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Remembering and Celebrating the Life of Anne Grieme Dorsey

We dedicate this edition of our text to the memory of our
beloved coauthor, Anne G. Dorsey, who passed from us
far too soon on March 25, 2014, in Cincinnati, Ohio.

Anne was first and foremost a loving and loyal wife to
her husband, Bob, for 57 years. She was a devoted mother
to Andrew, Peter, and Kurk, and sister to Susan. She was a
proud grandmother of six grandchildren.

Anne was Professor Emerita and former program chair
of early childhood education at the University of Cincin-
nati. As a faculty member, she served as an outstanding
role model of ethical practice and professionalism for

Photo by Sharon Civitello

students and colleagues alike. Her knowledge of theory
and evidence-based classroom practice were unparalleled.

Over the years, Anne served professional organiza-
tions tirelessly. She was a member of the National Asso-
ciation for the Education of Young Children (NAEYC)
Ethics Panel and the Professional Practice Panel. She was
also a long-term board member of the Ohio Association
for the Education of Young Children (OAEYC). As a mem-
ber of the NCATE Board of Examiners, Anne visited many
colleges and universities evaluating teacher education
programs seeking accreditation. As a supporter of the Na-
tional Association of Early Childhood Teacher Educators
(NAECTE), she served as secretary, program chair, and
president. Moreover, she facilitated the development of
the Journal of Early Childhood Teacher Education from its
early beginnings as a newsletter to its current status as a
highly regarded publication.

Anne received numerous awards throughout her
career, including the NAECTE Outstanding Early Child-
hood Teacher Educator Award of 1999. Additionally, she
was honored with the coveted Cincinnati Enquirer Woman
of the Year in 1991 for promoting the discipline of early
childhood education, for her untiring advocacy for chil-
dren, and for influencing so many individuals in their
choice of career path. Anne also received the OAEYC Out-
standing Teacher Educator Award.

Following her retirement, Anne maintained exten-
sive writing and consulting schedules that included
working with early education programs committed to
conducting appropriate assessment of children’s de-
velopment. She was also a devoted volunteer for her
church. This invaluable work continued until the time
of her passing.

To us, her coauthors, Anne was a beloved colleague,
teacher, mentor, role model, friend, and woman of faith.
And we are confident that her legacy will live on in those
of us who had the good fortune to know her.

We will miss her greatly.

D.J.S.,, EM.L., and S.M.A.
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To my colleagues and former students who continue to offer support
and inspiration to me, and also to my coauthor and dear friend, Anne G. Dorsey, without
whom this edition as well as all the previous editions could not have been written

D.J.S.

In memory of my parents, Jean and ReX, whose lives were a model of
strength and faith; to my husband, Dennis, whose unending patience and thoughtfulness
never cease to amaze and support me; to my children Heather and Josh, who fueled my
personal and professional interest in childhood; to Kaitlyn and Taylor, whose spirits con-
tinue to change my life so powerfully, absolutely, and unexpectedly; and to my coauthors
whose knowledge of early childhood education and commitment to ethical practice are
unparalleled.

EM.L.

To Stan, my husband, partner, and best friend, who inspires me to see the glass as half
full—without your love and support | would be truly lost. To my daughters, Meredith and
Jillian, who add much joy to my life—thank you for allowing me to share your stories in my
teaching and my writing. To my colleagues and the teachers, staff, children, and families of
the Bombeck Family Learning Center, whose work inspired my contributions to this book.
To my coauthors—thank you for allowing me to add my voice to your sagacious work.

S.M.A.

To Robert FI’OSt, without whom | may never have met Robert W. Dorsey.

Copyright 2016 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



BRIEF CONTENTS

CHAPTER

CHAPTER

CHAPTER

CHAPTER

CHAPTER

CHAPTER

CHAPTER

CHAPTER

CHAPTER

CHAPTER

CHAPTER

CHAPTER

CHAPTER

CHAPTER

CHAPTER

CHAPTER

APPENDIX

APPENDIX

APPENDIX

APPENDIX

APPENDIX

APPENDIX

APPENDIX

APPENDIX

wn

(]

10

1

12

13

14

15

PIOfaCe ..., XV
The Effective DIr@CtOT. ... 1
Assessing Community Need and Establishing a Program............................................. 17
Licensing and Certification. ... 34
Organizing Center Structure and Working with a Board............................................. 52
Handling Financial Matters ... 68
Funding the Programi. ... 92
Developing a Center Facility ... 114
Equipping the Center ... 134
Staffing the Center ... 156
Recruiting Children ... 194
Supporting Quality Curriculum ... 220
Managing the Food and the Health and Safety Programs ... 246
Working with Families, Volunteers, and the Community............................................. 271
Providing for Personal and Professional Staff Development......................................... 294
Evaluating Center COMPOINENTS. .. ... 313
Marketing the Programi. ... 338
NAEYC® Code of Ethical Conduct and Statement of Commitment.............................. 353
NAEYC® Standards for Early Childhood Professional Preparation Programs.......................... 367
NAEYC® Program Administrator Definition and Competencies....................................... 369
NAEYC® Accreditation Standards for Early Childhood Programs...................................... 373
Sources of Early Childhood Materials, Equipment, and Supplies................................... 375
Early Childhood Professional Organizations and Information Sources............................... 379
Early Childhood Periodicals and Media ... 386
Director’s LIDTATY . ... 390
INA@X o 400

Copyright 2016 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).

Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



CONTENTS

Preface xv

Acknowledgment xx

CHAPTER 1

The Effective Director 1
1-1 Making a Commitment to Diverse Stakeholders 2

1-2 Meeting Challenging Situations Based on Ethical
Principles 2

1-3 Considering the Center’s Systems and
Subsystems 3

1-3a Subsystems in Early Childhood
Programs 4

1-4 Administrative Styles and Roles 4

Making the Case for Qualified Administrators 4

1-4a Styles 5
1-4b Roles 5
1-4c¢ Personal Qualities 7

1-5 Managing the Program 8

Working Smart with Technology 9

1-6 Serving as Curriculum Leader 9
1-7 Leading People 10
1-7a Addressing Conflict Resolution 10

TeachSource Video Vignette: Leadership Practices
in Child Development Centers: Personnel System 12
1-8 Management Tools 12
1-8a Policies and Procedures Manual 12
1-8b Using Technology 13
1-8c¢ Time-Use Skills 14
SUMMARY 15
TRY IT OUT! 16

REFERENCES 16

CHAPTER 2

Assessing Community Need and Establishing
a Program 17

2-1 Assessing the Need 18

2-1a What Must You Know about Need? 18

Making the Case for Advocacy 19

TeachSource Video Vignette: PreK Funding Cuts 19

2-1b How Do You Find Out about Need? 20

Working Smart with Technology 21
2-2 Program Mission and Values
Statements 23

2-2a Decisions about the Mission and Values
Statements 23

2-2b Decisions about Core Values and Value
Statements 23

2-3 Types of Programs 26
2-3a Not-for-Profit Programs 27
2-3b Individual Cooperative Programs 27
2-3c Agency-Sponsored Programs 27
2-3d Government-Sponsored Programs 27
2-3e Public School-Sponsored Programs 27
2-3f Campus Child Care Programs 28

2-3g Privately Sponsored Not-for-Profit
Programs 28

2-3h Profit-Making Programs (Proprietary) 28
2-3i Independent Owner 29
2-3j Corporate Systems 29
2-3k Employer-Sponsored Programs 29
2-31 Military Programs 30
2-3mFamily Child Care Homes 30
2-4 Standards of Practice 31
SUMMARY 31
TRY IT OUT! 31

Digital Download: Director’s Resource 2-1 Sample Needs
Assessment 32

REFERENCES 33

Copyright 2016 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).

Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



CHAPTER 3

Licensing and Certification 34

TeachSource Video Vignette: The Quality of Child
Care 35

3-1The Purpose of Licensing 35

TeachSource Video Vignette: Leadership Practices in
Child Development Centers: The Regulatory System 36

3-2 Licensing Regulation 37
3-2a Building Safety 37
3-2b Physical Space 37
3-2c Teacher-to-Child Ratios 37
3-2d Staff Qualifications 37
3-2e Transportation 38
3-2f Other Standards 38

3-3 The Licensing Process 38

Working Smart with Technology 39

3-4 The Licensing Specialist 40

Making the Case for Program Accreditation 41

3-5 Accreditation 41
3-6 Quality Rating and Improvement Systems
(Qris) 42
3-7 Credentialing 42
3-7a Staff Credentialing 42
3-7b Director Credentialing 44
3-8 Career Pathways 45
SUMMARY 45
TRY IT OUT! 46

Director’s Resource 3-1 Ohio Department of Job
and Family Services Plan of Operation for a
Child Care Center 47

REFERENCES 51

CHAPTER 4

Organizing Center Structure and Working
with a Board 52

4-1 Organization of the Center 53
4-1a Sole Proprietorship 53
4-1b Partnerships 53
4-1c Franchise 54
4-1d Corporation 54

Contents vii

4-2 The Early Childhood Center Board 56
4-3 Board Membership 56
4-3a Selection of Board Members 56

Making the Case for Diverse Board Membership 57

TeachSource Video Vignette: Leadership Practices
in Child Development Centers: Orientation of Board
Members 58
4-3b Orientating Board Members 58
4-3c Terms for Board Membership 58
4-4 Board Duties 58
4-4a Drawing Up Bylaws 59
4-4b Making Policy 59
4-4c Operating the Center 60
4-5 Board Committees 60
4-5a Executive Committee 61
4-5b Personnel Committee 61
4-5c Finance Committee 61
4-5d Building Committee 61
4-5e Program Committee 62

4-5f Nominating Committee 62

Working Smart with Technology 62

4-6 Board Communication 63

4-7 Board Involvement in Center Operation 64
SUMMARY 64
TRY IT OUT! 65

Director’s Resource 4-1 Initial Articles of Incoporation -
Nonprofit 66

REFERENCES 67

CHAPTER 5

Handling Financial Matters 68
5-1 Creating a Financial Plan 69

5-1a Policies and Procedures 69

Making the Case for Staff Input into Budget
Priorities 70

5-1b Establishing a Fiscal Calendar 70
5-1c Managing Payroll 70

5-1d Health Care Costs 71

5-1e Tax Forms and Pay Roll 71

Copyright 2016 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



viii

Contents

TeachSource Video Vignette: Financial Planning for
Early Childhood Programs: Establishing a Budget 72
5-2 Preparing and Operating a Budget 72

5-2a Types of Budgets 72

5-2b Estimating Costs 73

5-2c Adjusting Budget Figures 74

5-2d Analyzing Budget Categories 75

5-2e Staffing and Full-Time Equivalents 76

5-2f Plant and Equipment 78

Working Smart with Technology 81

5-2g Using Budget Systems 82
5-2h Approving the Budget 82
5-2i Budgeting for Subsequent Years 82
5-3 Financial Responsibilities 82
5-3a Managing Cash Flow 82
5-3b Handling Salaries 83
5-3c Ordering Goods and Services 83
5-3d Making Payments 84
5-3e Recording Transactions 84
5-3f Summarizing Data 85
5-3g Auditing 86
5-3h Handling Petty Cash 86
5-3i ... And Finally 86
SUMMARY 86
TRY IT OUT! 86

Digital Download: Director’s Resource 5-1 Sample Child
Care Center Budget 87

Digital Download: Director’s Resource 5-2 Sample Income
Statement for the Year Ended December 31, 20XX 88

Digital Download: Director’s Resource 5-3 Sample State-
ment of Financial Position as of April 30, 20XX 89

Director’s Resource 5-4 Hypothetical Budget By Month
Created on Spreadsheet 90

REFERENCES 91

CHAPTER 6
Funding the Program 92

6-1 Getting Started in Raising Funds 93

TeachSource Video Vignette: Financial Planning for
Early Childhood Programs: Establishing a Budget 93

6-2 Funding a New Center 94

Working Smart with Technology 94

6-3 Start-Up Funds 95

6-3a Community and Governmental
Support 95

6-4 Break-Even Analysis 96

6-5 Operating Funds for New and Continuing
Centers 98

6-5a Tuition 99
6-5b Community Resources
102

101

6-5c¢ Foundations

Making the Case for Adequate Funding of an Integrated
System of Care 104

6-6 Soliciting Funds from Corporations and
Individuals 105

6-6a Preparing for Fund-Raising 106
6-7 Reporting to the Board and Funders 107
6-7a Center Enrollment Report 107
6-7b Accounts Receivable 107
6-7c Budget Comparison Report 107
6-7d Statement of Financial Position 107
6-7e Income Statement 107
6-7f Annual Report 107
6-8 Shepherding Existing Funds 108
6-8a Collections 108
6-8b Fraud 108
6-8c Lawsuits 108
SUMMARY 109

TRY IT OUT! 109

Digital Download: Director’s Resource 6-1 Sample Grant
Application* 110

Digital Download: Director’s Resource 6-2 Sample Sliding
Fee Schedule 112

Digital Download: Director’s Resource 6-3 Center
Enroliments in February 112

REFERENCES 113

CHAPTER 7

Developing a Center Facility 114
7-1 Analyzing Space Requirements 115

7-1a Basic Requirements 115

Copyright 2016 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).

Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



7-1b Health and Safety 116
7-1c Accessibility of the Facility 117

Working Smart with Technology 119
TeachSource Video Vignette: Space Planning,
Equipment, and Facility Maintenance 123

7-1d Opportunities for Independence
and Growth 124

Making the Case for Supporting Physical Activity 126

7-1e Programmatic Requirements 126
7-1f Governmental Regulations 126
7-1g Cost and Quality 127
7-2 Planning a New Center 127
7-2a Considering New Construction 128
7-2b Using Existing Buildings 128
7-2c Renting or Leasing 128
7-2d Renovating 129
7-3 Working with Other Professionals 130
7-3a Licensing Agent 130
7-3b Realtor 130
7-3c Architect 130
7-3d Contractor 130
7-3e Accountant 131
7-3f Attorney 131
SUMMARY 131
TRY IT OUT! 131

Contents

8-1c Service Areas 138

Making the Case for Digital Literacy 139

8-2 Using Selection Criteria 139

Working Smart with Technology 140

8-2a Developmental Needs 141
8-2b Usefulness 142
8-2c Versatility 143
8-2d Safety 143
8-2e Suitability 144
8-2f Ease of Maintenance 145
8-29g Aesthetics 146
8-2h User Preference 146
8-3 Working within a Budget 147
8-4 Ordering Equipment 148
8-4a Equipment Requisition 148
8-4b Purchase Time Line 149
8-4c Sources of Equipment 150
8-5 Managing Equipment 151
8-5a Checking and Inventorying Equipment 151
8-5b Maintaining and Storing Equipment 152
SUMMARY 153
TRY IT OUT! 153

Digital Download: Director’s Resource 8-1 Purchase
Order Form 154

Digital Download: Director’s Resource 8-2 Sample
Inventory Form 154

Director’s Resource 7-1 Philosophy Statement 132

REFERENCES 133

CHAPTER 8
Equipping the Center 134

8-1 Establishing Needs 135

TeachSource Video Vignette: Space Planning,
Equipment, and Facility Maintenance 135

8-1a Children’s Spaces 136

TeachSource Video Vignette: Appropriate Learning
Environments and Room Arrangements 136

8-1b Adult Spaces 137

REFERENCES 154

CHAPTER 9
Staffing the Center 156

9-1 Creating a Positive Climate and Motivating
Staff 156

9-1a Creating a Positive Climate 157
9-1b Community Building 157
9-1c Motivating the Staff 159

9-2 Designing Employment Policies 161
9-2a Purpose 162
9-2b Source 162

9-2c¢ Inclusions 163

Copyright 2016 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



Contents

9-3 The Hiring Process 170
9-3a Developing Job Descriptions 170

Working Smart with Technology 171

Digital Download: Figure 9-6 Sample application form
(no resume) 174

Digital Download: Figure 9-7 Sample application form
(resume on file) 176

TeachSource Video Vignette: Infants and Toddlers:
Creating an Optimal Learning Environment 179
9-4 Retaining Staff 183
9-4a Employee Orientation 183
9-4b Handling Turnover 184

Making the Case For Growing Your Own Leaders 185

9-4c Exit Interview Questionnaire 185
SUMMARY 186
TRY IT OUT! 186

Digital Download: Director’s Resource 9-1 Bombeck
Family Learning Center Handbook 187

Digital Download: Director’s Resource 9-2 Staffing
Schedules 189

Digital Download: Director’s Resource 9-3 Sample
Staffing Plan—Multiple Program B 189

Director’s Resource 9-4 University of Dayton
Performance Management Assessment 190

Digital Download: Director’s Resource 9-5 Job
Description 191

Digital Download: Director’s Resource 9-6 Interview
Questions 192

REFERENCES 193

CHAPTER 10
Recruiting Children 194

10-1 Meeting the Needs of All Children and
Families 195

Making the Case for Inclusion 195

10-1a Admission of Children with
Disabilities 196

TeachSource Video Vignette: Response to Intervention:
The Three-Tier Model in a Preschool Environment 198
10-2 Grouping the Children 199
10-2a Total Number of Children 199
10-2b Space and Group Size 200
10-2c Skills of Staff and Group Size 200
10-2d Needs of Children and Group Size 200

TeachSource Video Vignette: Preschool: IEP and Transi-
tion Planning for a Young Child with Special Needs 202

10-2e Impact of Children with Exceptionalities
on Group Size 204
10-3 Enrolling the Children 204

10-3a Information about Families and
Children 204

10-3b Forms 205

Working Smart with Technology 205

10-3c Confidentiality 205
10-3d Intake Procedures 206
10-3e Initial Interview with Parents 206
10-3f Home Visit with the Family 206
10-3g Phasing in the Children 207
SUMMARY 208
TRY IT OUT! 208

Digital Download: Director’s Resource 10-1 Develop A
Staggered Enrollment Plan 209

Digital Download: Director’s Resource 10-2 Sample
Personal History—Your Child’s Development 210

Director’s Resource 10-3 Sample Policy Summary
Form 211

Digital Download: Director’s Resource 10-4 Sample Home
Visit/Parent Contact Report 213

Digital Download: Director’s Resource 10-5 Sample
Permission Form 213

Digital Download: Director’s Resource 10-6 Sample Child
Care Application (Requesting Income Information) 214

Digital Download: Director’s Resource 10-7 Sample
Application (No Income Information Requested) 214

Digital Download: Director’s Resource 10-8 Sample
Student Enroliment Form 215

Copyright 2016 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



Director’s Resource 10-9A Preenrollment Form of Child
Development Levels 215

Director’s Resource 10-9B Preenrollment Form of Child
Development Levels 216

Director’s Resource 10-9C Preenrollment Form of Child
Development Levels 216

Director’s Resource 10-9D Preenrollment Form of Child
Development Levels 217

Digital Download: Director’s Resource 10-10 Sample
Child’s Medical Statement 218

Digital Download: Director’s Resource 10-11 Sample
Emergency Information Record 218

Director’s Resource 10-12 Child Release Form 218

REFERENCES 219

CHAPTER 11
Supporting Quality Curriculum 220

TeachSource Video Vignette: The Quality of Child
Care 221
11-1 Quality Early Childhood Curriculum 222
11-1a Philosophical Underpinnings 222
11-1b Defining Curriculum 222

11-1c Developmentally Appropriate
Curriculum 222

11-2 Establishing Opportunities for Feedback,
Support, and Intervention 224

11-2a Is the Classroom Curriculum Child-
Centered? 224

11-2b What Is the Role of the Adult in the
Classroom? 224

TeachSource Video Vignette: Young Children’s Stages
of Play: An lllustrated Guide 225

11-2c How Does the Teacher Communicate
the Use of Play to Support Learning and
Development? 225

11-2d Is the Curriculum Emergent? 226

11-2e How Does the Teacher Plan and Integrate
Curriculum? 226

Digital Download: Figure 11-3 Fill the Week Lesson Plan-
ning Format--Blank 227

Contents

Digital Download: Figure 11-5 Integrating Curriculum
Goals across Learning Centers 229

TeachSource Video Vignette: Exploring Math Concepts
through Creative Activities: Integrated Curriculum
in Early Childhood 231

TeachSource Video Vignette: The Reggio Emilia
Approach 233

11-2f How Are Early Learning and Development
Standards Implemented? 233

11-2g How Does the Program Facilitate the
Development of Language and Emergent Liter-
acy Skills? 234

11-2h How Do Teachers Support Math, Science,
and Inquiry in the Classroom? 235

11-2i What Is the Role of Technology in This
Classroom? 235

11-3 Supporting Intentional Teaching 237

Working Smart with Technology 237

11-3a Time for Planning and Critical
Reflection 237

TeachSource Video Vignette: Curriculum Planning:
Implementing Developmentally Appropriate Practice
in an Early Childhood Setting 237

11-3b Intentional Teaching in the Daily
Routine 238

11-3c Time for Planning, Sharing, and Critical
Reflection 238

Making the Case for Curriculum Mentors 238

11-3d Assessment Supported versus Assessment
Driven 239

TeachSource Video Vignette: Progress Monitoring: Using
Transitional Time in an Early Childhood Classroom 241

11-4 Supporting a Seamless Birth through Age 8
System 241
SUMMARY 242

TRY IT OUT! 242

Director’s Resource 11-1 Access To Science Concept
Planner: A Study of Ants 243

REFERENCES 244

Copyright 2016 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



Contents

CHAPTER 12
Managing the Food and the Health and Safety
Programs 246

12-1 Food Service Programs 247

Making the Case for Using Food Thoughtfully 247

12-1a Menu Planning 248

TeachSource Video Vignette: Children and Food
Allergies 249

TeachSource Video Vignette: Early Childhood
Nutrition 250

12-1b Food Buying 250

Working Smart with Technology 251

12-1c Food Storage 253
12-1d Food Preparation 253
12-1e Resources 253

12-2 Health and Safety Program 253

12-2a Health Records for Children and Staff 254

TeachSource Video Vignette: Communicating with
Parents about Health Issues 254

12-2b Communicable Disease 255

TeachSource Video Vignette: The Daily Health
Check 255
12-3 Planning for Disasters and Emergencies 258

12-3a Disaster Planning 258

TeachSource Video Vignette: Creating a Safe Physical
Environment for Toddlers 260

12-3b Emergency Safety, Health, and Accident
Planning 260

12-4 Child Abuse and Neglect 264
12-4a Prevention on the Premises 264

12-4b Recognizing and Reporting Abuse and
Neglect 265

12-5 Legal Issues: Health and Safety 265
SUMMARY 266
TRY IT OUT! 266

Digital Download: Director’s Resource 12-1 Food
Reimbursement Allowances 268

Digital Download: Director’s Resource 12-2 Number of
Meals Served 269

REFERENCES 270

CHAPTER 13

Working with Families, Volunteers, and the
Community 271

13-1 Supporting and Engaging Families 272

Making the Case for A Comprehensive Communication
System 272

TeachSource Video Vignette: Infants and Toddlers:
Family Interactions, School, and Community 273

13-1a Reciprocal Relationships with Families
from Diverse Backgrounds 273

TeachSource Video Vignette: Preschool: IEP and Transi-
tion Planning for a Young Child with Special Needs 273

13-1b Challenges to Communicating with
Parents 273

TeachSource Video Vignette: Communicating with
Families: Best Practices in an Early Childhood
Setting 274

Working Smart with Technology 275

13-1c Family Interactions 275

Digital Download: Figure 13-2 Sample preconference
planning sheet 276

13-1d Family Support 277
13-1e Engaging Parents 279

13-1f Working with Demanding
Parents 280

13-1g Parent Feedback 281

13-2 Written Communication Materials for
Families 282

13-3 Volunteer Program 283
13-3a Volunteer Recruitment 283
13-3b Volunteer Orientation 283
13-3c Volunteer Activities 284

13-4 Organizations and Agencies 284
13-4a Professional Organizations 284
13-4b Referral Agencies 285

13-5 Community Involvement 286

Copyright 2016 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).

Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



SUMMARY 286
TRY IT OUT! 287

Director’s Resource 13-1 Family Engagement System
Self-Evaluation 288

Digital Download: Director’s Resource 13-2 Role-Play
Checklist 291

Digital Download: Director’s Resource 13-3 Volunteer
Tasks Form 292

REFERENCES 293

CHAPTER 14

Providing for Personal and Professional Staff
Development 294

14-1 Planning Meetings to Support
Development 295

14-1a Purpose of Staff Meetings 295
14-1b Timing of Staff Meetings 297
14-1c Preparation for Staff Meetings 297
14-1d Staff Meeting Procedure 299

14-2 Effective Staff Development 299

TeachSource Video Vignette: Teaching as a Profession:

An Early Childhood Teacher’s Responsibilities and
Development 300

14-2a Professional Development Plans 300
14-2b Time for Training 301

14-2c Mandatory Training 301

14-2d Place for Training 301

14-2e Training Methods and Resources 301

Making the Case for Job-Embedded Professional
Development 301

14-2f Training Content 303

Working Smart with Technology 304

14-3 Staff Supervision and Coaching 305
14-3a Principles of Supervision 305
14-3b Supervisory Process 305
14-3c Supervisory Cycle 306

14-3d Identifying Topics for Supervision and
Coaching 309

14-3e Expressed Teacher Concerns 310

contents [N

SUMMARY 311
TRY IT OUT! 31

REFERENCES 312

CHAPTER 15

Evaluating Center Components 313

15-1 Purpose of Evaluation 314
15-1a Evaluation Principles 315

15-2 Evaluation Plan 315

15-3 Staff Evaluation 316
15-3a Process and Procedures 316
15-3b The Director’s Role 317
15-3c Professional Approach 318

15-4 Child Assessment 319
15-4a Professional Recommendations 319
15-4b Relationship to Standards 320
15-4¢ Methods for Assessing Child Progress 321
15-4d Tools for Assessing Child Progress 322
15-4e Teacher Observations 323
15-4f Checklists 323

Working Smart with Technology 323

15-4g Rating Scales 324
15-4h Portfolios 324

15-4i Other Observers 324
15-4j Standardized Tests 327

Making the Case for Using Electronic Portfolios as
Assessment Tools 327

15-5 Total Program Evaluation 329

TeachSource Video Vignette: Ensuring High Quality
Through Program Evaluation 329
15-5a Accreditation 331
15-6 Summarizing Data 332
15-6a Analyzing and Using the Data 332
SUMMARY 333
TRY IT OUT! 333

Director’s Resource 15-1 University of Dayton Performance
Management Assessment Version 2 335

REFERENCES 337

Copyright 2016 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



Xiv Contents

CHAPTER 16 16-1d Marketing Materials 345
Marketing the Program 338

16-1 Building a Marketing Plan 339
16-1a Market Research 340
16-1b SWOT Analysis 340

Making the Case for Crafting the Word of Mouth
Message 346

16-2 Public Relations 348

SUMMARY 349
16-1c Developing a Marketing Plan 341
TRY IT OUT 349

TeachSource Video Vignette: Parents and Teachers Talk
about Parenting in a New Culture 341

Digital Download: Director’s Resource 16-1 Swot Analysis
Chart 350

Working Smart with Technology 344 REFERENCES 351

APPENDIX NAEYC® Code of Ethical Conduct and Statement of Commitment 353

APPENDIX

A

APPENDIX B NAEYC® Standards for Early Childhood Professional Preparation Programs 367
C NAEYCP® Program Administrator Definition and Competencies 369
D

APPENDIX NAEYC® Accreditation Standards for Early Childhood Programs 373
APPENDIX E Sources of Early Childhood Materials, Equipment, and Supplies 375
APPENDIX F Early Childhood Professional Organizations and Information Sources 379
APPENDIX G Early Childhood Periodicals and Media 386

APPENDIX H Director’s Library 390

Index 400

Copyright 2016 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



PREFACE

The ninth edition of our text Developing and Administering
a Child Care and Education Program focuses on honoring
our past while we embrace the future. In the midst of this
revision, our writing team and the field of early child-
hood suffered a tremendous loss at the passing of one of
the original authors, Anne Dorsey. Anne’s contributions
to the field serve as the foundation for this work, and
we strive to honor her in this and all future revisions.
In her memory, we will continue to strive to provide the
best and most current information for you and your stu-
dents. Our goal is to provide professors of early childhood
education and their students an understanding of the
need for well-prepared directors who come to their role
with a background in child development, appreciation
of how learning occurs, and knowledge of basic business
practices—particularly those involving finance and staff
and client relations.

STATE OF THE DIRECTORSHIP

As more attention is given to the importance of the early
years of child development and learning, additional
scrutiny of early childhood programs is occurring. Edu-
cators, legislators, funders, program administrators, staff,
and parents all want the best for children. But, of course,
wanting the best, knowing what children need, and being
able to provide it doesn’t come easily. Yet strong standards
for directors of programs for young children are not fully
developed in many areas. Progress is evident based on
the work of individuals such as Paula Jorde Bloom, who
for many years has written about leadership and provided
programs in support of directors’ development. Roger
and Bonnie Neugebauer have for more than 30 years pro-
vided bimonthly information specifically for directors
in their Exchange publication. Most states have Quality
Rating and Improvement Systems (QRIS) and have estab-
lished early learning and development standards.

We recognize that one book alone will not prepare
directors for their role. Our goal is to help future teachers
and directors understand the importance of the director’s
role for early childhood staff, children, their families,
and the community. We hope that our text will also help
those who are designing director licensure move more
quickly to that goal.

OUR AUDIENCE

The ninth edition of Developing and Administering a
Child Care and Education Program was written for college
students interested in early childhood education. They

may be preparing to be teachers of young children or
they may be planning ahead to become administrators.
Our intention is to depict the role of director, whether
starting a new center or administering one already in
operation. When teachers understand this role, they
are more likely to recognize why their director has
certain expectations of teachers, and what teachers’
responsibilities are as they plan and implement a flex-
ible, interesting program for the young children in
their group. Students in associate, baccalaureate, and
masters programs need this information. As they study
these chapters, they begin to realize that in an early
childhood education career, the roles of the director are
varied and interdependent.

CONCEPTUAL APPROACH

When the director is competent to engage in a wide range
of human interactions as well as in managing the cen-
ter’s business components, the center will function well.
When the director’s background in one or both of these
components is weak, the center is likely to close, or even
more disturbing, the program will continue in a way that
is not productive for the children it serves.

Above all, we see the director as a well-prepared,
ethical person who is authoritative and dedicated to
meeting the needs of young children and their families.
We emphasize adopting and using the National Associ-
ation for the Education of Young Children’s Statement
of Commitment, Code of Ethical Conduct, and the
Supplement for Early Childhood Program Administra-
tors whenever puzzling situations arise that may be of
an ethical nature. We see the director’s responsibility as
educating staff and families about the Code and how it
can be used appropriately.

USING THE TEXT

Within the chapters, we include boxes that illustrate the
points discussed in that section of the chapter. Called
“Director’s Corner,” these vignettes clarify the material
with examples described from a director’s experiences.
Throughout the text are features called “Reflections,”
which are designed to give readers an opportunity to
pause and consider their understanding of the points be-
ing made in the text. These boxes often relate to an expe-
rience a student may have had. Each chapter ends with a
summary followed by one or more activities labeled “Try
It Out!” in which directions for individual, partner, or
small group activities are included.
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Appendices in our book provide a wealth of updated lists
for both instructors and students. These include sources
of materials, equipment, and supplies; early childhood
professional organizations; early childhood periodicals,
and information sources; and copies of many NAEYC
standards.

When presenting material from Developing and Ad-
ministering a Child Care and Education Program, instructors
may choose to follow the existing order of chapters, or
they may decide to depart from that order. Every chapter
is self-contained, so either approach works well. Some in-
structors use the content as the basis of lectures, adding
examples from their own experiences or inviting local di-
rectors to meet with the class to discuss a particular topic.
Others assign students to interview directors on topics
addressed in the text.

Many students enrolled in an administration class
are involved in or will have completed an early child-
hood field experience. Many may be working in early
childhood programs. Because the focus of college-level
students may be primarily on the classroom, instructors
may have students reflect on those experiences to deter-
mine how a director influences a program. For example,
in your center, how does the director’s work affect the
health, safety, and nutrition of the children?

Some instructors use the Reflections feature found
throughout the text as a starting point for class dis-
cussions or as a topic for writing assignments. The Di-
rector’'s Corner feature, which presents quotes from
directors on the chapter topic, can also be used this
way. Other instructors use the Try It Out! exercises to
stimulate discussion or reflection on personal experi-
ences or feelings. These activities may take the form
of role-playing, debates, or other authentic problem-
solving activities.

Most students are comfortable with the reading
level of our book. Terms that may be new are explained
in context. Developing and Administering a Child Care
and Education Program lends itself well to related field
experiences. Advanced students may be assigned as in-
terns to work with directors, much as student teachers
work with mentor teachers. Other instructors may as-
sign students to form teams to create their own cen-
ter on paper. This assignment may include creating an
imaginary site, a mission statement, a funding plan, a
tuition schedule, a budget, a marketing plan, a staff-
ing plan, a policy and procedures manual, and a sal-
ary schedule. The assignment may be limited to one
or more of these components. Instructors may assign
students to write a paper or prepare a class presentation
on one of the topics discussed in the text, using related
resources listed in the appendices or at the end of each
chapter.

WHAT’S NEW IN THIS
EDITION—AN OVERVIEW

The ninth edition of Developing and Administering a Child
Care and Education Program presents completely updated
and expanded content. Here are some of the major revi-
sions to both the text as a whole as well as those for each
chapter:

The learning objectives correlated to the main sec-
tions in each chapter show students what they need to
know to process and understand the information in the
chapter. After completing the chapter, students should be
able to demonstrate how they can use and apply their
new knowledge and sKkills.

New and improved coverage of NAEYC standards in-
cludes a chapter-opening list of standards to help students
identify where key standards are addressed in the chapter.
These callouts and the standards correlation chart help
students make connections between what they are learn-
ing in the textbook and the standards. The standards and
guidelines provided are the following: (a) NAEYC Program
Administrator Definitions and Competencies that out-
line the skills and knowledge administrators need in the
areas of management and early childhood education;
(b) NAEYC Standards for Early Childhood Professional
Preparation Programs that present the core knowledge that
should be addressed in programs that educate early child-
hood educators; and (c) NAEYC Accreditation Standards
for Early Childhood Programs that identify the criteria by
which quality programs for young children are measured.

Downloadable and often customizable, TeachSource
Digital Downloads are practical and professional resources
that allow students to immediately implement and apply
this textbook’s content in the field. The student down-
loads these tools and keeps them forever, enabling preser-
vice teachers to begin building their library of practical,
professional resources. Look for the TeachSource Digital
Downloads label that identifies these items.

The TeachSource Video Vignettes feature footage
from the classroom to help students relate key chapter
content to real-life scenarios. Critical-thinking questions
provide opportunities for in-class or online discussion
and reflection.

In an effort to reflect our changing field, two new
features have been added:

m  The “Making the Case” feature provides specific exam-
ples that demonstrate how a director might explain new
and emerging emphases in the field in order to facilitate
change. “Making the Case” boxes highlight more contro-
versial issues in the field or those topics that should be of
concern to the contemporary administrator.

Copyright 2016 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



®  “Working Smart with Technology” boxes present informa-
tion related to the use of technology in today’s early child-
hood program. This feature was designed to bridge the di-
vide between students who are digital natives and those for
whom technology is an emerging skill.

These two new features can serve as catalysts for class dis-
cussion or as prompts for writing assignments.

Updated references have been included for every
chapter.

Summaries were rewritten to directly relate to ex-
panded/updated learning objectives.

New marginal Diversity icons highlight cover- &2
age of diversity in the broadest sense. 2

New and updated Try It Out! Activities appear at the
end of the chapters.

New and updated Director’s Resources, many of
which are also Digital Downloads, offer students authen-
tic examples of materials such as forms, surveys, evalu-
ations, and handbooks that have been used by effective
directors. Many of the Director’s Resources are used to
complete the end of the chapter Try It Out! activities.

Key Revisions and Additions
to Each Chapter
Chapter 1—The Effective Director

m  Additional focus on the need for computer literacy in man-
aging today’s programs and the importance of understand-
ing the administrative roles played by directors

Chapter 2—Assessing Community Need and Establishing
a Program

m  Additional information on the importance of advocacy

m  New information on using online surveys to complete
needs assessments

Chapter 3—Licensing and Certification

m  Updated information regarding licensing and accredita-
tion of programs

m  Updated information related to Quality Rating and Im-
provement Systems

m  Updated and expanded information about the various
types of credentialing and credentialing bodies

m Inclusion of a new Director’s Resource related to devel-
oping a plan of operation for a new child care program

Chapter 4—Organizing Center Structure and Working
with a Board

m  Additional focus on the use of technology to communi-
cate with the board and its committees

m  New information related to the benefits of diverse board
membership

Preface

m  Updated information on orientation of new board mem-
bers

m  Inclusion of a new Director’s Resource related to complet-
ing articles of incorporation
Chapter 5—Handling Financial Matters

m  Updated information about the importance of staff input
in establishing budget priorities

m  New information on using technology supported budget-
ing tools

m  Updated figures on wages based on national comparisons

= New information about the Affordable Care Act

Chapter 6—Funding the Program

®  Additional information related to seeking funding beyond
what is needed for a current year’s operation

m  Updated information on employer-supported child care
and on government funding of early care and education

= New information on establishing an integrated system of
child care
Chapter 7—Developing a Center Facility

m  New information on planning centers based on

universal design

m  Inclusion of a new Director’s Resource related to the
way in which a program’s mission and goals might
impact the planning of an early childhood facility

Chapter 8—Equipping the Center

= Expanded information related to technology needs in
equipping the center and digital literacy

= Updated
resources

information related to equipment list

m  Updated information related to playground safety con-
cerns

= New information related to safety concerns for infants
and toddlers

m  Expanded information on purchasing equipment for chil-
dren with disabilities

Chapter 9—Staffing the Center

m  New information related to growing leadership from
within

m  New information related to using LinkedIn and other

web-based systems to recruit and manage the hiring
process

= New example of a program handbook included as a Direc-
tor’s Resource

= New example of a staffing schedule included as a Direc-
tor’s Resource

m  New example of a performance valuation included as a
Director’s Resource
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Chapter 10—Recruiting Children

m  New information about including children with special
needs

m  Expanded information about creating a quality website to
recruit children and families

Chapter 11—Supporting Quality Curriculum

= Expanded information on the theoretical basis for quality
curriculum

= Expanded information about the role of the director as a
curriculum mentor

= Expanded information about the effective use of technol-
ogy with young children

Chapter 12—Managing the Food and the Health and
Safety Programs

m  New information challenging students to consider how
food is used in their program

m  New information related to the national Farm to School
movement

= Expanded information on how technology can be used to
manage the food program and maintain the health and
safety of children and staff

m  Updated information on legal issues related to health and
safety in early childhood programs

Chapter 13—Working with Families, Volunteers, and the
Community

m  New information about comprehensive communication
systems

m  New information about communicating with families
through web-based portfolios

m  Inclusion of a new Director’s Resource related to evaluat-
ing of the program’s family engagement system

Chapter 14—Providing for Personal and Professional
Staff Development

m  Expanded information on job-embedded professional de-
velopment

= New information on online professional development
Chapter 15—Evaluating Center Components

m  New information on developing assessment policies for
programs

= Expanded information on the use of portfolio assessment
with children

m  New information on the use of electronic portfolios in
evaluating children’s progress

m  Updated information on cultural competence self-assess-
ments in early childhood programs

m Inclusion of a new Director’s Resource related to annual
staff performance reviews

Chapter 16—Marketing the Program
m  New focus on word-of-mouth marketing

m  Expanded information on using social media

m  Updated information on marketing the program to digital
natives

m  New section on the characteristics of a quality child care
center website

m  Updated references to support website development
Appendices A through H
m  Completely updated

ANCILLARY MATERIAL

MindTap

MindTap for Sciarra, Lynch, Adams, and Dorsey DEVEL-
OPING AND ADMINISTERING A CHILD CARE AND ED-
UCATION PROGRAM 9e represents a new approach to
teaching and learning. A highly personalized, fully cus-
tomizable learning platform, MindTap helps students ele-
vate their thinking by guiding them to do the following:

m  Know, remember, and understand concepts critical to be-
coming a great teacher.

m  Apply concepts, create tools, and demonstrate perfor-
mance and competency in key areas in the course.

m  Prepare artifacts for the portfolio and eventual state licen-
sure, to launch a successful teaching career.

= Develop the habits to become a reflective practitioner.

As students move through each chapter’s Learning Path,
they engage in a scaffolded learning experience, designed
to move them up Bloom'’s Revised Taxonomy, from lower-
to higher-order thinking skills. The Learning Path enables
preservice students to develop these skills and gain con-
fidence by:

m  Engaging them with chapter topics and activating their
prior knowledge by watching and answering questions
about TeachSource videos of teachers teaching and chil-
dren learning in real classrooms

MindTap Moves

Students Up Create
Bloom’s Revised

Taxonomy Evaluate

Analyze

Apply

Anderson, L. W., & Krathwohl, D. (Eds.). (20071). A taxonomy for learning, teaching, and
assessing: A revision of Bloom’s taxonomy of educational objectives. New York: Longman.

Copyright 2016 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



m  Checking their comprehension and wunderstanding
through Did You Get It? assessments, with varied question
types that are auto-graded for instant feedback

m  Applying concepts through mini case scenarios—
students analyze typical teaching and learning situations
and create a reasoned response to the issue(s) presented in
the scenario

m  Reflecting about and justifying the choices they made
within the teaching scenario problem

MindTap helps instructors facilitate better outcomes by
evaluating how future teachers plan and teach lessons
in ways that make content clear and help diverse stu-
dents learn, assessing the effectiveness of their teaching
practice, and adjusting teaching as needed. The Student
Progress App makes grades visible in real time so students
and instructors always have access to current standings
in the class.

MindTap for Sciarra, Lynch, Adams, Dorsey, DEVEL-
OPING AND ADMINISTERING A CHILD CARE AND ED-
UCATION PROGRAM 9e helps instructors easily set their
course because it integrates into the existing Learning
Management System and saves instructors time by allow-
ing them to fully customize any aspect of the Learning
Path. Instructors can change the order of the student
learning activities, hide activities they don’t want for the
course, and—most importantly—add any content they
do want (e.g., YouTube videos, Google docs, links to state
education standards). Learn more at http://www.cengage.
com/mindtap.

PowerPoint® Lecture Slides

These vibrant Microsoft® PowerPoint lecture slides for
each chapter assist you with your lecture by providing
concept coverage using images, figures, and tables di-
rectly from the textbook!

Online Instructor’s Manual with Test Bank

An online Instructor’s Manual accompanies this book and
contains information to assist the instructor in designing
the course, including sample syllabi, discussion ques-
tions, teaching and learning activities, field experiences,
learning objectives, and additional online resources. For
assessment support, the updated test bank includes true/
false, multiple-choice, matching, short-answer, and essay
questions for each chapter.

Cognero

Cengage Learning Testing Powered by Cognero is a flex-
ible online system that allows you to author, edit, and
manage test bank content from multiple Cengage Learn-
ing solutions; create multiple test versions in an instant;
and deliver tests from your Learning Management Sys-
tem, your classroom, or wherever you want.
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ABOUT THE AUTHORS

Dorothy June Sciarra continues to be an active early
childhood educator in a diverse variety of situations. She
has served as director of the child development labora-
tory center at the University of Cincinnati, serving chil-
dren and families from a wide range of backgrounds. Her
work as director set the standard throughout the area for
taking a stand for appropriate practice whether or not it
was popular. Teachers who worked with her understood
their responsibility to the children and families and de-
veloped a clear understanding of early childhood educa-
tion under her guidance.

Dr. Sciarra’s work as professor of child development/
early childhood education has been highly praised.
Former students still talk about her child development
courses and her deep understanding of childhood. Dr.
Sciarra served as department head with responsibility for
early childhood associate, bachelor’s, and master’s degree
programs and pioneered a system for career development
as capable students were enabled to move seamlessly
from the CDA to the associate and then on to the bac-
calaureate degree level. She has been involved in several
community early childhood efforts, including board
membership on the University of Cincinnati Early Learn-
ing Center. She is active in 4C, a Child Care Aware Agency
(formerly National Association of Child Care Resource
and Referral Agency), and has participated tirelessly on
many of its agency training committees. Dr. Sciarra is a
recipient of the 4C Early Childhood Award and was the
first recipient of the Ohio Association for the Education
of Young Children’s Early Childhood Teacher Educator
Award. In 2007, 4C again recognized Dr. Sciarra’s work
at a statewide luncheon where it was announced that the
4C library would be named in her honor. Dr. Sciarra has
mentored many early childhood educators, including co-
author Anne Dorsey. Together they also wrote Leaders and
Supervisors in Child Care Programs, published by Thom-
son Delmar Learning. In 2010, Dr. Sciarra and Professor
Dorsey were honored with the United Way Impact Award
for their work in promoting appropriate early childhood
education.

Ellen M. Lynch is associate professor of early childhood
education at the University of Cincinnati. Her doctorate
is in special education with a focus on early childhood
special education. She has been active in local and state
early childhood organizations, including the Ohio Asso-
ciation for the Education of Young Children (OAEYC), for
which she served as chair of the Children with Special
Needs Committee; the state Board of Directors; and the
Division for Early Childhood of the Council for Excep-
tional Children. Additionally, she served as president of
the Ohio Coalition of Associate Degree Early Childhood
Programs. Dr. Lynch’s current scholarly interests include
engaging in the scholarship of teaching and learning
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professionals as a demonstration school and forum for
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tees that support quality early care and education and
serves the University’s mission by providing support for
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After teaching special education in public schools for
10 years, Dr. Adams became a school psychologist, work-
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She earned her doctorate in Early Childhood and Special
Education from the University of Cincinnati. Dr. Adams
became immersed in early care and education through
her work with the Bombeck Family Learning Center
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School Preschool, Farly Care and Education, and a vari-
ety of agencies that support young children and families.
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ners to develop the University of Dayton’s online Early
Childhood Leadership and Advocacy programs, which
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career lattice. She is also the lead author of the ACCESS
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other outlets to share this curriculum with the field of
early care and education.

Anne G. Dorsey began her ECE career working in the
Child Life Department at Cincinnati Children’s Hospi-
tal. Three sons later, she taught both preschool and col-
lege courses while attending graduate school. When she
received a full-time faculty position, Dr. Dorothy June
Sciarra convinced her that she should be her coauthor
and, years later, that she should become leader of the lab
school and the ECE college programs. Professor Dorsey’s
interests in the broader community were based on her
belief that working together, the University of Cincinnati
child development and early childhood education pro-
gram could benefit from collaboration with local agen-

cies such as United Way, 4C, and Cincinnati Association
for the Education of Young Children. Agencies could also
benefit from the collaboration with faculty and college
students.

Locally, Professor Dorsey served on the Commit-
tee of Management of YMCA Child Development and
continues to serve on the UC Early Learning Center
Board, the Promoting Resilient Children Advisory Board,
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She was a member of the NAEYC Ethics Panel, the NAEYC
Professional Practice Panel, and the Ohio Association for
the Education of Young Children Board. Professor Dorsey
visited many colleges and universities as a member of the
National Council for Accreditation of Teacher Education
Board of Examiners. As a strong supporter of the National
Association of Early Childhood Teacher Educators, she
served as secretary, program chair, president, and editor
of the Journal of Early Childhood Teacher Education in its
very early format, and served as president of the NAECTE
Foundation. She received the OAEYC Teacher Education
Award and the NAECTE Outstanding Early Childhood
Teacher Educator Award. Traveling with her husband, she
has visited 24 countries over the years and focused on
early childhood education in each country, except, of
course, Antarctica, where she waded among hundreds
of penguins and their young. Professor Emeritus Dorsey
enjoyed volunteering as data manager for NAECTE and
as an assessor of kindergarten and preschool children for
the schools and for the United Way Collaborative Part-
ners Committee, of which she was a member. Her favorite
child comment came from a preschooler whom she had
assessed several times during the child’s years in an early
learning center. “Well Anne, I guess we won't see each
other anymore; I'm going to kindergarten!”
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CHAPTER

THE EFFECTIVE DIRECTOR

Learning Objectives

After reading this chapter, you should be
able to:

1-1 Identify the diverse stakeholders
to whom administrators are responsible.

1-2 Explain the purpose of the NAEYC
Code of Ethical Conduct and Supple-
ment for Early Childhood Program
Administrators.

1-3 List four subsystems that are
included within the early childhood
program system.

1-4 Compare and contrast administra-

tive styles and roles.

. s The successful director and center personnel work to learn to
1-_5 Identify the responsibilities that build their organization in a way that is satisfying to them
directors have as managers of a center. and to their clients, and that creates a true system of learning.
1-6 Describe the role of curriculum

leader, and identify the issues that must

be considered in planning and imple-

menting program curriculum.

1-7 Discuss the knowledge and skills
that program administrators must pos-
sess to be successful leaders.

1-8 Describe tools that enable the di-
rector to blend program management
and people leadership.

Standards Addressed in this Chapter [naeyc|
Accreditation Standard 1 - Relationships
Accreditation Standard 10 - Leadership and Management
Administrator Competencies - Management Knowledge and Skills 1, 3, 5, 8, 9, 10
Administrator Competencies - Early Childhood Knowledge and Skills 6, 10
Professional Preparation Standard 6 - Becoming a Professional
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Chapter 1

Learning about the management and leadership of early
childhood programs is important for staff and for current
and prospective directors. The role of administrator re-
quires knowledge and skills in early childhood education
and development as well as in business practices. With
expertise in both of these areas, whether demonstrated
by an individual or by a team, the program is likely to be
successful for children, families, staff, and investors.

An effective director of an early childhood education
center is involved in all the jobs that will be described in
this text, from enrolling children to evaluating staff, from
budgeting to taking inventory, and from maintaining
a physical plant to bandaging a child’s scraped knee.
The director’s job includes doing or overseeing all
aspects of program management and leadership. To
do any one of these tasks, a director must have skills
and knowledge; to do all of them requires stamina,
understanding, and organization; and to do all of them
effectively demands exceptional interpersonal skills as
emphasized throughout this text. These characteristics
and abilities enable the director to bring the best to
parents, children, staff members, board members, and
the community. In turn, serving as a model of these
skills encourages those same people to give their best to
the center. The effective director realizes that an early
childhood education center can never be a one-person
operation. A network of caring and learning together
transcends the day-to-day chores and makes being part
of a center worthwhile.

1-1 MAKING A COMMITMENT
TO DIVERSE STAKEHOLDERS

When you agree to become a director, ~ e &P
you take on a tremendous responsibil- Elrad 2 4
ity to a very diverse group of stakeholders, including the
following:

= children enrolled in the center (and those seeking en-
rollment)

m families of those children

= all center personnel (and those who apply for
positions)

= the center’s board, funders, and other agencies and
administrators to whom you report or with whom
you interact

= the community
= yourself

How can you possibly make a commitment to all of
these individuals and groups? Perhaps you believed that
you would be responsible for seeing that the teachers at
your center did what they were supposed to do. Perhaps
you thought there might be a problem with one or two
of them, but you felt confident to handle that type of

situation. Maybe you thought there would be one or two
parents who expected special treatment, or a child who
frequently hurt other children. And maybe you thought,
“Sure, I can handle that.”

Being an administrator entails much more than han-
dling people and situations. The director must recognize
that her constituency consists of the six components just
listed. She must become familiar enough with all of them
to know what is important to each.

You may be wondering why the director’s constitu-
ency includes those applying for enrollment or positions
at the center. Policies, procedures, and interactions in ev-
ery aspect of the organization’s work are included. There-
fore, although the director may not have an opening for
a child or may find that a job applicant is not appropri-
ate for the role, she is expected to treat each of them in
accordance with the center’s philosophy.

1-2 MEETING CHALLENGING
SITUATIONS BASED ON
ETHICAL PRINCIPLES

Any individual who assumes responsibility naeyc
must recognize that challenges will arise.

Some of these are easily met, but often there is no clear-
cut solution. As you ponder what to do in such situations,
you may wonder, “Is this a policy issue, one for which I,
as director, should take action and maintain the policy,
or are there other factors that make this a moral or an
ethical issue?”

You can expect to be challenged by ethical issues as
you work to meet the needs of a wide range of constit-
uents. Fortunately, you have valuable tools at your fin-
gertips: The National Association for the Education of
Young Children (NAEYC) Code of Ethical Conduct and
the Statement of Commitment as well as the Supplement
to the Code for Early Childhood Program Administrators
(NAEYC, 2011; 2006) are on the NAEYC website and are
included in Appendix A, parts 1 and 2. Becoming familiar
with the Code and the Supplement now will help you
when you are faced with a dilemma.

Both the Code and the Supplement begin with state-
ments of core values. All individuals who work with young
children should be expected to commit to holding and
acting on those values. For example, directors should value
and be committed to the belief that “the well-being of the
children in our care is our primary responsibility, above
our obligations to other constituents” (NAEYC, 2006).

Both the Code and the Supplement contain @&z
ideals, which “reflect the aspirations of practition-
ers,” and principles, which “guide conduct and assist prac-
titioners in resolving ethical dilemmas” (NAEYC, 2006).
For example, one ideal maintains that administrators
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“design programs and policies inclusive of and responsive
to diverse families.” A related principle suggests that di-
rectors “shall work to create a respectful environment for
and a working relationship with all families, regardless
of family members’ sex, race, national origin, immigra-
tion status, preferred home language, religious belief or
affiliation, age, marital status/family structure, disability,
or sexual orientation.” Note that the documents do not
purport to provide specific answers; rather, they serve
as guides for decision makers who are facing unique
situations.

After the director is familiar with the Code and the
Supplement, she can begin to help staff and families un-
derstand their importance. Distributing copies to staff
and families as part of their handbooks and then holding
discussion sessions enables everyone to become familiar
with why the center espouses the use of the Code and the
Supplement. In the dialogue with others, be sure to in-
clude the importance of reflecting on an ethical dilemma
and seeking guidance from a trusted professional when
needed. As in all other aspects of early childhood work,
confidentiality is essential.

4 )
REFLECTION

After you have read and thought about the Code of
Ethical Content: Supplement for Early Childhood Pro-
gram Administrators, reflect on situations you think
would be most challenging for you. Have you encoun-
tered any ethical dilemmas for which using the Code
might have been helpful? )

1-3 CONSIDERING THE
CENTER’S SYSTEMS AND
SUBSYSTEMS

Leaders of new or redeveloping businesses Aey
often begin their work by calling personnel

together to create a vision. But the vision can only be
achieved when everyone in the organization is commit-
ted to it. Often most people do not realize that all busi-
nesses, whether operated to design and sell automobiles
or to support children’s well-being, operate as systems.
We know that each of our bodies is a system, and we are
usually well aware when something goes wrong with our
bodily system. We know, too, that this system is com-
posed of many systems: the digestive system, the respira-
tory system, and so forth. We can see patterns emerging.
For example, a pattern of overeating and lack of exercise
affects one or more systems and can lead to obesity. Most
of us are becoming more aware of environmental systems
as well. Destroying the habitats of various species can

The Effective Director

lead to their extinction. To work effectively in any busi-
ness, including the early childhood education business,
we must recognize that each of us plays a role in that sys-
tem. Each of us must engage in systems thinking.

Senge defines systems thinking as “a conceptual
framework, a body of knowledge and tools that has been
developed over the past 50 years, to make the full pat-
terns clearer, and to help us see how to change them ef-
fectively” (2006, p. 7). A body of knowledge and tools
for working together exists in each early childhood pro-
gram. New members join that program with many of the
beliefs, theories, and practices common to the field, but
they must grow together with their colleagues to create
the unique system that enables their program to function
successfully.

Because each early childhood program operates as a
system, whether the system is visible or not, the direc-
tor and staff must work together to recognize the char-
acteristics of that system. Periodically, a review must be
conducted of the overall system on which a program’s
operation is based that answers questions such as these:
Who are we as a center? What is it that makes us the
XYZ Center? What premises do we hold that guide us in
our work? Are those premises valid? Are some of the cen-
ter’s operating methods still in place simply out of habit?
Today, some centers are curtailing or eliminating inde-
pendent playtime for preschoolers and substituting group
instruction. Center personnel need to discuss the reasons
for these actions and ensure that such changes support
the center’s vision.

DIRECTOR’S CORNER

“We have six centers within our corporation, widely
spread over the local area. Each center has its own iden-
tity. The populations we serve at each site differ. How-
ever, everyone who works here shares the same basic
beliefs about children’s learning and development.”

“l meet with the six directors as a group every
month. We all look forward to that, and each of us ben-
efits. Each of the directors is at a different stage in her
development as a director, yet as a group, we share our

thinking and support one another. Each director goes
back to her center and has a meeting with her staff.
Together they learn how to create the kind of program
that we and they believe is supportive of children and
families.”

“Several schools and companies have asked us to
create and operate centers at their sites. We’re choos-
ing carefully where we’ll expand and under what cir-
cumstances. We must follow the principles that we
have agreed on in order to operate.”

—Executive director, not-for-profit, multisite corporation
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Chapter 1

1-3a Subsystems in Early
Childhood Programs

The system for an early childhood center consists of a
number of subsystems. Some of these subsystems, which
will be addressed in other chapters, include the finance
system, the systems for securing and managing facilities
and equipment, and the personnel system. The subsystems
each make a contribution to the whole, and together they
create a whole that is greater than the sum of the parts.

Those who create systems base them on what they be-
lieve to be important. For example, presumably you have
a system for planning curriculum. As center personnel
gather to review curriculum, you may find that a teacher
says, “We have always had our own way of doing things.
Let’s just leave it at that.” However, in systems thinking,
the willingness of each group member to meet and share
thinking, to be open to each other’s ideas, and to be will-
ing to search for the best solution enables the group to
learn together. Establishing such group openness takes
time, a willingness on the part of the leader to be open
also, and a commitment to implementing the plan to
which the group agrees.

The director and staff find ways to support each child’s devel-
opment and to help each child learn.

In an early childhood education center, several
key systems are external to the organization and
beyond the direct control of center personnel. Consider
that diverse family systems affect the center’s operation.
Family members want what is best for their children.
Family members interact with other systems, such as
those at their place of employment. Those systems affect
family members’ ability to participate at the center and
how the center views the role of families. For example,
family members may not be free to attend conferences
and programs at the center.

Theregulatory system, whetherrequired (such aslicen-
sing) or optional (such as accreditation or a state quality
program), is another external system that interfaces with
early childhood programs. Regulatory systems have dif-
ferent requirements, some of which may coincide with
the way the center wants to function and some of which
may not.

An important aspect of the director’s role in working
with the overall system and the related subsystems is em-
phasis on establishing an understanding among all per-
sonnel (including the director) that they are colleagues
rather than a hierarchy. This process is challenging be-
cause the difference in daily responsibilities is quite ap-
parent and necessary. However, when all personnel have
developed trust in one another, they can learn to suspend
the hierarchy for the sake of discussion. The challenge is
to learn how to learn together (Senge, 2006).

1-4 ADMINISTRATIVE STYLES
AND ROLES

Although all directors are responsible for ad-  [TET5 49
ministering a program, their administrative

styles are unique and, therefore, the outcomes of their
programs differ. Some of the differences are based on the
roles assigned to the directors, while others are based on
their personalities, knowledge, skills, and attitudes. Their
effectiveness in supporting the development of a “we”
feeling—group spirit—is a key factor in the success of the

\
MAKING THE CASE FOR QUALIFIED ADMINISTRATORS
Becoming a successful administrator of an early child- 2. What educational preparation and experience
hood program requires a complex set of skills and abil- are required in your state to become an admin-
ities. Understanding yourself and others, as well as your istrator of an early childhood program? How
roles and responsibilities, is key to your ability to direct a do these compare to the competencies identi-
program for young children. Preparation for an adminis- fied in the NAEYC Program Administrator Def-
trative position is vital! Reflect on the following questions: inition and Competencies? (See Appendix C.)
1. What abilities do you possess that will enable
you to address the many roles you will fill as
a director?
J
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organization. Each member of the team must be ready to
work in a way that contributes to the overall organization.
Other early childhood programs may follow trends—real
or imagined—such as, “Kindergarten teachers expect us
to have these children prepared to read, knowing how to
print all the letters, and able to sit and complete work-
sheets for a half hour or more.” Although that may be
the case in some schools, many kindergarten teachers
see each child as an individual and work with the child
accordingly. The administrator plays an important part
in helping teachers, children, and families recognize the
role of the present system and how it relates to future
systems in kindergartens and above.

1-4a Styles

Individuals who head an organization often start out
using a managerial approach. They determine what has
to be done, how it is to be done, and who should do it.
The assigned staff member is expected to report back to
the manager when the task is completed or at intervals
along the way. If that does not happen, the manager
takes responsibility for checking up on the staff member
and commenting on the staff member’s work or lack of
success. This style may be appropriate when many staff
members are relatively new in the field and have little
background to draw upon. Even in that situation, how-
ever, when given opportunities, staff members often ex-
ceed expectations. Or they may begin to feel like a cog in
a wheel, going round and round and never really having
an opportunity to be involved.

Other managers use a more laissez-faire approach,
leaving much of the decision making to the staff. Little
or no overall structure may leave staff members with
no support for decisions they make and confused about
how the many independent decisions fit together. The
administrator’s interest may be directed more toward
building outside relations for the benefit of the center.
Although building relations beyond a business locale
is essential, building a knowledgeable staff who under-
stands the vision and goals cannot be minimized. This
approach certainly does not support the development
of a center-wide system, although staff may develop an
effective system on their own. There is such a variety
of managerial styles that it is impossible to describe
each one.

Some directors are natural leaders rather than manag-
ers. Others, over time and with mentoring, reading, and
studying, become leaders. As the leader, the director looks
to the staff for ideas, initiative, and implementation. Cer-
tainly, the leader does not turn over the running of the
center to any staff member who steps forward. Rather, the
leader supports and encourages staff to become part of
the team that will help the center and its programs thrive.
Directors realize that they must balance day-to-day real-
ity with the vision that the center’s stakeholders have

The Effective Director

Children make room to learn together. Do we?

prepared. The director whose leadership skills include the
ability to accept and welcome ideas from others demon-
strates competence and confidence. (To read more about
becoming a leader, see Bruno, 2012; Carter, 2014; Covey,
2004; McCrea, 2002; Sciarra & Dorsey, 2002.)

DIRECTOR’S CORNER

“l had no idea how complex my role as director would
be. Such a wide variety of people seem to need me
immediately for such a wide variety of reasons. Meet-
ing them all would probably be impossible (and maybe

not even wise), but at the end of the day—most days—I
know the challenges have been worthwhile. All it takes
is one little pair of arms hugging me or one teacher
smiling and saying on her way out, ‘See you tomorrow,
Chris!””

—Director, large suburban preschool

1-4b Roles

If all the directors of centers in one state or county were
to gather and discuss their roles, the job descriptions
would undoubtedly cover a very wide range of cate-
gories. Some directors teach, perhaps spending half of
every day in their own classrooms. Others never teach
but are responsible for several centers; they travel be-
tween the centers, keeping abreast of two or more sets
of circumstances, staff members, children, families,
equipment lists, and so forth. Some may be responsible
to an industry, a corporate system, a public school prin-
cipal, or a parent cooperative association, while others
are proprietors and owners.

Some directors make all the policy and procedure
decisions; others are in settings where some policy is
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Chapter 1

set by a school system or corporate management team.
In other situations, every procedural detail is admin-
istered by a board. A director in a large center may
have an assistant director, secretary, receptionist, and
a cook; however, a director of a small center often does
all the record keeping, supervising, telephone answer-
ing, and meal preparation. Directors work with half-
day programs, full-day programs, or even 24-hour care
programs. The programs may offer care for infants and
toddlers, or for older children, both before and after
school. Sick child care or care of children with major
special needs also may be provided.

The financial plan may involve proprietary or agency
operations and may or may not be organized to make a
profit. Program goals range from providing a safe place
where children are cared for to furnishing total develop-
mental services for children, including medical and den-
tal care; social services; screening and therapy; and activ-
ities that promote intellectual, motor, emotional, social,
and moral development.

Both the program clients’ expectations and the com-
munity’s expectations affect the center director’s role.
Some communities appreciate a director who actively
participates in the affairs of their community council, in
lobbying for legislative reform, and in helping to preserve
the cultural backgrounds of the children. Others prefer
a director who focuses strictly on center business or on
preparing children to deal with the demands of elemen-
tary school. Directors must blend their personal philoso-
phies with those of the community to achieve a balance.
This blending can occur only if a potential director and
a board explore each other’s philosophies before agree-
ing on the responsibility for administering a particular
program. If the philosophies of the director and those of

the center truly are incompatible, one or the other must
be changed.

Sometimes, the director is confronted with a con-
flict between the two roles. The job description and the
expectations of the people connected with the center
may dictate that the director be present to greet teach-
ers, parents, and children each day and to bid them
good-bye each evening. In between, the director may
be expected to be present in case an emergency arises.
Simultaneously, however, obligations to the profession
and to the community must be met. The director may
be asked to speak at a luncheon meeting of a commu-
nity group that is ready to make a contribution to the
center, to attend a board meeting of a local profes-
sional association, or to provide information at a ses-
sion called by the diagnostic clinic to plan for one of
the children with special needs who attends the early
childhood education center.

Directors, especially those with experience, also
have a responsibility to serve as child advocates. Al-
though the NAEYC Code of Ethical Conduct calls on
all who work with young children to “acknowledge an
obligation to serve as a voice for children everywhere”
(NAEYC, 2011), directors are more likely to have op-
portunities to see the broader picture of events in the
community and beyond. They can keep informed
about important legislative issues and about conditions
affecting children and families by reading professional
journals and newsletters and by being knowledgeable
about local and national news.

Many advocates are working for an all-encompass-
ing system of early childhood programs. For example,
when you type “NAEYC” in a search engine, you will

Directors perform many roles, including observing staff and greeting families.
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receive a list of NAEYC sites with wide-ranging in-
formation about the organization. You can also sub-
scribe to online mailing lists such as Exchange Every-
day, sponsored by Child Care Exchange, and updates
from the Children’s Defense Fund. Share your findings
with others interested in early childhood, and you will
quickly find dozens of sources of related information.
As with any website, however, it is important to check
legitimacy.

Because directors are leaders and models, not only in
their own centers but also throughout the community,
staff, parents, and others often look to them for infor-
mation about advocacy issues. Some directors may post
information for staff and parents; others may make a con-
certed effort to involve people in an action plan. Some
may write letters to editors or to legislators, while others
may testify before various governmental groups. In de-
termining participation in advocacy efforts, each director
must weigh the responsibility to be an advocate against
the responsibility to the center, as well as consider per-
sonal time.

Although many directors work more than a 40-hour
week, it is unreasonable and unwise to expect them to
devote evening and weekend hours to their jobs on a reg-
ular basis. Directors who spend too much time on the job
may become physically and emotionally exhausted, lead-
ing to ineffectiveness. As models for staff members, direc-
tors must demonstrate a balance of personal and center
needs. As you study this text, you may wonder how direc-
tors do it all. Knowledge, disposition, organization, and
support all contribute to their success.

1-4¢ Personal Qualities

Directors may become enmeshed in unreasonable work-
loads because they have become personally involved
in the center’'s work. An effective director should be
involved closely with the activities of the center while
maintaining distance, which is a difficult combination to
attain. The primary reason for the difficulty in achiev-
ing this balance is that good directors assume their roles
largely because they care about people. Caring is appar-
ent when the director assumes the role of learner as well
as teacher and stays abreast of current research while
providing this information to staff when it is relevant.
Caring is demonstrated by paying attention to detail,
such as spelling an unusual name correctly, ordering the
special food a teacher would like for a project, and seeing
that each board and staff member is notified of an early
childhood lecture being held in the community. Caring is
regarding the operation of the center in a serious manner,
yet maintaining a sense of humor.

For some people, caring is shown in an exuberant
manner with lots of enthusiastic conversation, hug-
ging, and facial animation. Others who are just as
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caring are quiet, seem somewhat reserved, and perhaps
move into relationships more slowly. Directors may
have other combinations of personal qualities, but the
genuine and essential ability to care is the one that
makes the difference.

An interesting aspect of caring is that it may @&
be misunderstood. Because they are concerned for 2 4
others, directors sometimes may have to adjust the style
in which they relate to the diverse people with whom
they interact. For example, some individuals may be un-
comfortable with being touched; if the director unknow-
ingly puts an arm around people who feel this way, they
may be annoyed or insulted and be unable to accept the
care and concern that is intended.

Being a caring person in the face of all the respon-
sibilities of directing a center can be difficult. At times,
a director may feel overwhelmed. The caring director
is constantly helping others by listening and provid-
ing emotional support for both children and adults,
and the director may well need people to respond in
kind. Those individuals who become effective directors
usually enjoy giving to others; they seem to thrive on
it. However, because they are seen at the center as the
source of so much giving, they must seek sustenance
from either the caring network at the center or a rel-
ative or friend outside the center. Even those people
who freely and happily give of themselves need, at
times, to receive support and encouragement through
recognition and understanding.

Directing can be stressful because the director, al-
though surrounded by people, is in a very real sense an
isolate. She has no peers in the center and, no matter
how loved and respected, is “the boss.” This feeling can
prevail even when all personnel, including the director,
have come together to form a learning system. Overdoing
the caring component of the director’s role can be dam-
aging to staff, children, and families. The director’s role
is to support others, rather than to oversee and manage
their comfort. Furthermore, the director is still ultimately
responsible to the owner, the board, the main office,
funders, and others.

Confiding in one particular staff member would be
inappropriate because some of the information with
which the director works cannot be shared with anyone
at the center. Some directors have established a network
of other directors. They meet, perhaps monthly, for a re-
laxing lunch and conversation. There is reassurance in
knowing that other directors have to report child abuse,
experience staff turnover, have too many forms to fill out,
and have considered quitting. As a group, directors can
create ways to solve problems, to support one another,
and to heighten community awareness regarding the
needs of young children and their caregivers while main-
taining confidentiality.
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Chapter 1

Directors realize they have the power to create
healthy, supportive communities for children, families,
and staff, but they also recognize that their early child-
hood training and classroom experiences have not pre-
pared them to carry the vast array of responsibilities of
running a center. Until relatively recently, little attention
was paid to credentialing directors. Depending on the
size, scope, and type of program, directors find they have
duties as varied and complex as those of major corporate
leaders. Yet they have had little or no preparation and
often have no opportunity to prepare for the job. Limited
mentoring is available.

DIRECTOR’S CORNER

“Although | had been assistant director at the center,
my role did not go beyond visiting the classrooms to
see that all was well. When our director and her family
moved to another state, | was offered the director’s
position. Little did | know how much | had to learn!
Where is there a copy of the budget? Do we have

enough money? What is expected of me? Do we have
to pay taxes? What if someone doesn’t pay tuition? Uh,
oh, my computer isn’t working. How can | get it fixed?”

NOTE TO SELF: 1. BEGIN CREATING A CENTER
MANUAL.
2. RECRUIT AND TRAIN ASSISTANT DIRECTOR.”

—Director, nonprofit center

To be effective leaders, directors must ensure that their
own needs are met. Being a martyr, even a cheerful mar-
tyr, who never takes vacation or sick days, may lead staff
to feel somewhat guilty when they recognize and meet
their own needs. Competent directors serve as models
of balance.

Directors and staff work together to welcome children
and families.

1-5 MANAGING THE
PROGRAM

Although directors may have a broad range of (NaeyC|
roles that bring a variety of personal qualities

to these roles, every director is responsible for program
maintenance. Completing this task, whatever its param-
eters, is possible only when the director is skilled and
knowledgeable. Throughout this text, the information es-
sential to doing the work of a center director is discussed.
This information, when combined with some teaching
and administrative experience, should help you meet the
responsibilities that are required for appropriate program
maintenance and enhancement. As with every other pro-
fessional role, directors need to continue learning and de-
veloping. A list of typical responsibilities is included here.

Depending on the organizational structure of your
center, some of these responsibilities may be carried out
by other personnel. However, the director is responsible
for ensuring that they are carried out appropriately.

1. Develop goals and objectives in relation to the cen-
ter’s philosophy, placing emphasis on the needs of
clients.

2. Develop and maintain knowledge of standards cre-
ated by professional and regulatory groups. Ensure
that standards are being addressed appropriately
throughout the center.

3. Work with staff to plan a curriculum to meet the ob-
jectives of the center.

4. Visit each classroom frequently, preferably daily.

5. Develop a positive working relationship with the
board of directors and its committees, placing empha-
sis on communicating the center’s accomplishments
and needs to the board.

6. Establish policies for center operation, or become fa-
miliar with policies established by the center board,
parent corporation, board of education, or other
sponsor.

7. Draw up procedures for implementation of policies.

8. Prepare and maintain a manual for board and staff
members.

9. Work with licensing agents to meet applicable licens-
ing regulations.

10. Provide adequate insurance coverage.

11. Comply with all local, state, and federal laws relating
to the center’s operation.

12. Establish and operate within a workable budget.
13. Keep accurate financial records.

14. Pay bills and prepare payroll.
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15. Collect tuition.

16. Write proposals and seek other funds for operation of
the center.

17. Locate and maintain suitable physical facilities for
the center’s program.

18. Order and maintain equipment.

19. Develop and maintain a marketing plan.
20. Enroll and group the children.

21. Employ appropriate staff.

22. Provide staff orientation.

23. Coach the staff.

24. Develop knowledge levels and skills of the staff mem-
bers so that upward mobility within the profession is
feasible.

25. Evaluate the program, the staff members, and the
children’s progress.

26. Develop an effective communication system among
staff members through regular staff meetings, confer-
ences, and informal conversations.

27. Provide in-service training for staff and volunteers.

28. Fill roles of other staff members in emergency situa-
tions.

29. Plan and implement a family program that is respon-
sive to needs and interests.

30. Explain the center’s program to the community.
31. Participate in professional organizations.
32. Become an advocate for children.

33. Continue professional development through reading
and attending pertinent courses such as workshops,
conferences, and lectures.

Successful program maintenance requires that the di-
rector be organized. Just as the director expects teachers
to have a plan for the year, month, week, and day, so too
must the director have plans. Whether the plans are on a
handheld device or on paper, they must be followed to a
reasonable degree. Document organization is also essential.
Although some paper forms are necessary, computerized
systems often simplify documentation. If backed up and
stored appropriately, they can be easy to locate, use, and
modify. At the same time, discarding items that are no lon-
ger needed will make it easier to find working documents.

As you read other chapters of this text, you will no-
tice the many types of files directors are expected to keep,
including policy manuals, staff records, child records,
financial data, as well as numerous others. Most, if not
all of these, can be made available online if access is re-
stricted to those who have a right to see them. As with
all important documents, it is essential to have a backup
copy in a safe place. You will find additional information
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Working Smart with Technology

Computer Literacy

TECHNOLOGY,
Today’s successful director must be com-

puter literate. Like nearly every other business, the
management of child care centers can be greatly
enhanced and somewhat simplified through the
use of technology. Directors can use technology
to organize, store, and complete paperwork; man-
age finances; apply for center licensing; communi-
cate with parents, staff, and board members; pro-
vide staff development resources; and complete
online educational opportunities. For additional
information related to the use of technology in
today’s early childhood programs, check issues of
the Young Children journal and Exchange magazine.

Today’s directors must be familiar with the ways in which
technology can be used to simplify, organize, and complete
numerous tasks.

about essential documents on the child care licensing
website for your state.

1-6 SERVING AS CURRICULUM
LEADER

An important responsibility of a director is AeY
that of curriculum leader. Early childhood

teacher preparation programs have at least one course
devoted to curriculum. Directors who do not have an ade-
quate early childhood background should expect to com-
plete at least one course in early childhood curriculum. A
section in an administration textbook and course will not
suffice, however, because directors as well as teachers must
continue to develop their understanding of curriculum
and its relation to child development. Read Chapter 11
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