KALAMAZOO DROP-IN CHILD CARE CENTER
First Congregational Church

129 SOUTH PARK K!°°°
KALAMAZOO, MI 49007 "
Phone (269) 382-3640 Fax (269) 343-0123 “’* I
E-mail — kzoodropin@sbcglobal.net

Web site: kd-iccc.org

VOLUNTEER ¢ & OFIENTATION

DESCRIPTION OF CENTER AND SERVICES

The Kalamazoo Drop-In Child Care Center provideg fpart-time child-care for preschool aged childseincome
eligible families in the Kalamazoo area. Familieay use our service up to 6 times per month. @ivissthem a
chanceto run errands, keep necessary appointmsgatsh for employment or housing, or take a hgétdm the
demands of parenting. The Center is fully licehlsgthe state of Michigan. KDCCC may serve ug4ochildren
per day. We are open Monday through Friday fromni-Bpm.

VOLUNTER JOB DESCRIPTION
KDCCC relies on volunteersto be at our daily céigacvolunteer child care aides are asked to atisesstaff in child
care by observing and monitoring the children egefplay and structured activities. You may alsadleedto help
with daily and weekly light cleaning inthe Cenbtethelp with clerical tasks such as mailings, fiotgflyers, and
assisting with the newsletter. Volunteers alsosaghily with the preparing and doing ofthe stuuet activity.
Volunteers assist with lunch, oncethey feel mamfortable in the Center, and regularly assist valtingthe
children outside when the weather allows. Volunsdeve also assisted with the development and ppdfesur
website, helped with data entry and participatespiecial onetime clean up projects.

Although the tasks are varied, rementig your attention and response to the chiléviéibe your most
valuable activities. Your eyes, ears, and handblerithe Center to live up to its logdA‘'Safe Place for Childréh

KDCCC DAILY SCHEDULE
Our daily schedule is very relaxed and flexibleasiBally the day goes as follows:
1lam-noon Children arrive/Free play
Noon-12:30pm Lunch
12:30-1pm Free play/diapering/toileting
1pm-1:45pm Quiet time
1:45pm-3pm Free play, going outside, snack, artissible scheduled activity

In an attempt to help insure health and minimaliless among staff, volunteers and children, we dsittall
volunteers include hand washing in their sign-in mbine each day. Signs are posted to help you rememb

FREEPLAY & SCHEDULED ACTIVITY
Free play is a very important part of child deveilgmt. Most ofthe children’stime atthe Centedasotedto
free play. Children may play anywhere in the Ceatelong asthere is a staff member present bdby or child is
sleeping in the sleep area, we ask the childremonptay there. Each week the Center focusesdifiexrent theme
and we offer activities that correspond to thanhtbe
Volunteer tasks
Always have the children in your eyesight.
Monitor the children; encourage cooperative play.
Sit with the children and interact with them.
Read stories, pretend play withthem, do a puzide,bikes, etc.
Encourage their play with questionsthat expand hragination.
Assist staff in leading special activities with icihén.
Alert a staff member if youthink a child needdimchanged or taken to the bathroom.
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LUNCH AND SNACK TIME

We serve afull lunch and snack to the childremgday. Volunteers are encouraged to pull up arcirad
eat with the children to create a family atmospheodunteers may also bring their own lunch. Wendbgive the
children any food or drink that is not preparedtfoe whole group. Children must sit at thetaliemweating
or drinking. Babies are on their own schedule aredfed when they are hungry.

Volunteer tasks-

1. Before lunch, assist older children with hand waghdt the portable sink. Place younger
children in highchairs and use wet wipeslean their hands.
Sit and eat your lunch and/or help serve secontifest children.
Keep conversation tonesto a minimum while a less@xplained or a story is read.
Help children to clean up with wet wipes and clkeiohen area with bleach water solution after meals
Help yourself to drinks in the refrigerator; keemés in the kitchen area and out of reach.
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QUIET TIME
During quiet time, we tryto get the babies anditexs to sleep or rest on a mat. The older childre
(approx. 3-5yrs.) have their quiet time in the hikem with the teacher/aide. We read stories, dafh activity,
and play small group games. In order to have eesstul quiet time, it takes the cooperation of/aliinteers and staiff.

Volunteer tasks-
1. Help rock babies to sleep (if you feel comfortabl@)ease do not fall asleep yourself!
2. Help other children relax by reading books to therdoing a quiet activity, such as puzzles.
3. Speak in lowtones and keep conversations to amaimi
4. Assist the teacher/aide with the quiet time adesiforthe older children.

ROOM RULES

Children can be the most adorable creatures anmhtisefrustrating. The children that attend KDC@@ay
only attend up to 6 times per month; therefore vaefice more patience and give them a little moréeustanding
because they are coming for different reasons. nBunatter how many times they come, there araioertiles they
must follow

1. Keep hands, feet and all other objects to yourseid.hiting, kicking, biting or throwing

object sat others. The youngtoddlers, especiadiy,be very self-centered and may need extra help
remembering not to hurt another child. If a ctilcs, bites, or kicks another child or voluntedegse

inform a staff member who will take care of theuation

2. Children should walk unless in the LARGE MOTOR roarRunning is allowed in the
LARGE MOT OR room, as long as children are not kimoglover other kids or toys

3. Children need to keep their feet on the flooKo climbing up on table, over partitions, or
on chairs.

4. Use “inside voices”& “say only positive things’No name calling or swearing.

5. Children must stay in the daycare area at all timasd can only leave the area
when supervised by a parent or staff membeia child needs to use the rest room or needs
a diaper change, please inform a staff memberunteérs are not allowed to change diapers or take
children to the bathroom.

6. Avoid horseplayNo wrestling—uwith children or adults. (Remember—tarteers are not
punching bags or jungle gyms!)

7. Children may or may not share their toy€ooperative play is encouraged, but not required.
We likethe children to get along and play nicelgdgther. However, depending upontheir age, they m
not be able to play with a group of children. slinbt necessary for a childto share his/hertagkss it is
a basket oftoys intended for use by several @mldrAnother child may ask if he/she may play tmd, it
is not required that the child share. We would ssg@nother or similar toy to the child or ask Ihier/to
wait until the other child is finished with the taned toy.

8. Children have to wear either socks or socks & sha@sbare feet inthe Center.
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PICKING UP & CARRYING CHILDREN

Whenever you pick up a child, please lift them lbgit trunk under their arms. We do not lift theyntheir arms or
hands or swing them around like an “airplane”—whielm cause their armsto be dislocated. Carrgrerilon the
front of your body, taking care to protect theialds and necks. No piggyback rides or shouldesriddways take
care to support heads when holding small babigou are unsure, please ask a staff member.

RELATING TO CHILDREN

We understand that many of our volunteers may liawelittle or very extensive experience workingwi

young children. It is a challenge but a very ralvag challenge. In a day care center, there ataicevays of
dealing with children that may vary from how yowateith them at home. Here is a list of Do’s anahids for
dealing with children in the day care setting.

DO: a. Relate to the children in a positive, nurturingysartive manner.
b. Model appropriate behavior, such as speakiiigglyo using manners, etc. Remember that childnen
always watching us and listeningto us.
Respect the childrenthe same as you varulddult.
Use posttive language and guidance mettwods-direct inappropriate behavior. Help childrervocalize
his/her needs.
e. Avoid using the words “no” or “don't;” rephrase yoguestion in a positive way.
(Example: Instead of saying, “No running” @dn't run”, say “Please walk”.)
f. Help protect a child from being hurt by anotherdliif you arethe closest adult you are expeobedt
intervene); also try to anticipate and avoid aaatige

DON'T: a. Use any form of verbal abuse, such as a harshabweice, humiliation, criticism, shaming, ridicule
sarcasm, threats, naméncglbr insults.
b. Use any form of physical abuse such as yankimghing, inappropriate touching, or hitting. Dotn
tickle, wrestle or rough house. We like toimtain a calm, peaceful atmosphere.
c. Force achildto say, “I'm sorry.” At this agegthare probably not sorry and makingthem say it is
encouraging themto lie. You can encouragentto understand how another person is feeling.
If a child is getting aafthand, we ask the volunteersto alert a staff bezmvho will take care of the
situation. If you haveancern about a child, please discuss it with fiistamber.
RELATING TO PARENTS
Just like children, we relateto parents in a supye and respectful manner. Our parents use KDG@E@
variety of reasons and may be under a lot of strégou feel comfortable, you may share a posittory or
encouraging comment about their child(ren).
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RELATING TO STAFF

We liketo maintain alight and friendly atmospheréhe Center. If you have any questions, corcem
suggestions please feel freeto discuss them wittstaff member. We hope that your time with usrifoyable and
we understand that it is fun to socialize, but péei@member that the children’s needs come first.

KDCCC's Staff and Their Roles
Kathy McNinch, Director (full ime) — Supervising all staff, volunteers and childrendnfinistrative duties,
fundraising, marketing, mentoring of staff and va&ers, organizing volunteer schedule, recruitintgrviewing
volunteers, registering families and schedulinddren.
Heidi Albertson, Assistant Director (full ime) — Supervising volunteers/ children, overseeing lesstans and
special activities, helping with diaperingtoilgjnporeparing meals/snacks, overseeing daily operatf center,
registering families and scheduling children.
Vicky Robbins, Lead Teacher/Aide (part time)- Supervising volunteers/childrepreparing lesson plans and
special activitiesgiapering/toileting, leads quiet time forthe oldkildren, assists Assistant Director with daily
program.




REPORTING SUSPECTED CHILD ABUSE & NEGLECT

Child abuse and neglect is defined as*“ ...any magment of a child that results in harm or injuryChild
abuse includes: physical abuse, emotional abuseakabuse, and neglect: (FIA brochure, 1989) cAild-care
providers (including volunteers are required tooreguspected abuse tothe appropriate authoritige.u have any
guestions or concems about a child's behavioggdaliscuss it with a staff member as soon astp@ssVaming
signs of child abuse may be hardto determine. kabexp for:

PHYSICAL SIGNS Note any unusual patterns or location of injurggh as:

Bruises, welts, or broken bones Three(S) Red FlagS
CL_Jts_or scrapes
Missing hair 1. "Owies” that nois

Injuries or redness around genitals
Injuries at different states of healing
Injury or medical conditionthat hasn’t been prapéeated
Painful urination or ssomach aches
The child or parent may explain these injuries@sdents.

talking about

2. Achange in person

3. Ongoing unkempt

BEHAVIORAL SIGNS-Abuse can leadto major changes in behavior, ssch a appearance
Aggressive, seductive or withdrawn behavior
Unusual fears (of certain people, of going home) et
Craving attention
Fatigue
Lack of concentration
Hunger, begging for food, stealing
Frequent tardiness or absence from school
Unusual knowledge of sex (FIA brochure, 1989)

CALLING IN SICK AND WORKSCHEDULE

Volunteers are expected to establish a regulasfdeburs and do their best to be consistent with
those hours. Adjustments and changes in the watrédsile need to be discussed ahead of time anddagre
upon. This will help ensure that we have enoughtado take care of the children. In the event poiill,
you need to call the Center as soon as possild¢ ts know. You may leave a message on the voi€ema

CONFIDENTIALITY

We hope that our volunteers enjoy their experiert @D CCC and we understand that it is funto
share stories about the children with friends amdiliy. We expect, however, that volunteers helpus
protecting our client’s privacy by changing thesmes or simply not discussing/describing our cdient
outside the Center.

PROFESSIONALISM

Even though we try to create a relaxed and “hakeg-atmosphere, KDCCC is still a business.
Volunteers are expected to act in a respectfulpantessional manner. Volunteers are encouragedess
comfortably, but appropriatelyKDCCC and the church property is a smoke-freedmg-free workplace.

Please remember that we do not expect our volurggeerknow everything about child-care. We
understand that for some this is your first time gealing with small children. Please ask us if tieds
something you are unsure of. We encourage all dimss as we are all learning together. Thank you
very much for donating your time and talents to KIOCT.




