Policy & Procedure – Teacher Change/Transition
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Policy 
The program seeks to minimize changes of teachers and caregivers during the school year so that children and families can enjoy the comfort and security of a familiar face and consistent learning environment.  If a change in staff is necessary, the program will prepare children and families and ease the transition by following the procedure below. The transition process is a team effort which involves everyone at the center, regardless of organizational position.  
Responsibility & Accountability
The Director is responsible for enforcing the policy by ensuring that staff understand the policy and follow the procedure. The Departing Staff Member, Replacement Staff Member, and staff assigned to fill positions temporarily are accountable for executing the policy and procedure.  
Procedure
1. A letter will be sent home to the affected children’s families to inform them of the upcoming change in staff.
2. The new teacher will arrange to meet the children and families and promote familiarity and recognition. 
3. The new teacher will visit the classroom to observe the daily routine and interactions between the teacher and children. 

4. Three to four days prior to the departure the new teacher will come into the classroom to co-teach lessons, interact with the children, and learn more about each individual child through reviewing any documentation or assessments. The new teacher will be given a clear overview of each child’s development and progress. 

5. The departing staff member will talk with the children about his/her departure.  There will be a “goodbye activity” (such as a special snack) and the children will have the opportunity to make cards, pictures, etc.  

6. If possible, the departing teacher will periodically visit his/her first classroom during the first two weeks following his/her departure. 

7. If there are two teachers in the room and one teacher leaves the program, the second teacher will help the children cope with the change.  

8. When possible, job openings will be filled from qualified substitutes and part-time personnel who are already familiar with the children. 
9. When a teacher leaves abruptly and there is no opportunity to plan for the change, the following procedure will be followed:

a. A letter will be sent home to notify the children’s families immediately.

b. The director or an experienced teacher from another classroom will function as temporary teacher until a replacement teacher arrives.

c. The center will make every effort to have staff recognized by the children, such as part time teachers, student teachers and specialists, spend extra time with the children during the transition.
d. Parents will be invited to spend time in the classroom.

e. The new teacher will carefully review assessments, IEPs and INFPs of children in the classroom, and get to know the individual needs of the children ASAP. 

f. The new teacher will review past Getting to Know You Surveys from families, and meet with families individually to establish new relationships.
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