Tour Checklist by Area/Classroom


Greeting

1. |_| 	Welcome Person to School and Introduce Yourself, Owner, Director.
2. |_| 	Introduce others at front desk.
3. |_| 	Ask guest to Sign Guest Register
4. |_| 	Ask about reasons for visiting:
· Looking for new daycare or 1st time daycare
· What name and age is the child?
· What is important to you in looking for a daycare? (Ratios, curriculum, location, price, etc.)
· Reasons for wanting to leave existing daycare?
· How did you hear about us?
 
Lobby Area

5. |_| 	Director’s office upfront with glass walls to encourage communication.

6. |_| 	Discuss safety protocols for the school. 

7. |_| 	Parent Information Center contains information about ratios, extracurricular activity, activities for the month, menus, etc.

8. |_| Computer Sign-in for Parents.  Can Sign children in and out, review address and contact numbers, account information, and change pin.

All Classrooms

9. |_| Discuss Texas School Ready Classrooms and any certifications the school has or is in process of receiving.

10. |_|	Guidelines for teachers (i.e. all Lead Teachers must have CDA, etc.). 

11. |_| 	At least two exits in each classroom; Most have three exits.


Infant Rooms

12. |_| Talk about experience and/or education credentials of Lead Teacher and other teachers in classroom.

13. |_| 	Infant rooms contain refrigerators for infant bottles and food.  Discuss the school bottle policy. 

14. |_| 	Toys and cribs are sanitized daily.

15. |_| 	No shoes allowed in infant rooms and parents/staff must wash hands before handling babies. Also no siblings allowed in the classroom to ensure classroom is germ free.

16. |_| 	Separate sinks for hand washing and bottle washing.

17. |_| 	Review Parent Information Board (Lesson Plan, Parent Newsletter, Allergies, Menu, Word of the Week, Ratios, Classroom Schedule, etc.). 

18. |_| 	Curriculum is the [add] for Infants and Toddlers.  Focuses on four categories of learning:
· Listening and Talking
· Physical Development
· Sign Language 
· Creative Activities

Kitchen Area

26.  |_| Tuition includes morning and afternoon snack, and lunch.  Menus posted weekly in Cafeteria and Parent Information Board.

27. |_| 	Allergy Board containing kids with all allergies.

28. |_| 	Discuss kitchen cleaning policy. 

Toddlers Classrooms

29. |_| Talk about experience and/or education credentials of Lead Teacher and other teachers in classroom.

30. |_| Classrooms utilize mats for sleeping.  Children use the same mat and sheet each day.

31. |_| Toddler classrooms focus on potty training and includes Potty Time activities.

32. |_| 	Review Parent Information Board (Lesson Plan, Parent Newsletter, Allergies, Menu, Word of the Week, Ratios, Classroom Schedule, etc.)

33. |_| 	Curriculum is [add type of curriculum]. 
a. Monthly Overall Themes (Autumn Highlights) with weekly themes (Pumpkin patch, Scarecrows, etc.) that coordinate with the month theme
b. Large Group Activities and Small Group Activities offered throughout the day for lots of one on one time with the teachers. 
c. Learning Stations are used for free play that include activities that tie to the weekly theme.   They include Blocks, Math, Dramatic Play, and Science and Sensory.
d. Monthly Spanish Curriculum that provides time for learning second language. 
e. Progress reports provided 4 times a year, with parent teacher conferences in Fall and Spring.  

3 year old Classrooms

34. |_| Talk about experience and/or education credentials of Lead Teacher and other teachers in classroom.

35. |_| 	Review Parent Information Board (Lesson Plan, Parent Newsletter, Allergies, Menu, Word of the Week, Ratios, Classroom Schedule, etc.)

36. |_| 	Curriculum is [add type of curriculum]. 
a. Monthly Overall Themes (Autumn Highlights) with weekly themes (Pumpkin patch, Scarecrows, etc.) that coordinate with the month theme
b. Large Group Activities and Small Group Activities offered throughout the day for lots of one on one time with the teachers. 
c. Learning Stations are used for free play that include activities that tie to the weekly theme.   They include Blocks, Math, Dramatic Play, and Science and Sensory.
d. Monthly Spanish Curriculum that provides time for learning second language. 
e. Progress reports provided 4 times a year, with parent teacher conferences in Fall and Spring.  

37. |_| Morning Circle Time with [details of circle time, such as Pledge of Allegiance, calendar activities, etc.).

4 Year old Classrooms 
38. |_| Talk about experience and/or education credentials of Lead Teacher and other teachers in classroom.

39. |_| 	Review Parent Information Board (Lesson Plan, Parent Newsletter, Allergies, Menu, Word of the Week, Ratios, Classroom Schedule, etc.)

40. |_| 	Curriculum is [add type of curriculum]. 
a. Monthly Overall Themes (Autumn Highlights) with weekly themes (Pumpkin patch, Scarecrows, etc.) that coordinate with the month theme
b. Large Group Activities and Small Group Activities offered throughout the day for lots of one on one time with the teachers. 
c. Learning Stations are used for free play that include activities that tie to the weekly theme.   They include Blocks, Math, Dramatic Play, and Science and Sensory.
d. Monthly Spanish Curriculum that provides time for learning second language. 
e. Progress reports provided 4 times a year, with parent teacher conferences in Fall and Spring.  

41. |_| Discuss any Texas School Ready Candidate classrooms.  This certification is by the State of Texas and certifies that our Pre-K classroom prepares children for Kindergarten.

42. |_| Morning Circle Time with [details of circle time, such as Pledge of Allegiance, calendar activities, etc.).

Kindergarten Classrooms
19. |_| Talk about experience and/or education credentials of Lead Teacher and other teachers in classroom.

20. |_| 	Review Parent Information Board (Lesson Plan, Parent Newsletter, Allergies, Menu, Word of the Week, Ratios, Classroom Schedule, etc.)

43. |_| Discuss Texas School Ready Candidate classroom.  This certification is by the State of Texas and certifies that our Pre-K classroom prepares children for Kindergarten.

44. |_| 	Curriculum is [add type of curriculum]. 
a. Monthly Overall Themes (Autumn Highlights) with weekly themes (Pumpkin patch, Scarecrows, etc.) that coordinate with the month theme
b. Large Group Activities and Small Group Activities offered throughout the day for lots of one on one time with the teachers. 
c. Learning Stations are used for free play that include activities that tie to the weekly theme.   They include Blocks, Math, Dramatic Play, and Science and Sensory.
d. Monthly Spanish Curriculum that provides time for learning second language. 
e. Progress reports provided 4 times a year, with parent teacher conferences in Fall and Spring.  

45. |_|	Computers in classroom and used as an additional Learning Center to emphasize the objectives for the week.

Afterschool Program
46. |_| 	Before/After school program in gym. During School Year program focuses on:
a. Home Work Time
b. Snack Time
c. Outside Time and Fun Activities in Zones.

47. |_|	During Summer Program, we focus on the following:
a. Weekly Fun Themes.
b. Field Trips to fun places.
c. Summer Reading Program. 

48. |_| 	Insert activities for children. 

49. |_| 	Children separated into groups Juniors and Seniors by age.

Playground Area

50. |_| 	Schedule for age groups on playground, so age groups are on playground separate times.

51.  |_|	Playground equipment surrounded with 6 inch cushion of mulch in fall area. 
	
Internet Access
52. |_| 	Piece of mind knowing that you can check-in on your child any time of the day.

53. |_| 	Streaming Video of classrooms that refreshes every 3 to 4 seconds. 

54. |_| 	28 cameras in building with 2 to 3 in each classroom and dining area. 

55. |_| 	No extra charge for internet access.  Included as part of weekly tuition. 
	
Closing of Tour

56. |_| 	Review tour packet in office.  This includes
· Hours of operation:  6:30am to 6:30pm
· School Vision Statement
· School Newsletter
· Rates, Enrollment Fee, Classroom Availability.
· Answer any questions from parents

57. |_| 	Thank them for visiting our school.  Check availability and ask if they are interested in enrolling. 
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