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GENERAL INFORMATION

Background/Purpose

The 21st Century Community Learning Centers (21 CCLC) program provides federal funding
to establish or expand community learning centers. These centers provide students with
opportunities for academic enrichment, youth development and family support during non-
school hours or during periods when school is not in session. Originally funded by direct grants
from the U.S. Department of Education, responsibility for the administration of this program was
transferred to state education agencies under the Elementary & Secondary Education Act
(formerly NCLB Act of 2001).

The overarching goal of the 21% CCLC program is to provide students — particularly students
who attend schools in need of improvement — with academic enrichment opportunities and

support services to help them meet state and local standards in the core content areas.

Approved Activities
21st Century Community Learning Centers provide a broad array of services, programs, and
activities that are designed to reinforce and complement the regular academic program of

participating students. Such activities/programs may include:

Remedial Education Recreational Activities

Academic Enrichment Technology Programs/Telecommunication
Math & Science Activities Expanded Library Hours

Arts & Music Activities Parent Involvement/Family Literacy
Limited English Proficient Classes Drug & Violence Prevention

Tutoring & Mentoring Programs Counseling Programs

Assistance to Truant, Suspended or Character Education

Expelled Students Entrepreneurial Education

In addition, community learning centers may offer opportunities for literacy and related
educational development to family members of participating students including school readiness

activities for younger siblings of students being served.

Eligible Applicants

Local educational agencies (LEAs), community-based and faith-based organizations, and other
public or private organizations are eligible to apply for funding. Applicants other than an LEA
must collaborate with the school(s) of the students to be served. Grant funds may not be used

to support religious practices.




Organizations that have not previously received grants from- or provided contractual services on
behalf of- the State of Tennessee will be required to verify their ability to administer complex

grant programs before being considered for funding.

Applicants that have previously received department administered extended learning funding
are eligible to apply for additional grant funds; however, prior grantees will be required to
provide detailed information regarding the past program’s attendance, academic and social
skills achievements. The proposal submitted may not be a duplicate of the previous project;

new strategies for addressing student needs must be presented.

Absolute Priority

Grants can only be awarded to programs that primarily serve students who attend schools with

a high concentration of low income students. This is specifically defined as schools eligible for

designation as a Title | school-wide program. To be eligible for this designation at least 40% of
the students must qualify to receive free or reduced-cost meals through the National School
Lunch Program. This percentage may be accessed by locating the Economically
Disadvantaged percentage for each school via the Department's Report Card website at:
http://edu.reportcard.state.tn.us/pls/apex/f?p=200:1:470694141399985; select the district then

the school to obtain the percentage.

Beginning in fall 2012, newly funded programs will be required to offer services for a minimum
of 15 hours per week. All programs will be expected to provide services in a manner consistent

with state school-aged child care guidelines (http:/tennessee.gov/sos/rules/0520/0520-12/0520-12-

01.20100830.pdf) and receive a Certificate of Approval through TDOE Division of School-aged
Childcare.

In an effort to ensure projects have a stronger connection to regular school-day programming,
TN First to the Top initiatives and Common Core State Standards, programs should address the
following focus areas:
¢ Increasing reading and math proficiency;
o Strategies that will improve high school graduation rates and increase post-secondary
access/success; and,
¢ Providing intentional, hands-on approaches that increase students’ interest/engagement
in science, technology, engineering and math (STEM) programming.

*All activities must be evidence-based and supported by research.
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ESEA Flexibility Waiver 21° CCLC Option

In February 2012, Tennessee was one of ten states granted a waiver from certain portions of
ESEA requirements. Within its waiver application, TDOE indicated it would like the option to
provide more flexible usage of the 21%' CCLC funds (ESEA 4201(b)(1)(A) and 4204(b)(2)(A)).

Under the approved waiver, TDOE may permit an eligible entity to use 21 CCLC program
funding to provide activities that support high-quality expanded learning time during an
expanded school day, week or year in addition to activities during non-school hours or periods
when school is not in session. For the purpose of the waiver, expanded learning time is defined
as the time that an LEA or school extends its normal school day, week or year to provide
additional instruction or educational programs to students beyond state-mandated requirements
(ESEA  Flexibility, Frequently Asked Questions, Addendum #3, February 10, 2012,
http://www.ed.gov/esea/flexibility ).

In order to use 21%' CCLC funds is this manner, projects must clearly outline the planned
schedule and programming to be offered under this option, and still will be required to meet all
other 21%' CCLC requirements including the supplement, not supplant rule. The waiver option is

only available to projects funded after March 1, 2012.

Review Process/Grant Award Decisions

All complete application packages meeting the program requirements and received by the
Tennessee Department of Education on or before the due date will be forwarded to a technical
merit review committee. A package will be deemed incomplete if the signed Memorandum

of Partnership Agreement has not been included.

The committee will provide each application with a technical merit score based upon the review
criteria and rubric identified in the boxed areas of the application instructions. Technical merit
scores will serve as the foundation for grant award decisions. See the Resources section for a

copy of the scoring rubric.

Prior 21%' CCLC grant recipients who have completed a grant cycle may re-compete for funding;
however, previous performance as a 21 CCLC grantee will be taken into consideration in the

awarding of a new grant.

The Department reserves the right to not award all grants, to negotiate specific grant amounts,

and to select certain grantees regardless of points awarded if necessary to meet federal
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program requirements. The Department may consider the relative availability of afterschool
programming in an area when determining grant awards. All awards are subject to the

availability of federal funds. Grants are not final until the grant contract is executed.

Grant Awards

Competitive grant contracts are awarded in the range of $50,000 to $750,000 per year for three
years with an optional two years of additional funding if the project is achieving the desired
outcomes for the students being served. Each individual site may ask for $50,000 - $110,000;
however, a contract including multiple sites may not exceed $750,000. Matching funds are not

required.

PROGRAM ELEMENTS

Site Location/Transportation/Safe Passage

21° CCLC sites must be established in elementary or secondary schools or in any other location
that is at least as available and accessible to students as the school they attend. Providing safe
transportation to the 21 CCLC location and home is a federal requirement. All programs/sites
must establish a plan for the safe transportation of participants and explain that procedure in the
proposal, such as van/bus transportation, parent pick-up or walking. All programs will be
expected to provide services in a manner consistent with state child care guidelines
(http://tennessee.qgov/sos/rules/0520/0520-12/0520-12-01.20100830.pdf).

Nutritional Programs & Physical Activity

Food is often one of the most costly, necessary, and forgotten expenses of an afterschool,
before-school or summer program. Federal child nutrition programs provide an important
source of funding for snacks and meals. Consult with your school food nutrition program or visit
the Afterschool Snacks and Suppers section of the USDA Food & Nutrition Service website at
http://www.fns.usda.gov/cnd/afterschool  for more information or contact staff at the TN
Department of Human Services, 615-313-4750.

Physical activity needs to be balanced with good nutrition in order to create a healthy learning
environment. Over 16% of children and adolescents are now seriously overweight. Afterschool
programs can play an important role in promoting healthy lifestyles for youth. Agencies are
encouraged to include participation in physical activities as part of the program design. Visit the

following website: http://www.choosemyplate.gov/ for ideas; additional resources are identified

in the Appendices.
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Special Needs/Private School Students

Special needs students attending targeted schools are eligible to participate in 21°* CCLC
programs and agencies should plan accordingly; however, accommodating special needs
students should not cause undue hardship on program services to other participants.
Consultation with district special education staff is recommended as materials, staffing or
transportation assistance might be possible dependent upon a student’s individualized

education plan.

Private school students who are part of the same target population as students receiving 21%
CCLC services are also eligible to receive services. Agencies should communicate with private

schools prior to proposal submission and throughout the life of the grant.

Adult Services/Parent Involvement

Local programs are strongly encouraged to offer parental involvement activities to support the
advancement of students’ academic achievement and social development. Local programs
may also provide educational services, family literacy activities or job training classes to adult

family members of students participating in the center.

The Department of Education requires a minimum of 1 parent activity per quarter be offered.

Staff Development

Experience indicates that high-quality staff development is an essential element in an effective
21% CCLC program. Agencies must describe the plan for insuring that staff has access to high-
quality training and professional development. In addition to activities that may be provided
locally, each application should include plans to send a representative to required state

trainings/meetings each year of the project.

For agencies funded after March 1, 2012, services are required to be provided for an average of
15hrs. per week; therefore, applicants must meet childcare guidelines. Applicants should refer
to Chapter 0520-12-1 of the Child Care Rules (http:/tennessee.gov/sos/rules/0520/0520-12/0520-12-

01.20100830.pdf) for specific requirements related to staffing and professional development.

It is expected that all agencies are adhering to the Child Care Rules as appropriate and

necessary including employee background checks and screenings.
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Collaboration & Partnerships

Establishing partnerships with other agencies/organizations will be a very important aspect of
this program. Community-based organizations should form partnerships with the schools of
students being served. Partnerships with existing extended contract services, Title |, special
education, LEAPs, or other school-based child care programs could help provide the required
academic components of the 21 CCLC program. Also, schools should seek out community
partners such as parks/recreation centers, youth organizations, museums, civic or volunteer

groups to assist with non-academic requirements.

Program Performance & Compliance

Principles of Effectiveness
21 CCLC programs must be operated in a manner that is in compliance with the Principles of
Effectiveness — Section 4204(b)(2)(E) developed by the U.S. Department of Education. These
principles include the expectation that these programs:
(A) be based upon an assessment of objective data regarding the need for before and
after school programs (including during summer recess periods) and activities in the
schools and communities;
(B) be based upon an established set of performance measures aimed at ensuring the
availability of high quality academic enrichment opportunities; and
(C) if appropriate, be based upon scientifically based research that provides evidence
that the program or activity will help students meet the State and local student academic

achievement standards.

Evaluation/Performance Measures

It is essential that agencies have the capacity to access and collect appropriate progress report

and evaluation data. All funded 21%' CCLC sites will be expected to participate in a rigorous

evaluation process that will include the collection of attendance, academic achievement and
disciplinary information for the students served. In addition, all sites will be expected to submit
the Annual Progress Report for 21% Century Community Learning Centers developed by the
U.S. Department of Education. A summary of this reporting process can be found at

http://www.ed.gov/programs/21stcclc/performance.html .

Performance Measures
The following performance measures have been established for the 21% Century Community
Learning Centers Program. Individual program sites will be evaluated based upon these

measures.
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Achievement: Students regularly participating in the program will show continuous
improvement in achievement through measures such as test scores, grades and/or teacher
reports.

Behavior: Students participating in the program will show improvement on measures
such as school attendance, classroom performance and decreased disciplinary actions or other
adverse behaviors.

Attendance: Implementation of strategies associated through research and best practice
with the ability to increase the range, availability, quantity and quality of services available to

students.

Continuous Improvement Plan/Program Evaluation

Grantees are required to report evaluation results based on program goals/objectives/outcomes.
Agencies are expected to describe the method/tools of evaluation, a summary of analysis of the
data collected, how the information will be disseminated to key stakeholders and how they will
use the information to improve the programming offered to students. Grantees may use grant
funds to pay an evaluator for services or utilize the expertise of a partner organization to assist

with program evaluation.

As a part of the evaluation process, local CCLC staff will enter program information in the state-
sponsored data collection system as well as participate in the 21% CCLC Program
Implementation Study being conducted by the University of Tennessee, College of Social Work,
Office of Research and Public Service (UT SWORPS).

In order to track student enrollment, academic and discipline information via the Student
Information System package (SIS), grant staff should work with assigned school/district staff to
“flag” program participants in the SIS package for 21°' CCLC under student classification. See

Resources section for instructions.

Reporting/ Program Monitoring

Mid-year and year-end reports will be submitted that include program updates and explains how
evaluation data is being used to make program improvements. TDOE staff will receive monthly
attendance updates via the data collection system. In addition, TDOE monitors grantees on an
annual basis regarding program compliance. Grantees receive an annual, on-site fiscal and

program monitoring visit from Center for Extended Learning staff.




The process will include site visits and observations by Department of Education staff, as well
as interviews with program personnel. Program staff may be asked for written documentation
supporting the various indicators. The instrument will be scored and the rater will provide an
explanation for the scores in the rater's comments area of each category. Program staff may

ask questions and ask for clarification or feedback regarding improvements needed.

A copy of the completed monitoring instrument will be signed and left with the program director
or designee. The agency may file a written appeal to the Department of Education concerning
the scoring decisions within 10 working days from the date of the evaluation. The written appeal
should be sent to the Extended Learning Programs office. The appeal packet should contain
materials which support the appeal. Extended Learning Program staff will review the materials
and will notify the appellant of the decision concerning granting any scoring changes within 5

working days of receipt of the appeal.

Iltems needing to be addressed will be specified in the “Comments/Findings/Recommendations”

section of the monitoring document and explained at the end of the visit.

In the event of corrective action, grant agencies will be required to submit written documentation
within 15 business days — which may include revised program materials — of steps taken to
address any findings identified during the monitoring visit or to request technical assistance.
Department staff will review the submitted information and send a follow-up report that includes
additional recommendations and/or corrective action steps to be taken. Depending on the
nature of the finding, a follow-up site visit may be required and would be scheduled within 90
days of the original visit. Agencies failing to rectify insufficient ratings could face withholding of

funds, repayment of funds and/or termination of the grant contract.

Grant Extension

To extend the project past the original 3-year grant cycle, agencies must submit the 3-Year
Justification Report outlining the accomplishments/success of the participants and program.
Department staff will review the approved project application and agency response to the
Justification Report questions, as well as previous APR data, SWORPS participation data and
monitoring visit reports to determine projects to be continued and the level of funding to offer.
Projects not making significant progress towards the goals approved may not be refunded or

may not be funded at the level requested.




Information should cover the project from the initial award date through May 15 — the 3 years of
the grant cycle. Items in the report document relate to specific components of the scoring rubric
used to rate and fund the current project — statement of need, project design, management &

collaboration, and budget. See Resources section for a sample of the report.

FISCAL INFORMATION

Budget Considerations

21° CCLC grants are administered as reimbursement grant contracts; i.e., the grantee delivers
services and is reimbursed for actual approved expenditures. Agencies should possess the
fiscal capacity to manage the cash flow challenges presented by this type of grant process.
Grantees are encouraged to maintain 2-3 months operating capital to provide programming
between payment requests. Carry-over funds are not allowed; unused funds will be

redistributed.

Reimbursements for capital purchases may be authorized, except for vehicle, land or building
acquisition. However, rent or vehicle lease are allowable expenditures if necessary. Funds
received under this program may only be used to supplement and not supplant federal, state
and local funds that would otherwise be available and used for program expenditures. Grant

funds may not be used to support religious activities, programming or purchases.

Fees are permissible; however, applicants must establish a sliding fee scale that takes into
account the relative poverty of students and families targeted for services. Applicants that
choose to establish a fee structure must provide a narrative that explains the fee structure as
well as how the fees will be administered and managed. Per federal program guidance, fees

may only be used to fund activities specified in the grant application.

Please refer to the following documents in the Resources section:
ACCOUNTABILITY FOR EQUIPMENT/SENSITIVE ITEMS

FISCAL AND ADMINISTRATIVE TIPS

TN CASH MANAGEMENT POLICY

21ST CENTURY AND LEAP FISCAL INSTRUMENT

DEPARTMENT OF FINANCE AND ADMINISTRATION-POLICY 03

SUMMARY OF FEDERAL/STATE ADMINISTRATIVE AND FISCAL REGULATIONS
TDOE POLICY ON INDIRECT COST FOR SUBRECIPIENT GRANTS
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Reimbursement Requests
Effective fall 2012, TDOE requests a minimum of quarterly reimbursement invoice submissions
but will accept them no more than monthly. All payment requests should be submitted

electronically to Jo Ann Summers at jo.ann.summers@tn.gov. As the fiscal review officer

(FRO), she will review the information and documentation for approval.

Payment requests should include the Request for Reimbursement Invoice form (CBO invoice
forms are emailed to local project director with agency specific contract/code numbers) with required
signature and a copy of the accounting ledger for the time period covered by the invoice.
Please see examples in the Resources section. Should there be questions or problems, the
FRO will notify the local project director. Receipts, invoices and billing statements should be
kept on file and available for state review as needed or requested. Please do not submit
information with personal identifiers as documentation (i.e. employee timesheets with social

security numbers, hotel receipts with credit card account number).

Each payment request is recorded in an invoice log and on an accounting worksheet. At the
end of each quarter, the FRO will take an inventory of submitted requests. A notification will be

sent to the local project director if a payment request has not been submitted for the quarter.

Final payment requests should be submitted within 45 days of the close of the contract budget
period. For contract budgets ending on June 30, final payment requests should be submitted by
August 15.

Budget Amendments

All funded agencies use the same amendment form. Budget changes of 15% or more of a line-
item require a formal amendment request be submitted. The completed form with required
signature should be submitted electronically to the FRO for review and approval. Should there

be questions or problems, the FRO will notify the local project director.

A completed amendment form should include the approved line-item budget, the amount of
increase, the amount of decrease, the amended line-item budget totals and a justification for the
adjustments. Once approved, a copy will be sent to the local project director and a copy

retained by TDOE. See form in the Resources section.

11
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Final budget amendments for a project year must be submitted on or before close of business
June 15 to ensure that the amendment is approved before the close of the contract budget

period.

Inventory/Records Management

Equipment and sensitive items must be approved by TDOE prior to purchase. These funds are
not meant to be used as a technology grant; therefore, typically, approval is granted for no more

than 8-10 items in a group (i.e. e-readers, iPods, computers).

Agencies must obtain a minimum of 3 bids/quotes for the items being requested. The quote
along with a justification of why the item(s) are needed and how they will be used should be
sent to the Extended Learning Director for review/approval. Justification must demonstrate that
the requested items are necessary for successful implementation of program activities and

affect student success.

Iltems must be added to the inventory list and labeled appropriately. Damaged/lost/stolen items

must be accounted for on the inventory list. See sample form in the Resources section.

At the close of a successful grant cycle, agencies may retain the equipment as their property

provided it will continue to be used in a manner consistent with the program guidelines.

Program documents, files and financial records must be maintained for a minimum of 3 years

after the close of the grant project.

Please refer to the following documents in the Resources section:
RECORDS MGT BASICS 03-23-12

ACCOUNTABILITY FOR EQUIPMENT/SENSITIVE ITEMS
EDGAR EQUIPMENT & RECORDS RETENTION

Grant Close-out Process

At the conclusion of a grant cycle, agencies are required to submit final reimbursement invoice,
final project report, complete all program data entry into the data collection system and
complete the APR/PPICS reporting as required by US DOE. Failure to complete these tasks

could result in the withholding of final payments and/or repayment of grant funds.
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Funding for this program is provided by the US Department of Education under Title IV, B of the Elementary & Secondary
Education Act (Formerly No Child Left Behind Act of 2001).



|App|icant:

Reviewer:

Absolute
Priority: [Absolute priority is given to applications that propose to serve students who primarily attend schools
eligible for school-wide programs under section 1114 of the ESEA (NCLB Act) or schools that serve a high
Yes ¥ |percentage of students from low-income families, and the families of participating students.

No [ [Memorandum of Partnership Agreement with required signatures has been included.

NOTE: Federal guidelines require that ONLY applicants who meet the absolute priority are eligible for funding.

TOTALS
I. Statement of Need:

Il. Project Design/Management/Improvement
lll. Collaboration/Partnerships
IV. Budget

PROPOSAL SCORE

Bonus Area (State Use)

Competitive Priority
Competitive priority is given to applications that both propose to serve students who attend

Yes: [ schools identified for improvement (pursuant to Sect. 1116 of Title |, and that are
submitted jointly between at least one LEA receiving funds under Title |, Part A and at least
No: [ one public or private community organization.

> To receive Bonus Points, the proposal and the collaboration form should clearly describe the partnership between a community-
based agency and a school/district as evidenced by:

- Collaboration in the planning/design of the programming;

- Each partner has a significant role in the delivery of programming; and,

- Each partner plays a role in the management of the program.




I. STATEMENT OF NEED (15pts)

Excellent Good Fair Poor Missing |Review Criteria:

A detailed description of the community has been
| 3.00 [ 2.25 ([ ] 1.50 (" | 0.75 | | 0.00 |provided and all information reflects the most current data
available.

Concerns or gaps in existing services have been
identified and addressed particularly as they relate to

- 3.00 |l 2.25 [T | 150 [T [ 0.75 [ | 0.00 |subgroups within the target population. If a multi-site
application, data has been disaggregated to reflect needs
of individual communities.

3.00 225 150 0.75 0.00 Ol_)Je_c_tlve data has _been effectively utilized to establish
[ B priorities for the project.

The process for selecting the participating

r 6.00 |~ | 450 | | 3.00 [ 1.50 [ 0.00 school(s)/student(s) has been described.

COMMENTS:
Strengths:

Weaknesses:




Il. Project Design, Management & Continuous Improvement (55 pts)

Excellent

Good

Fair

Poor

Missing

Review Criteria:

— | 4.00

— | 3.00

r

2.00

— | 1.00

— | 0.00

Goals, objectives and outcomes are clearly identified and
measureable.

[~ | 8.00

[ | 6.00

4.00

~ | 2.00

[ | 0.00

Activities, strategies and implementation plan have been
clearly detailed, are appropriate and address academic
and developmental needs, and are based on up-to-date
research and effective practices. If a multi-site
application, activities/strategies have been disaggregated
to reflect needs of individual communities.

- 2.00

— | 1.50

1.00

— | 0.50

— | 0.00

A timeline for program implementation has been
provided.

- 4.00

— | 3.00

2.00

— | 1.00

— | 0.00

Location and transportation needs have been addressed.

"1 400

"1 3.00

2.00

1.00

"1 0.00

Plan includes qualified staff and volunteers, and the
professional development plan is of sufficient
intensity/duration.

— |12.00

— | 9.00

6.00

— | 3.00

— | 0.00

The agency has demonstrated evidence of successful
experience providing services to youth.

" | 6.00

T | 450

3.00

1.50

"1 0.00

The agency has the financial and administrative capacity
of successfully manage a grant-funded situation.

— | 3.00

— | 2.25

1.50

~ | 075

— | 0.00

Activities for adult family members have been included.

— | 4.00

[ ] 3.00

2.00

[~ | 1.00

[~ | 0.00

The improvement and plan includes measures/outcomes
related to the 21st CCLC Performance Indicators as
tailored to reflect the needs of individual communities.

[~ | 4.00

[ | 3.00

2.00

— | 1.00

[~ | 0.00

The evaluation information will be able to show the impact
the project has had on student academic performance as
well as student behavior.

YES
[ ] 200

YES
[ ] 200

COMMENTS:
Strengths:

NO
[ | 0.00

NO
[ | 0.00

The applicant agrees to participate in the Annual
Performance Reporting (APR) process, the state-
sponsored data collection system and state
implementation study, and has identified the person
responsible for facilitation and/or reporting this
information.

The proposed project is developed in a manner
consistent with the US DOE's Principles of Effectiveness.




lll. Collaboration & Partnerships (20pts)

Excellent Good Fair Poor Missing |Review Criteria:

Plan describes the partnerships to be formed, what
[ | 8.00 | 6.00 | | 4.00 [T 2.00 |I™ 0.00 [services will be provided and how all agency
members will work together.

The project enlists the support of diverse
communities (i.e.- community-based, faith-based,
local educational agencies and cultural
organizations.

[ 4.00 ([~ | 3.00 (I 2.00 (I 1.00 (I 0.00

The local educational agency (school/district) is a
key partner, if not the lead agency, in the project.
[ 4.00 | 3.00 [T | 2.00 |[" 1.00 | 0.00 [The proposal provides explanation of how
classroom teachers will work with 21st CCLC staff
to ensure appropriate student activities.

The project effectively links and builds upon
available local, state and federal resources,
including other ESEA (No Child Left Behind)
resources.

~ | 400 |l | 3.00 | 2.00 | 1.00 | 0.00

COMMENTS:
Strengths:

Weaknesses:




IV. Budget (10pts)

Excellent Good Fair Poor Missing [Review Criteria:
- 3.00 225 150 075 | 0.00 Cogts are reasonable in relation to the activities,
designed and number to be served.
N 2.00 1.50 1.00 0.50 (I 0.00 |A sustainability plan has been described.
- 2.00 150 1.00 0s0 | 0.00 Budget/project reflects effective use of existing
resources.
YES NO Reources have been identified for project
1.00 0.00 evaluation.
YES NO Resources have been identified for required
1.00 0.00 state meetings.
YES NO Resources have been budgeted or identified for
1.00 0.00 professional development activities.
COMMENTS:
Strengths:

Weaknesses:




RULES
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THE STATE BOARD OF EDUCATION
OFFICE OF THE COMMISSIONER

CHAPTER 0520-12-01
STANDARDS FOR INFANT/TODDLER, PRESCHOOL AND
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0520-12-01-.01 INTRODUCTION.

1)

)

Scope of Rules. These rules are applicable to: public, school-administered infant/toddler, pre-
kindergarten, and/or school-age care programs, programs administered by approved
Montessori schools and private church-related schools, as defined in T.C.A. § 49-50-801,
programs operated by private schools as defined by T.C.A. § 49-6-3001(c)(3)(A)(iii), Lottery
Education Afterschool Programs as mandated by the T.C.A. § 49-6-707, programs providing
early intervention services through Tennessee Early Intervention Services school-
administered head start, and even start, monitored by the Department of Education pursuant
to T.C.A. 8§ 49-1-302(1), providing child care services to children ages six (6) weeks through
minority.

Purpose of Child Care Certification of Approval. The primary purpose of school-administered
child care certification of approval is the protection of children. These minimum requirements
seek to maintain adequate health, safety, and supervision of children while in a group setting.
The secondary purpose of certification is to promote developmentally appropriate care.

Authority: T.C.A. §84-5-201 et seq., 49-1-201(c)(24), 49-1-302(l), 49-1-1101 through 49-1-1109, 49-2-
203(b)(11), 49-5-413 and 49-6-707. Administrative History: Original rule filed September 26, 1990;
effective December 29, 1990. Amendment filed April 30, 2002; effective July 14, 2002. Amendment
repealing and replacing rule filed March 15, 2010; effective August 29, 2010.

0520-12-01-.02 DEFINITIONS. For purposes of this chapter, the following definitions are applicable:

1)

(2)

()

Administrative Hearing. A hearing that is held under the Administrative Procedures Act
rather than a court of law. The purpose of the hearing is to allow an agency the opportunity
to challenge enforcement actions taken by the Department.

Adolescence. The period of physical and psychological development from the onset of
puberty to maturity.

Approval. A preschool, school-age care or child care program is in accordance with the
provisions of the law and the requirements (rules) of the State Board of Education. Approval
is not transferable from one location to another or from one agency to another. The approval
may be revoked at any time upon ninety (90) days notice to the agency; or if the health,
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(4)

()

(6)

)

8)

©)

(10)

11)

12)

13)

(14)

(15)

(16)

safety, or welfare of the children in care imperatively requires it, may be suspended
immediately.

Approved capacity. The designated maximum number of children permitted in a facility as
determined by the department based upon available space, age of children, adult:child ratios,
and group size. Capacity shall be designated on the certificate.

Auxiliary staff. Full and part-time employees of the program who provide non-caregiving
services.

Caregiver or Care Provider. The person, persons, entity or entities directly responsible for
providing for the supervision protection and basic needs of the child.

Certificate of Approval. A written form of approval issued by the Department of Education to
agencies/programs providing care to children. Issuance of a Certificate of Approval is not an
endorsement of child care methods or of the agency's operational philosophy. A Certificate
of Approval is not transferable from one location to another or from one school and /or
system to another.

Certified Childcare Professional (C.C.P.). An early childhood educational credential granted
by the National Child Care Association

Chemical restraint. A medication that is prescribed to restrict a student's freedom of
movement for the control of extreme violent physical behavior. Chemical restraints are
medications used in addition to, or in replacement of, a student's regular drug regimen to
control extreme violent physical behavior.

Child. A person under eighteen (18) years of age.

Child’'s Age. The age of child on September 30 of any given year except for infants/toddlers,
whose age is based on calendar year.

Child Development Associate (C.D.A.). An early childhood education credential granted by
the National Council for Professional Recognition

Child Care. The provision of supervision, protection, and at a minimum, the basic needs of a
child or children for more than three (3) hours a day, but less than twenty-four (24) hours a
day.

Child Care Advisory Council. A director of a local school system, a representative of a
private, church-related school organization as defined by T.C.A. § 49-50-801, a
representative from an institution of higher education, a parent of a child in a child care
program, a coordinator of child care programs, a representative of the Department of
Education, a representative of the Child Care Services of Department of Human Services
and four other members appointed by the State Board of Education to advise in the
establishment of child care standards and regulations and to act as a hearing tribunal for
appeals from actions of the State Department of Education regarding the certificate of
approval issued to child care programs.

Child Care Center. Any place or facility operated by any entity or person who provides child
care for thirteen (13) or more children.

Child care program. Any place or facility operated by any public or private school which
provides care for children in a before or after school-based program operated by a local
board of education pursuant to T.C.A. § 49-2-203(b)(11), a public school administered early
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(17)

(18)

19)

(20)
(21)

(22)

(23)

(24)

(29)

(26)

(27)

(28)

(29)

childhood education program, a church affiliated program operated pursuant to T.C.A. § 49-
50-801, or federally funded early childhood education program such as a Title | program, a
school-administered head start, or an even start program, state-approved Montessori school
programs, programs operated by a private school as defined by T.C.A. § 49-6-3001, a
LEAPS (Lottery Education Afterschool Program) as mandated by T.C.A. § 49-6-707 or an
early intervention services program funded through the Tennessee Early Intervention
Services.

Child Care System. The existence of two (2) or more facilities used for child care purposes
which facilities are under the ownership, administration, or control of any individual(s),
corporation, partnership, cooperative, or other public or private entity of any kind.

Commissioner. The executive head of the Department of Education, appointed by the
Governor.

Conventional Care. Child care services provided between the hours of 6:00 a.m. and 6:00
p.m., Monday through Friday.

Day Care. Synonymous with definition of child care, above.
Department (SDE). The Tennessee Department of Education and its representatives.

Developmentally Appropriate. Practices which use the knowledge of child development to
identify the range of appropriate behaviors, activities, and materials for specific age groups.
This knowledge is used in conjunction with an understanding about children’s growth
patterns, strengths, interests, and experiences to design the most appropriate learning
environment. A developmentally appropriate curriculum provides for all areas of a child’s
development, physical, emotional, social, and cognitive, through an integrated approach. For
children birth to five years of age the Tennessee Early Learning Development Standards is
adopted by the State Board of Education for guidance in appropriate learning expectations.

Director. The person with overall responsibility for the child care program.

Emergency situation. A child's behavior places the child or others at risk of violence or injury
if no intervention occurs.

Extended isolation. Isolation which lasts longer than one (1) minute per year of the child's
age.

Extended restraint. Physical holding restraint lasting longer than five (5) minutes.

Field Trip. A trip that is not part of the regular curriculum which is off the general premises
and beyond reasonable walking distance.

Group. A specific number of children comprising an age range, assigned to specific staff in
an assigned space, which is divided from the space of other groups by a recognizable
barrier.

Group Child Care. Any place or facility operated by any person or entity that provides child
care for three (3) or more hours per day for at least eight (8) children who are not related to
the primary caregiver; provided, however, that the maximum number of children present in a
group child care, including those related to the primary caregiver, shall not exceed twelve
(12) children, with the exception that, if the group child care is operated in the occupied
residence of the primary caregiver, children related to the primary caregiver nine(9) years of
age or older will not be counted in determining the maximum number of children permitted to
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(30)

(31)

(32)

(33)

(34)

(39)

(36)

(37)

(39)

(39)

(40)

(41)

be present in a group child care, if those children are provided a separate space from that
occupied by the group child care; and provided, further, that up to three (3) additional school-
age children, related or unrelated to the primary caregiver, may be received for child care
before and after school, on school holidays, on school snow days and during summer
vacation. The Department may permit children in the separate space to interact with the
children in the group child care in such manner as it may determine appropriate.

Home School. The provision of full-time educational services, as recognized by the
Department of Education, to a child by the child’s parent in the child’s primary residence.

Infant. A child who is six (6) weeks through fifteen (15) months of age.

Isolation room. A space designed to isolate a child that is unlocked, cannot be locked from
the inside, without structural barriers to exit, free of any condition that could be a danger to
the child, well ventilated, sufficiently lighted, and where school personnel are in direct visual
contact with the child at all times. Such spaces must comply with all applicable state and
local fire codes.

Kindergarten. For approval purposes, the definition of a child care center excludes
kindergarten programs for five-year-old children operated on essentially the same time
schedule as public school kindergartens. A kindergarten may be part of a public or private
school system or may be operated independently. If the agency serves children under five
years of age or exceeds the time schedule normally observed by public kindergartens, it shall
be subject to the approval process for compliance with child care rules.

Law. Statutory or regulatory provisions affecting the operation of a child welfare agency
including, but not limited to, the law as contained in T.C.A. § 49-1-302(l) and T.C.A. 88 49-1-
1101 through 49-1-1109, Chapter 0520-12-01, and these rules.

Meal. Meat or meat substitute, vegetable and/or fruit, bread or bread product, and fluid milk.

Mechanical restraint. The application of a mechanical device, material, or equipment
attached or adjacent to the student's body, including ambulatory restraints, which the student
cannot easily remove and that restrict freedom of movement or normal access to the
student's body. Mechanical restraint does not include the use of restraints for medical
immobilization, adaptive support, or medical protection.

Non-school, community-based organization program. An infant/toddler, preschool or school-
age before and after school program operated through contract with the Department of
Education and under the certificating authority of the Department of Education.

Noxious substance. A substance released in proximity to the child's face or sensitive area of
the body for the purpose of limiting a child's freedom of movement or action, including but not
limited to Mace and other defense sprays.

Off-site Activity. Any activity which occurs away from the general premises of the child care
program'’s facility and beyond reasonable walking distance.

Owner. The individual(s), corporation, partnership, cooperative, or other private or public
entity of any kind, or any combination thereof, who or which, through their authorized
representative(s), assumes or is legally required to assume, ultimate responsibility for the
control of a child care program.

Parent. A biological, legal, or adoptive parent, guardian, or legal or physical custodian who
has primary responsibility for a child.
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(42)

(43)

(44)

(45)

(46)

(47)

(48)

(49)

(50)

Physical holding restraint. The use of body contact by school personnel with a student to
restrict freedom of movement or normal access to the student's body.

(8 The term *“safe-hold” includes any technique through which an adult attempts to
immobilize a violent child by wrapping their limbs around the child. The term does not
include holds administered for the sole purpose of providing comfort or security to a
distressed child.

(b)  The term “serious self-inflicted injury” includes, but is not limited to, violent outbursts in
which a child throws himself/herself against a wall, is hitting or cutting himself/herself,
etc.

Pre-kindergarten. A developmental learning program that addresses the cognitive, physical,
emotional, social and communication areas of child development for children, three (3)
and/or four (4) years of age taught by a licensed teacher certified in early childhood
education.

Preschool Child. A child who is six (6) weeks through five (5) years of age and not in
kindergarten, including children who are more specifically defined under this subchapter as
an “infant” or a “toddler”.

Program. A public or private school-administered infant/toddler, pre-kindergarten/preschool
and/or school-age care program; infant/toddler, pre-kindergarten/preschool and/or school-
age care program administered by private, church-related schools as defined in T.C.A. § 49-
50-801, a federally funded early childhood program such as Title |, a school-administered
head start or even start program, state-approved Montessori school program, a LEAPS grant
funded program as defined in T.C.A. § 49-6-707, or an early intervention services program
funded through the Tennessee Early Intervention Services.

Related. Any children of the following relationships by marriage, blood, or adoption; children,
step-children, grandchildren, siblings, step-siblings, nieces, and nephews of the primary
caregiver. The term "related" includes any “grand” or “great” relationship (e.g. great niece,
great grandchild, etc.) within the relationships indicated.

School-age Child. A child who is five (5) years of age and enrolled in kindergarten through
seventeen (17) years of age. A five (5) year-old may be classified as a school age child in
the summer immediately preceding the child’s fall entry into kindergarten.

Snack. A fluid drink and two (2) of the following components, provided, however, that a fluid
drink shall not be required if a fluid drink is chosen as one of these components:

(&) Vegetables or fruits

(b) Bread or Bread Alternative

(c) Meat or meat alternates, or

(d)  Fluid Milk

Staff. Full and part-time caregivers, employees, or unpaid volunteers of the program

Substitute. Paid or unpaid persons who are replacements for regular staff.
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(51) Supervision. For the purposes of this Chapter, when children are not within the direct sight
and sound of an adult, the term “supervision” means the following requirements:

(&) Children six (6) weeks of age through age two (2) years of age: the adult must be able
to hear the child at all times, must be able to see the child with a quick glance, and
must be able to physically respond immediately.

(b)  Children three (3) years of age to five (5) years of age shall be safely protected by an
adult in close proximity and not distracted by other tasks.

(c) Children six (6) weeks of age to five (5) years of age during mealtime: An adult must be
in the direct sight and sound of child/children while the child/children are eating.

(d) Children, who are in kindergarten five (5) years of age through nine (9) years of age,
shall be protected by an adult who adjusts restrictions appropriately for different age
groups and abilities.

(e) Children ten (10) years of age through thirteen (13) years of age: The adult shall know
the whereabouts and activities of the children at all times and must be able to
physically respond immediately.

® Children fourteen (14) years of age to eighteen (18) years of age: The adults shall
know the whereabouts and activities of the children, provide age appropriate guidance,
and must be able to physically respond immediately.

() Mixed Age Groups. When children ages ten (10) years or above are grouped with
children under ten (10) years of age, the minimum supervision requirements must be in
accordance with the supervision required for the age group of the youngest child in the

group.

(h)  Helper devices such as mirrors, electronic sound monitors, etc. may be used as
appropriate to meet these requirements.

(52) Temporary Approval. A permit issued by the Department to a new child care program
allowing and authorizing the program to begin child care operations while the program
attempts to attain full compliance with all applicable regulations. The temporary approval is
valid, unless suspended, for one hundred twenty (120) days or until the Department grants or
denies the application for annual certificate of approval.

(53) Toddler. A child who is twelve (12) months through thirty (30) months of age.

(54) Volunteer. A person who provides services for a child care center without payment and who
is used to supplement the regular staff or substitutes. The volunteer shall not be used to
meet classroom adult:child ratios. The names, addresses, telephone numbers and dates of
service for all volunteers shall be recorded in the staff personnel records of the program.

(55) Youth. A person who is ten (10) years of age through seventeen (17) years of age.

Authority: T.C.A. §884-5-201 et seq., 49-1-201(c)(24), 49-2-203(b)(11), 49-2-203(b)(11)(B), 49-1-302(l),
49-1-1102, 49-6-101 and 49-6-707. Administrative History: Original rule filed September 26, 1990;
effective December 29, 1990. Amendment filed April 30, 2002; effective July 14, 2002. Amendment
repealing and replacing rule filed March 15, 2010; effective August 29, 2010. Emergency rule filed
August 30, 2010; effective through February 26, 2011.
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0520-12-01-.03 BASIS FOR CERTIFICATION OF APPROVAL.

(1) Annual Certification of Approval: Tennessee law requires that all child care programs, as
defined in T.C.A. §8 49-1-302(l) and 49-6-707, shall be reviewed annually by the Department
of Education.

(2) The inspection/approval process is based on rules developed and published in accordance
with T.C.A. 8§ 49-1-302(1)(1)(B) and based upon the following criteria:

(@) The safety, welfare and best interests of the children in the care of the program;

(b)  The capability, training and character of the persons providing or supervising the care
to the children and the use of such judgment by a caregiver in the performance of any
of the caregiver’s duties as would be reasonably necessary to prevent injury, harm or
the threat of harm to any child in care;

(c) The quality of the methods of care and instruction provided for the children;
(d) The suitability of the facilities provided for the care of the children; and

(e) The adequacy of the methods of administration and the management of the program,
the program’s personnel policies, and the financing of the program.

(3) The program must be maintained in compliance with the certification criteria listed in
paragraph (2) above and any other certification criteria throughout the year.

(4) Falsification of Records/Information. Includes but is not limited to falsified or forged records,
documents, and/or concealment of services or children from monitoring by the Department.
Falsification of any information required for Certification of Approval shall be grounds for
suspension, denial, or revocation of the Certificate of Approval.

(5) Specifications of the Certificate of Approval

(&) All programs shall be operated within approved capacity, the hours of operation,
specific age ranges, services offered, and at the address designated on the certificate;
and

(b)  All programs shall operate within the restrictions stated on the certificate.

Authority: T.C.A. 884-5-201 et seq., 49-1-201(c)(24), 49-1-302 et seq., 49-1-1101 through 49-1-1109,
49-2-203(b)(11) and 49-6-707. Administrative History: Original rule filed September 26, 1990;
effective December 29, 1990. Amendment filed April 30, 2002; effective July 14, 2002. Amendment
repealing and replacing rule filed March 15, 2010; effective August 29, 2010.

0520-12-01-.04 PROCEDURES FOR OBTAINING A CERTIFICATE OF APPROVAL.

(1) The Department of Education offers consultation and instruction sessions to before and after
school child care, as described in T.C.A. 8 49-2-203(b)(11), school-administered early
childhood education programs, pre-kindergarten programs, school-administered Head Start
and Even Start programs, approved Montessori programs, infant/toddler, preschool or school
age programs administered by private schools, private, church related schools, as defined in
T.C.A. 8§ 49-50-801, Lottery Education Afterschool Programs (LEAPS), and Tennessee Early
Intervention System programs. A child care program evaluator is available to serve schools
in each major region of the state, east, middle and west.
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(2) The department will offer instruction in the certification process to schools announcing
interest in developing infant/toddler, pre-kindergarten and/or school-age child care programs.

(3) When a public or private school is planning to offer an infant/toddler, pre-kindergarten, and/or
school-age care program, the Office of School-based Support Services of the Department of
Education or a child care program evaluator assigned to the regional Department of
Education Field Service Center must be contacted to start the certification process.

(4) Upon satisfaction of the following minimum requirements, a temporary approval may be
issued if:

(a) Verification director's qualifications meet the requirements. See Rule 0520-12-01-
07(4)(a);

(b)  Verification of three (3) satisfactory references for the director;

(c) Verification that physical facilities have received fire safety and environmental
approval,

(d) Verification that the on-site director/coordinator has successfully completed a criminal
history background check and has a negative criminal history as required by T.C.A §
49-5-413;

(e) Verification by the Department, after appropriate on-site inspection, the site is suitable
for child care activities and does not endanger the welfare or safety of children.

(5) Denial or Restriction of Temporary Certificate of Approval.

(&) The temporary certificate of approval shall remain in effect, unless suspended, for a
period of one hundred twenty (120) days, or until such time as the Department grants
or denies the annual certificate of approval, whichever is later.

(b) During the temporary certificate of approval period, the program must attain and
maintain compliance with all applicable regulations. The failure to obtain and maintain
compliance during this period may result in the denial of the certificate of approval.

(6) Evaluation Process for Annual Certificate of Approval.

(&) The temporary certificate of approval is issued to authorize the program to begin
infant/toddler, pre-kindergarten or preschool and/or school-age care operations while
the program attempts to attain full compliance with all other applicable regulations.

(b) The Department shall perform a minimum of two (2) visits to the program during the
temporary certificate of approval period, at least one (1) of which shall be
unannounced.

(c) The Department shall perform at least one (1) observation of the caregivers’ interaction
with children during the temporary certificate of approval period.

(d) During the temporary certificate of approval period, the program must provide
verification, including any required supporting documentation as directed by the
Department, of compliance with all applicable regulations and further, that the applicant
otherwise meets, or has continued to meet, all the requirements set forth in paragraph
(4) above.
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()

(f)

(9)

(h)

During the temporary certificate of approval period, the Department shall determine
whether an annual or restricted certificate of approval shall be issued to the program.

If the Department determines that any of the requirements set forth in this Chapter has
not been, or cannot be, satisfactorily met then it may deny the issuance of a certificate
of approval.

If the Department determines that the conditions of the program’s facility, the methods
of care or other circumstances warrant, it may issue a restricted temporary license that
permits operation of the program, but limits the program’s authority in one (1) or more
areas of operation.

Issuance of a Certificate of Approval. The Department shall issue a Certificate of
Approval if the Department determines that the program:

1. Has fully complied with all laws and regulations governing the specific program;
and

2. Has demonstrated a reasonable probability that the program can maintain
compliance with all regulations during the certification of approval period.

3. Upon issuance of the annual Certificate of Approval, the program must maintain
compliance with all applicable regulations and restrictions on the Certificate of
Approval, if any, throughout the certification period.

(7) Renewal And Re-Evaluation.

(@)

(b)

(©)

(d)

(e)

Programs currently certified as approved by the Department must submit an updated
annual report prior to the expiration of the existing Certificate of Approval.

Certified program must demonstrate compliance with requirements set forth in
paragraphs (4) and (6).

Upon demonstration of compliance with all laws and regulations governing the program
and if the program has demonstrated a reasonable probability that the program can
maintain compliance with all laws and regulations during the Certification period, the
Department shall issue a new annual Certificate of Approval.

If the Department determines that any of the requirements set forth in Chapter 0520-
12-01 has not been, or cannot be, satisfactorily met, then it may deny the issuance of
the new annual Certificate of Approval.

If the Department determines that the conditions of the applicant’s facility, its methods
of care or other circumstances warrant, it may issue a restricted annual Certificate of
Approval that permits operation of a program, but limits the program’s authority in one
(1) or more areas of operation.

(8) Throughout the temporary certification period and during the annual re-evaluation period,
immediate access to all areas of the child care facility shall be granted to all Department
representatives and other inspection authorities (i.e., fire safety, sanitation, health,
Department of Children’s Service, etc.) during operating hours.

(9) If the Department determines, as a result of its inspections or investigations or those of other
local, state or federal agencies or officials, or through any other means, that a plan is
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necessary to insure the safety of the children in the care of the program the Department may
require the program to implement such a safety plan.

Authority: T.C.A. 884-5-201 et seq., 49-1-201(c)(24), 49-1-302(l), 49-1-1101 et seq. through 49-1-1109,
49-2-203(b)(11), and 49-5-413. Administrative History: Original rule filed September 26, 1990;
effective December 29, 1990. Amendment filed April 30, 2002; effective July 14, 2002. Amendment
repealing and replacing rule filed March 15, 2010; effective August 29, 2010.
0520-12-01-.05 OWNERSHIP, ORGANIZATION, AND ADMINISTRATION.
(1) Statement of Purpose and Need.
(@ An applicant for approval to operate a school-administered infant/toddler, pre-
kindergarten/preschool, school-age care, TEIS early intervention, or school-
administered or community organization administered LEAPS program shall submit a
written statement to the Department of Education governing the following areas:

1. A description of the services to be offered to children and parents and reasons
these services are needed at the proposed location;

2. Ages of children to be served;
3. Hours of operation;
4. A Description of meal provision or preparation;
5. Admission requirements and enrollment procedures; and
6. Provision for emergency medical care.
(b) If, after being approved, a child care provider wishes to change the scope or type of
service offered to children and families, an amended statement shall be filed with the
Department for approval prior to implementation.

(2) Organizational Structure.

(&) The organization of every program shall be such that legal and administrative
responsibility is clearly defined and available upon request.

(b)  Every program shall have an on-site director.

(c) Following the issuance of an initial approval, program may operate without an on-site
director for a period of no more than sixty (60) days total within the annual approval
year. A qualified person, as determined by the Department, shall be in charge in the
interim.

(3) Finances.

(@) In order to ensure the appropriate continuity of care for children the program
management must provide a reasonable plan with a proposed budget for the financial
support of the program. The proposal must demonstrate a reasonable plan for the
financial support of the program which would assure adequate staffing, equipment and
safe operation. Adequate financing of the center’'s operation shall be maintained
throughout the year.
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(4)

(5)

(b)

()

Proposed budgets and other relevant financial records shall be available to the
Department of Education upon request.

If any program is the subject of any bankruptcy or receivership petition or order, or any
other action that may affect the financial status or operational status of the program,
including but not limited to foreclosure notices, liens, etc. or, if any program is the
subject of any local, state or federal regulatory action, such as but not limited to, the
fire safety, health, environmental zoning or local, state or federal grant compliance
status or tax enforcement proceedings, the program’s management shall immediately
notify the Department and shall provide current documentation of the status of the
program, including copies of necessary administrative and/or court legal documents
applicable to that status.

Insurance.

(@)

(b)

()

General liability, automobile liability and medical payment insurance coverage shall be
maintained on the operations of the program’s facilities and on the vehicles owned,
operated or leased by the program and as follows:

1. General liability coverage on the operations of the program’s facilities shall be
maintained in a minimum amount of five hundred thousand dollars ($500,000)
per occurrence and five hundred thousand dollars ($500,000) general aggregate
coverage.

2. Medical payment coverage shall be maintained in the minimum amount of five
thousand dollars ($5,000) for injuries to children resulting from the operation of
the program.

3. Automobile coverage for programs that transport children:

(i)  Automobile liability coverage shall be maintained in a minimum amount of
five hundred thousand dollars ($500,000) combined single limit of liability.

(i)  Medical payment coverage shall be maintained in the minimum amount of
five thousand dollars ($5,000) for injuries to children being transported in
vehicles owned, operated or leased by the program.

The requirements of this paragraph shall not apply to a program that is under the direct
management of a self-insured administrative department of the state, a county or a
municipality or any combination of those three (3) or that has, or whose parent entity
has a self-insurance program that provides, as determined by the Department, the
coverage and the liability limits required by these rules.

Documentation that the necessary insurance is in effect, or that the administrative
department or other entity is self-insured, shall be maintained in the records of the
program and shall be available for review by the Department.

Enrollment Restrictions.

(@)
(b)

Enrollment of children under six (6) weeks of age is prohibited.

Children shall not be in care for more than twelve (12) hours in a twenty-four (24) hour
period except in special circumstances (e.g., acute illness of or injury to parents,
severe weather conditions, natural disaster, and unusual work hours). In such cases
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(©

(d)

()

(f)

every effort shall be made to minimize the amount of time spent in the program by
exploring and documenting alternatives (i.e., part time care, care with a relative, etc.)

Individualized plans for the care of a child in excess of twelve (12) hours due to special
circumstances shall be signed by the parent and the director/administrator and must be
approved by the Department. Plans shall be updated annually.

The program shall not admit a child into care until the parent has supplied the program
with a completed application, immunizations record (for children over two (2) months of
age), and a health history.

All children physically present in the program’s facility or the program’s assigned area
within the facility shall be counted in the adult:child ratio and group size, and shall have
all required records on file before care is provided.

The program shall maintain documentation that the parent was offered an on-site visit
of the program to review the facility and the parent had an opportunity to review the
program’s policies and procedures prior to the child being enrolled into the program.

(6) Requirements for Communication with Parents.

@)

(b)

(©
(d)

(e)

()

(@

A copy of the program’s policies, procedures, and the Department’'s Summary of
Certification requirements shall be supplied to the parent upon admission of the child.
The program’s policies shall include:

1. Criteria for the dis-enrollment of children.

2. Specific criteria concerning the release of children to anyone whose behavior
may place the children at immediate risk.

The program shall require the parent to sign for receipt of the policies and Summary of
Certification Requirement, and the signed receipt shall be maintained by the program
in the child’s file.

Parents shall be permitted to see the professional credential(s) of staff upon request.

Each center shall implement a plan for regular and ongoing communication with
parents. This plan shall include but not be limited to communication concerning
curriculum, changes in personnel, or planned changes affecting children’s routine care.
Documentation shall be maintained for the most recent quarter.

During operating hours, parents shall be permitted access to their children. Programs
shall develop a policy and implementation plan regarding non-custodial parent access
and/or denial of access to children. The policy and implementation plan shall be
provided to all parents. (The policy may be included in the parent handbook.)

Parents shall give written permission in advance of the child’'s removal from the
premises, including prior notification and consent for each off-site activity, except in
cases of emergencies or investigative procedures conducted pursuant to the child
protective services laws or other applicable laws.

Children shall be signed in and out of the program by the custodial parent or
attendance recorded by the appropriate staff person. School-age students may sign
themselves into the program. Program staff shall verify parental authorization and the
identity of any person to whom a child is released.
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(h)  An abuse prevention awareness program for parents shall be offered at least once a
year. The program shall include a child abuse prevention component, approved by the
Department of Education, with information on the detection, reporting, and prevention
of child abuse in child care centers and in the home.

0] Notifying Parents of Violations

1. Within the Certification year, after issuing two (2) formal notices of violations in
compliance with rules, a notice of Probation, or after issuing any type of legal
enforcement order, the Department may, in its discretion, require the program to
notify parents and funding sources of the circumstances. Such notification shall
be a letter prepared by the Department to be provided to each parent or posted
in the program with parents’ signatures indicating they have seen the letter.

2. The Department may, at its discretion, notify parents and funding sources of any
decision affecting the program rendered by the State Board of Education Child
Care Advisory Council serving in the role of Hearing Board for appeals or by any
court.

(7) General Record Requirements.

(&) All records required by this Chapter shall be maintained in an organized manner on-
site at the program and shall be immediately available to the Department upon request.

(b) A child’s records shall be kept for one (1) year following the child’s leaving the agency;
provided, however, that the health record shall be returned to the child’s parent upon
request when the child leaves the agency. Records of children enrolled in pre-
kindergarten programs may be made part of the child cumulative file.

(c) Staff records shall be maintained for at least one (1) year following the separation of
the staff from the program.

(8) Children’s Records.
(@) General Requirements for Children’s Records shall include:

1. A current information form, which shall be updated annually and as changes
occur, and which shall include:

0] The child’s name and date of birth;
(i)  Name of parent(s);
(iii)  Child’s and parents’ home address (or addresses) and phone numbers;

(iv) Parents’ business addresses, phone numbers, and approximate work
hours;

(v)  Any special needs or relevant history of the child or the child’s family; and

(vi) The name and address (home and business or school) of a responsible
person to contact in an emergency if parent(s) cannot be located promptly.
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(Rule 0520-12-01-.05, continued)
2. Name, address, and telephone number of a physician to call in case of an
emergency.

3. Written consent of parent(s) regarding emergency medical care.
4. A written plan stating to whom the child shall be released.

5. Written transportation agreement between parent and the program regarding
daily transportation between home and the program and the program and
school. If parents have a third party transportation arrangement, verification and
details of the arrangement shall be maintained in the child’s file.

6. A copy of the child’s health history provided by the child’s parent or other
caretaker, which need not be signed or certified by a health care provider, shall
be on file in the program and shall be available to appropriate staff.

7. Daily attendance records for each child to include time in and time out.
8. Prior written permission of parent for each off-site activity.
9. Immunization Record.

() The program shall maintain a written record in the child’s file, as set forth in
subparagraphs (b) and (c), verifying that the child has been immunized
according to current Department of Health guidelines.

(i)  “Exceptions to this immunization record requirement may be made only if:
(D The child’s physician or the health department provides a signed and

dated statement, giving a medical reason why the child should not
be given a specified immunization; or

(I  The child’s parent provides a signed written statement that such
immunizations conflict with his/her religious tenets and practices.

10. Reports of Incidents, Accidents, Injuries and Fatalities.
® Incidents, accidents and injuries shall be reported to the parent as soon as
possible, but no later than the child’s release to the parent or authorized

representative.

(i)  Incidents, accidents and injuries to children shall be documented
immediately as follows:

()  Date and time of occurrence;
(I)  Description of circumstances; and
(1 Action(s) taken by the agency.
(i)  Documentation of incidents, accidents and injuries to children shall be filed

in the child’s record no later than one (1) business day immediately
following the occurrence.
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(iv) The Department shall be notified of any child fatality at the program no
later than one (1) calendar day immediately following the death.

(b)  Preschool Children’s Record Requirements.

1. Additional information for infants, toddlers and all non-verbal children shall be
recorded and shared with parents daily as follows: the time and amount of
feeding, any incidence of excessive spitting up, toileting and/or times of diaper
changes, sleep patterns, and developmental progress.

2. Before a child under the age of thirty (30) months of age is accepted for care, the
parent shall provide proof of a physical examination within three (3) months prior
to admission, signed or stamped by a physician or health care provider. This
record must be kept on file at the program.

3. The records of any child who is five (5) years old in an agency which lacks
approved kindergarten status for purposes of T.C.A. § 49-6-201 shall include a
signed acknowledgment by the child’s parents that recognizes that the child’s
attendance does not satisfy the mandatory kindergarten prerequisite for the
child’s enrollment in first (1st) grade. The statement of acknowledgment shall be
signed by the parent and maintained in the child’s file.

(c) School-age Children’s Record Requirements.

1. The information form for school-age children shall list the name, address, and
phone number of the school the child attends.

2. If the school-age program is not located within the school in which the child is
enrolled, the program shall have on file a statement from the parent (or the
school) that the child’s immunizations are current and that his/her health record
is on file at the specified school which the child attends.

3. The records of any child who is five (5) years old in a center which lacks
approved kindergarten status for purposes of T.C.A. § 49-6-201 shall include a
signed acknowledgment of the child’s parents that recognizes that the child’s
attendance does not satisfy the mandatory kindergarten prerequisite for the
child’'s enrollment in first grade. The statement of acknowledgment shall be
signed by the parent and maintained in the child’s file.

(d) Immigrant children. Schools may request information but may not deny enrollment to
undocumented immigrant children regardless of their immigrant status. Plyler v. Doe,
457 U.S. 202 (1982).

(9) Staff Record Requirements Shall Include:

(a) Name, birth date, social security number, (used by the employer for Federal/State tax
purposes), address, and telephone number of all staff members, including volunteers,
and a contact for each staff member in an emergency;

(b)  Educational background and educational experiences, including dates and places of
diplomas received, and conferences, courses, and workshops attended in the
preceding year;

(c) Documentation, signed by the examining licensed physician, licensed psychologist,
licensed clinician, Nurse Practitioner or Physician’s Assistant, verifying that the staff
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(d)

(€)

()
(9)
(h)
(i)
0
(k)
o
(m)

(n)

person is capable of safely and appropriately providing care for children in a group
setting. The documentation shall be on file within ten (10) calendar days of
employment or starting to work;

An updated statement of each staff member’s physical health shall be obtained every
third (3rd) year, or more often if deemed necessary by the Department;

At least three (3) references from non-relatives, either written or with documented
interviews of each reference on each staff member;

Written, verified record of employment history;

Documentation of annual performance reviews;

Date of employment and date of separation from the program;

Daily attendance (including time in/out) of staff;

Signed and completed criminal history disclosure form;

Verification of criminal background check results;

Verification of Vulnerable Persons Registry results;

Driver records shall additionally contain:

1. Copy of driver’s license showing proper endorsement;

2. Verification of a passed drug screen; and

3. Verification of Cardiopulmonary Resuscitation (CPR) and First Aid certifications;
Volunteer Records. Records of volunteers shall be maintained on-site at the program

and must include names, addresses, telephone numbers and dates of service of all
volunteers.

(10) Right to Privacy/Confidentiality.

The program staff shall not disclose or knowingly permit the use by other persons of any
information concerning a child or family except as required by law, regulation or court order,
or as may be necessary to be disclosed to public authorities in the performance of their
duties and which may be necessary for health, safety, or welfare of any child enrolled in the
program or the child’s family.

(11) Posting of Certificate of Approval and Other Required Documentation.

@

(b)

(©

During the hours of operation, the current Certificate of Approval to operate the
program shall be posted near the main entrance in a conspicuous location.

The Department of Human Services toll-free complaint number shall be posted in a
conspicuous location.

The Department of Children’s Services’ child abuse number shall be posted near the
main entrance in a conspicuous location and at each telephone.
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(d) A copy of all current applicable Department Certification rules shall be maintained in a
central space and available to all staff and parents.

(e) No smoking signs shall be posted in a conspicuous manner.
(H  The program shall post any other materials as directed by the Department.
(12) Release of Children

(&) Children shall only be released to a responsible designated person in accordance with
the child release plan required by these rules. The program shall verify the identity of
the authorized person by requiring presentation of a photo identification.

(b)  The person to whom the child is released must sign the child out of the program.

(c) Children should not be released to anyone whose behavior, as deemed by a
reasonable person, may place the child(ren) in imminent risk. Immediately call 911,
the local law enforcement agency or other emergency services number prior to the
release of children to a parent. If the person, displaying risky behavior, is not the
parent, the program shall not release the child and the parent shall be called
immediately.

Authority: T.C.A. 884-5-201 et seq., 37-1-403(a)(8) 49-1-302(l), 49-1-1101 through 49-1-1109, 49-6-
2101, 49-6-2105, 49-6-2107, 49-6-2108, 49-2-2110, 49-6-2114, 49-6-2116, 55-9-602 et seq., 55-50-301
et seq. and 55-50-401 et seq. Administrative History: Original rule filed September 26, 1990; effective
December 29, 1990. Amendment filed April 30, 2002; effective July 14, 2002. Amendment repealing and
replacing rule filed March 15, 2010; effective August 29, 2010.

0520-12-01-.06 SUPERVISION.
(1) Supervision Procedures.
(@ Program Responsibility for the Children’s Supervision.

1. The management of the program shall maintain a system that enables all
children in the program’s care to receive a level of supervision of their status and
activities that is appropriate to their age and their development, physical and
mental status so as to ensure their health and safety and that allows program
personnel to know the whereabouts of each child.

2. This system shall include a mandatory visual inspection of all areas of the
building and grounds immediately prior to closing the program for the day in
order to ensure that no children have been unintentionally left in any part of the
program’s facilities or in any vehicles that the program uses to transport children.

(b)  Children six (6) weeks of age through two (2) years of age: the adult must be able to
hear the child at all times, must be able to see the child at a quick glance, and must be
able to physically respond immediately.

(c) Children three (3) years through five (5) years of age shall be safely protected by an
adult in close proximity and not distracted by other tasks and must be able to physically
respond immediately.

(d)  Children six (6) weeks of age to five (5) years of age during mealtime: An adult must be
in the direct sight and sound of child/children while the child/children are eating.
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(e) Children who are in kindergarten five (5) years of age by September 30" through nine
(9) years of age shall be protected by an adult who adjusts restrictions appropriately for
different ages and abilities and must be able to physically respond immediately.

(H  Children ten (10) years of age through thirteen (13) years of age: The adult shall know
the whereabouts and activities of the child/children at all times and must be able to
physically respond immediately. Youth/children shall have the opportunity to develop
independence.

1. Staff shall position themselves strategically for adequate supervision and quick
response.

2. Staff shall be aware of the dynamics (interactions) and activities of the entire
group even when dealing with only part of the group at a time.

(g) Children fourteen (14) years of age to eighteen (18) years of age: The adult shall know
the whereabouts and activities of the children, provide age appropriate guidance and
must be able to physically respond as needed.

(h) Mixed-age Groups. When children ages ten (10) and above are grouped with children
under ten (10) years of age, the minimum supervision requirements must be in
accordance with the supervision required for the age group of the youngest child in the

group.

() Helper devices such as mirrors, electronic sound monitors, etc. may be used as
appropriate to meet these requirements.

) Caregivers shall monitor children’s toileting and be aware of their activities while
respecting the privacy needs of the child.

(k)  When more than twelve (12) children are present on the premises, but a second (2nd)
adult is not required by the adult:child ratio rules, contained in this Chapter, a second
(2nd) adult shall be physically available on the premises.

0] The program shall maintain a plan, approved by the Department’s child care program
evaluator, that enables a caregiver in an emergency situation to call a second (Z”d)
adult who can respond quickly while maintaining as much supervision of the children in
care as is possible under the circumstances.

(m) All children for whom care is provided at any one time shall be included in the
program’s enrollment, square footage allowance, and approved capacity.

(n) Auxiliary staff may be used as emergency substitutes if their qualifications permit, but
not while performing auxiliary duties.

(o) If meals are served, any person responsible for preparing meals and washing the
dishes shall not be included in the adult:child ratio while preparing meals or washing
dishes.

(p) When more than twelve (12) school-age children in first (1st) grade and above are
present, a separate group, a separate space, and a separate program type shall be
provided for them.

(2) Assignment of Children to Groups.
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(&) Each child must be on roll in a defined group and assigned to that group with a specific
teacher and/or caregiver.

(b) Maximum group size requirements shall be maintained at all times when children are
indoors with the exceptions of meals served in common dining rooms, napping in
common nap rooms, or outdoors on the playground.

(c) When infants are cared for in a center with older children, they shall not be grouped
with children older than thirty (30) months of age and a separate area shall be provided
for them.

(d) In order to assure the continuity of care for children thirty (30) months of age to five (5)
years of age and their caregivers, the children shall be kept with the same group
throughout the day and shall not be moved, shuffled, or promoted to a new group until
required based upon the developmental needs of the child; provided however, that:

1. For children, groups,  excluding infants and toddlers, may be combined for
short periods for a special activity, e.g. special assembly, visiting
performers, or community helpers, etc., of no more than thirty (30) minutes
duration per day as long as adult:child ratios are met.

2. Groups, excluding infants and toddlers, may be combined, for up to one (1) hour
at the beginning of the day and for up to one (1) hour at the end of the day as set
forth in the Adult:Child Ratio Chart 3.
(e) Each group must have a “home base” with enough space for the entire group.

(3) Required Adult:Child Ratios.

(&) The adult:child ratios shall be maintained by the program while the children are indoors
and on the playground.

(b)  Adult:child ratios and group sizes may exceed the required limit by up to ten percent
(10%) rounded to the nearest whole number, for no more frequently than three (3) days
per week; provided however:

1. Infant and toddler groups may never exceed the required ratios and group sizes;

2. The pre-kindergarten classes implemented in accordance with State Board of
Education rule 0520-01-03-.5-.05 may never exceed twenty (20) children; and

3. The approved capacity of the classroom, based on square footage, may not be
exceeded,;

(c)  Any number of children in excess of the adult:child ratios requires a second qualified
adult caregiver; provided, however, that the maximum group size shall not be
exceeded.

(d)  Adult:Child Ratio Charts

1. Chart 1 - Single Age Grouping and Adult:Child Ratio Chart
Maximum Group Size and Adult:Child Ratio
Single-Age Grouping 8 12 |14 |16 |18 | 20 No Max
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Infants: 6 wks. — 15 mos. 1:4

Toddlers (12 mos. — 30 1:6
mos.)
2 years (24 mos. — 35 mos.) 1.7

3 years 19

4 years 1:13

5 years 1:16

School-Age (K - 12 years) 1:20

13 to 18 years 1:30

2. Chart 2 - Multi-Age Grouping and Adult:Child Ratio Chart

Maximum Group Size and Adult:Child Ratio

Multi-Age Grouping 8 16 18 20 22 24 No
Max

Infants/Toddlers: 6 wks. — 30 mos. 15
2-4 years 1:8
2.5 - 3 years (30 — 47 mos.) 1:9
2.5 -5years 1:11
2.5—-12 years 1:10
3 — 5 years (includes 3 — 4 years) 1:13
4 - 5 years 1:16
5-12 years 1:20
13 to 18 years 1:30

3. Chart 3 — Allowable Combined Group & Adult:Child Ratio Chart for first/last hour
of each day only:

Maximum Group Size and Adult:Child Ratio

10 15 20
2—12 years 1:10
3 —12 years 1:15
4 — 12 years 1:20

(4) Naptime Supervision (Requirements for Naptime and Nighttime Care).
(&) At naptime and during nighttime care, after the children have settled down, adult:child
ratios may be relaxed so long as the children are adequately protected and all of the
following requirements are met:

1. At least one (1) adult shall be awake and supervising the children in each nap
room/sleeping area;

2. Infant/toddler ratios shall be maintained; and

3. The adult:child ratio for children ages thirty-one (31) months and above can be
fifty percent (50%) of the required ratio if there are enough adults on the

August, 2010 (Revised) 20



STANDARDS FOR INFANT/TODDLER, PRESCHOOL AND SCHOOL-AGE CHAPTER 0520-12-01
EXTENDED CARE PROGRAMS

(Rule 0520-12-01-.06, continued)

premises so that the adult:child ratio required for children when they are awake
shall be met immediately in an emergency.

(b) Maximum group size limits do not apply as long as the appropriate adult:child ratio is
met at the fifty percent (50%) level.

(c) Safe Sleep Practices:

1.

2.

Infants shall be positioned on their backs when placed in a crib for sleeping.
In order to avoid the risk of smothering, soft bedding for infants is prohibited.
Infants shall not be wrapped tightly or swaddled in blankets for sleeping.

Infants shall be touched by a caregiver every fifteen (15) minutes in order to
check breathing and body temperature.

Pillows shall be prohibited for infants.

If a child appears not to be breathing, the program must immediately begin CPR
and call for emergency medical assistance.

Before any caregiver can assume caregiving duties of any type in an infant room
they shall be oriented in the foregoing SIDS procedures.

(d) Naproom Lighting. The areas where infants sleep shall be lit in a manner which allows
the caregiver to quickly, at a glance, verify that the child’s head is uncovered, that the
child is breathing, and otherwise visually verify the child’s condition.

(5) Playground Supervision.

(@) The same adult:child ratios are applicable for the playground as in the classrooms.

(b) A playground supervision plan shall be written and implemented which includes:

1.

2.

Arrival and departure procedures;

Supervision assignments of staff to assure that all areas of the playground can
be seen so that all children can remain within sight of the caregivers;

Identification of which staff will merely supervise in their assigned zone while
other caregivers, if any, interact with children as play facilitators;

Emergency plans specific to a variety of circumstances, such as, child injury,
weather evacuation, toileting and other personal care needs of children or staff,
etc.; and

A communication link among playground supervisors and a designated staff
person, if available, inside the program’s facility.

(6) Supervision During Off-Site Activities.

(@ Preschool Children. The number of adults displayed in adult:child ratio in charts 1 and
2 must be doubled during off-site visits.
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(b) School-age Children (Kindergarten - 13 years of age).

1. The number of trained caregivers required to be present on off-site activities shall
be at a minimum, equivalent to the number that would be required in the
classroom; additional adults to meet the following off-site ratios in chart 4 may be
caregivers, volunteers and/or unpaid staff.

2. Chart 4 — Off Site Activities for School-age Children

Number of Children | Trained Additional Total Adults
On Activity Caregivers Adults Required
1-20 1 1 2

21-30 2 1 3

31-40 2 2 4

41 - 50 3 2 5

(c) School-age Children (14 to 18 years of age). The number of trained caregivers
required to be present on off-site activities shall yield an adult:child ratio of 1:20,
additional adults to meet this ratio may be caregivers, volunteers and/or unpaid staff.

(d) A minimum of two (2) adults is required for any off-site activity.

(e) The program must maintain a system utilizing an off-site attendance roll which tracks
the whereabouts of each child while off the premises.

(7)  Supervision While Swimming. When children are swimming, the adult:child ratios in Chart 5
and the following requirements shall be met:

(@) Chart 5 — Swimming Adult:Child Ratio Chart

Age Group Adult:Child Ratio
Infants (6wks-12 months) 1:1
Toddlers/Twos (13 -35 months) 1:2
Three Year Olds 1:4
Four Year Olds 1:6
Five Year Olds 1:8
School-Age (K -13 years) 1:10
14 to 18 years 1:20

(b)  Although group swimming for infants and toddlers is not prohibited, it is not
recommended.

(c) At least one (1) adult present shall have a current certificate in advanced aquatic
lifesaving skills. This person must supervise from above the level of the swimmers,
preferably from an elevated lifeguard chair or otherwise from the pool deck.

(d) The lifeguard may not be included in the required adult:child ratio while performing
lifeguard duties.

(e) Remaining caregivers should supervise both in and out of the water.

(8) Transportation Supervision. Supervision for transportation of children shall comply with rules
in 0520-12-01-.13(2).
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Authority: T.C.A. 884-5-201 et seq., 49-1-302(l), 49-1-1101 through 49-1-1109, 49-5-413, 49-6-2101,
49-6-2105, 49-6-2107, 49-6-2108, 49-2-2110, 49-6-2114, 49-6-2116, 49-6-3001, 55-9-602 et. seq., 55-
50-301 et seq., 37-1-403(a)(8), 55-50-401 et. seq. and 71-3-507(g) and (h). Administrative History:
Original rule filed September 26, 1990; effective December 29, 1990. Amendment filed April 30, 2002;
effective July 14, 2002. Amendment repealing and replacing rule filed March 15, 2010; effective August
29, 2010.

0520-12-01-.07 STAFF.
(1) Responsibility for Staff.

(&) The board, owner, applicant, or other designated agent of the program shall be
responsible for selecting individuals qualified and of suitable character to work with
children.

(b) The director, with the guidance of the board or owner of the program, shall be
responsible for staff and program and the day-to-day operation of the program.

(c) Each location where children are kept shall have an on-site director.

(d) To be designated as such, the on-site director of a program in operation up to twelve
(12) hours a day shall be physically present in the program’s facilities daily at least half
of the total hours of operation. If a program operates more than one (1) shift, the on-
site director shall be physically present at least one (1) shift.

(e) To be designated as the director or person in charge (on a daily basis) of a multi-site
program, he/she shall be employed full-time in that capacity.

(H  An assistant director or other staff member shall be designated to be in charge in the
absence of the director and all staff shall be notified of this designation.

(g0 Management shall evaluate all staff in the performance of their duties. Caregivers shall
be evaluated for knowledge and understanding of growth and development patterns of
children and understanding of appropriate activities for children as well as those with
special needs. The Tennessee Frameworks for Evaluation process for licensed, pre-
kindergarten teachers (certified in early childhood education) shall be accepted as the
performance evaluation requirements of this subsection.

(2) General Staff Qualifications.

(@) Every staff person, including auxiliary staff, substitutes, volunteers, and practicum
students, shall be physically, mentally, and emotionally capable of using the
appropriate judgment for the care of children, and otherwise performing his/her duties
satisfactorily.

(b) A person who has a physical, mental, or emotional condition which is in any way
potentially harmful to children shall not be present with the children.

(c) Every staff person, both paid and unpaid, who is under the age of eighteen (18) years
must be supervised by an adult while in the presence of children.

(d) At least one (1) adult available on the premises at all times during program operating
hours must be able to read and write English.
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(e) Prior to assuming duties, each new employee shall receive orientation in, and be able
to explain:
1. Program philosophy;
2. Job description;
3. Emergency procedures;
4. Policies regarding discipline of children;
5. Policies regarding the reporting of child abuse; and

6. Policies for receiving and dismissing children.

(H  Within the first two (2) weeks on the job, each employee (including auxiliary staff, such
as bus driver, cook, etc.) shall receive instruction in:

1. Child abuse detection, reporting, and prevention;

2. Parent-center communication;

3. Disease control and health promotion;

4. An overview of certificate of approval requirements; and

5. Information on risks of infection to female employees of childbearing age.

(g) All training shall be documented in the program’s records and be available for review
by the Department’s staff at any time.

(h)  The program must maintain written documentation that each employee has read the
full set of all applicable rules. In addition, a copy of the rules (0520-12-01) shall be
maintained in an area that is readily accessible to all staff.

(3) Multi-Site Personnel.

(@) Multi-Site Coordinator. The multi-site coordinator must meet the same requirements
listed below for a single site program director.

(b)  Qualifications of On-Site Director Under a Multi-site Coordinator:

1. At least two (2) years of college training or a department-recognized credential in
addition to at least one (1) year of full-time documented work experience with
young children in a group setting; or

2. A high school diploma or its equivalent educational credential recognized by the
Department in addition to at least two (2) years of full-time (paid or unpaid)
documented work experience with young children in a group setting.

(4) Qualifications for Director of a Single Site Program.

(@) The director shall meet at least one (1) of the minimum qualifications listed in the chart
below:
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CHAPTER 0520-12-01

If Minimum Education Is:

The Minimum Group Care
Required Is:

Experience

Graduation from an accredited four-year (4-
year) college

One (1) year of full-time (paid or un-paid)
experience in a group setting. [2 years School-
age care = 1 year full time]

Sixty (60) semester hours (two [2] years) of
college training, with at least thirty (30) hours
of which shall be in business or management,
child or youth development, early childhood
education or related field

Two (2) years of full-time (paid or un-paid)
experience in a group setting [2 years School-
age care = 1 year full time]

High School Diploma (or Department
recognized equivalent), and Tennessee Early
Childhood  Training  Alliance (TECTA)
certificate for completing thirty (30) clock hours
of orientation training, or the equivalent as
recognized by the Department

Four (4) years of full-time (paid or un-paid)
experience in a group setting [2 years School-
age care = 1 year full time]

Has been continuously employed as an on-site
program director or child care agency owner
since July 1, 2000

Not Applicable

(b) Training Requirements:

Prior to issuance of the first annual certificate of approval, directors shall
complete an orientation on rules implementation provided by the Department of

Complete an orientation course within three (3) months of assuming the
position; provided, however, that this course shall not be required if the

(N  Received specific training meeting the requirements of this part

()  Earned a Bachelors degree, an Associates degree in child
development or early childhood education, a CDA credential, or a

Have evidence of receiving at least thirty-six (36) clock hours of
competency-based training or one-to-one
consulting sessions, at least six (6) hours of which must be in

Earn credit during the year in one (1) academic course in administration,
child development, early childhood education, health/safety, inclusion of

1.
Education child care program evaluator.
2. During the first year of employment a new director shall:
(i)
director has:
within three (3) years prior to employment; or
CCP credential,
(ii)
Department recognized,
administration, management or supervisory training; or
(iii)
children with special needs, or other related field.
3.
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Earn credit during the year in one (1) academic course in administration,
child development, early childhood education, health/safety or other
related field; or
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(i)  Have evidence of receiving at least eighteen (18) clock hours annually in
workshops, competency-based training, or one-to-one consulting sessions:

() Six (6) hours shall be in administration management or supervisory
training; and

(I Four (4) hours of the required eighteen (18) hours may be earned by
conducting training.

(c) If the Principal of a school serves as Director of the program. The Principal
gualifications and training are in accordance with T.C.A. § 49-2-203.

(5) Assistant Director Qualifications.

(&) The on-site assistant director shall have at least two (2) years of college training or a
Department recognized credential and one (1) year of full-time or two (2) years of part
time school-age care documented work experience (paid or un-paid) in a group setting;
or

(b) The on-site assistant director shall have earned a high school diploma or equivalent
educational credential recognized by the Department and two (2) years of full-time or
four (4) years of part time school-age care documented work experience (paid or un-
paid) in a group setting.

(6) Caregiver Qualifications.

(&) Each caregiver shall be at least eighteen (18) years of age. Exception, sixteen (16)
and seventeen (17) year old students currently enrolled in Department recognized
career and technical early child development/child care program may be counted in the
adult-child ratio; provided, however, that they shall always be under the direct
supervision of an adult and shall not be left alone with a group of children.

(b) Each group shall have at least one (1) caregiver present who has a high school
diploma or equivalent educational credential as recognized by the Department.

(c)  Training for Caregivers During the First (1st) Year of Employment.

1. New caregivers shall complete, within the first (1st) thirty (30) days of
employment with the program, two (2) clock hours of pre-service orientation
training offered or recognized by the Department. Pending completion of the
orientation training, the caregiver's employment status as a caregiver with the
program is conditional.

2. New caregivers shall additionally complete sixteen (16) hours of Department-
recognized, competency-based training within the first (1st) year of employment,
six (6) hours of which must be completed within the first six (6) months of
employment.

3. Failure of the caregiver to complete the required two (2) hours of pre-service
orientation and/or failure to complete the required six (6) hours of training within
the first (1*) six (6) months of employment shall require that the employee be
removed from caregiver duties until completion of the training.
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(d)

4, Exception. Caregivers who have been employed in early childhood education
programs or child care programs during the last three (3) years, hold a Bachelors
or Associates degree in child development or a related field, or who hold a Child
Development Associate (CDA) credential or Child Care Professional (CCP)
credential as recognized by the Department shall instead comply with the
training requirements for experienced caregivers required in subparagraph (d)
below.

Training for Caregivers After First (1st) Year of Employment.

1. Experienced caregivers shall complete at least twelve (12) clock hours annually
of Department recognized, competency-based training.

2. A maximum of two (2) hours training credit may be credited for Child and Adult
Care Food Program (CACFP) training or USDA Free and Reduced Price Meal
Program training.

3. At least six (6) hours of the required training shall be obtained outside of
program.

4, Up to four (4) hours of training credit annually may be earned by conducting
training.

5. Credit for Tennessee Early Childhood Training Alliance Orientation Training
Completion of a thirty (30) hour orientation class through the TECTA system
shall satisfy the caregiver's minimum annual training requirements for two (2)
years.

(7)  Substitutes.

@

(b)

(©

(d)

(e)

The names, addresses, telephone numbers and dates of service shall be recorded for
all substitutes in the staff personnel records of the program.

Substitutes shall comply with the same orientation requirements defined by these rules
for all program staff.

Substitutes who have acted as caregivers for two hundred (200) or more hours in the
previous calendar year shall meet the training requirements contained in the rules for
caregivers.

Substitutes providing services for thirty-six (36) hours or more in a calendar year shall:

1. Meet the criminal background check requirements contained in these rules; and

2. Meet the same requirements as regular staff for the physical examination
required by these rules.

Practicum Students. Persons serving temporarily as caregivers in field service
placements as part of an educational course of study or other curriculum requirement
shall not be considered as substitutes for purposes of this paragraph.

(8) Volunteers.

@)

Volunteers may be used to provide services and supplement the required caregivers or
substitutes without payment, but are not counted to meet the adult:child ratios. If
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counted in the adult:child ratio, or provide services for more than twenty (20) hours per
calendar week, volunteers shall meet the qualifications for substitutes as set forth in
paragraph 0520-12-01-.07(7) above.

(b) Management shall be responsible for and supervise the activities of volunteers to
assure safety of the children.

(c) Records for volunteers shall be maintained as required in 0520-12-01-.05.
(9) Criminal Background and Vulnerable Persons Registry Review Requirements.

(& Individuals Requiring a Fingerprint Criminal Background Review and Abuse
(Vulnerable Persons) Registry Check:

1. A