

Report must be completed and sent to the Mental Health Manager, or to the Head 

Start Director. You may share the information from the incident report with parents 

but let them know the child does not need to go home. You do not need to get the 

parent to sign the report.  
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POLICY:  PLAYGROUND SAFETY & SUPERVISION PLAN 

 

PERFORMANCE OBJECTIVE:  Outdoor play is essential for children’s health 

and well being. The playground is the natural environment to support physical 

fitness and the development of gross motor skills in young children. The 

playground provides open space where full body movement can occur under the 

close supervision of staff. As children engage in a variety of gross motor activities 

such as running, jumping, climbing, etc. they develop better balance and 

coordination. As they gain mastery over their bodies they also enhance their 

growing independence and self-esteem as they become more confident in their 

growing abilities. Social and cognitive skills are also enhance as children interact 

with peers and explore nature. 

 

Playground safety and supervision is a critical aspect of providing an environment 

that safely supports the development of children’s gross motor skills while 

reducing and preventing the incident of injuries. The responsibility of maintaining 

a safe environment belongs to the classroom Teachers, as well as other support 

staff such as Teacher Assistants, Special Service Assistants, Cooks, Bus Drivers, 

and Receptionists. 

 

PROCEDURE: 

 

To maintain a safe playground environment, the following procedures will be 

followed. 

 

Adult/Child Ratios 

1. Center teacher will ensure that DHS adult/child ratio requirements are met 

and maintained while on the playground. (The same adult/child ratios are 

applicable for the playground as in the classrooms.) 

 

Transition from Classroom to Playground 

1. Designate a staff person to conduct daily playground safety check prior to 

use of playground and remove any hazardous material or debris. Also, close 

and report any damaged equipment to the Property Officer. (See 

Playground Safety Policy 9.1) 

 

 



 

2. Review & reinforce playground safety rules (sit on swings, never kneel or 

stand) with the children just before going outside. 

 

3. Assemble all children near the exit to the playground and conduct a roll call 

so that all staff is informed of the number of children present. (Roll Call: 

name to face recognition reconciled with daily attendance or 

arrival/departure log)  

 

4. Inspect shoe laces and coat strings to ensure that laces are tied and coat 

strings are tied and tucked in to prevent possible injuries. 

 

5. Identify the safest way to lead the group to the playground and space adults 

out evenly among the group as they are being led to the playground. (one 

adult leading and one at the rear) Assign specific children hand-partners to 

designated adults as needed. 

 

 

Transition from Playground to Classroom 

 

1. Identify a specific location near the exit of the playground where the group 

will always assemble before going back into the classroom. 

 

2. Signal to the children that it’s time to go back into the classroom and 

assemble the group near the exit where the teacher is located to meet 

children. All other support staff will guide the children to the designated 

location and assist those children who may need some extra assistance. 
 

3. Conduct a roll call to ensure that all the children are present and accounted 

for. (Roll Call: name to face recognition reconciled with daily attendance or 

arrival/departure log)  

 

4. Conduct final inspection of playground to ensure that no child is hiding 

around or inside of the equipment. 

 

5. Lead the group back into the classroom in the same manner as stated in the 

previous procedure with the adults spaced out evenly among the group and 

with hand-partners assigned as needed.  

 

6. Conduct head count upon entering the classroom. 

 

 

 

 



 

Playground Supervision Assignments  

 

1. The teacher will divide the playground area into specific zones that will be 

used for supervision/facilitator assignments for both staff and volunteers to 

ensure that all areas of the play area are adequately supervised. 

 

2. Center teacher will assign staff and volunteers to be “Observers” of specific 

zones (that have been identified by the teacher) prior to going outside. 

These assignments along with the zones to be supervised will be 

documented on the Playground Supervision Assignment form that is posted 

in a visible location near the entrance.  

 

3. Staff will ensure that they remain close to the children to intervene quickly 

and maintain full view of all the children in their designated area. Note: 

Observers will remain vigilant and alert to the zone they are assigned. 

They will avoid needless conversation with other adults or sitting 

passively while supervising children 

 

4. All staff will conduct periodic head counts to ensure that all children are 

present. 

 

5. Remind and reinforce safe behaviors and appropriate use of the playground 

equipment. 

 

6. The center teacher will designate a specific person who will act as the 

“Facilitator” to interact and facilitate play with the children when an 

adequate number of adults are present that exceeds the DHS adult/child 

ratio requirements and where all areas of the playground are safely 

supervised.(More than two) The “Facilitators”  name and zone assignment 

will be documented on the Playground Supervision Assignment form. 

Note: Facilitators will focus their attention interacting with children to 

enhance the development of their gross motor skills and use equipment 

appropriately. 

 

(Also see Child Supervision Policy 3.13) 

 

Emergency Plan Situations 

Child Injury 

In the event of a child injury staff will follow the Emergency Care Policy (Health 

4.1, 4.2, 4.4) procedures will be followed. The injured child will be taken into the 

classroom where first aid can be administered and parents can be contacted. The 

other children will remain outside if the adult/child ratio is still met or otherwise 

would also be taken indoors at the same time. In the event that the injured child 

can not be moved the teacher will remain with the child while 911 is called and the 



 

teacher assistant will assemble and occupy the children until they can be taken into 

the classroom. 

 

Weather Evacuation 

 In the event of a weather evacuation the staff will follow the Emergency 

Management Evacuation plans posted in each individual center. Also, in the event 

of a sudden change in weather conditions such as rain the children will 

immediately be assembled and taken indoors. 

 

Toileting/Personal Care Needs 

Children will be given an opportunity to use the bathroom prior to going outside 

but in the event that a need arises a staff member will accompany the child indoors 

to the bathroom and utilize the cook, driver, Family Service Worker or a volunteer 

as the second adult inside. The adult/child ratio will be maintained and if this is 

not possible the entire group will go inside or contact may be made to another staff 

person indoors to come take the child to the bathroom. 

 

Communication 

Open verbal communication will be maintained among staff on the playground in 

the event that a need or concern arises. The classroom teacher will also take a 

portable phone outdoors to use in case of an emergency to contact personnel inside 

the facility (if available) or off-site supervisory staff if necessary.  

The phone will not be used for non-emergency purposes during outdoor play 

so that staff can remain alert to the needs of the children. 

 

On-site personnel that are inside the facility will inform staff on the playground of 

any emergency or danger that may arise that they may not have knowledge of such 

as an intruder in the building or a tornado warning. Code words designated in the 

Emergency Management Plan per individual sites will be used when applicable to 

certain emergency situations. 

 

Additional Notes 

 Mulch will be raked back in places where it has been worn down to 

maintain adequate depth at the end of each day. 

 

 Breaks will not be scheduled during playground time since all available 

staff is needed to supervise the children.  

 

 Multiple sites will follow their designated playground time to prevent 

overcrowding. 

 

 The ABC’s of Supervision Video used with staff as a training resource. 

 Area Coordinators and other supervisory staff will monitor 

implementation of the Playground Safety & Supervision Plan. 



Moved part of this policy to Education 3.11 Transition 
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POLICY:  PLAYGROUND SAFETY & SUPERVISION PLAN 

 

PERFORMANCE OBJECTIVE:  Outdoor play is essential for children’s health and well-

being. The playground is the natural environment to support physical fitness and the 

development of gross motor skills in young children. The playground provides open space 

where full body movement can occur under the close supervision of staff. As children 

engage in a variety of gross motor activities such as running, jumping, climbing, etc. they 

develop better balance and coordination. As they gain mastery over their bodies they also 

enhance their growing independence and self-esteem as they become more confident in 

their growing abilities. Social and cognitive skills are also enhancing as children interact 

with peers and explore nature. 

 

Playground safety and supervision is a critical aspect of providing an environment that 

safely supports the development of children’s gross motor skills while reducing and 

preventing the incident of injuries. The responsibility of maintaining a safe environment 

belongs to the classroom Teachers, as well as other support staff such as Teacher 

Assistants, Positive Behavioral Support Advocates, Cooks, Bus Drivers, and Receptionists.  

 

TN Child Care Licensing recognizes playground time as a high risk activity. Due to the 

importance of supervision during this time, staff should avoid taking breaks or working on 

other managerial task during this time.  

 

Physical activity is an important part of health and learning. Playground or physical activity 

must not be used physical activity as reward or punishment. 

 

 

 
 

 

 


	Admin 1.2 Current
	Admin 1.2 New
	Admin 1.3 Current
	Admin 1.3 New
	Educ 3.14 Current
	Educ 3.14 New

