MAHARASHTRA STATE BOARD OF VOCATIONAL EDUCATION EXAMINATION, MUMBAI

1 | Nameof Course | Certificate Course in Creche Management
2| Maxno. of 25 Course Code - 411146
Students
3 | Duration 6 month
4 | Course Type Full Time
5 | No. of Days per 6 days
week
6 SI:)'/ of hours per 7 Hrs (2 Hrs Theory and 5 Hrs Practical )
7 | Space require Theory Class Room — 200 sgft Practical Lab — 1000 sqft Total — 1200
sgft
8 Entr_y_ . S.S.C. Pass
qualification
9 | Objective of To work as Creche Supervisor, Supervisor of Anganwadis/Balwadis,
syllabus Anganwadis worker, Balwadis worker, Creche / Day care center
assistant/attendant, Warden/Matron in fondling homes/ home for destitute
children.etc.
10 | Employment Creache Supervisor, Anganwadi worker in various organization offering
opportunities Children education and care services.
11 | Teachers . .
Qualification B.Sc. Home Science and 1 year Experience

12] Teaching Scheme — Training System for 6 Month

Training System per Week

Theory Practical Total
12 Hours 30 Hours 42 Hours
13] Examination Scheme —.
Sr Paper code Name of Subject TH/PR Hours Max. Min
Marks Marks
1 41114611 | Creache Management Theory Theory - | 3 Hrs 100 35
2 41114621 | Basic Information Technology Practical - | 3 Hrs 100 50
3 41114622 | Creache Management Practical - 11 6 Hrs 200 100
Total 400 185




Creche Management Theory

Theory - | - Creache Management Theory

Practical — Il Creache Management

Importance of safety and general
precautions observed in the Institute and
in the section. Importance of the trade in
the development of child. What
achievement is to be made.
Recreational, medical facilities and
other extra curricular activities of the
Institute.

Importances of keeping Display Board
containing detailed information such as
Doctor’s Name, Name of the Hospital
(nearest Hospital), contact Phone No. of
Fire, Police, Hospital etc.

Familiarisation with the Institute.
Importance of equipments used in the trade.
Type of work done by the trainee in the
institute. Type of jobs made by the trainees
in the trade. Introduction to safety
equipment and their uses etc.

Developmental characteristics of
different age group of children.
Different activities for promoting the
different areas of development.

Source of different materials for the
activities.

Principles of programme planning (long
term and Short term), time table
construction.

Planning the programme for child stay in
créche and Implementing the programme.

Personal Hygiene

Hygiene Environment

Concepts of environmental hazards:-
Electrical, mechanical, fire, drugs,
chemicals, sharp/pointed articles.
Concept of healthy environment —
clean, safe location, away from pollution,
noise, provision of proper light and
ventilation, pleasant and beautiful
environment, proper disposal of wastes.
Health and hygienic needs of children,
common ailments and communicable
diseases of children. Concept of First Aid:-
Common problems of children and their
home remedies. Immunization. Concept of
environmental safety:-

Kidnapping, easy access to entry/exit.
Ensuring proper environmental safety.
Keeping day-to-day information about
child health and physical conditions and
informing parents daily.

Identifying environmental hazardous
articles. Keeping them away from children.
Ensuring proper healthy environment.
Maintaining health card. Managing children
suffering from communicable diseases.
Providing proper custodial care. Ensuing
immunization in time.

Basic Nutrition

Nutritional needs of children.
Preparation and storage of food.
Hygienic food and feeding practices
Health and hygienic needs of children.

Identifying environmental hazardous
articles. Keeping them away from children.
Ensuring proper healthy environment.
Maintaining health card. Managing children
suffering from communicable diseases.
Providing proper custodial care. Ensuing
immunization in time.




Principle of child growth and
development. Play and activities to

facilitate normal growth and development.

Factors affecting physical and motor
development. Characteristics of children
with special needs (physical and motor
disabilities).

Preparing proper programme of play and
rest. Organising activities to facilitate
physical development. Observing physical
and motor development of children.
Planning and organizing activities
according to developmental level, needs
and interest of children. Identify children
with special needs. Maintaining growth and
health records. Organising out door and in
door play activities for different
development.

Note: Trainees should be taken to créche
whenever necessary for practical.

Importance of sensory development and
training.

Process and importance of concept
formation.

Development of some concepts like
time, number, form, colour, shape, size,
sound and rhythm, living and nonliving.
Development of cognitive abilities such
as memory, thinking, reasoning and
problem solving.

Factors affecting cognitive
development.

Deviations from normal cognitive
development.

Organising specific activities for
development of different senses.
Providing experiences to children for
development of various concepts and
classification of skills.

Organising activities for development of
memory, thinking, reasoning problem
solving.

Identifying deviations from normal
cognitive development.

Providing appropriate compensatory
enriched experiences for identified children.
Note : Trainees should be taken to créche
whenever necessary for practical.

Stages of language development.
Development of language skills.
Significance and relation between
language and cognition.

Speech defects in children.

Reading and writing readiness.
Importance of pronunciation in early
childhood.

Aids to promote language development.

Inculcating sprit of enquiry and experim-entation in
the children. Identifying indigenous materials and
utilizing them for improvising aids/apparatus for
cognitive development.

Observing children’s language acquisition

and use.

Conducting free conversation with children.
Encouraging children to talk among

themselves during plays and other

activities.

Selecting appropriate stories and narrate

them effectively.

Inculcating sprit of enquiry and Experim- entation in
the children.

Identifying indigenous materials and

utilizing them for improvising aids/apparatus for
cognitive development.

Observing children’s language acquisition

and use.

Conducting free conversation with children.
Encouraging children to talk among

themselves during plays and other

activities.

Selecting appropriate stories and narrate

them effectively.




Pattern and importance of social
development.

Importance of social play.
Characteristics of children emotions.
Common emotions of childhood and
their importance in development.
Emotional and behavioral problems in
children.

Development of self-dependant skills.

Ability to observe play pattern of children.
Providing opportunities to children to
express emotions in socially desirable
behavior like sharing, co-operation and
helping.

Providing sufficient physical contact to
infants.

Taking behavioral problems of children.
Establishing and maintaining contact with
parents regarding behavior of children.
Note: Trainees should be taken to créche
whenever necessary for practical.

Different methods of training such as
demonstration, discussion, practical
work and use of pictorial materials.
Institutional rules and regulations.
Desirable and undesirable behavior of
workers (e.g. cleanliness, interacts with
parents, children and staff). Duties
performed by créche

workers/helpers.

Planning training according to the type and
experience needed for each category of
workers and methods of implementing
them.

Providing appropriate work experiences to
the workers to work with infants.

Ensuring that the workers incorporate their
learning in day-to-day use.

Inculcating sense of responsibility and
emotional involvement amongst the worker.
Identifying the gap in knowledge, skills and
attitudes of workers and helpers.

Checking the habits, manners and type of
interaction of the workers with children,
parents and co-workers.

Visit to different créche.

List of tools and equipments for “Creche Management”

1. Work table 4 nos.
2. Scissors 4 nos.
3. Sewing machine 2 nos.
4. Steel cupboard 2 Nos.
5. Show Cases 2 Nos.
6. Display boards 2 Nos.
7. Measuring foot rule wooden 4 nos.
8. Bulletin board 1 no.
9. Flannel board 2 Nnos.
10. Height and Weight measuring instrument
i) Tape ii) Weighing machine 1 no. each
11. Magnetic board 2 Nos.
12. Plastics alphabets and numbers with attached iron backs 2 sets.
13. Dustbin 2 Nnos.
14. Plastic/tin trays 4 nos.
15. Charts of animals, birds, flowers, fruits, shapes, sizes, vehicles,
numbers, alphabets, stories, first aid, hygiene, traffic rules, etc. 4 nos.
16. Audio visual aids — TV, VCR, VCD Player, over head projector etc. 1 no. each
17. Gas stoves and cylinders 4 sets.
18. Pressure cookers 5 lit., 7.5 lit. 4 no. each
19. Karahis big 4 nos.
Karahis small 4 nos.
20. Frying pan medium 4 nos.




21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
3L
32.
33.
34.

35.

36.

37.
38.
39.
40.
41.
42.
43.
44,
45,
46.
47.

Tawa medium concave with handle
Chaki belan

Serving spoons

Perforated spoon

Chalni (sieve)

Cutting boards

Knives medium

Haman dasta medium (iron)

Water tank (stainless steel) 30 litre
Mixer grinder

Juicer

Refrigerator 180 litre

Buckets (plastic) small

Containers medium 5 litre
Containers small 2 litre

Serving bowls with lid medium
Serving bowls with lid small

Thalis (stainless steel) big

Thalis (stainless steel) small

Steel mugs

Sanrasi/chimta

Stainless steel glass

Stainless steel bowl

Stainless steel spoon

Serving trays 4 nos.

Cooking table/platforms with shelves underneath
Cop boards to store food grains, etc.
Cup boards or lockers

First Aid Kit

Story Books Lady Bird Level I to IV

List of Out door play equipment/material
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10.
11.
12.
13.

Rocking horse

Merry go round 4 seater

Jungle gym or climbing frame
Swing 2 seater

See-Saw 4 ft.

Conventional slide

Rock chairs/boat

Hollow pipe 8 ft. long x3 ft. dia.
Skipping rope

Rings rubber

Balls rubber big, small
Bats/shuttle (plastic)

Sand pit/box with trays, containers moulds of different types

List of Indoor play equipment/material
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Soft toys

Toys for sensory stimulation
Baby cots

Carpets/daries (big)
Almirah

Small Mats & chouki
Mattresses

Rubber sheets and pillows
Bed sheets

Blankets

4 nos.
4 sets.
4 sets.
4 nos.
4 nos.
4 nos.
4 nos.
4 sets.
1 no.

1 no.

1 no.

1 no.

4 nos.
4 nos.
4 nos.
4 nos.
4 nos.
8 nos.
8 nos.
4 nos.
4 nos.
8 nos.
8 nos.
8 nos.

4 nos.
4 nos.
4 nos.
1 no.
1 set

2 Nos.
1 no.
1 no.
2 Nos.
2 Nos.
1 no.
2 Nos.
1 no.
4 nos.
4 nos.
4 nos. each
4 sets.
4 sets.

6 nos.
6 nos.
4 nos.
2 Nos.
2 Nos.
6 sets.
6 Nnos.
6 nos.
6 nos.
6 nos.



11. Wooden blocks of different shapes 6 sets.
12. Dolls 6 nos.
13. Toy sets of different profession (e.g. doctor set, kitchen set, etc.) 6 sets.
14. Mirror 6 nos.
15. Clock 6 nos.
16. Traditional toys and games 12 nos.
17. Musical toys 6 nos.
18. Charts/posters 6 nos.
19. Picture cards 12 nos.
20. Easel boards 2 Nos.
Space requirement
1. Room (5 x 6 meter) 2
2. Toilets with water facility 1
3. Bathroom 1
4. Office cum reception room 1
5. Store 1
6. Kitchen with clean and pure water 1
7. Court yard and/or lawn (protected with fences) large open space 1

(40 ft. x 60 ft.)
Practical - | - Basic Information Technology

A] Computer Fundamental

1] Fundamentals Of Computer
Introduction

Components of PC

The system Unit

Front part of system Unit

Back part of system Unit

CPU

Memory of computer

Monitor

Mouse, Keyboard Disk, Printer, Scanner, Modem,
Video, Sound cards, Speakers

List of Practical

1. Working with Windows 2000 desktop ,start icon,
taskbar, Recycle Bin, My Computer icon ,The
Recycle Bin and deleted files Creating shortcuts on
the desktop

2. The Windows 2000 accessories, WordPad —
editing an existing document, Use of Paint — drawing
tools

The Calculator, Clock

3. The Windows Explorer window, concept of drives,
folders and files? Folder selection techniques,
Switching drives, Folder creation, Moving or copying
files, Renaming, Deleting files ,and folders

4. Printing, Installing a printer driver, Setting up a
printer, Default and installed printers, Controlling print
queues, Viewing installed fonts, The clipboard and
‘drag and drop’, Basic clipboard concepts

Linking vs. embedding,

2] Introduction To Windows 2000/Xp
Working with window Desktop

Components of window Menu bar option
Starting window Getting familiar with desktop
Moving from one window to another
Reverting windows to its previous size
Opening task bar buttons into a windows
Creating shortcut of program

Quitting windows

5. Moving through a Word document menu bar and
drop down menus toolbars

6. Entering text into a Word 2000 document, selection
techniques Deleting text

7. Font formatting keyboard shortcuts

8. Paragraph formatting Bullets and numbering

9. Page formatting What is page formatting? Page
margins Page size and orientation Page breaks,
Headers and footers

10. Introducing tables and columns

3] GUI Based Editing, Spreadsheets, Tables &
Presentation

Application Using MS Office 2000 & Open Office.Org
Menus Opening, menus, Toolbars, standard toolbars,
formatting toolbars & closing Quitting Document ,
Editing & designing your document Spreadsheets
Working & Manipulating data with Excel

Changing the layout Working with simple graphs

11. Printing within Word 2000 Print setup Printing
options Print preview

12. Development of application using mail merge
Mail merging addresses for envelopes Printing an
addressed envelope and letter

13. Creating and using macros in a document

14. Creating and opening workbooks Entering data
15. Navigating in the worksheet Selecting items




Presentation Working With PowerPoint and
Presentation

within Excel 2000 Inserting and deleting cells, rows
and column Moving between worksheets, saving
worksheet, workbook

4] Introduction To Internet

What is Internet

Equipment Required for Internet connection
Sending &receiving Emails

Browsing the WWW

Creating own Email Account

Internet chatting

16. Formatting and customizing data

17. Formulas, functions and named ranges

18. Creating, manipulating & changing the chart type
19. Printing, Page setup, Margins

Sheet printing options, Printing a worksheet

20. * Preparing presentations with Microsoft Power
Point. Slides and presentations, Opening an existing
presentation , Saving a presentation

5] Usage of Computer System in various Domains
Computer application in Offices, books publication
data analysis ,accounting , investment, inventory
control, graphics, database management,
Instrumentation, Airline and railway ticket reservation,
robotics, artificial intelligence, military, banks, design
and research work, real-time, point of sale terminals,
financial transaction terminals.

21. Using the AutoContent wizard ,Starting the
AutoContent wizard, Selecting a presentation type
within the AutoContent wizard Presentation type
Presentation titles, footers and slide number

22. Creating a simple text slide, Selecting a slide
layout

Manipulating slide information within normal and
outline view, Formatting and proofing text, Pictures
and backgrounds, drawing toolbar, AutoShapes,
Using clipart, Selecting objects, Grouping and un-
grouping objects, The format painter

23. Creating and running a slide show, Navigating
through a slide show, Slide show transitions, Slide
show timings. Animation effects

24. Microsoft Internet Explorer 5 & the Internet
Connecting to the Internet The Internet Explorer
program window, The on-line web tutorial Using
hyper links, Responding to an email link on a web
page

25.Searching the Internet, Searching the web via
Microsoft Internet Explorer, Searching the Internet
using Web Crawler, Searching the Internet using
Yahoo, Commonly used search engines

6] Information technology for benefits of
community

Impact of computer on society

Social responsibilities

Applications of IT

Impact of IT

Ethics and information technology

Future with information technology

26. Favorites, security & customizing Explorer
Organizing Favorite web sites Customizing options —
general, security, contents, connection, programs,
advanced

27. * Using the Address Book Adding a new contact
Creating a mailing group, Addressing a message,
Finding an e-mail address

28. Using electronic mail, Starting Outlook Express
Using the Outlook Express window, Changing the
window layout, Reading file attachment, Taking
action on message-deleting, forwarding, replying

29. Email & newsgroups, Creating and sending
emails

Attached files, Receiving emails, Locating and
subscribing to newsgroups, Posting a message to a
newsgroup

30. Chatting on internet, Understating Microsoft chat
environment, Chat toolbar

List of Books

Computer Fundamental

1] Vikas Gupta Comdex Computer Course Kit First Dreamtech
2] Henry Lucas Information Technology for management 7Th Tata Mc-Graw Hills
3] B.Ram Computer Fundamentals Architecture and Organisation Revised 3 New Age

International Publisher.




List of Tools and Equipment

A] General Class room

Sr Name of Item No.
1 | Steel lockers 8 compartments with individual lockers (1980 x 910 x 480 4
mm)
2 | Chair with writing pad 25
3 | Steel almari with self 6.5” x 3’ (18 gauge) 2
4 | Steeltable 4’ x 3’ 2
5 | Teacher chair 2
B] For Computer Fundamental and CAD Practical
Sr Name of Item No.
1 | Computer System P4 with accessories Complete with license OS. 5+1
compatible for- to run AutoCAD 2010 and Windows 7 OS.
2 | Plotter- HP Design Jet 500 latest model 1
3 | Scanner 1
4 | Computer table 5+2
5 | Chair for computer 10+2
6 | Laser Printer 1
7 | M. S. Office Software 1
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