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All Maine children and youth have a right to a safe and healthy environment in which to engage in activities with their peers.

To use this checklist: 

Mark C if the statement completely applies, 

Mark NC if the statement does not completely apply. 

If the statement is not applicable to the facility or activities, mark N/A. 

The notes section is for explanation, suggestions, or comments. 

This checklist is a self-evaluation of non-mandatory suggestions to create a healthy, safe, and constructive environment in which to grow, learn, and to be supervised.

In addition to the checklist, a Rights for Children addendum as written by the Department of Health and Human Services   
Facility:

	Water Supply and Hand Washing
	C
	NC
	N/A
	Notes

	1. Building has water supply and sewage disposal which is tested and approved by the Maine Department of Health and Human Services, Division of Health Engineering. 
	
	
	
	

	2. Drinking water used by children for drinking is from a public water supply or a drinking water source approved by the Division of Health Engineering. 
	
	
	
	

	3. Washing and toilet facilities with both hot (not to exceed 120o F) and cold running water, soap, and disposable paper towels are available. 
	
	
	
	

	4. All staff and children wash their hands properly after each trip to the bathroom and before food preparation/eating. 
	
	
	
	

	5. Proper hand washing procedures are posted at all hand washing sinks including food preparation and art sinks.
	
	
	
	

	6. There are separate sinks for hand washing after toileting and for food preparation. 
	
	
	
	

	7. A waterless hand sanitizer is available for field trips only when hot running water and soap are not available. 
	
	
	
	

	
	
	
	
	

	Food Preparation 
(if facility does not serve or allow food, skip to question 16)
	C
	NC
	N/A
	Notes

	7. Food preparation areas are separate from eating and play areas and are washed before and after each use. Area is not being used for other activities while food is being prepared or served. 
	
	
	
	


	8. Information regarding children’s food allergies is available to food preparation staff and food is prepared accordingly. 
	
	
	
	

	9. Refrigerator temperature does not exceed 41o F.  Freezer temperature does not exceed 0o F. There are thermometers in both the refrigerator and freezer. 
	
	
	
	

	10. Food brought in by students or prepared by the facility are properly stored in refrigerators or on shelves. Box/bag lunches or other food supplied from outside the facility shall be kept refrigerated if required. 
	
	
	
	

	11. All milk products are pasteurized. All fruits and vegetables are washed thoroughly before use. 
	
	
	
	

	12. Paper products are single use and are disposed of immediately after use.
	
	
	
	

	13. Dishes are washed in an automatic dishwasher or in warm soapy water and are rinsed in hot water. 
	
	
	
	

	14. Surfaces coming into contact with food or drink are easily cleanable, in good repair, and are not made of toxic material.
	
	
	
	

	15. Children are permitted in meal preparation areas only when directly supervised by a staff person and there is no danger of injury from equipment. 
	
	
	
	

	16. Staff who are ill do not work in the food preparation areas. Staff with open sores do not handle or prepare food.
	
	
	
	

	17. All food is stored, prepared and served in a sanitary manner.
	
	
	
	

	18. All cooked foods are cooked to proper temperatures. All reheated foods are cooked to at least one hundred and sixty-five degrees (165o) Fahrenheit.
	
	
	
	

	19. When food is transported, sanitary containers shall be used to keep hot food at or above at least one hundred and forty degrees (140o) Fahrenheit and cold food at or below 40o F. 
	
	
	
	

	
	
	
	
	


	Building and Grounds
	C
	NC
	N/A
	Notes

	20. Building and grounds are maintained, repaired, and free of dangers to children’s life, health, and safety, including satisfactory lead paint levels.
	
	
	
	

	21. Building is free from insects, rodents and other vermin. 
	
	
	
	

	22. When animals and pets are in the facility, supervision is such that ensures that neither the animals nor the children are harmed. There is proof of rabies and other vaccinations. Animals are not allowed in the food preparation and storage areas. All indoor and outdoor areas accessible by children are free from animal waste. 
	
	
	
	

	23. The facility temperature is at least 68o F year around. If specific activities require the temperature to be below 68o F, parents or guardians and students must be notified. 
	
	
	
	

	24. Doors and windows used for ventilation are equipped with securely fastened screens.
	
	
	
	

	25. Every room, hallway, and stairway used by children is well-lit and ventilated. 
	
	
	
	

	26. All stairs used by children are equipped with a properly secured handrail.
	
	
	
	

	27. Natural light is available in any room which a child is in for more than 4 (four) hours per day. 
	
	
	
	

	28. Smoking is prohibited on the premises when children are present. This includes all indoor and outdoor areas where children may be present. 
	
	
	
	

	29. Weapons, firearms, and ammunition are prohibited in the program area. If sporting equipment, firearms and ammunition are used for specific instruction and/or practice which is supervised by a trained adult, parents/guardians are notified and such items are securely locked when not in use.
	
	
	
	

	30. A non-coin operated, corded telephone is in working condition and accessible. Emergency numbers and information, including the address of the facility, are posted next to each telephone.
	
	
	
	


	31. Cleaning supplies, toxic substances, matches, lighters, power tools, and items dangerous to children are stored away from food storage and in such a way as to be inaccessible to children, even in rooms which are not used by children.
	
	
	
	

	32. Gasoline and other explosives are plainly marked and are in locked facilities not occupied by children or staff and located a safe distance from other buildings. 
	
	
	
	

	33. Lead paint is not used on toys, furniture or any other interior surface.
	
	
	
	

	34. Swimming and wading pools are cleaned and emptied daily or equipped with a filtration and/or treatment system.
	
	
	
	

	35. Swimming and wading pools are emptied or removed from play areas when not in use or are protected by locking fencing or other barriers to prevent access by children without staff approval, observation, and supervision.
	
	
	
	

	36. Garbage and refuse is collected as often as necessary and is done in a sanitary manner. Bags are kept in leak-proof, non-absorbent, and rust and corrosion resistant containers with tight-fitting lids.
	
	
	
	

	37. Facility has written procedures for routine cleanings of refrigerator, bathroom, kitchen facilities, and play areas.
	
	
	
	

	38. Facility has written procedures for proper storage and refrigeration of food- provided or brought in.
	
	
	
	

	
	
	
	
	

	Emergency Procedures
	C
	NC
	N/A
	Notes

	39. Emergency evacuation routes are posted in each room accessible by a child or staff member.
	
	
	
	

	40. Evacuation drills are conducted routinely during the program. (If only a one-time workshop, evacuation routes are posted and staff person goes over them verbally.) Ideally, evacuation drills are conducted monthly while children are at the facility.
	
	
	
	

	41. All emergency evacuation routes are free of obstruction and are in working order to allow access out of the building. 
	
	
	
	

	42. A procedure is in place for notification of parent/guardian (and/or secondary parent/guardian) if a child sustains a sudden illness, accident, or injury. Emergency transportation is available at all times. 
	
	
	
	

	43. Working smoke detectors are located in every room or as other wise required by the Fire Marshal. Carbon monoxide detectors are also recommended. 
	
	
	
	

	44. The facility documents all accidents, injuries, or emergencies. A copy is given to the parent/guardian.
	
	
	
	

	45. There is a fire extinguisher or sprinkler system accessible in every room. 
	
	
	
	

	46. The facility has at least one fully equipped, readily available first aid kit and manual and at least one separate first aid kit and manual available for field trips (if applicable). 
	
	
	
	

	47. Heating units are safeguarded to prevent injuries and burns. Portable heaters are prohibited*, except those approved by the Fire Marshal.
	
	
	
	 

	48. Children or staff who are ill or severely injured are temporarily isolated from the rest of the group while waiting to be transported elsewhere. Screens are acceptable, kitchen facilities or bathrooms are not acceptable. 
	
	
	
	 

	
	
	
	
	

	Indoor and Outdoor Play Areas 
	C
	NC
	N/A
	Notes

	49. Activities are developmentally appropriate for the age of the children attending the activity or program.
	
	
	
	

	50. Television, video viewing/games, and/or the use of a computer are limited to one hour per day, unless for instruction or education purposes, and are educational and age appropriate.
	
	
	
	

	51. Play and/or instruction areas are large enough for the number of children present at one time. If the areas are not large enough, the group is split in order for each child to play and/or practice without threat of harm from another child or fixtures within the space.
	
	
	
	


	52. The premises, toys, and equipment are kept clean and in proper working order to ensure health and safety. Water tables are cleaned daily when used.
	
	
	
	

	53. Helmets are worn by children when riding or using equipment such as pedal bikes, skateboards, scooters, rollerblades, etc. or other vehicles such as ATV’s, snowmobiles or electric vehicles (under the supervision of an adult). 
	
	
	
	

	54. Indoor and outdoor areas are free from hazards and inspected by staff daily, prior to children having access to the areas. 
	
	
	
	

	55. Outdoor space is protected by fencing or other natural barriers from hazardous conditions and has at least one exit other than through the building. 
	
	
	
	

	56. Outdoor play equipment is constructed and anchored properly. All play areas have proper drainage.
	
	
	
	

	57. All play areas have energy absorbing materials such as mulch, sand, or padding under “fall areas” (under swings, climbing structures, etc.)
	
	
	
	

	
	
	
	
	

	Transportation and Vehicles (skip to question 60 if transportation is not provided)
	C
	NC
	N/A
	Notes

	58. All vehicles transporting children under supervision of the facility or program have current registration, insurance, inspection and working seatbelts.
	
	
	
	

	59. There is one (1) adult per vehicle for up to thirteen (13) children per vehicle.  
	
	
	
	

	60. For young children (up to age 8 or between 40 and 80 pounds) a booster seat is used and properly positioned and fastened. 
	
	
	
	

	
	
	
	
	


	Administration and Records
	Yes
	No
	N/A
	Notes

	61. The facility keeps a written record of each child’s personal and emergency information including but not limited to the following:

Parent/Guardian contact information, alternate parent/guardian contact information, allergy information, list of current medications for the child and written authorization to obtain emergency medical care. 
	
	
	
	

	62. If a child requires medication while at the facility, a signed request by the parent/guardian is provided with the original container. All medication, prescription or not, is only given according to the instructions on the container and is not expired.  All medications are kept as to be inaccessible to children. (Recommended to be locked.)
	
	
	
	

	63. The facility does not administer nonprescription medication (i.e. Tylenol) without written permission from a parent/guardian. The written permission is signed, dated, and names the medication and dosage. 
	
	
	
	

	64. The facility records all medication, prescription or nonprescription, given to any child including the amount, time, date, and signature of the administrator of the medication. 
	
	
	
	

	65. It is recommended that the facility keep a copy of criminal history reports, out of home abuse investigation reports, and child protection reports of each temporary or regular staff member, director, or volunteer. These records are held in strict confidence and securely stored.
	
	
	
	

	Staff: 


	
	
	
	

	Staff and Volunteers
	Yes
	No
	N/A
	Notes

	66. A personnel record is kept for every temporary or regular staff member, director, owner, administrator, or volunteer. (This includes parents who volunteer on a weekly basis.)
	
	
	
	


	67. Information included in these records includes but is not limited to:

Emergency contact information, background check reports, certificate of immunization, mailing address, phone number, date of birth, social security number, training, education, experience and any other qualifications. 
	
	
	
	

	68. Annual motor vehicle checks are performed for all staff or volunteers who transport children. 
	
	
	
	

	69. There is at least one person in the facility at all times with current certification in Adult and Child CPR and/or First Aid.
	
	
	
	

	70. Administrative and front line staff performed their assigned tasks and meets all requirements for qualifications of that task. The instructor in charge of a supervised activity possesses the competence in skills specific to the activity. Scuba diving and any other technical activity instructors possess an appropriate instructor’s certificate.
	
	
	
	

	71. Staff hiring, training, and supervising procedures promote the employment of emotionally well adjusted, mature, and responsible adults. The facility owner or director considers the following for hiring or continued employment (if that person is working directly with children or youth): convictions of sexual or violent crimes; any crimes involving children or activities which could have resulted in convictions for such crimes if prosecuted; admission to a substance abuse treatment facility, or conviction in the past five years of OUI or any other activity which involves substance abuse; any serious physical or mental health problems that have required admission to a hospital or other inpatient facility that would impair the proper supervision and guidance of children and youth or the ability to perform assigned tasks; investigations from Child Protective Services or the Institutional Abuse Unit (IAU) or other allegations of child abuse or neglect; any prior conditional licenses, license suspension, fine, and/or revocation regarding a child or adult care license or approval issued to the applicant; the removal of children from their care or custody by court order; and any other information regarding the mistreatment of children, adults, or animals. 
	
	
	
	

	72. The staff is supervising children, both indoors and outdoors, and are aware of and responsible for the ongoing activity of each child and is close enough to intervene when needed.
	
	
	
	

	73. Minimum age of staff who are directly responsible for supervision of children and youth are 17 years or older and are under the direct supervision of a senior staff member or director.
	
	
	
	

	74. Staff and volunteers who are under the age of 18 are at least two (2) years older than the group with which they are working.
	
	
	
	

	75. There are no more than thirteen (13) children and youth per staff member over the age of 18. 
	
	
	
	

	76. The director is at least 21 years of age and has ___ hours of administrative or supervisory relevant experience, is a high school graduate or equivalent, and has ___ hours of training. 
	
	
	
	

	77. The director or supervisor of water activities is at least 21 and has evidence of at least one of the following certifications from a nationally-recognized certifying body: lifeguard training, swim instructor certification, or equivalent certification. 
	
	
	
	

	78. Water staff, separate from the director or supervisor, has a minimum of current lifeguard certification from a nationally- recognized certifying body or equivalent certification. The maximum number of people (adults, children and/or youth) one water staff person is responsible for is 10. 
	
	
	
	 .

	79. Staff use positive methods of child guidance which encourage self-control, self-direction, self-esteem, and cooperation. Child guidance meets the needs of the individual child. The facility has guidelines for constructive methods of guidance. This includes but is not limited to the following: conflict resolution, encouraging the use of language skills, redirecting, providing choices, using praise or positive reinforcement, recognizing a child’s strength, and allowing for individual differences.
	
	
	
	


	80. The use of corporal punishment is strictly prohibited. “Corporal punishment” means actions against a child, including, but not limited to:

Slapping; Striking; Shaking; Shoving; Spanking; Pinching; Twisting; Kicking; Biting; Ear pulling or ear twisting; Hair pulling; Forcing a child to taste or eat spicy, bitter or otherwise distasteful products for the purpose of discipline; 

Spraying with water as a means of controlling behavior; Placing tape over a child’s mouth; Mechanical restraints, such as tying a child to a chair; Other forms of aggressive contact; or Requiring or forcing a child to take an uncomfortable position such as: Squatting; Kneeling; Standing holding arms outstretched at sides or overhead; Bending; or Requiring or forcing a child to repeat physical movements. Food, rest, or bathroom breaks are not with held as a form of punishment or any other means of control. 
	
	
	
	

	81. Staff observes children daily at the time of arrival and throughout the day for signs of illness, such as fever, diarrhea, vomiting, or skin rashes.
	
	
	
	

	82. The facility makes sure all personnel are aware of their responsibility to report any suspected abuse or neglect of a child under the age of 18. The facility has adopted a written policy for handling suspected instances of child abuse or neglect in accordance with Maine law. The facility cooperates in the investigation of allegations of abuse or neglect.
	
	
	
	

	83. The facility does not employ or otherwise permit any person to serve therein, any capacity, if such person has a communicable or contagious disease which would threaten the health and safety of the children and youth or other staff members, unless Standard Precautions reduce or eliminate exposure or risk to the children.
	
	
	
	


	Children:


	
	
	
	

	Children
	Yes
	No
	N/A
	Notes

	84. Children’s records include records of past medical treatment, date of last tetanus shot, a list of all known allergies, and a description of any current health conditions requiring medication, treatment, or special restrictions in case of emergency.
	
	
	
	

	85. Children in attendance for more than four (4) hours have an opportunity for rest for one (1) hour or longer according to the age and needs of the child.
	
	
	
	

	86. Children in attendance for less than four (4) hours are allowed an opportunity for rest of at least ten (10) minutes. 
	
	
	
	

	87. Children have the rights to the following:

Freedom from abuse and neglect;

Confidentiality;

Freedom from harmful actions or practices;

Freedom from discrimination;

Consideration and respect;

A variety of appropriate activities, materials, and equipment;

Mandatory report of rights violations;

And reasonable modifications and accommodations.
	
	
	
	


