Welcome to the Early Learning Center!

Thank you for choosing Terra State Community College’s Child Care Program
to provide an appropriate nurturing and learning environment for your child.
I hope that you and your child will enjoy your affiliation with the Center and

that we will all grow richer from the experience!

The Center’s purpose is to provide a high quality developmental program
that meets the needs of and promotes the affective, social, creative,
cognitive, language and physical development of the children served.

The ELC is also a teaching laboratory where students majoring in Early
Childhood Education participate at various levels of education and training.
Students learn to apply principles of development and learning to individual
children or a group of children, and plan and implement developmentally
appropriate activities. The students are under the supervision of Center
staff while participating in the lab.

The Early Learning Center is licensed by the Ohio Department of Job and
Family Services. The license is posted in the front lobby.

Our program is accredited by the NAEYC Academy for Early Childhood
Program Accreditation. This means our program has voluntarily undergone a
comprehensive process of internal self-study, invited external professional
review to verify compliance with the Academy’s Criteria for High Quality
Early Childhood Programs, and been found to be in total compliance with the
Criteria. The Accreditation certificate is also posted in the front lobby.

We are very proud and excited about the program we have to offer. The
teachers look forward to exploring the world with your child. Please feel free
to call, email, or stop by the coordinators office if you have any questions or
concerns about your child or our program.

Accredited
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Ohio Department of Job mnd Family Services
CENTER PARENT INFORMATION
REQUIRED BY OHIO ADMINISTRATIVE CODE

The facility 1s licensed to operate legally by the Ohio Department of Job and
Famuly Services. Ths license 1s posted in a conspicuous place for review

A toll-free telephone number 1s listed on the facility’s license and may be used to
report a suspected violation of the licensing law or administrative rules. The
licensing law and rules goveming child care are available for review at the facility
upon request

The admimistrator and each employee of the facility is required, under Section
2151.421 of the Ohio Revised Code, ORC to report their suspicions of child abuse
or child neglect to the local public childrens services agency.

Any parent, custodian, or guardian of a child enrolled in the faality shall be
permitted unlimited access to the faclity during all hours of operation for the
purpose of contacting their children, evaluating the care provided by the facility or
evaluating the premises. Upon entering the premises, the parent, or guardian shall
notify the Administrator of hus/her presence

Rosters of the names and telephone numbers of the parent or guardians of the
children attending the faaility are available upon request. The parent roster will
not include the name or telephone number of any parent who requests that his'he
name or telephone number not be included

The licensing inspection reports and complaint investigation reports, for the
current licensing penod, are posted in a conspicuous place in the facility for
review

The licensing record including compliance report forms, complaint investigation
reports, and evaluation forms from the bulding and fire departments are available
for review upon request from the Ohio Department of Job and Famuly Services
The department’s website 1s: http.Jf5 oluo gov/ede

It is unlawful for the facility to discrniminate in the enrollment of children upon the
basis of race, color, religion, sex or national ongin or disability in violation of the
Americans with Disabilities Act of 1990, 104 Stat. 32, 42 U.S.C. 12101 et seq

This information must be given in writing to all parents, guardians and employees as required
in 5101: 2-12-30 of the Ohio Administrative Code.




Philosophy and Curriculum

The Early Learning Center is built upon the belief that learning is an active
process and knowledge is constructed by the child through “hands-on”
experiences. A rich learning environment, one deliberately designed with
much to explore and discover, is essential in helping young children learn
basic skills. Therefore, the classrooms, gym, playgrounds and curriculum
are set up to facilitate child-initiated, child-directed, and teacher-supported

play.

The ELC teachers have been inspired by the work of the preschool educators
of Reggio Emilia, Italy. The infant, toddler, and preschool programs in
Reggio are known worldwide for their rich learning environments, thoughtful
and meaningful documentation to make learning visible, respectful
interactions with children, and strong and sincere relationships with families.

Based on the research of the Reggio Emilia philosophy, the teachers make
hypotheses about what direction activities and projects might take;
consequently, they make appropriate preparations. After observing the
children during play, the teachers compare, discuss, and interpret together
their observations and facilitate the children’s learning based on these
findings. In fact, the curriculum emerges in the process of each activity or
project and is flexibly adjusted accordingly through this continuous dialogue
among teachers and children. Projects can last from a few days to several
months. They may start either from a chance event, an idea or a problem
posed by one or more children, or an experience initiated directly by
teachers.

High value is placed on children’s words and ideas, as well as their play.
Transcriptions of children’s remarks and discussions, photographs of their
activities and representations of their thinking and learning using many
media are displayed to document their work.

This documentation has several functions. Among these are to make
children aware that their effort is valued; make parents and other adults
aware of the children’s experiences; and to allow teachers to understand
children better and to evaluate the teacher’s own work.




The Basics:
Center Hours, Licensing, Calendar

The Center offers a developmental
program for children age 6 weeks
to 5 years old (not enrolled in
Kindergarten) from 7:30 a.m. -
5:30 p.m., Monday through
Friday. The maximum number of
children the Center is licensed to
serve at one time is 9 infants, 20
toddlers, 26 preschoolers, and 5
schoolagers.

The ELC maintains teacher to
child ratios below that which are
required by the Ohio Day Care
Licensing Law. To facilitate
individualization and promote high
quality, the ELC’s average ratio is
1 teacher to every 4 infants;

1 teacher to every 6 toddlers; and
1 teacher to every 10
preschoolers.

Group sizes vary throughout the
day as the children work in both
small and large groups, as well as
individually. Our large group size
does not exceed twice the ratio
per staff member.

The ELC operates close to the
same calendar as the college. We
are closed for all federal holidays,
one week at Thanksgiving, and for
about two weeks at Christmas. A
copy of the current calendar is
provided at the time of
enrollment.




Enrollment Procedures

Who may enroll at the
ELC?

Enrollment is available to children of
Terra Community College students,
staff, faculty, and the general public.
The ELC does not discriminate in the
enrollment of children based on
race, color, religion, sex, national
origin, or disability. To ensure a
successful experience for the child,
the nature of the child’s special
needs is first considered by the staff,
parents, and professional
consultants before enroliment.

Parents must complete an
application for enrollment and all
applications are dated as they are
received. Children are accepted by
age and date of application, based
on the openings available. Priority is
given to children of Terra students,
whenever possible. All openings will
be filled from the waiting list based
on the matching schedules of the
family and the ELC.

of $50 must be paid to ensure
enrollment.

When the child’s application has been

accepted, a packet of forms required

for enrollment is given or mailed to

each family. These forms include:

V Child’s Medical Statement

V Health Record/Emergency
Transportation Authorization

V Enrollment Agreement

V Family Handbook

The family then meets with the
Center Director to discuss policies
and procedures and review this
handbook or the family can attend
the orientation held before the center
opens.

Are there a minimum number of days
my child must be registered?

What do | do if my child is
accepted?

Once the application has been
received and the family notified of
the opening, the registration fee

Based on availability, parents can
choose the total number of days they
want their child to attend. Available
schedules are Monday- Friday,
Monday, Wednesday, and Friday, or a
Tuesday and Thursday schedule. The
days of the week must be specified at
the time of enroliment.




What if my schedule changes?

What happens when the w eather
is bad?

Temporary and permanent changes
(i.e. adding an extra day) can be
made based on availability. An
additional fee of $5.00 per day will
be charged for each temporary
change. This fee will be charged
once for permanent changes. Every
effort will be made to allow for
changes in schedules of students
and Terra employees from semester
to semester for no fee. In order to
best serve the children enrolled,
changes can be made only if space
allows.

The center closes or delays opening
when Terra Community College
closes or delays due to inclement
weather. If the college is delayed,
the Center opens at 9:30. Please
listen to your local radio station for
weather advisories or check the Terra
website at www.terra.edu . There is
no refund given for weather related
closings.

What about Custody
Agreements?

What if | need to withdraw my
child from the ELC?

Adequate advance notice of a child’s
withdrawal is important for the
adjustment of the child, the child’s
group, and the teachers. However,
the Center requires at least two_
week s written notice for all
withdrawals.

*Until families notify the ELC that
their child will be withdrawn from
the program, they will be
responsible for any and all of their
child’s tuition regardless of the
child’s last day of attendance.

Families must supply a copy of the
legal documentation for custody
arrangements to be placed in the
child’s file. The staff will abide by the
directions stated in the agreement for
admission and dismissal of the child.

Do you ma ke Home Visits?

Classroom teachers conduct home
visits to initiate the important
connection with the child and the
family prior to the Center opening.
These home visits are optional, but
highly encouraged. The teachers call
those families that are interested in
having a visit to schedule a
convenient time to meet.



http://www.terra.edu/

Center Fees & Money Issu es

What are the tuition fees and
how does the ELC handle billing?

Based on the current rates (as listed
on the child care rate sheet) tuition
is billed monthly. Tuition payments
can be made in one payment, bi-
weekly, weekly or by other means
approved by the center coordinator.
All checks should be made payable
to Terra Community College and
cash payments must be in the exact
amount due. Payments may also be
charged to VISA, Mastercard, or
Discover.

For your convenience, a payment
box is located to the right of the
family bulletin board above the sign
in table.

In the event that a check is returned
from the bank, a fee of $20.00 is
charged to the account.

It is the responsibility of the family
to make all scheduled payments.
Failure to make timely payments

will result in the removal of the

child from the program and a

fine will be added to the fi nal
bill.

Do you accept children on state
assistance?

The Center has contracts with all
area county Job and Family Services
offices and accepts children on any
assistance programs. It is the
responsibility of the parents

to make contact with their local office
to determine their eligibility.

What is the supply fee?

Included on the statement is a supply
fee charged per child, per month.
This money is used to help cover the
cost of classroom supplies and other
consumable materials, such as snack
items, art supplies, paper products,
etc.




Center Fees & Money Issues (Continued)

Do | have to pay if my child is
sick or does not attend?

Is there a late pick - up fee?

Your tuition is based on scheduled
days of attendance rather than
actual days of attendance. Tuition
payments guarantee a child’s place
on the Center roster. If your child
does not attend for any reason, your
obligation remains. Credit will not
be given for absences, vacations, or
inclement weather. (Refund
consideration will be made only in
the cases of serious extended
illnesses and relocation of the
family.)

Unavoidable delays and certain
emergencies can arise and may
cause a parent to be late in picking
up a child. Parents should notify the
Center staff in the event that they
may be late or delayed so that the
staff can prepare the child for the
possibility of being the last to be
picked up. The Center closes at 5:30,
so a family member should arrive for
pickup by 5:20 to allow time for the
child to complete and clean up work
and for the family to exchange
information with the teaching staff.

If a parent is routinely late they are

charged a late pick-up fee of $10.00
per every 15 minutes. (The first time
will be excused)




Daily Necessities

How do | check my child in/out?

Parents and/or guardians should first
sign the appropriate class roster at
the front desk. All children must be
accompanied by an adult to their
classroom. Please be sure a teacher
is made aware of your child’s arrival!
Upon dismissal, the adult must
inform the classroom teachers that
the child is leaving, and the roster
should be signed at the front desk.

What should my child wear?

Who may sign my child in/out?

Children are only released to their
parents, guardians, or those persons
listed on the Enrollment Agreement
form. If the Center staff do not
recognize the person that is picking
up the child, a photo ID is required.

Siblings or other people under age
18 are NOT permitted to sign any
child in/out. Children must be

under adult supervision at all

times.

The children are encouraged to help
themselves whenever they can. This
gives them a sense of control and
accomplishment their environment.
It is important to select coats, pants,
sweaters, shoes, boots, etc., that the
child can manipulate him/herself.

When helping your child dress for

school, please remember the

following:

¢ Many of the daily classroom
activities involve the use of paint,
clay, sand, water, dirt, food, etc.
Naturally children prefer working
on the floor.
The children go outside each day
the weather allows (the wind chill
is above 20 degrees F.).
If your child is too ill to go outside
or participate in all activities, then
he/she is probably too ill to be in
the center.

All children are required to have a
minimum of one change of clothes at
the center. Infants may carry these
daily in their diaper bags or leave
them at the center. Toddlers and
preschoolers must have a pair of
socks, underwear, pants and a shirt
to leave at the center. Please label
all clothing!




Daily Necessities (continued)

What other items will my child
need?

How is diapering handled?

Infants need:

Disposable diapers (wipes are
furnished)

Changes of clothes (at least 3)
Baby food (w/name and date)
Formula or breast milk (w/name and
date)

Pacifier, if desired (w/name)
Ointments, if needed (signed form
required)

Outdoor clothes: mittens, snowsuit,
boots

Toddlers need:

Disposable diapers, if needed (wipes
are furnished)

Changes of clothes (at least 2)
Several pairs of training pants, if
needed

Pacifier, if desired (w/name)
Blanket (towel size)

Comfort item for nap, if needed
Outdoor clothes: mittens, snowsuit,
boots

Preschoolers need:

Change of clothes

Outdoor clothes: mittens, snowsuit,
boots

Blanket (towel size)

Pillow, if needed

The Infant and Toddler rooms have a
sink for handwashing next to the
diaper changing area. Teachers wear
latex gloves when changing each
child. A paper sheet is placed
between the child and the changing
mat. The changing area is cleaned
and disinfected after each diaper
change.

Children who are working on potty
training are encouraged to use the
toilet at each diaper change or as
necessary.

Do the classrooms have
scheduled naptimes?

The Toddler and Preschool class-
rooms have a rest time following
lunch and brushing of teeth. The
children are encouraged to rest on
their cots; however, no child is forced
to nap. The length of rest time
varies depending on the age of the
child.

As children finish rest, they are given
the opportunity to work individually
or in small groups with quiet
materials and activities within the
room.




Daily Necessities (continued)

Children need a small blanket (beach
towel size or smaller) and pillow if
they prefer. A SOFT comfort toy
such as a stuffed animal may be
kept in the child’s cubby to be used
at rest.

These materials need to be taken
home and washed weekly.

All infants are placed on their backs
to sleep unless the child’s licensed
physician provides a written request
to do otherwise. Form JFS01235
“Sleep Position Waiver” must be
used.

Can my child bring toys or other
items to the Center?

What about Infant nap times?

Each Infant is provided with a crib
that is labeled with the child’s name
and picture. Infants nap according to
their needs and every effort is made
to follow the nap schedule preferred
by the parents. Infants are only in
their crib during sleeping times.
Bottles are not propped in cribs at
any time.

All crib sheets are washed and the
crib disinfected before another child
uses the crib (or weekly).

Many times toys, games, etc.
brought from home cause special
problems at the Center. These items
are difficult for young children to
share and often get lost or broken.
The staff prefers that these items
stay at home.

If a child needs a special stuffed
animal, doll, blanket, etc., to help
them at rest time, they are welcome
to bring these items in, but they need
to keep them in their cubby or the
safe basket for safe keeping until that
time.

If a child brings in any item to the
Center other than for rest, they need
to understand that the item must be
shared with the other children while
at the Center.




Family- Center Connections

How wi | | | know

day went?

time, they should ask the teachers on
an individual basis.

The Infant and Toddler room
teachers prepare a daily report of
the child’s food intake, length and
frequency of naps, diaper changing
and other pertinent information.
Also, a “Daily Reflection report is
prepared by all classrooms each day
and is posted in the front lobby for
parents to read, this report can also
be emailed to the home or office if
requested.

Depending on when parents arrive
each afternoon to pick up their child,
every effort is made to spend a few
minutes to personally discuss each
individual child’s day. This may not
always be possible if the teachers
are involved in a group activity with
the children.

If parents need to speak with the
teachers privately, an appointment
to meet at a mutually agreeable
time can be made with the teacher
or Center Coordinator.

Can | visit my child while he/she
Is attending the ELC?

Teacher/Parent Conferences

Conferences are offered at least two
times a year. If parents would like
to meet with the teachers at a time
other than the scheduled conference

Parents are welcome at any time and
have unlimited access to their child
during Center hours for the purpose
of talking with their child, evaluating
the facility and the care provided by
staff, or observing the program in
operation.

In addition, observation room is
available for parents to view their

What if | have a problem
with something at the Center?

Parents should see the Center
Coordinator or Administrative
Assistant to schedule a time to
discuss issues of concern.

Portfolios and Assessment
How do | know what my child is
learning?

The teachers make daily observations
of the children and keep those
anecdotal notes as a record of the
children’s progress and abilities.
Samples of the children’s work are
collected several times throughout
the year and compiled in a notebook,
or portfolio, for each child. The




Family- Center Connections (continued)

Teachers use The Creative
Curriculum program as well as the
Ohio Early Learning Content
Standards and Ohio Infant and
Toddler Guidelines as a basis for
their assessment of the children.

The portfolio and other assessment
records are shared with parents
during the conferences in the fall
and spring. Parents are welcome to
look through their child’s portfolio at
any time.

How are parents notified
about room transitions?

Children can only be moved if the
new classroom has an opening for
the child. Children will not be moved
to a new classroom without
consulting the parents. Teachers
and the Coordinator make the
recommendation to the parents, if
the move best meets the needs of
the child. If the move is agreed
upon, the child’s current teachers
will complete a transition form to
assist the new teachers with
information necessary to understand
the child’s likes and dislikes,
personality traits, and other
important information.

Can parents volunteer at the
Center?

If you have the time and desire, we
would love to have you visit! Please
talk to your child’s teachers for
information on how you can help.

What else can parentsd oto
be involved?

There are many things families can
do to participate. The center
conducts fundraisers throughout the
year to help offset operating
expenses and to buy equipment and
materials. Family support is essential
for these events to be successful.

The Center also has a Family
Advisory Committee that meets to
discuss needs of the Center, as well
as advocates for support from the
college and community. This group is
open to anyone interested.

Workshops and events are also
planned to encourage interaction and
sharing of knowledge between staff
and families. These events are based
on the needs and interests of the
families involved each program year.

A family picnic is planned for the end
of the last day of school to celebrate
another successful year!




Family- Center Connections (continued)

Can my child celebrate his/her
birthday at the Center?

Birthdays are special times for
everyone. We acknowledge each
child’s birthday and make the day
special. Children are provided
snacks on a daily basis and
therefore, do not need additional
foods. However, if you would like to
provide a snack, please let the
teachers know so that they can
discuss the nutritional value and
possible allergies of the snack you
want to bring. If you would like to
donate a special book or puzzle in
honor of your child’s day, your
money would be very well spent!

Please feel free to share your family
traditions, recipes for special foods,
and any other items that reflect your
heritage and family history.

Do the classrooms take field
trips?

How does the ELC celebrate
holidays and traditions?

Upon enrollment, information is
gathered from each family about the
various heritages and traditions that
make up the center “community”.
With this knowledge, activities are
planned to reflect the diverse
cultures of the group and to foster
respect for these differences.

Classroom preparations involve
children in hands-on activities.
Children are invited to explore the
special foods and materials that
reflect different traditions.

Field trips are an important part of a
young child’s learning experience.
The ELC teachers take their children
on many “walking” field trips around
the Center and College grounds.
Legal staff/child ratios are always
maintained. A note indicating where
the group has gone is posted on the
door and a first aid kit and
communication radio/cell phone
accompanies the group on their
walking trip.

The ELC teachers do not take any
trips that require transportation due
to the conflicting schedules of
parents and students, increased
liability, and regulations for the
vehicles involved.

Do you have a lending library of
information for parents?

The ELC maintains books, CD’s,and
video tapes that may help with
parental responsibilities. Please ask
for help in locating the materials
needed, or share what other topics
would be helpful to have access to.




Nutrition Issues

Will my child have snack?

Snack is provided in the morning
and afternoon for all children in
attendance. Snacks consist of
nutritional items such as fruit juice
or milk and crackers, toast, or cold
cereal. A monthly snack menu is
sent to each family and is posted on
the front bulletin board.

All children enrolled participate in
lunch. Please check with the
classroom teachers for their
scheduled lunch time. Any child who
requires a special diet must have
secured written instructions by a
licensed physician, per licensing rule
1501:2-12-51.

Do you prepare the meals for
the children?

Do | nee d to provide food for
my Infant?

The lunch meal is prepared and
delivered by a local caterer licensed
by the Sandusky County Health
Department. The menus are
planned by a licensed dietician in
accordance with rule 5101:2-12-61
of the Administrative Code and meet
the requirement of one-third of the
recommended daily dietary
allowance per child. A monthly
lunch menu is sent to each family
and is posted on the front bulletin
board.

The center employs a Nutrition
Assistant who prepares the food for
serving for each classroom. The
children are encouraged to serve
themselves in family style.

The ELC provides all table foods and
snacks. If a child is on baby food
and/or formula or breast milk parents
are asked to bring these items
marked with their child’s name and
date of preparation.

All bottles are heated in water
warmed in a crockpot and tested
before used. All unused formula,
breast milk, and food are discarded
after twenty-four hours. Parents are
asked to provide written feeding
instructions for their child. Any
changes to the instructions should be
given to the teachers, as needed.

Older infants and toddlers are
encouraged to self-feed as much as
possible. Plates, spoons, cups, etc.
are provided to encourage these
skills and help the child be
successful.




Health Concerns

What if my child is ill?

All teachers have been trained in the
course required by state licensing for
the signs and symptoms of illness by
a licensed registered nurse or the
American Red Cross.

Teachers greet and observe each
child for possible sighs and
symptoms of illness. With respect
for the other children, their families,
and the staff, parents are asked to
not bring your child to the Center if
he/she is ill. According to our state
requirements, we are not licensed to
serve ill children. Teachers will ask
parents to take their child home if
their child is exhibiting any of the
symptoms listed on page 18.

When children become ill while at
the Center, they are provided a cot
and are isolated at the front desk
area, so they can rest quietly.
Infants are isolated in their own crib
away from the other children.
Parents or the emergency contacts
designated on the child’s enrollment
forms are called immediately. A
completed Iliness report is given to
the parents when they pick up their
child.

It is important that we have curre nt
telephone phone numbers (including

cell phones), so that parents can be
reached.

Parents must pick up their child from
the Center within one hour after
notification.

Do | need to call the Center if
my child will be absent due to
illness or another reason?

A call to the Center (419-559-2250)
should be made to let the teachers
know if a child will not be attending
for any reason or if they will be late.
We are required to call in our daily
meal count to the caterer by 9 a.m.
Teachers also appreciate knowing in
order to plan for the day.

What symptoms or illnesses do
you consider serious enough to
exclude my child?

Parents should refer to the Typical
Childhood Illness Chart on page 18
(or the Communicable Disease chart
located in the Appendix) for help in
determining whether or not your
child should be at the Center.




What if they are only mildly ill?

A mildly ill child, such as a child with
minor cold symptoms, or child in
final stages of recovery from an
illness, may attend if the child has
been seen by a physician and has
been diagnosed as non-contagious
and/or is on medication for at least
24 hours. (Please refer to the
Typical Childhood Iliness Chart on
page 18.)

Children who are mildly ill are
observed for signs and symptoms of
worsening conditions. Should this
occur, parents would be called to
pick up the child.

When can my child return to the
Center?

Will I be notified if my child
has been exposed to a
communicable disease?

Depending on the iliness or health
issue, children can return to the
Center according to the Typical Child
Illness Chart located on page 18 of
this handbook or with the written
release from a licensed physician.

Parents can help reduce and control
the outbreak of communicable
diseases by following the policy for
returning children after illness. It is
important for parents to encourage
good hand washing techniques with
their child. This is the number one
way to fight illness!

What if my child needs to take
medication while at the Center?

Parents are notified any time a child
has been diagnosed with a
Communicable disease in their
child’s classroom. A sign is posted
on the classroom and front bulletin
board stating the date and the
illness.

The Ohio Department of Health’s
Communicable Disease Chart is
located in the hallway next to the
adult bathrooms. A copy of this
chart is also provided in the
Appendix at the end of this
handbook. Please refer to this chart
whenever you have questions about
signs and symptoms of illness.

Please refer to the Medication Policy,
on page 19 for specific information
regarding medication.

What happens when teachers are
il?

When Center staff members are ill,
they are required to stay home and
an appropriate substitute will assume
the responsibilities of that person.




Typical Childhood Illiness Chart

Exclude If: Readmit If:

1. Diarrhea free for 24 hours

. Diarrhea 3 or more abnormally
loose stools in a 24-hour period

. Severe coughing, causing the
Child to become red or blue in
the face or to make a whooping
sound.

. Difficult or rapid breathing

. Yellowish skin or eyes

. Conjunctivitis (Pink eye) redness
of the eye, obvious discharge,
matted eyelashes, burning,
itching

. Temperature of 100 degrees F
(or more) when in combination
with any other sign or symptom
of illness.

. Untreated infected skin patches
Unusual spots or rashes

. Unusually dark urine and/or
grey or white stool

. Stiff neck with an elevated temp

Sore throat or difficulty
swallowing

Vomiting

Evidence of lice, scabies, or
other parasitic infection

. Free of symptoms

. Free of symptoms
. Free of symptoms

. 24 hours of antibiotic treatment

completed. Free of symptoms or
note from physician.

. Free of fever for 24 hours

. Skin sores are healed or note is

required from a physician stating
that the child is not contagious

. Free of symptoms

. Free of symptoms

10. Free of symptoms
11. Free of symptoms

12. After treatment, free of lice and

nits or note from physician.




Medication Policy

Medication is defined as any
substance or preparation containing
active chemical ingredients for the
purpose of prevention or treatment
of a wound, injury, infirmity, or
disease. This includes diaper
ointment, most diaper wipes, insect
repellent, suntan lotions, etc.

As required by the Child Care
Licensing Office, all prescription,
non-prescription medications,
ointments or special diets can be
administered by the Center
personnel only if we have the ODHS
1217 “Administration of Medications”
form signed by the parents and/or
physician. Forms are available from
your child’s teacher or at the front
desk.

Where is medication stored at
the center?

What if my child needs
medication?

Prescription medication can be
administered if the medication is in
its original container with the child’s
name, dosage amount, times to be
given, and means by which it is to
be given. Staff may only administer
medication as indicated on the
prescription label. The staff member
responsible for administering the
medication signs and dates the
medication form.

Medication is kept in a locked
cupboard in the classroom out of the
reach of the children. If medication
requires refrigeration, it is kept in a
locked refrigerator in the classroom.

No medication is administered
beyond the expiration date verified
by the physician, or longer than six
months, whichever comes first. A
special diet is not to be administered
beyond the expiration date of the
physician’s instructions.

Some over the counter medications
such as Tylenol or Motrin can only be
administered for three consecutive
days, unless physician’s written
instructions specify a longer time up
to 6 months.

The Coordinator can help with any
questions about the medication
policy. The ELC personnel take the
responsibility of administering
medication of any kind very
seriously.

NO MEDICATION, TYLENOL,

CREAM, SUPPLEMENT, ETC. WILL
BE ADMINISTERE D WITHOUT THE
PROPER FORM AND

APPROPRIATE SIGNATURES.




Safety Concerns

What if my child has an
accident or becomes injured
while at the Center?

How will | know what, if any,
First Aid was done?

All teachers are trained in First Aid
by a licensed registered nurse or the
American Red Cross. They also are
certified by the American Heart
Association or the American Red
Cross in Infant and Child CPR. Each
classroom has a complete First Aid
Kit.

If a child has an illness or injury
while at the Center, depending on
the severity, the staff will administer
First Aid and/or call the rescue
squad to transport the child to the
hospital and call the parents. One
teacher or the Coordinator will
accompany the child to the hospital
and the other staff members will
supervise the remaining children. If
parents cannot be reached, only the
people listed on the Emergency
Transportation and Enrollment
Agreement form can pick up the
child.

In the event of a non-serious
accident (superficial cuts, scrapes,
bruises) First Aid is administered, if
necessary, and parents are notified
when they pick up their child.

Center staff completes an Incident
report for all injuries or serious
illness and a copy is given to parents
the day of the accident, injury, or
serious illness. This form is
completed for the following reasons:
¢ Illness which requires first aid
treatment
Accident or injury which
requires first aid treatment
Bump or blow to the heard
Administration of Ipecac (only
under the advice of the Poison
Control Center)
Emergency transporting
Unusual or unexpected event
which jeopardizes the safety of
children or staff

What if | refuse to grant
permission to the Center to
transport my child due to

injury or illness?

Children are not accepted at the ELC
if parents refuse to sign the
transportation agreement.




What else do you do to ensure
the safety of my child?

The Center staff is very concerned
about the safety of the children
attending the Center. The following
safety procedures are in effect at all
times:

As required by law, all staff
members are required to

report any suspicions of child

abuse and neglect to t he local
County Department of

Chil drends Services.

The ELC building is protected

by a security system that

requires all individuals to be
recognized and granted

permission to enter by a

center staff person.

No child is left alone or
unsupervised at any time. An
alarm buzzer is located at every
exit to alert the staff when any
child or adult exits the building
from the classrooms or gym.
Telephones are located in the
Center office and in each
classroom and are available for
use in the event of an
emergency. Essential emergency
phone numbers and procedures
to follow in emergencies are
posted next to each telephone.
An emergency radio is also
stationed at the front desk to

Safety Concerns
(continued)

reach campus security
immediately in crisis situation.
Small communication radios/cell
phones are taken outside on the
playground and on any walking
trip so that someone can be
alerted in an emergency.

Monthly fire drills (and tornado
drills as needed) are held and a
record of these drills is kept in the
Center office.

Fire emergency and weather alert
plans, including diagrams showing
evacuation routes, are posted in
the Center in every classroom.
According to licensing regulations,
the use of spray aerosols is
prohibited when children are in
attendance at the Center.

If Syrup of Ipecac is administered
(with the permission from the
Poison Control Center), parents
are notified immediately. An
Incident report is completed and a
copy is given to the parents.

What would happen if there
was severe weather or loss of

power?

In the case of severe weather,
natural disaster, or loss of power,
heat, or water, the ELC will evacuate
the children to Terra Building B
(across the parking lot), rooms 101-
102. Campus security will be
summoned to assist. The infants and




Safety Concerns
(continued)

non-mobile children will be
transported by the buggies and the
mobile children will be escorted by
the teachers and other center and
college staff. All children’s records
will be taken with the groups. A note
will be posted on the center’s door
to make parents aware of the
location of their children. If
necessary, parents will be notified to
pick up their child at the evacuation
location.

What abo ut threats of
violence or environmental

situations?

In the event of threats to the safety
of the children due to environmental
situations or threats of violence,
children will be kept in their class
room with their teacher and all center
doors will remain locked. Campus
security will be summoned to assist,
as needed. Parents, or emergency
contacts will be notified of the
emergency apprised of the pick-up
procedures. If the building is unsafe,
the children will be evacuated
according to the procedure stated in
the previous paragraph.

What is a lockdown
procedure ?

With the passing of House Bill 422,
every school with 20 or more
students is now required to conduct
an annual School Safety (lockdown)
Drill. Children will be kept in their
class room with their teacher and all
center doors (Interior and exterior)
will remain locked until an all clear is
given by security or local law
enforcement officers. This drill is
practiced annually.




A Guidance Approach to Discipline

Who is Responsible for the
discipline at the Center?

The teacher assigned to supervise
each classroom are responsible for
the guidance and discipline of the
children in the room. All ELC
employees follow the same program
for guidance and discipline at the
Center.

What do the children learn
through Conscious Discipline?

The teaching staff model appropriate
guidance techniques and help
children in the process of learning
skills of social behavior. The seven
skills they learn are: Composure,
encouragement, assertiveness,
choice-making, positive intent,
empathy, and consequences.

What kind of discipline do the
teachers use?

How do the ¢ hildren learn
these skills?

The ELC follows the Conscious
Discipline program. The Center
Coordinator and the teachers have
been trained how to use the
program by Dr. Becky Bailey, the
program developer. The program
uses daily conflicts to teach
character development, conflict
resolution, social skills, and self-
control. The positive guidance
system is based on current brain
research, child development, and
developmentally appropriate
practices. The goal is to develop and
nurture relationships within the
classroom and develop a School
Family.

Teachers have set up the
environment to include components
of the Conscious Discipline system.
For example, a safe place in the room
for children to go when they feel sad,
mad, afraid, unsure, etc. This is a
place to S.T.A.R (Stop, Take A
breath, and Relax) or a place to go to
gather thoughts and feelings.
Children are taught that the safe
place is for them to use as they or
their teachers feel they need to.

What other ways do you

teach the skills?

Children start the day the Brain
Smart way. Rituals to connect and
build relationships such as greeting
handshakes, fingerplays, and games
are done daily. Meaningful jobs are




provided for the children to
participate in to help in building the
School Family. Children are taught
to notice acts of kindness and wish
others well to encourage empathy
and a caring attitude.

How do you handle aggressive
children who may hit or bite?

Using the Conscious Discipline
system prevents many aggressive
behaviors from happening. This is
because the system is based on the
sincere relationship that has been
developed between the teacher and
the children and the children with
each other. But when aggressive
behaviors do occur, they are
handled according to the needs of
the children involved. One way the
teachers help children learn to
communicate during times of conflict
is by using positive intent: “You
wanted the block, so you hit her.”
Then set a limit: “You may not hit ,
hitting hurts.” The teacher then
takes the opportunity to teach the
appropriate social skill: "When you
want the block, say, May I have the
block?” The teacher then asks the
child to repeat that sentence so the
child can practice the skill of
communication.

course, these skills take time to learn
and master. Even young toddlers
have been successful in
understanding the basics of these
skills. The goal is to resolve conflict in
a peaceful manner and maintain the
self-worth of the children involved.
Understanding that mistaken
behavior is an opportunity to teach
new skills helps the children have
less anxiety and negative energy.

What if these methods still

do not stop the behavior?

What if my child is too young
to understand these skills?

The technique can be used for any
age. When children are given the
opportunity to hear the teacher
model the communication skills,
children learn by the example set. Of

No technique is perfect or foolproof.
Research has supported the
effectiveness of the Conscious
Discipline program in reducing
mistaken behavior. However, there
may be times when a child is not
responsive to the program. If this
happens a conference is scheduled
with the family, teachers, and Center
Coordinator to discuss an alternative
plan.

Only as a last resort, the Center
Coordinator  reserves the right to
have a child removed from the
program for behavior issues
beyond ¢ ontrol ( the child may
injure him/herself or others as a
result of continued inappropriate
behavior ). Thisis only done if it
is in the best interest of the child,
the family, the other children at

the center, and the teachers.




Appendix







