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	Setting Up the Physical Environment Protocol

	Category: Education and Child Development Program Services
	Regulations: 1302.31 Teaching and the Learning Environment
	

	Purpose:
	Both the indoor and outdoor space should provide a safe physical environment that is conducive to learning and reflective of the different stages of development of each child. Appropriate space and materials will be provided to conduct a variety of activities that promote development in each developmental domain. Functional areas allow for individual activities and social interactions. The physical environment supports positive behaviors. The environment also reflects acceptance that supports and respects gender, culture, language, ethnicity and family composition.

	
	Activity / Steps:

	Strategy














	1. Establish traffic patterns for entering the room, moving to and from activity areas, bathroom, and children’s cubbies.
2. Minimize large open spaces and obstacles.
3. Organize the room so you can see as much as possible from every location to ensure children's safety.
4. Arrange the space to allow children to work individually, in small groups, or in a large group.
a. Have the Management System in place for entering and exiting areas to help balance the amount of children in each area.
b. See label guidance form for font size and style.
5. Provide individual spaces for children to hang their clothing and store their personal belongings. Label spaces with their names and a photo (see label guidance form).
6. Make every effort to include the children's home language in the signs and labels around the classroom (see label guidance).

	Posting / Charts
	1. Display a visual graphic reminder of Behavior Expectations/ Classroom Rules Chart
a. Second Step rules posters must be displayed
b. If using an additional Classroom Rule Chart, then gather children’s input of what the rules will be and follow guidance below:
c. For font size and style – see label protocol form
d. Positive words to direct behavior will be utilized, for example: Walking Feet, hands to myself, inside voices, wait for my turn, share with my friends, take care of our toys.
e. Post at children's eye level in the classroom for children to see.
2. Display a Classroom Picture Pocket Schedule
a. For font size and style follow label protocol form.
b. Utilize real photos of children 
c. Must be posted in a large group.
d. Schedules must be posted at children's eye level.
e. If Pocket Charts are not available, classroom staff will use a white piece of tag board and display the schedule reading from top to bottom
f. Words must be written first and then the picture next to it
g. The schedule will begin with Arrival and will end with Departure, both will need times
h. Mealtimes will need to have times displayed. Meals have a set time for preschool and toddler, but could be adjusted if needed. Infants are fed on demand.
i. Outdoor times will need to have the time displayed 
j. Other activities and transitions will not need times due to teachers being flexible and meeting
k. the needs of children, but an established routine should be followed daily and accommodations made only when needed.
3. Child Management Chart: is to help balance how many children are in an interest area. 
a. For font size and style follow label protocol form.
b. Utilize real photos of the area.
c. Charts must be posted in children’s eye level
d. Each area must have a management chart posted. (except Calm down space)
e. Children will place their name tag on the management chart as they play in the area.
f. Management charts must be utilized during choice time and if needed during small group time.
4. Morning message is to help introduce the children to the learning of the day, this also supports DLL and ELL learners by having repetition of the phrase. 
a. For font size and style follow label protocol form.
b. Morning Message will be posted in large group.
c. Morning Message must have a daily message.
d. Morning Message must be stated in English
e. Must be posted at children’s eye level.
5. Question of the day is to help children recall events, help children with memory and with expressing their thoughts, and motivate children to talk. 
a. For font size and style follow label protocol form.
b. Questions of the day will be posted in large group.
c. Question of the day must have daily question.
d. It must be posted in English and Spanish.
e. Must be posted at children’s eye level.
6. Word Box Purpose is used as a tool to support emergent literacy.
a. For font size and style follow label protocol form.
b. Word Box will be posted in large group.
c. Word Box must have daily vocabulary.
d. It must be posted in English and Spanish.
e. Must be posted at child’s eye level.
7. Posting the alphabet is optional, but if you do post it must be in the D'nealian font (ask your coach for a copy)-
a. If staff are going to use it to teach children letters. It must be posted lower for children to reach and at child’s eye level.
b. If staff want to use it to decorate the classroom it doesn’t have to be low for children to reach.
c. Staff have an option to minimize the size in order to fit the large group area. If staff need to separate the alphabet, separate between the letters M and N.
8. Active Supervision boards in classroom:
EHS Center Base/MSHS/HS-
a. Post whiteboard to be utilized to write in how many children are in the classroom
b. Create and post an in/out Board to be utilized to write how many children come in and out of the classroom.
EHS Home Base- 
a. Post whiteboard to be utilized to write in how many people are in the classroom
b. Create and post an in/out Board to be utilized to write how many total family members are in or out of the classroom.
9. Active Supervision postings for Bulletin Board
a. Utilize and Post the Six Strategies of Active Supervision Poster (English/Spanish)
b. Create and post Computerized Zoning Maps of the indoor classroom and outdoor play areas, when the classroom is rearranged, change in staff, or furniture is removed or added. Staff must update the computerized zoning map. Staff must give an updated computerized zoning map to the Center manager or Supervisor.
c. Staff Zoning Chart must include routines for the day and add staff names of who will be in charge of routines in the classroom.  When new staff members begin, the Staff Zoning Chart must be updated. Staff must give an updated Staff Zoning Chart to the center manager or supervisor. Staff must be flexible ensuring they meet children’s needs first.

	 Preschool-(HS/MSHS)

	1. Established activities will need an estimated amount of time
2. Large group 10 to 15 minutes
a. Curriculum time
b. Music and IMIL
c. Story time / Nursery Rhymes
d. Welcome and Goodbye 
e. Morning Message & Question of the day & Word Box
3. All meals are allowed 30 minute or more if needed.
4. Outdoor time up for Head Start is 60 minutes and Migrant Seasonal Head Start is 90 minutes - sessions can be broken up and IMIL time can be included in those time frames.
5. Choice time up to 60 minutes / Small group 15 to 20 minutes                                                                                                                                                                                                                                                                                            
6. Rest time 60 to 90 minutes (depending on program).
7. Incorporate routine tasks into the program and daily schedule 
a. Allow time for routines such as toileting, eating, dressing, hand washing, tooth brushing.
b. Display schedule at children’s eye level and will be posted at large group time

	Infant/Toddler-(EHS Center Base/MSHS)
	1. Routines and Schedule: Infant, Toddler, Twos schedule is flexible and adaptable to meet each child’s needs. It is unhurried and at a child's pace. It is balanced between active and quiet times.           
2. Indoor Experience: Planning daily experiences that promote children’s development and learning as follows: Playing with toys, imitating and pretending, stories and books, creating with art, tasting and preparing food, and exploring sand and water.                                                                                      
3. Weekly Routines: is an important part of the day for infants, toddlers, and twos. Routines provide many opportunities for children to build relationships. It promotes a secure trusting relationship with others.
a. Hello & Goodbye: Support the children through separation from their parents, calming their anxiety and supporting their S/E needs. Have family photos posted, let children say goodbye to their parents, comfort the child after the parent leaves.
b. Diapering & Toileting: Supporting the S/E development of children in how they feel about themselves, what you say and how you treat children during this basic care can affect how a child might feel. Children will spend a lot of their time in this basic care, making it comfortable and relaxing.
c. Eating & Mealtimes: Which includes table setting, washing hands, talking at the table, tooth brushing. These are opportunities for children to learn self-care, to get to know one another, and explore textures and taste and learn about community.                                                                          
d. Sleeping & Nap Time: Sleeping and rest time is necessary for children, meeting each child's need to rest will support the child in being more restful and being ready to explore and develop. Don’t make rest time a battle, find ways to make it enjoyable for the child and for yourself. Know each child’s schedule and needs.
e. Getting Dressed: The children go through different emotions about dressing and undressing. Make dressing enjoyable experiences for children by letting children know what you are doing and allowing children to try to help get them dressed. Map your actions as you get a child dressed, this will help with the anxiety of a child and you will build on their language. Example: “I am placing the shirt over your head, and pulling your arms through the arm sleeve".
4. Outdoor Experiences: EHS Center Base/Migrant Seasonal Head Start is up to 20 minutes morning and afternoon
5. Mighty Minute: Teachers will use short playful activities to engage children at least one or more learning experiences daily. 
6. Music & Movement: promotes children with development in the social emotional, physical, cognitive, and language skills as they engage in music and movement. Music and movement is flexible to children's needs up to one or more music and movement experiences daily.
7. Gross Motor Time (IMIL): Promotes physical activities for children and is flexible to children’s needs at least one or more active experiences throughout the day.

	Infant/Toddler-(EHS Home Base)
	1. Planned Activities for Kid Zone
2. Indoor Experience: Planning daily experiences that promote children’s development and learning as follows: Playing with toys, imitating and pretending, stories and books, creating with art, tasting and preparing food, and exploring sand and water. 
3. Outdoor Experiences: Early Head Start is up to 20 minutes at every Kid Zone                                    
4. Mighty Minute: Teachers will use short playful activities to engage children at least one or more learning experiences daily. 
5. Music & Movement: promotes children with developmental in the social emotional, physical, cognitive, and language skills as they engage in music and movement. Music and movement is flexible to children's needs up to one or more music and movement experiences.
6. Gross Motor Time (IMIL): Promotes physical activities for children and is flexible to children’s needs at least one or more active experiences at Kid Zone.
7. Prenatal Experiences: Provide informational resources to prepare prenatal mom for stages of pregnancy or birth, healthy eating, literacy, and health by utilizing PAT, prenatal information board-pamphlets, and fetus model.

	Other Classroom Charts
	1. Classroom helper chart
a. See label guidance form for font style and size
b. Keep a minimal amount of helpers to better support each job: table helpers, light helper, door helper, 5-minute warning helper, line leader and plant helper
1. Who is Here Chart
c. Staff will utilize the Pocket chart
d. See label guidance form for font size and style
e. White sentence strips will be used
f. Child’s photo and type name will be placed on sentence strip
g. Teaching staff will develop a system of using pocket name chart as a sign in system
2. Weather chart (optional)
3. Calendar
a. Calendar should be utilized to teach today tomorrow and yesterday concept
b. Calendar will not be used to count the days (not age appropriate)
c. Days of the week can be introduced as what events will occur that day for example: On Monday we will have a field trip
c. Seek support from School Readiness Coach or School Readiness Content Specialist on how to utilize calendar at an age appropriate practice

	Establish Interest Areas
	1. Clearly define areas by using room dividers or furniture. Consider floor covering, lighting, and location of resources (e.g. electric outlet, water source, etc.) when setting up areas.

	Label Interest Areas
	Preschool-MSHS/HS
Blocks/ Building (may be in large group area) 
Dramatic Play Area
Manipulative Area (toys & games & math area)
Sensory Area (sand & water)                                                                                                                        
Music and Movement (can be incorporated in another area)
Discovery (Science) Area
Art Area
Computer Area
Cooking (which may need to be brought out for special activity)
Writing Area  
Library Area   
Toddler-MSHS / Early Head Start Center Base
Greeting Area                                                                                                                                                         
Diapering/Toileting Area                                                                                                                         
Eating Area                                                                                                                                          
Gathering Area                                                                                                                                   
Dramatic Play Area
Soft Block Area                                                                                                                                                    
Sensory Area                                                                                                                                                       
Art Area
Library Area                                                                                                                                                                                                                                                                    
Infant – (MSHS/Early Head Start Center Base)                                                                                                                                             
Greeting Area
Diaper Area
Sleeping Area
Eating Area
Gathering Area
Early Head Start-Home Base:
Greeting Area                                                                                                                                                         
Diapering/Toileting Area                                                                                                                         
Gathering Area                                                                                                                                       
Eating Area                                                                                                                                          
Dramatic Play Area
Soft Block Area                                                                                                                                                  
Sensory Area                                                                                                                                               
Art Area
Library Area

	Materials in the Classroom
	1. Choose and adapt materials that meet the interest (attractive and relevant to children's experiences and culture) and needs (challenging, but not frustrating) of the children.
2. Ensure that all the equipment and materials in the classroom are in fair/good condition.
3. Provide multiples of the basic materials to minimize sharing problems.
4. Change the materials in the learning centers based on children's interest, skill level, and promote high order thinking skills (E.g. Dramatic play area can be a flower shop or a doctor's office).
5. Stickers and reward stamps are not used in the classroom to praise children.  
a. Praise children with descriptive words that identify the skill or behavior that child displayed Example: “Marcos nice job in using your nice words to tell your friend please and thank you” or “Maria you really used your thinking skills in putting the puzzle together”.  
b. The only time sticker or stamps will be utilized is if a child is on an Positive Behavior Support Plan and it has been recommended by a Mental Health Specialist that a sticker book or stickers will be used.

	Organize Materials
	1. Display materials on low open shelves to promote accessibility and independent use by children.
2. Use containers to hold materials and toys with small pieces (clear containers or cultural baskets)
3. Have a designated place for everything in the classroom
4. Utilize both pictures and language labels for items in the room
a. See label guidance form for font & size
b. Labels will be Velcro to the shelf, utilizing small round pieces of Velcro
c. Labels will be placed on shelves for children to see and recognize what materials need to be placed in or on the shelf.
d. If clear containers are not available to hold materials, then a label will also need to be placed on the container of children to identify what goes into the container.

	Planning Classroom Display

	1. Reserve display space for children's learning and work. Keep displays simple and neat. 
2. Display children's work at children’s eye level, label with computer print of child’s name or child’s signature. 
3. Change displays regularly. 
4. Respecting Culture of families:
a. Displays in the classroom are to represent the culture of our families and the acceptance of our children and families.  
b. Posters, pictures, materials should represent diversity in the classroom.  
c. When displaying pictures and materials, ensure that imagines are non-stereotypical (no cartoon characters or holidays) and authentic depictions of children and families.
d. Utilize real pictures of people, places, and things.


	Adapt / Modify Space
	1. Space and materials will be adapted in order to meet the needs of all children
2. Including those with physical, sensory, and developmental needs

	Calm Down Space
	Provide a space for children to utilize when they need to calm down their bodies or have some alone time- can be a couch or a comforting area. Refer area as the calm down area verbally- do not physically label the area.
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