PRESCHOOL DUTIES

GREETER
· Check the entry room before the children arrive to be sure it is in order.  The door to the storage closet should be closed.
· Greet each child and parent as they arrive.  *Make sure parents fill out the sign-in sheet (parents need to put a time and a phone number where they can be reached!).
PRESCHOOL ROOM PREPARATION
· Take chairs down from table.
· As children enter preschool room, direct them to their opening activity.
· Stay involved with children.
SNACK PREPARATION
· Check to see what snack is planned for the day or who is bringing it.  Document what was brought on snack.

· Put prepared snack on cart.  Count out cups, napkins, plates, or items needed.

· Place tub for dirty dishes on the snack cart.

· Wheel cart into preschool.  Display sign for snack directions

· Be sure children wash their hands (in the classroom) before and after helping themselves to snack.

· Encourage conversation with the children.

· Encourage children to clean up after they eat.

· Wheel cart into kitchen.  If there is time you may begin to clean up or it may need to wait.

· RETURN COLD FOOD AND DRINKS TO THE REFRIDGERATOR.

FAREWELL
· Wait at door to assist parents.  Make sure they sign their child out.

· Keep children from leaving for parking lot before parent is ready.

· SMILE and cheerfully say good-bye.

· Straighten entry room.

