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5 introduction

The staff members of a child care or preschool program are the most important element in the successful

operation of the program. It is the staff that is responsible for creating and maintaining a safe and healthy
learning environment in which each child’s individual needs can be identified and addressed. And it is the
' staf! that is responsible for developing a partnership with parents to promote the well-being of the child.

Because of these key rules, each program should have written personnel policies designed for the protec-
tion of both employees and the children. They should provide employees with a clear understanding of
the work requirements and responsibilities. Equally important, they should provide program managers with
a carefully developed recruitment, screening and seleciion process for ensuring that staff members can ade-
quately perform the work requirements and handie the accompanying responsibilities.

N This brochure provides program managers with a list of the basic components of a clearly defined per-

W sonnel policy with an emphasis on the importance of staff recruitment, screening and the selection process.

o It also provides guidance to program managers in the area of policies related tc child abuse and neglect.
Suggestions are also offered on monitoring new staff performance.
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RECRUITMENT, SCREENING AND SELECTION OF PROGRAM STAFF

Every preschool and child-care program should
have clearly written personnel policies that are
updaied periodically and available to all employees.
At a minimum, they should include: job descrip-
tions; compensation and leave policies; a perform-
ance appraisal system; and resignation and termina-
tion policies. Policies on employee recruitment,
screening and selection should als¢ be an integral
part of an organization’s personnel policies.

The goal of any recn:itment and selection system
shoulid be to hire the best qualified person for the
job, whether it be an outside person «ualified for
a vacancy, or a current staff member qualifying for
a higher position. The entire process should allow
individuals to be recruited, examined and appointed
to positions within the child care or pre-school pro-
gram on a fair and equitabie basis. The clements
of a good system include:

@ announcing the vacancy;
B examining the qualifications of candidates;
W irterviewing candidates who qualify;

8 observing finalists in the job for which they are
aprlying;

checking publiic records on the individual chosen
for the job, and;

& hiring the best qualified person.

Some agencies and programs may find it helpful
to form a personnel committee to perform the
above functions and make recommendations for
final selections to the appropriate program official
or governing board. Parents, line supervisors and
other staff members can also be very useful in the
recruitment and selection of candidates.

Programs should be aware of the following
federal and/or state requirements when establishing
recruitment and selection procedures:

& Federal policies and regulations regarding equal
employment opportunity and non-discrimina-
tion.

Requirernents in some states regarding checking

prior corvictions for child abuse and child sexual

. abuse (sometimes requiring or allowing
fingerprinting).

As this guide was being prepared, Congress
passed and the President signed into law a modifica-

tion of the Social Service Block Grant which makes
available 1o States $25,000,000 for the purpose of
training and retraining child care providers, State
licensing and enforcement officials, and parents in
the prevention of child abuse in child care settings.
In addition, Public Law 98-473 provides that:

(2X(A) Any State receiving an allotment under
such title from the funds made available as a result
of subsection (@) shall have in effect, not later than
September 30, 1985—

(i) procedures, established by State law or
regulation, to provide for employment history
and background checks; and

(ii) provisions of State law, enacted in ac-
cordance with the provisions of Public Law
92-544 (86 Stat. 115) requiring nationwide
criminc! record checks for all operators, staff
or employees, or prospective operators, staff
or emplovees of child care facilities (including
any facility or program having primary
custody of children for 20 hours or more per
week), juvenile detention, correction or treat-
ment facilities, with the objective of protec-
ting the children involved and promoting such
children’s safety and welfare while receiving
service through such facilities or programs.

For the most curreni information on how your
state is planning to implement this law, you may
want to contact the person responsible for the Social
Service Block Grant in your state. A list of the
appropriate person to contact is inciuded at the end
of this brochure.

A. Advertisement of Vacancies

Recruitment and hiring should be a fair and
equitable process. Programs should advertise vacan-
cies to staff as well as other known sources of
employees. Advertisements should also be used to
alert the general public to staff vacancies so that
recruitment is not narrow=d to only a select few.

-Advertising serves to ensure that the recruitment of

candidates is an open competitive process.

Advertisements should be distributed by various
means throughout the community. Announcing
vacancies can be accomplished by putting
anpouncements on bulletin boards at centers,
advertising the position in local newpapers, posting
an announcement in other community agencies,
alerting local employment bureaus, and distributing
vacancy notices to staff and parents.
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To be effective, a vacancy announcement shouid
contain sufficient information to enable a person
to decide whether or not to apply. Generally, this
information should include:

B Job title and qualification requirements, in-
cluding a brief description of the work respon-
sibilities, where the position fits within the

_program, and a concise statement of the criteria
(e.g. type and duration of experience, creden-
tials) to be used in hiring.

B Salary or salary range and fringe benefits.
B Career advancement opportunities.

mA hon-discrimination policy statement that an
equal employment opportunity will be provided
to candidates.

8 Information on how to apply, including where
to apply for the position; the name, address and
phone number of the program; the individual
to contact; the date by which applications must
be received and other details that will help can-
didates apply for the position.

E. Determining Candidates’
Qualifications

It is advisable to establish an applicant file for
each qualified individual who applies. This file
should contain the application forms, resumes, cor-
respondence, background information, results of
interviews and any other information that will serve
as a resource to assist in the cheice of the best
qualified candidate for the position. The applica-
tion file will also later serve as evidence that the
selection was fair, open, competitive and resulted
in the hiring of the best person for the position.

Each candidate should comg .cte an application
form and provide supplemental information as
necessary to demonstrate that he/she is qualified
for the position. The application form should, at
a minimum. contain the name, address and
telephone number of the applicant, applicant’s
present job and reason for wanting to leave, educa-
tional level, employment history, special skills aad
other accomplishments and references.

The determination of candidates’ qualifications
should not be confined only t0 a review of the
written information that has been provided. Several
other techniques should be used to make certain the
candidate is qualified. These should include:

8 an interview with the candidates;
B a check of references;

8 vcrification of the accuracy of the information

p.rovided by the candidates;

B a performance test or, if possible, an oppor-
tunity to observe the candidates in the job for
which they are applying;

B a search for information about the candidaies
from those who know them;

@ a solicitation of opinions from those who have
worked with the candidates, especially from
parents whose children have been under the can-
didates’ care; and

8 a comparison of the qualifications of all
applicants with the position requirements.

An analysis of the information generated from
all these sources should aid the program in making
a fair and objective decision in determining those
irdividuals whose qualifications most closely match
the specific position descriptions and whose applica-
tions should be considered further.

C. Candidate Interview, Observation
and Record Check

Once the field of candidates has been narrowed,
a number of additional steps should be taken. i nese
include:

@ an interview with each candidate whose
qualifications are close to those that are
required;

@ if possible, an opportunity to observe the can-
didate in the job for which they are applying;
and

8 a check of public records related to child abuse
and neglect convictions.

The interview process is important because the
program manager and other interested individuals
have an opportunity to meet the candidates and
make decisions about their attitudes, capabilities,
temperament and other characteristics that may be
pertinent in making the final selection. Interviews
may be conducted by a personnel committee com-
posed of such persons as the program manager,
representatives of governing boards, and/or the
supervisor or staff who will be working directly with
the employee. The personne! committee members
should have a specific list of questions to be asked
of each candidate based on the position description
and the personal characteristics and qualifications
that are desired.

Responses should be documeuted and ranked in
some manner to justify final selections. This
documentation should include established
checklists, questionnaires or other formats that can
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be referred to later in making objective decisions
about a candidate’s capabilities.

All job candidates should be required to list
references on their application form, and all
references should be contacted by the hiring agency
to obtain rclevant information about the candidate.
In addition, it may be useful to contact previous
co-workers and parents of childrer: who have been
under the care of the applicant. Since most people
tend to report only favorable information about
others, the inquirer must usually **dig’’ to get a full
story. This may require spending some time describ-
ing the job for which the candidate has applied,
discussing the candidate’s past qu responsibilities
and performance and talking about potential per-
formance in the new job. Possible questions to be
asked as part of a reference check might include:

8 How does the applicant relate to children? Does
the applicant enjoy working with children and
do children enjoy being with the applicant?

B Did the applicant come to work on time? How
often was the applicant abs. at from work?

8 How well does the applicant accept responsi-
bility? Is the applicant reliable in terms of be-
ing prepared for the job at hand and completing
jobs assigned? Does the 1pplicant handle prob-
lems well and persevere until the job is
completed?

B How well does the applicant get along with
supervisors, subordinates, and parents? Is the
applicant considered easy to work with? Is the
applicant cooperative?

Is the applicant henest and trustworthy?

In what areas of the new job would you expect
the candidate to do very well? With what areas
would the candidate have problems?

Reference checks are best done by phone or
through face-to-face contact with the reference to
allow for the fullest possible discussion. Regardless
of how the reference checks are conducted, caretul
notes should be taken on the information provided
and marle an official part of the data to be con-
sidered when determining who to select for the job.

When the number of candidates is narrowed to
the best qualified, an effort should be made to
observe each finalist in the position for which they
applied. If the candidate is currently employed in
a similar job, p rmission should be secured for one
or two persons io observe this individual. If this is
not possible, the candidate should be asked to spend

some time in the new job for the purposes of obser-
vation. It is appropriate for the candidate to be paid
for this time, if necessary.

Once the final selection has been made, it is ex-
tremely important to check all available public
records regarding evidence of child abuse, sexual
child abuse or child neglect by the candidate. These
recozds should be sought at the State, county and
local level. The extent to which such records are
available to the public vary greatly from state to
state. Any findings of criminal behavior should be
examined by the personnel committee in light of the
program’s peisonnel policies that deal with the pro-
tection of the children from abuse and neglect.

D. Final Selection and Hiring

The final selection should be based on judgments
about each candidat&®s qualifications, reference and
record checks and the results of their interview and
observation. If the personnel committee is em-
powered to make the final selection, the appropriate
program official should be informed of their final
choice. An alternative process would include the
submissiQqn of the names of the three most qualified
candidates to the appropriate program official for
final selection. The governing bodies of the child
care or preschool program may also be responsible
for approving the selection.

The successful candidate should be informed of
his/her selection and the unsuccessful candidates
should be notified after the chosen candidate has
accepted. There should then be an official an-
nouncement of the selection. If unsuccessful can-
didates wish to know why they were not selected,
the program should be prepared to justify its cleci-
sion and refer to the documentation of selevtion
procedures in showing why the candidate who was
selected was deemed the best qualified.

E. Probationary or Trial Period

Most programs establish a probationary or trial
period for new employees. This is particularly the
case when it has not been possible to observe the
new employee in working with children. The pro-
bationary period should always be of fixed dura-
tion, and the employee should always be made
aware of it before he or she accepts the job. Usually,
the move from prcbationary employment status to
permanent is accompanied by salary increase or the
extension of one or more fringe benefits which were
not previously provided.



PROTECTING PRESCHOOL AND DAY CARE CHILDREN
FROM CHILD ABUSE AND NEGLECT

A major consideration for every program serv-
ing children should be to protect those children
from abuse and neglect. Fvery program has a
responsibility to inform staff of appropriate
Federal, state, local and program regulations re-

garding child abuse and neglect. Written policies /

should be provided to each staff regarding: _

B a code of conduct for staff relating to their
behavior with children,

| puliciés on reporting snispected child abusc and
neglect,

B policies on investigating existing staff or staff
candidates in regard to child abuse and neglect,
and

@ policies on liring staff previously accused, in-
dicted and/or found guilty of child abuse and
neglect.

.The rgost iportant step program managers can
take to guard against child abuse and neglect is to
ensure that there is adequate day to day supervi-
sion of all staff. b

MONITORING NEW STAFF

Each program must have a system for monitor-
ing the performance of all staff in the program and
must make an extra effort to monitor new staff
members. The responsibility for this monitoring lies
formally with the individual’s supervisor and infor-
mally with parents.

It is the supervisor’s responsibility to insure that
a new staff member’s performance is monitored
through observation and discussion during and after
the probationary period. Especially during the
probationary period, the program manager and
supervisor should drop in and visit the new
employee on the job during work hours to deter-

mine whether or not the individual is performing
in a satisfactory manner.

Monitoring of the employee by parents is also
important. Parents should be encouraged to drop
in and visit the new employee. Parents should also

be encouraged to listen to and talk with their

children everyday and to learn about the child’s con-
cerns and problems. Information on good child care
practices, the program schedule, and activities and
information on child abuse should be provided
to parents to enable them to understand program
operations and 10 quickly identify problems, and
act on them immediately.
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SOCIAL SERVICES BLOCK GRANT STATE CONTACTS BY REGION (Regions | - X)

. <
REGION 1 ' REGION 1l .

Connecticut New York
Mr. James Harris Mr. Cesar A. Perales
Commissioner Commissioner
Department of Human Resources New York State Department of Social Services
1179 Main Street 40 North Pearl Street
Hartford, Connecticut 96103 ' Albany, New York 12243
(203) 566-3318 (518) 474-9475
Maige New Jersey
Mr. Michael R. Petit Mr. George J. Albancse
Commissioner Commissioner
Department of Human Services g New Jersey Department of Human Services
State House P. O. Box CN-700
Augusta, Maine 04333 Trentow, New Jersey 0.¢62,
(207) 868-2736 - (609) 292.3717
Massachusetts Puerto Rico
Ms. Marie A. Matava Dr. Jenaro Coflazo-Collazo
Commissioner Secretary
Depattment of Social Services Puerto Rico Department of Social Services
. 150 Causeway Street P. O. Box 11697
Boston, Massachusetts 02114 Santurce, Puerto Rico 00910
(617) 727-0900 (809) 725-4511
New Hampshire Virgin islands
Mr. Sylvio L. Dupuis ‘ Mr. Norman Johanson
Commissioner Commissiuner
Department of Health and Welfare Department of Social Welfare
Hazen Drive P. O. Rox 539
Concord, New Hampshire 03301 St. Thomas, Virgin Islands 00801
(603) 271-4334 (809} 774-0930
Rhode Isiand REGION IIi
Mr. Joseph F. Murray ,
Director
Department of Social and Rehabilitation Mrs. Patricia C. Schramm
Services Secretary
Aime J. Forand State Office Bldg. Delaware Department of Health and Social
600 New London Avenue Services
. Cranston, Rhode Island 02920 New Castle, Delaware 19720
(401) 464-2121 (302) 421-6708
Vermont District of Colombia
Dr. Lloyd Novick Mr. David E. Rivers
Secreiary Director
Agency of Human Services D.C. Department of Human Services
. 103 South Main Street 801 North Capitol Street, N.E.
Waterbury, Vermont 03679 Washington, D.C. 20002
(802) 241-2220 (202) 72710310 5
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Maryland
~#8s. Ruth Massinga
etary

Maryland Department of Human Resources
. 1100 North Eutaw Street

Beltimore, Maryland 21202

(301) 303-5528

Pennsylvania

Mr. Walter W. Cohen

Sccretary

Pennsylvania Department of Pubhc Welfare,
Rm. 333 .

Heslth and Welfare Building

Harrisburg, Pennsylvania 17120

(717) 787-2600

Virginia

Mr. William L. Lukhard
Commissioner

Department of Social Services
8007 Discovery Drive
Richmond, Virginia 23288

© (804) 281-9236

West Virginia -

John Burdette, 11

Commissioner

State Department cf Human Services
Buiilding B, Room 617

1900 Washington Str-et, East
Charleston, West Virginia 25305
(304) 885-2400 -

REGION 1V
Alabama

Dr. Leon Frazier

Commissioner ‘

Department of Pensions and Securities
Administrative Buiiding

64 North Uinion Street

Montgomery, Alabama 36130

(205) 832-6570

and
Mr. W. M. “Bill” Rushton
Director
State Department of Economic and Community
Affairs
Room 101

State Capitol
Montgomery, Alabama 3613¢C
(205) 832-6532

Florida

Mr. David H. Pingree

Secretary

Department of Health and Rehatilitation
Services

1323 Winewood Boulevard

Tallahassee, Florida 32301

(904) 488-7721

Georgia

James G. Ledbetter, Ph.D.
Commissioner

Georgia Department of Human Resources
47 Trinity Avenue, S.W.

Atlanta, Georgia 30334

(464) 656-5680

Mr. Elbert Austin

Secretary

Cabinet for Human Resources
275 E. Main Street

Frankfort, Kentucky 40601
(502) 564-7130

Mississippi

Mrs. Beverly W. Hogan

Executive Director

Governor’s Office of Federal-State Program
200 Sillers Building

Jackson, Mississippi 39201

(601) 359-3150

North Carelins

Sarah T. Morrow, M.D., M.P.H.
Secretary

Department of Human Resources
325 N. Salisdbury Street '
Raieigh, North Carolina 27611 VO
(919) 733-4534

South Carolina

Mr. Dennis Caldwell

Executive Director

State Health & Human Services Finance
Commission

P. O. Box 8206

Columbia, South Carolina 29202

(803) 758-3175 &

Tennessee

Mrs. Sammie Lynn Puett
Commissioner
Department of Human Services

3




111-19 7th Avenue, North
Nashvilie, Tennessee 37203
(615) 741-3241

REGION Y
Hlimo.5

Mr. Gr gory L. Coler
Director -
illinois Department of Public A.d

- 316 South Second Street, 3rd Floor

Springfield, Illinois 62763
(217) 7182-6716 “

Indiana

Mrs. Jean Merritt

Director

Social Services Fisval Office
115 North Pennsylvania
Indianapolis, Indiana 46204
(317) 232-7006

Michigan

Dr. Agnes M. Mansour

Director

Michigan Department of Social Services
300 South Capitol Avenue

Lansing, Michigan 48933

(517) 296-6117

Minnesota

Mr. Leonard Levine

Commissioner

Minnesota Department of Public Welfare
658 Cedar Street

Centennial Building

St. Paul, Mirinesota 55101

(612) 776-2701

Ohio

Ms. Patricia K. Barry

Director

Ohio Department of Public Welfare
State Office Tower, 32nd Floor

30 East Broad Street

Columbus, Ohio 43215

(614) 466-6282

Wisconsin

Ms. Linda Reivitz

Secretary

Wisconsin Department of Health and Social
Services

1 West Wilson Street, Room 720

Madison, Wisconsin 53708
(608) 266-368!

REGION Vi
Arkansas

Mr. Ray Scott

Director

Arkansas Department of Human Services
1428 Donaghey Building

Little Rock, Arkansas 72201

(501) 371-1001

Louisians

" Sandra L. Robinson, M.D., M.P.H.

Secretary -
Department of Health and Human Resources
P. O. Box 3776

Baton Rouge, Louisiana 70821
(504) 342-6712

New Mexico

Mr. Juan R. Vigil

Secretary

Department of Human Services
P. O. Box 2348 ‘
San-3 Fe, New México 87503
(505) 827-4072

Ol.shoma

Mr. Robert Fulton

Director

Department of Human Services
P. O. Box 25352

Oklahoma City, Okiahoma 73125
(405) 521-3076

Texas

Mr. Marlin W, Johnston &
Commissioner &t
Texas Department of Human Resources
706 Ban\i,‘ster Lane

P. O. Box 2960

Austin, Texas 78769 )

(512) 441-3355 ’ -

REGION Vii

lowa

Dr. Michael V. Reagen
Commissioner

Department of Social Services
Hoover State Office Building
E. 14th and Walnut

(o



Des Moines, lowa 50319
(515) 281-5452

Kansas

Dr. Robett C. Harder

Secretary ‘

State Department of Social and Rechabilitation
Scrvices

State Office Building

Toupeka, Kansas 66612

(913) 296-3271

Missouri

Mr. Barrett A. Toan

Director

Department of Social Services
Broadway State Office Building
P. O. Box 1527

Jefferson City, Missouri 65102
(314) 751-4815

Nebraska

Ms. Gina C. Dunning

Director

State Department of Public Welfare
301 Centennial Mall, South
Lincoln, N¢braska 68509

(402) 471-3121

REGION VIl
Colorado

Mr. George Goldstein
Director

Division of Social Services
Department of Social Services
1575 Sherman Street

Denver, Colorado 802(3
(303) 856-252%

Montaung

Mr. John D. LaFaver

Director .

Title XX Planning Coordinator

Department of Social and Rehabilitation
Services

¥. O. Box 4210

Helena, Montana 59604

(406) 587-5622

‘ North Dakota

Ms. Patricia Conrad
North Dakota Department of Social Services
State Capitol

[ 4

Bismarck, North Dakota 5850% 2
{(701) 224-3051

South Dakots

Mr. James Elienbecker
Secretary

Department of Social Services
Kneip Building

Pierre, South Dakota 57501
(605) 773-3165

Utsh

«Mr. Andrew Gallegos
Director
Department of Social Services
150 West North Temple
Salt Lake City, Utah 84103
(801) 355-9318

Wyoming

Mr. Stanley H. Torvik

Director ‘

Wyoming Department of Health and Scocial
Services

Hathaway Building

Cheyenne, Wyoming 82002

(307) 328-1111

REGCION IX
Ailzous

Mr. Douglas X. Patino

Director

Department of Economic Security
1717 West Jefferson

P. O. Box 6123

Phoenix, Arizona 85005

(602; 255-5678

California

Ms. Linda S. McMahon
Director

Department of Social Services
State of California

744 P Street

Sacramento, California 95814
(916) 445-2077

Nevada

Ms. Sharon P. Murphy
Administrator

Welfare Division

Department of Human Resources
251 Jeanell Drive

11




Carson City. Nevada 89710
(702) 885-4400

Hawaii

Mr. Franklin Y. K. Sunn
Director

Hawaii State Department of Social Services and

Housing ~
P. O. Box 339 TJ
Honolulu, Hawaii 96809
(808) 548-6260

Guam

Mr. Dennis G. Rodriquez

Acting Director

Department of Public Health and Social
Services

P. O. Box 2816

Agana, Guam 96910

734-2947 or 9901

Northern Marianss

Mr. Gilbert C. Ada

Director

Department of Community and Cultural
Affairs

Saipan, Mariana Islands 96950

Tel: 9411 or 9497

Department of Health and Social Services
Pouch H-0!1

Juneau, Alaska 99811

(907) 465-3030

Idaho

Rose Bowman

Director .

Idaho Department of Health ana Welfare
State Office Building

450 West State Street

Boise, 1daho 83720

(208) 964-2336

Oregon

Mr. Leo Hegstrom

Director )

Oregon Department of Human Resources
318 Public Service Building

Salem, Oregon 97310

(503) 378-3033

Wasashington
Karen Rahm
Secretary

Washington Department of Social and Hcalth

Services
Mail Stop OB 44-F (Legislative)
Olympia, Washington 98504

REGION X (206) 753-339S
Alaska
Mr. John Pugh
Acting Commissioner
10
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