1. [bookmark: _GoBack]List five major areas that are typically covered in a childcare center's personnel policies.
· Records of the staff. For instance, medical records, criminal records 
· Age, education and experience of the staff
· Child Abuse
· Child health
· Child safety and protection

2. List 4 important items that should be included in a job description.

· Job title. The job title is usually a brief description of the job, for example, budget analyst etc.
· A description of the primary job duties and responsibilities.
· The required qualifications of the job, for instance, Level of education, experience, age etc.
· Location of the job.  This informs the potential job applicants where they will be working if they are to apply for the existing job opening.

3. List 3 questions that you might ask a non-degree candidate.
· If the person is eligible to work where the job is currently located
· What are the skills and abilities the person will bring to the company?
· How will the person handle a situation in which he/she would disagree with his/her co-worker or the boss?
4. List 3 places where a director could place an ad for an open position.  Select one place from your list and explain why you believe it to be the best place to advertise for a job opening.
· On social media
· Local newspaper
· Online Jobsites for instance
I believe that social media is the best place to advertise for a job opening because, today, almost everyone worldwide is on social media, meaning that any potential job applicant is on social media.  Also, the cost of advertising a job opening on social media is low compared to that of having to publish it in the newspapers.  Once you post the job opening on your page or the company's page, your fans can share it to their friends’ timelines, inboxes as well as their pages.

5. Name two ways a director could attract, recruit and maintain a more diverse pool of employees.
· The director may create diversity and inclusion policies.  For instance, policies that support equity among all workers and candidates.
· The director should eliminate discriminatory language from his/her company job descriptions.  For instance, avoid indicating gender when advertising a job opening.
PART B
1.  List two factors that must be considered when determining the size of groups in a center program.
· Roles.   One may choose to specify roles that are to be represented by each group and then allow the participants to join the groups based on their abilities.
· Size. Small groups are in most cases considered efficient because they tend to be manageable.
2. List two reasons inexperienced teachers may find that grouping by age is more comfortable.
· Inexperienced teachers are not in most case familiar with each student's abilities and strengths, and therefore, they find grouping students by age to be more convenient.
· They think that it is easier to teach and control the students in growth simultaneously, as they believe that students of the same age have the same intellectual and emotional development.
3. List seven items that typically are included in the information obtained from families during the enrollment procedure.
· Child’s medical report.
· Child’s immunization history.
· Consent form.
· Child food program.
· Child sleeping schedule.
· Travel and activity authorization.
· Enrollment agreement.

4. List the four steps of the intake procedure that should be carried out when introducing the family and their child to the center program.
· Request for an application form for the enrollment to the centre program
· Submission of necessary documents to the assigned case manager.
· Reviewing of the submitted documents to check their validity.
· Listing of applicants on the waiting list and lastly enrolling them into the center program.
PARTS

Four main findings from the summary of Essential Findings conducted by the centre for the developing child at Harvard University.
The centre on developing child at Harvard University aims to drive innovation that is science-based that assists in achieving breakthrough outcomes for children faced with adversity. Following are the key findings following the summary of the essential conclusions:
· Young children require a positive relation, great learning chances, and conducive environments that are secure. Following this, there are several ways to enlarge the availability of growth-promoting experiences for children. This takes in part both in their homes and in nursery school provided proper implementation of programs in coordination with the needs of children and families that they serve.
· Too early experience helps establish whether the development of a child's brain will provide a robust or weak foundation in future learning, health, and behaviour. The interplay of both genes and experience helps in shaping the development of a child's brain. 
· Need to ensure that young children have positive experiences before entering nursery schools has a high likelihood of resulting in better outcomes than remediation of programs at later stages of life. Additionally, high up-front costs can lead to a robust return on investments. Following the cost-benefit studies, there have been positive returns on high-quality programs for less fortunate children during prenatal and as late as the age of four.
· Findings showed interventions strategies that have been revealed to be effective for both children's and families with risks of poor outcomes. Some of the intervention strategies include; families living in abject poverty and income supplements as working parents since they boost the achievement of young children.
Four elements used in the text to define curriculum
Following are elements used in defining curriculum;
1. The learner's background greatly determines the ability of the student in their studies. Accordingly, the way society nurtures a child also determines ability in studies. Motivation, providing the needs to children and concern about their well-being is key in defining curriculum.
2. Aims and objectives are elements used in defining curriculum. This takes in part why education should be provided and in what direction it should take.
3. Content of what is to be taught is also an element in defining curriculum, whereby choosing what students should learn is considered. Accordingly, the scope of the subject matter and sequence is adhered to.
4. The procedure of learning is taken in part in defining the curriculum. This includes teaching, experience gained in learning both inside the institutions and outside, the environment's condition, and availability of physical resources and facilities.


Five indicators of an effective curriculum
The school remains a fundamental setting where implementation of the curriculum takes place, having teachers as the key agents and learners consuming the curriculum. As well, there are educational leaders and supervisors. Following therefore are the key indicators of an effective curriculum.
1. A conducive, secure, safe and effective learning environment. This dramatically enhances proper effective studies among learners and teachers.
2. Availability of learning physical resources, for instance, textbooks. As well relevant school facilities are critical indicators of effective learning. Possession of both physical resources and facilities enhances the smooth running of the curriculum (Mcshane,2009).
3. The availability of adequate trained teachers is also an indicator of an effective curriculum. Competence among teachers matters in terms of the quality of education delivered to learners. Teachers being the critical agents of the curriculum, must possess a deep mastery of subjects that they are teaching for the effectiveness of quality education.
4. Continuous training of teachers is another indicator of an effective curriculum. This training amongst teachers exposes them to gain more skills and knowledge in the field of teaching. Accordingly, the overall performance of the learners improves.
5. Motivation amongst teachers and learner is a critical indicator in ensuring an effective curriculum. Students putting more effort into their studies and scoring good grades motivates the teacher a lot. Teachers, in turn, finds ways of encouraging the best-performed learners by awarding prizes to these students. By so doing, such kind of motivation by the teachers remains fundamental in
Four steps involved in the web-based planning process by teachers
1.Starting with backward planning. This is associated with making an exit ticket, and this assists in showing what students are supposed to do.
2.Creation of crucial points. This is the second step in the web-based planning process. The key points are just the things students need to know.
3.Step three is about writing a few examples. This will help the students in knowing how things should be done. The teacher should provide his/her examples that will help the students in learning more.
4.Creation of practice of problems is the fourth step in the web-based planning process. Here students do group work first so that students can help each other in solving the problem.
Four early literacy skills have a strong relationship to later literacy skills.
Early literacy skills are the know-how of a child about reading and writing before he/she can read or even write.
i. Comprehending spoken words made of individual sounds and is referred to as phonological awareness.
ii. Presenting the spoken words in written symbols is the other early literacy skill.  It involves understanding alphabetical to be able to write. This writing of spoken words is what is referred to as print awareness.
iii. The development of vocabulary as an early literacy skill is vital as it reflects the future academic performance of an individual.
iv. Concept development as a literacy level is key in fostering knowledge structure gained in making connections with the existing structural environment.

PART D
Five foods that have a high risk for choking in young children
These high-risk foods choking in young children include hotdogs, nuts, popcorns, hard dried fruits, chunks of meat, and raw vegetables. 
Explaining how to encourage a fussy child to eat. Including at least three ideas that you would try. 
It is usual for children to be finicky eaters. Therefore, there is a need to encourage such children to eat by doing the following; By starting giving the child half the spoon of food, try working a spoonful. One should praise his/her child after managing to eat the half spoon and even the full spoon. 
Ideas to be tried are;
· Setting a good example to the child by eating a variety of healthy foods and, in turn, a      likelihood of the child following the same path.
· Being creative is another idea. For instance, while cooking, adds chopped broccoli to the spaghetti. This will entice the child into eating the food.
· Going to shop with a child and involving him/her in choosing fruits and vegetables is yet another idea to be tried.

Two things about kitchen space that could affect meal planning and preparation.
Poor kitchen layout could limit the number of people planning and preparing the meal. 
The compact kitchen layout is not efficient as one cook only runs it. This may, therefore, not meet the demands for a high volume of sales.

Three obvious things a director can access when interviewing and hiring staff.
· Communication skills
· One’s relationship with children
· Sense of responsibility
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