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	Work Process Schedule
	SKILLS
	

	Teach daily living skills or behaviors.

Teach basic skills, such as color, shape, number and letter recognition, personal hygiene, and social skills.

Read to children and teach them simple painting, drawing, handicrafts, and songs.

Discipline children and recommend or initiate other measures to control behavior, such as caring for own clothing and picking up toys and books.

Help children with homework and school work.

	4

	

	Provide for basic needs of children.

Attend to children's basic needs by feeding them, dressing them, and changing their diapers.

Serve meals and snacks in accordance with nutritional guidelines.

Assimilate arriving children to the school environment by greeting them, helping them remove outerwear, and selecting activities of interest to them.

	3

	

	Set up classroom materials or equipment.

Provide a variety of materials and resources for children to explore, manipulate, and use, both in learning activities and in imaginative play.

Prepare materials and classrooms for class activities.

Arrange indoor and outdoor space and organize and store toys to facilitate creative play, motor-skill activities, and safety.

	3

	

	Establish rules or policies governing student behavior.

Establish and enforce rules for behavior and procedures for maintaining order.

Maintain a safe play environment.

Observe and monitor children's play activities.

	2

	

	Modify teaching methods or materials to accommodate student needs.

Adapt teaching methods and instructional materials to meet students' varying needs and interests.

	1

	

	Discuss child development and behavior with parents or guardians.

Communicate with children's parents or guardians about daily activities, behaviors, and related issues.

Identify signs of emotional or developmental problems in children and bring them to parents' or guardians' attention.

	2

	

	Monitor health or behavior of people.  

Identify signs of emotional or developmental problems in children and bring them to parents' or guardians' attention.

	1

	

	Provide counsel, comfort, or encouragement to individuals or families.

Support children's emotional and social development, encouraging understanding of others and positive self-concepts.

	1

	

	Plan educational activities.

Create developmentally appropriate lesson plans.

Organize and participate in recreational activities and outings, such as games and field trips.

	2

	

	Develop daily schedules for children or families.

Regulate children's rest periods.

	1

	

	Maintain client information or service records.

Keep records on individual children, including daily observations and information about activities, meals served, and medications administered.

	1

	

	Perform housekeeping duties.

Perform housekeeping duties, such as laundry, cleaning, dish washing, and changing of linens.

	1

	

	Read to students.

Read books to entire classes or to small groups.

	1

	

	Prepare foods or meals.

Assist in preparing food and serving meals and refreshments to children.

	1

	

	Enforce rules or policies governing student behavior.

Enforce all administration policies and rules governing students.

	1

	

	Assist students with special educational needs.

Provide care for mentally disturbed, delinquent, or handicapped children.

	1

	

	Totals
	SKILLS
26
	OJT HRS
0




