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Operating an early learning program is both rewarding and highly regulated. While curriculum, classroom

design, and child engagement often take center stage, the human resources (HR) backbone of your program

plays a critical role in ensuring quality, safety, and long-term success. One misstep in hiring, training, or

compliance can put your entire program-and the children it serves-at risk.

Here are the HR essentials every early learning administrator must understand to maintain a program that's

both high-quality and compliant.

Understand State and Federal Licensing Requirements

Each state has a licensing body-typically through the Department of Human Services or Education-that sets

clear staffing requirements. These often include:

- Teacher-to-child ratios by age group

- Staff qualifications (education, certifications)

- Background checks and fingerprinting

- CPR/First Aid certifications

- Mandated reporter training

Tip: Maintain a checklist of required staff credentials and expiration dates to avoid lapses in compliance.

Establish Clear Hiring Practices

Hiring in early childhood education must balance passion with professionalism. Your staff must meet legal,

ethical, and educational standards.

Key HR considerations include:

- Job descriptions aligned with licensing standards

- Reference and criminal background checks

- Credential verification (degrees, CDA, certifications)

- Interview questions assessing competence and compliance mindset

Remember: Hiring someone without proper clearance can result in penalties or license suspension.
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Onboarding That Reinforces Compliance

Your onboarding process must establish a culture of compliance, safety, and professionalism.

Include:

- Thorough employee handbook aligned with local laws

- Signed acknowledgments of policies (discipline, child abuse reporting, confidentiality)

- Required safety training

- Time for shadowing experienced staff

Pro Tip: Use a digital HR system to store signed documents and training logs securely.

Ongoing Training and Professional Development

Most licensing bodies require annual training in topics like health & safety, child development, and behavior

guidance.

Best practices:

- Track training hours per employee

- Offer paid time for professional development

- Encourage certifications (e.g., trauma-informed care)

Set calendar reminders for renewals and training deadlines.

Performance Management and Documentation

Underperformance and misconduct must be addressed fairly.

Include:

- Regular evaluations

- Written corrective action plans

- Policies on absenteeism, conduct, and terminations

Maintain documentation to protect your program in the event of disputes or audits.

Maintain Up-to-Date Personnel Files
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Licensing inspectors may audit your program without notice.

Ensure files include:

- Application/resume

- Background clearance

- Education/training verification

- Signed policies

- Health documentation (e.g., TB tests, vaccines)

Store records securely and in compliance with privacy laws.

Stay Informed About Regulatory Changes

Childcare laws evolve. Stay compliant by:

- Subscribing to licensing updates

- Joining early education networks

- Attending training and webinars

Ignorance of a new regulation is not an excuse in an inspection.

Final Thought: HR is a Pillar of Quality and Trust

Running a successful early learning program requires meticulous HR and compliance practices. Hiring

qualified staff, following strict onboarding protocols, and staying current with regulations creates an

environment where children thrive-and where your program is legally and ethically sound.


