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Welcome to the New Ulm ECFE Program!
This staff manual was prepared to help answer your questions about every aspect 
of our program. It contains more than just individual job descriptions –it hopefully 
contains answers to every possible question you could think of. While the staff manual 
was prepared with new employees in mind, it may even contain information long time 
employees do not know. If you have any suggestions of additional information to include, 
please let us know.

This manual is for information only and is not to be construed as a contract or a legally 
binding document. District policies and union agreements supersede this document. The 
Director reserves the right to make any changes deemed necessary to this manual.

Programs 

The New Ulm ECFE program has something for everyone. 

Early Childhood Family Education offers a variety of classes and services including 
parent-child classes, child care for parents attending ECFE classes, home visits, special 
events, new baby packets, toy checkout, activity packets, preschool packets and packets for 
families new to ISD 88.

Creative Kids -  School Readiness Program for qualifying children 3 years of age by 
September 1. The program runs three half days per week for about 80 days.

Kids Connection  - School Age Child Care Program. Before and after school care and 
on days when school is not in session due to conferences, quarter breaks, or summer 
vacations. Year round program.

Learning Together  - This is a collaborative program offered by ECFE, Community 
Education, and Early Childhood Special Education. Learning Together runs three days a 
week during the school year. Half of the students enrolled are regular education and half 
of the students have special needs. Children must be 3 years by September 1.

Early Childhood Screening  - Required for school entrance. Evaluation of speech, 
language, fine and gross motor skills, social and emotional development, hearing and 
vision, height and weight, immunization, and a parental question and answer period. 
Children are eligible for ECS once they turn 3 years.
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Policies

Staff Meetings

All Staff Meetings are held twice each quarter and last approximately 1.5 hours. This is 
paid time.

Parent Facilitators and Early Childhood Specialists meet separately monthly for a 
maximum of one hour per meeting or bi-monthly for 2 hours.

Training

Attendance at all Regional Trainings are paid for by the program. Registration fees and 
mileage are paid by the program.

Conferences must be approved by the Director prior to attendance. Funds may be used 
for registration fees, mileage or lodging. Checks are cut by the Business Office and will be 
made out directly to the conference or hotel. After attending a conference, the employee 
is required to share the information gained at the staff meeting. All materials acquired at 
trainings are the property of ISD 88’s ECFE. This includes videos, books, curriculums, etc. 

Dress Policy

Employees should present themselves in a professional manner. Good grooming and 
cleanliness are important. Clothing should be clean and suitable for participation in 
planned activities. Unacceptable clothing includes thin-strap tank tops and extremely 
faded or worn jeans. Jeans and sweatshirts in good condition may be worn. Skirts and 
shorts may be no shorter than two inches above the knee. 

Payroll

Employment periods shall be based on yearly program needs within the limitations of the 
budget and in accordance with individual work agreements. Time sheets are located in the 
top drawer of the file cabinet in the entrance of the Child Care Room. They are a record of 
the actual hours you worked. Please sign your time sheet in ink!! Only those hours worked 
at the direction of the Director will be paid. Paychecks will be sent on the 15th and 29th. 
Hours worked through the 15th will be paid on the 29th. Changes in work schedules must 
be authorized by the Director. Please do not record hours until they have been worked.

Employees can access pay stubs and W-2s by using the computer in the PE Room or using 
a home computer. The PE Room computer prints to the Washington School workroom. 

http://smart.newulm.k12.mn.us:81/smarter/
User ID = Employee ID, Password = last four digits of your Social Security Number



Staff Evaluations

Each employee will be reviewed each year. Evaluations will be made in writing and 
discussed with the employee. A copy will be given to the employee and another will remain 
in the employee’s file. If unresolved areas remain following the discussion, either party 
may request a review with the Community Education Director.

All new employees will be reviewed after three weeks of employment, following the 
above procedure. New employees are considered to be temporary until they complete 
a satisfactory two month review.

If an employee’s work is unsatisfactory, the Director, in consultation with the CE Director, 
may recommend immediate dismissal or closely monitored continued probation.

Performance Warnings: After two verbal reprimands a written warning will be placed in 
the employee’s file.

Conduct

We, as caregivers, must be continually aware of the safety and well being of the children 
at ECFE. In being particularly careful not to take any action that might be potentially 
dangerous or harmful to the children, we insure their safety as well as parents’ 
satisfaction with, and confidence in, ECFE.

Do not leave the children unsupervised at any time whether in child care or in the 
classroom. Alert other staff before you leave the room. Maintain constant awareness of 
all child activity—be ready to step in when needed. Time your involvement to prevent 
problems rather than resolving them.

Each child and parent must be greeted as they enter and leave ECFE. Our attention needs 
to be focused on the parents and their child. Children should not be discussed within their 
hearing. Any staff concerns about a child must be brought to the attention of the 
Director as soon as possible. If a lengthy discussion with a parent is necessary, refer the 
parent/problem to the Director and a conference will be arranged. 

Be alert to the child’s whereabouts when his/her parents are present. If necessary, a 
gentle reminder of their responsibility may be given to the parents. Refrain from gossiping 
or participating in hearsay among staff members or parents. These discussions are 
unprofessional and result in negative relationships. Concerns should only be addressed to 
the person involved. If attempts to facilitate problems with that person are unsuccessful, 
bring it to the attention of the Director.
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Inappropriate language is not permitted. Action that constitutes unprofessional conduct 
will be considered grounds for dismissal. Instances of insubordination will also be grounds 
for dismissal.

Because of health and safety reasons there will be no smoking, gum chewing, coffee or pop 
drinking, or chemical use during working hours in the Early Childhood Classroom or in 
the Child Care Room. Evidence of chemical usage immediately before or during working 
hours will be grounds for immediate dismissal.

Personal business or phone calls should be handled outside of work hours. 

Staff Responsibilities

All members of ECFE staff are considered integral members of our team. Each is expected 
to assist in planning and preparing the learning environment, setting up interest centers, 
preparing needed materials and supplies, as well as cleaning up afterwards. All staff will 
assume an equal share of the general housekeeping responsibilities. Every attempt will be 
made to leave the premises in the condition they were found—in readiness for the 
next class.

Phone Usage

Personal business or phone calls should be handled outside of work hours.  
Cell phones must be placed on mute during work hours as not to disrupt the class. 
Phone calls/texts are NOT to be made or accepted during class times.
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Supplies

Parent Ed Supplies

Parent Ed supplies are located in the cabinets in the Parent Ed Room. Do not take the last 
copy from any files—please make your own copy. Disposable coffee cups are kept in the 
lower cupboard in the Parent Ed Room

Early Childhood Supplies

There are two ECFE storage areas. One area is in the Child Care room, and the other one 
is at the end of the Child Care hallway. This room is shared with the 5th grade teachers. 
Construction paper is located on a rack in the ECFE Classroom and in the storage room. 
Any full sheets of paper should be returned to the correct slot on the rack. Racks are to be 
refilled with paper from the storage room.

Gallons of glue and paint are found in the storage room. You may refill small paint and 
glue containers from the gallon jugs. 

Scissors, crayons, markers, staplers, and most other supplies needed by students or 
teachers are located in the classroom either in the cubby bins or in the storage cabinet. 
Additional supplies are located in the storage room.

Assorted art supplies and trashables such feathers, foam peanuts, and a wide variety of 
other things are found in the storage room. Please return these materials to the space 
marked on the shelves or the appropriate box. 

Sensory table materials are located in the Child Care storage room.

Any unusable supplies such as broken toys, books, staplers, etc., should be returned to the 
ECFE Office so they can be accounted for and taken off the inventory.

Ordering Supplies

The Director is responsible for purchasing groceries once per session. Contact the Director 
with grocery needs before the first week of class.

Groceries are placed in the food cabinet in the Child Care Room. 

Toys, books, and supplies are purchased once a year. Each department will be given a 
dollar amount to spend. The Director reserves the right to red line any item.
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Copy Machine

The copiers at Washington School are for copying small amounts only. Large runs are to be 
done at the ECFE Office in the Annex Building

Substitutes

Please inform the Director as far in advance as possible if you know you will be needing 
a substitute by submitting the required form. All missed days and substitutes must be 
approved by the Director. The Director will try to accommodate requests for time off but 
requests may be denied. If you will be missing class due to illness, call the Director as soon 
as possible: 

   

Staff members need to submit two absence forms (ECFE Employee Absence form and ISD 
88 Employee Absence Form) to the Director one week before date of absence for reasons 
other than illness or emergency. In case of illness or emergency, please submit these two 
forms as soon as you return.

Name Tags

Name tags are to be worn by each staff member at all times as required by district policy.

   •Betty’s work cell is 507-766-5078
   •Betty’s home phone is 507-225-3138 (may be disconnecting soon)
   •ECFE Office phone is 359-8417
   •Alternate cell phone is 507-276-1800 (husband’s)



Lesson Plans

All lesson plans should be completed and turned into the Director at least one week in 
advance. Individuals may create their own lesson plans either in hard or electronic format.

Completed lesson plans are kept on file in the Annex.

All handouts should be included with lesson plans.

If you need handouts typed and printed for a class, they must be received by the ECFE 
Secretary at least one week ahead of time.

Toy Checkout

Parents may check out 1 book or activity pack and 1 toy or video each week.

Toy checkout ends two weeks before the end of each quarter.

Classroom Assistants will check toys in during parent child time being sure to count pieces 
and to let parents know if pieces are missing. All toys must be checked in before the end of 
class. Parent Educators check toys out at the end of the class.

Encourage parents to count pieces before checking out a toy and record any missing 
pieces. Please make sure all pieces are returned. If pieces appear to be missing, contact 
the parent. A new toy cannot be checked out until the toy from the previous week has 
been returned.  

Donated toys must be brought to the ECFE Office before being placed in a classroom.

Cleaning

Cleaning is everyone’s responsibility.

Dishes should be cleaned after every class and not left for anyone else. All dishes are to be 
dried and put away after each class. Do not leave dish towels or rags on the counter.

Towels can be found by the sink in the classroom or by the sink in the child care room and 
should be placed in the hamper when dirty. The Director will wash these when needed.

Wash paint splatters off the walls and furniture as soon as possible to avoid staining.

Keep storage areas clean. Shut door to the  storage room.
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Check the floor after each class, washing off paint or scraping up playdough.

Keep path in Toy Lending area clear. Put returned toys on shelves or against the wall 
immediately upon their return.

If there is a reoccurring problem with something being left a mess and talking to the 
responsible staff member has not produced results, contact the Director.

Decorating

Decorations should be changed each quarter in all rooms.

Use only “Plasti-Tak” brand to put things on the walls. If Plasti-Tak won’t hold, it cannot 
be put on the wall.

Early Childhood Specialists are responsible for decorating classrooms. Parent Facilitators 
are responsible for the Parent Ed Room. Child Care/Para employees are responsible for 
decorating the Child Care Room.

Locking Up

There is a key hanging in each classroom and also in the ECFE mailbox in the Washington 
mail/work room.

In the evening, please coordinate your departure with other staff members so no one is 
left unaware or alone in the building. 
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1.5 Hr Class Prof Staff

30 min Lesson Planning
15 min before class
90 min (1.5 hour class)
15 min after class

2.5 hours
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Special Notes

Parent facilitators must be in the classroom during parent-child time.

Delegating to assistants:
Let your assistant know what needs to be done in advance so they can work on it during 
parent-child time.

Each employee should check the staff bulletin board and mailbox for messages.

Parents are not allowed to leave the school while their children are in class or child care.

Work Schedule

The Director reserves the right to assign classes to staff members based on need 
and judgement. Classes which have less than 7 families (except for birth to 24 months) 
enrolled will be cancelled at the Director’s discretion.

Each employee is allowed some hours of take down time at the end of the school year and 
set up time before the year begins to prepare the site, organize materials, put away orders, 
etc. Contact the Director for a list of “to do” jobs.

 Staff Time
1 Hr Class Prof Staff

30 min Lesson Planning
15 min before class
60 min (1 hour class)
15 min after class

2 hours (minimum hours   
           allowed)

2 Hr Class Prof Staff

30 min Lesson Planning
15 min before class
120 min (2 hours class)
15 min after class

3 hours

Paraprofessionals- Classroom 

15 minutes before class
1 hour class (60 min) = 1.5 hrs
1.5 hour class (90 min) = 2.00 hrs
2 hour class (120 min) = 2.5 hrs
15 min after class

(Paras in infant classes need to arrive 
30 minutes before class) 

Paraprofessionals- Child Care

15 minutes before class
1 hour class (60 min) = 1.5 hrs
1.5 hour class (90 min) = 2 hrs
2 hour class (120 min) = 2.25 hrs
15 min after class



Health and Safety Issues

Crisis and Emergency Guide

All district emergency policies and procedures are outlined in the ISD 88 Crisis and 
Emergency Guide. A copy of the guide is located in each classroom. Refer to this binder for 
specific emergency procedures.

Child Abuse

All ECFE/CK employees are mandated reporters of child abuse and neglect under 
Minnesota law. All reports must be made within 24 hours of the incident. The Director 
may also be contacted when making a report.

Accident Reports

Accident report forms are located in the staff file cabinet. The staff member who witnessed 
the incident is the one who should fill out the form and submit it to the Director. Also, any 
unusual incidents should be reported. Staff who are injured at work must immediately 
contact the ECFE Director (day or night). Forms must also be completed and filed with 
the district.

Bloodborne Pathogens

Bloodborne Pathogen kits are located in the classroom and child cares. The kit will 
include gloves, towels, and disinfectant sprays. The First Aid kit is kept in the classroom. 
A fanny pack First Aid kit is to be taken on all field trips. Gloves are to be worn when 
administering First Aid or when changing diapers or soiled clothes.

Photos

Staff are encouraged to take photos in the classes. These photos may be used in Keepsake 
Albums, Newsletters or other promotional materials. Question any unfamiliar person 
taking photos of the class. Photos taken on staff members personal cameras must be 
forwarded to the Director.

Snow Policy

Community Ed, ECFE, Learning Together, and Creative Kids will not be held when 
school is closed due to inclement weather.

All day ECFE classes and morning Creative Kids and Learning Together will be 
cancelled if school starts two hours late. The decision on cancelling evening classes 
will be made by 2:00 p.m. Cancellations will be announced on KNUJ.
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All school closings, delayed starting times and early dismissals or other emergencies will 
be announced on radio stations KNUJ 860 AM and KXLP 93 FM, WCCO 830 AM, KEEZ 
99 FM, and KXAX 105 FM.

One class will be made up each quarter when possible.

Tornado Warning

In the event New Ulm is in a tornado warning, parents will not be allowed to leave the 
building with their children. Parents, children, and staff will wait in the designated safe 
places in the building (staff should be familiar with these safe places) until the tornado 
warning has expired. 

Fire

Staff will be familiar with the primary and secondary fire exits. See the ISD 88 Crisis and 
Emergency Guide for policies and specific procedures.

General procedure for evacuation on discovery of fire when school is in session:

 1. Sound the fire alarm.
 2. Evacuate building to at least 100 feet. Students are to remain with their class.   
   Instructors will perform a head count once a safe distance has been reached to   
   account for class members.
 3. Call 9-911.
 4. Contact Superintendent’s Office. Crisis team may be activated.
 5. The fire chief or fire official must give instructions as to reoccupancy.

General procedure for evacuation on discovery of fire when school is not in session:
 1. Sound the fire alarm.
 2. Evacuate the building to at least 100 feet.
 3. Call 9-911.
 4. Call Director of Buildings and Grounds.
 5. The Director of Buildings and Grounds will notify the Superintendent as quickly as   
   it is deemed necessary.
 6. The fire chief or fire official must give instructions as to reoccupancy.

Utility Failures

In the event of electricity, water supply, or heat problems, The Director shall use her/his 
discretion in cancelling classes. This decision shall be based on the health and safety of the 
children.



Parent Facilitator Information

First Class of the Session Information

There are certain forms and information Facilitators need to hand out on the first week 
of class. These are:

• Pocket folders labeled ECFE are to be distributed one per family to hold handouts.   
 These should be kept by each family from quarter to quarter.

• Demographic forms and EE Student Data Reporting forms are to be filled out once per   
 year per family.

• Parent Handbooks

• Parent Volunteer sheet each quarter

• Immunization forms will be run off in the office. Staff will be contacted if a child's    
 immunizations are not listed on MIIC.

• Toy Lending Library Information

• Medical Alert to give to Early Childhood Specialists

• Suggested snack list

• Snack sign-up sheet

• Mention hot drinks are available to parents in discussion room 25¢ per cup is    
 appreciated. 

Each week you may or may not have other reminders for parents. These may include:
• Upcoming family events
• Community Information
• Fund Raisers

Day Care Attendance Forms

Clock hours are available for day care providers participating in classes. The forms are 
located in the facilitator file cabinet. Fill out the form based on how many hours of class 
the provider attended. Clock hours are not available to providers who receive a scholarship 
for attending class. Parent Educators should distribute day care attendance forms during 
the last class period of each session.
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Book Orders

Book Order forms are in the Parent Ed Room. Parents return the orders to a staff member. 
Checks are made out to the company (Scholastic, Firefly, etc.). Make sure parents put their 
phone numbers and class day and time on the order form. Place the money/check in an 
envelope and place in the file folder marked book orders located in the Director’s mailbox. 
Do not staple money or checks to the order forms. Parents may also order books online.

Fund Raisers

Most fund raisers will have checks made out to ECFE. Follow the same procedure for 
money (place in labeled envelope in Director’s mailbox).

Please do not staple or clip checks. Use an envelope.

Fund Raisers are voluntary. Parents should not be pressured. Just mention them so 
parents are aware.

Attendance Sheets

At the end of each quarter attach the attendance form to the class evaluations 
and turn in to the Director. Please note your key on the form (m=mother, f=father, 
m=male, f=female, gp=grandparent). Child care attendance must also be recorded on a 
daily basis.

Parent Evaluations

These are to be done at the end of each quarter, usually second to the last or the last 
week. They are then turned into the Director with the attendance sheet. Evaluation forms 
are located in the facilitator file cabinet.

End of Class Procedures

After each class, staff is responsible for cleaning and straightening the classrooms. This 
means washing dishes, arranging chairs, unplugging the coffee pot, returning toys, games, 
and supplies to where they were found, etc. 
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Early Childhood Specialist Information

Greeting

Each parent and child will be greeted by name as they enter the classroom each week.

Snack

Parents are encouraged to sign up on the posted “ECFE Snack Sign-up” sheets at the 
beginning of each session to provide snack. Remember we are working on a limited snack 
budget—snacks need to be simple and healthy. Candy, junk food, chips and sweets are 
not appropriate snacks. 

Participant Name Tags

The Early Childhood Teacher will have name tags prepared for each parent and child 
before class begins. The most common material used for tags are continuous form labels.

Lesson Plans

Lesson plans are to be completed and turned into the ECFE Office one week before the 
class is to be taught. Plans should take into account all developmental areas. Lesson plans 
can be submitted as hard copies or electronically.

Homemade Learning Games

Teachers are encouraged to make games and toys to be used in the class. If ECFE supplies 
(file folders, stickers, adhesive pockets, etc.) or assistant hours are used to make the item 
it will belong to the program. Personal items that will be used in the classroom may be 
laminated at the discretion of the Director.

Learning Stations

Planned activities will be set up before parents and children enter the classroom. 
Descriptive cards will be placed next to each activity which describe how to do the activity, 
the purpose for the activity, and open ended questions for them and their child (i.e. 
prewriting skills, How many cookies are in this picture?, What does that feel like?).

Circle Time

Each class will have a circle time where parents and children will gather around for 
a group activity. Circle time will begin with a name song of the teachers choice. Circle 
time activities are to be varied each week (parachute, instruments, flannel board story, 
movement, etc.) but will include songs and finger plays.
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End of Class Activities

At the end of class, the Early Childhood teacher may either go into the Parent Ed Room to 
talk to the parents or may gather parents and children into a final circle time to tell the 
parents what activities the children participated in while the parents were in discussion. 
A good-bye song may also be sung.

Song/Activity Sheets

It is highly recommended that the Early Childhood Teacher prepare a song and activity 
sheet for the parents each week. This gives parents an opportunity to continue the songs 
and activities once they return home. 
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Classroom Paraprofessionals

Hours

Classroom Paraprofessionals are allowed 15 minutes before and 15 minutes after class to 
set up and take down the classroom. Paras in infant classes are allowed 30 minutes before.

Toy Lending Library

The Classroom Assistants will check in the toys, books, videos, and activity packets. This 
may either be done during parent-child time or after class as part of the take down hours. 
To check items in, look for an identifying number on the item and find the corresponding 
number on the sign out cards. When the card is located, count to see if there are any 
missing pieces, initial that the item has been returned, and return the item to the lending 
room. If pieces are missing, fill out a slip for the parent describing the missing piece, make 
a note on the check out card, and give the slip to the parent. All items need to be  checked 
in by the end of each class.

Supplies

When you notice the supply of cups or napkins is getting low, contact the ECFE Office so 
more can be ordered. Staff can also post notes for parents asking for donations. Empty all 
cases into cupboards.

Child Care Paraprofessionals

Hours

Child Care Paraprofessionals are allowed 15 minutes before and 15 minutes after class. 

Greeting

When a family comes in with a child for child care, greet the child by name and sign in the 
child on the attendance sheet. Make sure all diaper bags, bottles and pacifiers are clearly 
marked. Place a name tag on each child. 

Activities

Whenever possible, children are to be given an art project to work on whether it is 
coloring, painting or gluing. These children are usually proud to show their parents what 
they did in their class. Other age appropriate activities are also to be made available.
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Snack

Snack is to be offered to the children in child care half way through the class. Snack will 
usually consist of water and crackers. Snacks are not to be given at any other time. If 
children bring personal snacks from home encourage them to save it for snack time. All 
snacks must stay at the table. Children will not be permitted to walk around the room 
with food.

Drop-in Child Care

Children who are not on the attendance sheet are considered drop-ins. All parental 
requests for drop-in care must be preapproved by the ECFE Office and are accepted on 
a space available bases. Extra staff will not be provided to accommodate drop-ins except 
for on no-school days. The $5.00 per family per class fee is to be collected by the Child 
Care Staff upon the child’s arrival. The fee is to be placed in an envelope and the envelope 
labeled “Drop-in Child Care Fee for  during . The 
envelope is then to be placed in the Betty/Vernita mailbox. No money is to be stored in the 
Child Care Room.

Staff Child Care

Staff wishing to make use of the child care room must:

1. Check with the ECFE Office prior to the quarter for availability (extra workers will not  
 be added to accommodate staff ’s children).

2. Pre-pay $1.00 per class grouping (i.e. Monday mornings, Tuesday evenings, etc.) for the  
 quarter.  
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Keepsake Albums

The Keepsake Albums were donated to ECFE by a family after the death of their daughter. 
The family wished for a way that every parent could preserve their child’s artwork.

• Every child in ECFE will receive one Keepsake Album.

• Albums will be kept in the Parent Ed room during the ECFE session.

• Parents MUST take their album home at the end of the session. Abandoned albums will   
 have the artwork pulled, tossed and the album will be reused for another family.

• Early Childhood Teachers will set out one art project per week that is designated as the   
 “album” page. The page will be left at school.

• Teachers are encouraged to take digital photos of the parents and children.

• Everyone’s help is needed to put the artwork/refill pages into the albums.

• Additional albums can be given to families free of charge if their old album is filled.

• Refill pages can be purchased for $5.

• The Director will print off individual names of those who may receive an album 
 each session. If you have a name sheet for someone that does not show up for    
 class, please let the Director know.

• A master list of those who have received the albums and when they received it will be   
 placed near the empty albums.

• If a parent states that their child never received an album, start one for them and leave   
 a note for the Director. Their name will then be added to the master list.

• Parents are encouraged to bring the album back to class each session until the album 
 is filled.

• Donations can be made to the “Keepsake Album” fund.

• Any albums left at the end of the session need to be brought to the Director’s Office   
 in the Annex.
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Experience Reference List for Relicensure

Clock hours must be earned in two or more of the categories in items A to I: You must 
have a total of 125 clock hours in a five year period.

A. College Courses:  1 quarter credit = 16 clock hours
      1 semester credit = 24 clock hours

Items B to I:  one clock hour for each hour of participation unless exception is 
noted)

B. Workshops, conferences, institutes, seminars, lectures in areas related to licensure

C. Staff development activities, inservice meetings

D. Developing curriculum for building, district, regional, state, national or international

E. Engagement in formal peer coaching or mentorship

F. Professional Service:
 • Supervision of clinical experiences (16 clock hours/quarter or 24 clock hours/semester,  
  maximum of 30)
 • Membership on licensure, teacher education, or professional standards committees   
  (local, state, or national)
 • Participation in accreditation

G. Leadership Experiences:
 • Developing new or broader skills and sensitivities for school, community, or    
 profession
 • Publication of professional articles
 • Volunteer work in professional organizations related to licensure

H. Develop knowledge and understanding of diverse educational settings:
 • Experience with students of another age, ability, culture, or socioeconomic level
 • Observation visits to schools and related business and industry

I. Preapproved Travel or Work Experience:
 • Travel (10 clock hours/week; maximum of 30)
 • Work experience in business/industry
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Additional Renewal Requirements

In addition to the 125 clock hour requirement, the MN Legislature, by statute, 
requires ALL teachers to evidence the following to renew a license:

1. Effective for renewal of professional licenses which expire on June 30, 2001, and after,   
 applicants must include in their professional development activities which address   
 positive behavioral intervention strategies and accommodation, modification,  
 and adaptation of curriculum, materials, and instruction to appropriately meet   
 the needs of varied students in achieving graduation standards. 
 http://www.revisor.leg.state.mn.us/stats/122A/09.html Subdivision 4(k)  Board of    
 Teaching clarification at:  http://education.state.mn.us/mdeprod/groups/BoardTeach/  
 documents/Memo/00344.pdf.

2. Effective for renewal of professional licenses which expire on June 30, 2004, and after,   
 applicants must also include in their professional development activities which    
 evidence further reading preparation, consistent with Minnesota Statutes, 
 section 122A.06, subdivision 4. http://www.revisor.leg.state.mn.us/stats/122A/09.html    
 Subdivision 4 (m) Board of Teaching clarification at:  
 http://education.state.mn.us/mdeprod/groups/BoardTeach/documents/Memo/00344.pdf.

3. Effective for renewal of professional licenses which expire on June 30, 2005, and after,   
 applicants must also include in their professional development activities which provide   
 an understanding of key warning signs for early-onset mental illness in    
 children and adolescents.  (MN statutes 122A.09, 122A.18 amended by Special Session,   
 Chapter 9, Article 2, Section 7)  http://www.revisor.leg.state.mn.us/stats/122A/09.html)    
 Subdivision 4(n) Board of Teaching clarification at:  
 http://education.state.mn.us/mdeprod/groups/BoardTeach/documents/Memo/00344.pdf.

Please make sure that you have 125 credits and you have evidence on file that you have 
completed all of the requirements.

 •Training in Early Onset mental illness
 •Training in reading strategies
 •Positive Behavioral intervention strategies
 •Accommodations, modifications and adaptations of curriculum materials

You will note that this looks like there are four requirements now. They have broken the 
last two into two separate categories.
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Checklist

I have read and understood the policies described in the staff manual. I have also read and 
understood the following policies and location of the following items:

 • time sheet location
 • First Aid kit location
 • Bloodborne Pathogen kit and procedure
 • Fire alarm evacuation procedure
 • Tornado drill procedure
 • Accident report policy and form location
 • location of extra keys
 • Early Childhood supplies
 • Parent Facilitator supplies
 • book order procedures
 • responsibility for decorating, cleaning
 • checkout policy
 • location of accident reports, lesson plans, etc.
 • dress policy
 • snow policy
 • training policy
 • staff child care policy
 •location of ISD 88 Crisis and Emergency Guide
 • able to access payroll information

Signature  

Date  
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