Farcnt Handbook

“Hclping to make their f_arlg Years the Best Years!?”
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Wclcomc to ?iarl Years!
Y

T his handbook has been deve]oped to hclP facilitate the relationship between directors, teachers and parents bﬂ
Provicling you with sPechcic information about our center and the programs we offer. Jtincludes in~depth clescriptions

of our programs, Policies, Procedures, and parent exPectations.

E_arlg Years Provic{es a wonderful Place {:orgour child to grow and clevelop in a warm and nurturing environment. We
believe that our children need to feel secure and impor‘tant at all times! We build on a strong foundation 53 Providing
leaming, adventure, and guidance. Children will grow in an environment that invites and encourages their curiosity and
questions as well as Provides outlets for them to express themselves. \/\/e encourage tlﬁougl'mcul and resPechCu]

interaction between all people involved with our center making children feel comfortable to open up and take life in!
peop g p p

Farents are a keg factorin creating a successful child care and Preschool program. T!‘zrougl‘r ParentaI involvement we
are better able to meet the needs of ourfamilies. We like to think that families should work with us as a team to

Proviclc an environment that facilitates the growtlﬂ of children into we”~ac!ju5tec{ individuals with Positive sel{;imagcs.

]¥3ou have any questions or concerns after you have read our handbook, P]casc feel free to contact the Sitc

Directors at Early Years.

I nrichment Center - 3510 1 2th Ave South Moorhead, MN 218-287-8988
Serving ages 6 weeks to 12 years

Discovcrq Ccntcr —~3500% »2nd Strect South f:argo, ND 701-356-0499
Ser\/ing ages 6 weeks to 3 years

| earning Center- 1410 94 Street [ West [Targo, ND 701-356-3952 (FYL.C)
Serving ages 6 weeks to 9 years

QOur Mission Statement

The goal of Ear19 Years is to create an environment for children that supports and nurtures their growth and
c{evelopment. Thereis an emphasis on Ieaming, yetan unclerstanding of the imPor’cance of interactive Play and
imagination. Our trained, exPeriencecl, and caring staff will be on hand to guicle children to though’mcul, respective

interaction as well as make every child’s ]eaming and c{aily experiences nothing but Positive.
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CHIL D CARE REGUEATIONS

. E_arlg Cl‘iilcli'looc] Scwiccs—~ Department of [Human Services. Earig Years is licensed bg the state of
Minnesota. We are licensed for i 58 children between the ages 6 weeks to 12 years of age. Ttie purpose of
these regulations is to establish minimum standards for licensed child care centers and to assure that those
standards are maintained. Should a parent suspect a iicensing violation or want to report a comPlaint for our
MN center, P]ease contact the DePt. of Human Services, Division of Licensing at(651)296-3971.
Reports can be made in person, bﬂ telePtione to orin writing. To report a licensing violation or want to report
a comPlaint for our ND centers, Please contact the Department of Human Senrvices, Division of Licensing
at (701) 328-4809.

. C]‘ulcl Abusc and Neg]ect Law - Ear|9 Years recognizes the basic human and lega] rigtits of each individual
served. |t is the policy of our center that all staff and volunteers treat individuals with dignity and respect.
Physical abuse, verbal, or neglect of any individual within or outside the center is strictly Prohibitea‘ Any staft
orvolunteer who has icnowiedge of abuse or neglect of an individual or has reasonable cause to believe that
an individual has been abuse or neglectect, MUST report this information to the Site Director and to the
aPProPriate authorities. [Tailure to report aiause/neglect may imPlicate the observer and may lead to
ctiscipiinarg measures. |n addition, all Possibie abuse/neglect situations will be rePortect to the county of
residence as requireci by the State of Minnesota and the State of North Dakota.

. Hcalth ~ T he center will have annual health and sanitation insPections compieted }35 an environmental health
practitioner. The centerfollows guidelines as suggested by Minnesota [ealth Services for our Minnesota
site and North Dakota [Health Services for our North Dakota Sites. Jn our Moorhead location, we also
have montn]g health visits from our health consultant who will review any ci‘ianges or Proceciures on health

Po!icies within our center.

. ]:irc - The center will have annual fire insPections comP!eted bg local or state fire authorities. Fire and

tornado evacuations will be Pertormecl in accordance with state and local fire dePartment’s guidelines.

. Contidcntialitg ~ |nformation Pertaining to the admission, cleveloPmental progress, health or transition of a
child is confidential. Access shall be limited to staff, parents, students, and persons who possess a written
authorization form, from the child’s parent or ]egai guarclian and Officers of the law or Count9 Social

Services.
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Hours of Operation
Early Years is open from 6:30am to 6:OOPm Monc{ag through Fric{ag‘ Full time children have a maximum of 10 hours

theﬂ are allowed to be in the center for one clay‘ A part time child which only aPPIies to Preschool and older is site

dependent - Please see you site director. We will be closed the Fo“owing holidags: NIEW YEAKS DAY,
MEMORIAL DAY, INDEFENDENCE DAY, LABOR DAY, THANKSGIVING DAY,

FRIDAY FOLLOWING THANKSGIVING DAY, CHRISTMAS EVE, AND CHRISTMAS
DAY. ]n the event a holidag falls on a weekencl, the Center will close Friday and/or Monclay. The Center reserves

the rigl'\t to close for staff training Aags. Parents will be given appropriate notice for other arrangements to be made

]COF cl’ailcjcare. Flease ‘FCCI FFCC to view our annual calendar Ol'llil’le at www.earquearSFm.com .

Aduli-Child Ratios ~ Minnesota Site

Earlg Years serves children ages O to 9 years of age. Tl’?@ (Center meets or exceeds the adult/child ratios
established bg the Minnesota Department of Human Services. T he ratios are:

Grou/o /4565 Statfto hildren Katio

[nfant 6 Weeks — 16 Months 4
T oddler 16 Months — 33 Months 1:7
Freschoo] 5% Months - "ryears I:10
Frc~K/5choo] Agc 5 years and up 1:15

Adult-Child Ratios ~ North Dakota Site

Ear13 Years serves children ages O to 5 years of age. The Center meets or exceeds the adult/child ratios
established bg the North Dakota Depar’cment of Human Services. T he ratios are:

Grou/o Agcs Statfto hildren Katio

[nfant 6 Weeks - 18Months 4
T oddler 18 Months — % Years 1:5
Fresclﬁoo] 3 Year Olds .7
Fresclﬁoo] 4 Year Olds I:10
Kindergartcn 5 Years Olds i:12
School Age 6 years and up i:18
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Enro"mcnt Froccdurcs

Parents may enroll their child with an Earlg Years’ director at the site desired. A $50.00 per child (or $70.00 per
Familg) non-refundable fee along with the first two weeks tuition will be due at the time of enrollment. llcyour child can
not be immec{iatelg enrolled tlﬁey will be Placecl on a waiting list at no c}warge and the enrollment fee with the two weeks
of tuition will not apply until you can be enrolled.
e [arents must submit a tgpical weekly schedule at the time of enrollment
o [Fyouractual pick up and drop off time differs without prior approval from what is originally listed on
your ‘typical weekly schedule’ you will be given one verbal warning, the second time this occurs the
center’s director will be notified and you will be sent a written warning, if it occurs a third time we will
call you or your emergency contacts to Pick up your child - this is so Early Years can comply with

licensing rules and regulations at all times and have adequate sta#ing on hand.

Before your child is enrolled at the (enter, a short Pre—aclmission conference will be scheduled with the Site
Director and classroom teacher. Visiting the program allows both the parent and child to become comfortable with
g the prog P

our environment, stag, and schedule.

FParents are requircd }33 the state of Minnesota to submit a Aealth care summary for their child /children within 20
dags of enrollment. Health care summaries must be submitted annua”g after that for children who are two years of age

and 5ounger.

Farents are requircd }33 the state of North Dakota to submit a /"/@a/z%Assessmenf (document is Proviclecl on easy

enrollment page of website) on their child upon enrollment.

Waiting | ist

The Site Director will maintain an enrollment list. Frioritg on this list will be given as follows:

I) Ear]g Years’ Emplogees
2) Currentfamilies - sib]ings of children who are alrea&g in the program

3) Remaining families on the list bg date

E_arlg Years does not discriminate on the basis of race, gcndcr, color, rcligion, or national origin.

Weather/ F mergency Closings

Circumstances such as extreme weather conditions, natural disasters, or accidents may result in the Moorhead, \West

Fargo, or South Fargo sites to be closed. T he decision to cancel Earl9 Years childcare will be the resPonsibilitg of
the Ear19 Years Director based on the sa]cety of children, emPIogees, travel conditions, and staff members that are
able to report to cach respective site. \Weather related closing will be based on local travel conditions. Considerable
weight will also be given to whether Cass/C]ag Countg Socia] SCr\/ice Oﬂ:ices are oPenecl or closed. Emplogees
should listen to WDAY, KIFGO, and otherlocal radio or news stations for the status of closing. T here will be a
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notice Postec{ to the Earlg Years [Tacebook page and/orwebsite. A discount to families will be determined after

three consecutive clags in which the business is closed.

Curriculum
Earlg Years’ curriculum is based on the social and mental deve]opment of the child. We do a variety of activities in
our c{39 including sensory, social/emotional, cogpitive, Fine/]arge motor, music/language, creative and science. We
encourage parent involvement and feedback in all aspects of our center. Qur creative Projects emphasize the
‘Process’ not the ‘Proc{uct’. There{:ore, you may have to ask your child more il%depth as to what the Project is and
how theg interPretec{ it. A Positive way to go about this is to ask “}Jow did you make this?” this will encourage your

child to use their imagination!

5ccur1't3
Securitg Cards are available for Purchase for $5.00 per card at the time of enrollment. Flease let the center know

immcciiatcl\tj iFgour card is lost or stolen so that your card can be deactivated. chlacement cards can be Purchasccl

for $5.00 each.

Withdrawal Procedures

Whritten notice of intent to withdraw a child from Earl9 Years must be submitted to the Site Director three (%) weeks

in advance of withdrawal. You will be still resPonsible for payment forthree (3) weeks if a proper notice is not given.
Farents are resPonsib]e for tuition for three weeks after the notice is given, whether or not your child attends E_arlg
Years in that time. Re-admission will be on space available and a new registration fee must be Paicl Prior to re-

enro”ment.

bi"ing Froccdurcs
Bi”ing Periods are for 2 weeks in advance. Fagment of each billis due ]:ridag bg 6:OOFM. Faﬂments not received at

that time will be assesseda $10 per business da9 late fee (beginning Monc{ag at 6:30AM). An annual calendar will
be available for Print and Postcd on our website www.earlyyearsfm.com I:riclag that payment is due and Postecl.

° Earlg Years can Proviclc an itemized month13 statement for each Family on request.

° Earlg Years will Proviclc an itemized yearlg statement of child care payments bg Januarg 3 | s for tax
purposes. ]t is your responsibilitg to inform the center of any address change and to Pici@up the statement if
you have left the center.

E_acl’i Fami]g is given a current fee schedule c!uring their initial visit to the center. ]F there is any Iength of time between
enrollment and the start date it is the Fami]y’s resPonsibilitg to review the fee schedule before the start date for any
changes. Ear19 Yearsis constantlg imProving its Facilitg and resources. [amilies currentlg at’cending Earlg Years will
be given atleast 30 dag notice of any changes in fees.

e [ecesaredue }39 closing time on the last business da9 of every week (usua”9 Friclags). [f no fee is Paid }33 the
end of the business day a late fee of $ 10 per day will be applied. After the third business day of the weck a
final reminder will be given. |f pagment has not been made by the following [riday, care will not be provided

until Pagment has been received.
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o NS Checks: A handling fee of $30 will be chargecl for Processing any check returned because of

insufficient funds. After one returned check all future fees must be Paicl bg cashier’s check or money order.

° Early Years offers the freedom and convenience of debit or credit card payments online, and AC H

payment througlﬂ the convenience for | uition E_xpress. Flease check with the Site Director for more

information.

. Casl’v payments will not be accePtec{. Fiease pay bg money order or cashier’s check.

Families receiving Child Care Assistance are resPonsib]e for notingng the Director omcgour need for the forms and

submitting them to the appropriate agencies. You must list on the enrollment information the name and county of your
£ pprop S yory

social worker.

Fees

[Fees are based on the age of the child enrolled in the program.

Multi-hild [Discount

+ chkAc/vance /Dayment

///ncsscs

/7’0//0’3& C /os/ng

Ear19 Years will offera $ 10 discount per bi“ing cgcle for multi-child families whose
children are enrolled in the (enter. | he discount is aPPlicab]e ona bi~wecl<|\tj basis
and is subject to the following criteria:
o All multi-child discounts are only applicable for family units who reside in the
same houschold.

° Tl‘le multi-child discount does not applg to the emplogees of Ear]g Years‘

Families that pay one month in advance will receive a discount of $15 Per"r weeks of

Prepagment

Sick children will pay full tuition for any ilhesses unless aPProved 133 the center

director.

F arly Years wil be closed on the following holiday days: |_abor Day, Thanksgiving
Day, Dag after Tl‘wanksgiving, Christmas [~ ve, Christmas Day, New Years Dag,
Memorial Day, ]nc{epcnclence Day and any annual training c{ags for staff (Which will
be listed in advance) 100% of regular fee is due.

Other Abscnces for Parent i”ness, maternit}j Ieavc, storm clags, or funeral 100% regularfee still chargecl.
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Parent T eacher C ommunication

Parent-teacher communication is achieved through several methods inc]ucling:

News]et’cer~ A monthlg newsletter will be available for Parents E_ar!g Years on the website

www.earquear&cm.com .

|nformation will be made available on our parent boards, room newsletters, and various other items of interest.
Parent Bu”ctin Board - Menus, }Ji”ing information, or information regarding the program and parent
education notices will be Posted.

Dailg Slﬁeets ~Fach program Provicles dailg information on your child regarding activities, Physical care,
supplies needed and sPeciaI events.

Farent-teacher conferences — scheduled conferences are held 2 times each year. Farents will be notified of
dates in advances. Otl'wcr conferences may be held throughout the year at either the Parent or teacher's
request.

FPhone Contacts — (lassroom teachers and the Site Director will be very haPpg to discuss any questions or
concerns with you. You should feel free to call them at any time; however, the teacher may need to call you
back at a more convenient time so they can gjve you the attention you deserve. Another way of contacting
the center directors are via email.

Day Time Visits — | he Center has an open door Policy to all parents of registcrcd children and to those
individuals authorized as “Authorized to Fick UP” located on the registration formin your child’s file. You
have access to this file at any time to cl'lange the authorization for any changes in writing that you deem
necessary. Earlg Years welcomes and encourages Parent visits and involvement.

Chilc{ren Not ]n Attenc{ance — Farents need to call us }35 9:00am on the éaﬂs your child will not be in
attendance in orderfor us to getan accurate head count for meals. ]t is also he!PFu! to keeP the center
director and your child’s teacherinformed on any changes in your schedule. Ang changes in your schedule
must be aPProved 139 the center director, NOT YOUR CH]LD’S TEAC}'jER

Field Trips - Children will be transPortecl from time to time for field triPs or other activities. \Written
Permission will be obtained in advance for any child who wishes to Participatc in the outing, No child will ever
be left unattended in a vehicle at any time. Chilc}/teacher ratios will be maintained at all times to ensure the
sa]cetg of the children. The driver shall be in comPliance with all relevant state and local regu]ations and
insured at all time.

Advanced written Permission will be obtained from parents before any child is allowed to Participate in any
exPerimentaI research or Public relations activity. A scparate Permission form must be obtained before each
occasion. All documentation of such events will be kept in each Par’cicipating child’s record.

Smoke Mree Fo]icg - 5mol<ing is Prohibitec{ in Ear|9 Years to protect the health of children and emplogees,

Frogram (irievance Froccdurc for Farcnts -Jfat any time parents have a grievance re!ating to their child’s program

t}weg should speak with their child’s teacher. |f speaking with the teacheris an uncomfortable thought for parents,
Please contact the center directors, | inda Pakken 218.229.2000 and Che]seg Steinlicht 218.229.3013.
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Health Folicg ~We take every Precaution to protect YOUR child’s health. |n turn, it is your resPonsii:Jiiitg to i'ielp
us Protect the health of the other children.

1) A record of immunization must be on file at the time of admission to Eariy Years. | he child will be withdrawn
from the program, if the child’s statement of health form is not on file within 20 dags aictergour child’s start
date.

2) A staff member will give all children ciailg informal health screening. T he staff members decision will report to
the (Centers Director who will determine whether your child may stay at the (Center after consulting the MIN

iicensing reguiations.
3)  |f achild becomes ill while at Earig Years, the child will be isolated from the other children and the parent will
be called to Pick up the child within the hour. [f the child has not been Pici(eci up after one hour, the emergency

contacts will be called.
%) Shouici the children be exPoseci to a communicable disease, the (Center will notitg the parents of the
Possibility of exposure, symptoms, and Perioci orincubation. | his information will be Posteci in main viewing

areas of the Center or affected rooms.

Jllnesses

Kecping all the children who attend Earl9 Years as i‘ieaithy as Possibie is a top Prioritg. lllnesses can be difficult and
icrustrating and we aPPreciate all of the cooPeration and uncicrstanciing when dcaiing with these issues. (Children may
NOT attend Ear19 Years with symptoms of illness or a communicable disease. Beiow is a iisting of Possibie signs of
illness and communicable diseases. Qur health Po'icics will not be undermined even bg a doctor’s authorization for
attendance. [~ ven iicgour child is not still in a contagious Pcrioci, but is not well cnough to Participate in reguiar
activities we ask that you kecP them out of the center until thcg are able to Participate in normal activities (this
includes outdoor activitg). Belowis a Iisting of Possib]e signs of illness and communicable disecases and itﬂour child

shows one or more of the toiiowing the child will be sent home.

e TJheillness prevents the child from Participating cormcortabiy in activities as determined bg either the child’s
teacher or the Center Director.

e TJheillnessresultsina greater need of care than Ear|9 Years’ staff can Provicie; which in turn would
comPromise the health and saicetg of the other children.
e Jhechidhas any of the ]CO”OWiﬂg conditions:

) Feverz no child will be admitted to or allowed to remain in the center with a temPerature of 1004
ciegrees or higher (TemP set by MN Iicensing regulations) before fever reciucirig medication is
administered. |f a fever bcgins while the child is at the center the parent will be called and expectcd to
Pici( up the child within the hour. A child must be fever free for 24 HOU RS before returning to the

center without fever re&ucing medications.
o Diarrhea -3 ormore ai:morma”g loose stools since admission that ciag must be removed from care.
» Whenachildis teething their stools may become looser but diarrhea is not associated
teething.
o \/omiting: 2 or more ePisodes in the Previous 24 hours (more than sPit UP)
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o Rash with fever or behavior change, until a health care Proxcessional determines that these symptoms do not
indicate a communicable discase.

e [ink Ege (contagious corjunctivitis): clischarging eyes or ears until the child has been on medication for 24
hours.

e | abored breatlﬂing such as wheezing or extreme congestion

o Letl’vargic, non-functional behavior

e (ncontrollable coughing

I~ xclusion of a sick child: T o keep other children safe from any infectious process a child that develops an illness
while at the center will be excluded from the regular classroom activities. [Tor comfort, the child will be given a blanket

and cot in the Director’s office. T he child will rest there until their parents arrive.

[tis our responsibilitg to protect all the children in our care. Flease consider others when your childis ill. Fick up as

soon as Possib]c, kecP your child home if any symptoms arise or continue.

Parents will be notified in writing of any exposure to an infection illness that has occurred at [ arly Years. Parents are
required to inform [~ arly Years immediately if their child is diagnosed as having a contagious reportable disease.
F]ease see the list of rePortable communicable diseases from the MN Dept of Hea]th.

FARLY YEARS RESERVES THE RIGHT TOREFUSE THE CONTINUED CARE
OF ANY CHILD WHO, INOUR JUDGEMENT ISDEEMED L.

Medications

A “FPermission to Administer Medication” form MUST be signed }33 parents before any medication is to be given.
This includes Tﬂ]eno], skin creams, Oragel, and all other over the counter medications. No medications will be
administered without a parent’s WRIT TEN consent. Farents can obtain this form from the front office or from
your child’s teacher. Farents are reciuired to bring their own SUPP!3 of all medications in their origina! Packaging. ]g
medication is Prescribed bg a Phgsician, it must be accompaniec{ bg the doctor's written instructions as to proper
c{osage and storage, and is labeled with the child’s first and last name with the date.
Medication forms are valid no longer than one week unless Prescribecl bg a Phgsician.

e Al medications are kePt in a secure storage that is out of the reach of children

e  Medication that requires regrigeration will be kePt in a sealed container away from any food items.

° No Sgrup of ]Pecac will be i(ePt at Earlg Years

THE TERM MEDICATION AFTLIES TO ALL FRESCRIBED AND NON-
PRESCRIBED MEDICATION, ALL SURFACE MEDICATIONS,
OINTMENTS, ETC.
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Disease

Chicken pox

Impetigo

Pink F ye

[nfluenza

| ice and Scabies

Hepatitis

Strep T hroat or Scarlet Fever
T uberculosis

Measles

Rubella

Mumps

Pertussis (Whooping Cough)

Ringworm

Shingles

(Inspecitied R espiratory Jlhess

COMMUNICABLE DISEASE

(Listis not all inclusive)

Minimum exclusion period

5-7 c{ags from onset of rash or until Al | lesions are scabbed over.

24 hours after antibiotic treatment has begun

24 hours after antibiotic treatment has begun and no drainage is present.
24 hours after fever and sgmptoms have ceased

Alcter treatment has begun and determined to be non- communicable.
thsician’s statement rcquirecl for re-admission

24 hours after antibiotic treatment has begun and no longer has a fever.
Fl‘]gsician’s statement requirec! for re-admission

4 clays after onset of rash

6 clays after onset of rash

9 dags after the onset of Paratic{ g!and swe”ing

5 dags of antibiotic treatment has been completec{

24 hours a{:ter treatment has becn started ancl lesions must Be covcrecl or

scabbec{ over.

IF a“ sores can }36 CO\/CT‘Cd }33 CIOtl‘!iﬂg ora dressing no CXC]USiOﬂ necessarg. IF

theg cannot be coverecl, exclusion until all sores are completelﬁ scabbed over.

(Includes common cold, sore throat, croup, bronchitis, runny noses, or ear infection)

T he child must be excluded if illness is characterized }39 one or more of the Fo”owing:

e TJheillhess hasa sPechCiec{ cause that requires exclusion

o T heillness limits the child’s comfortable Par’cicipation in Early Years’ activities

o T heillness results in a need for more care than the staff can Providc, which compromises the care and safety

of the other children.
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F mergency Procedures

Parents will be notified fmmediatelg of any emergency or injurg invo|vfng their child. |f parents cannot be reached
individuals thcy have dcsignatcd at emergency contacts will be notified.

Medical emergencies and disaster PlaﬂS: Staffis trained upon hire in first aid and (CPR, and will be Preparecl to
administer care as trained whenever needed. [f immediate care is not needed the parents will be contacted to transport
the child to the l’lospitaL l]C the Parents cannot be reached the emergency contacts persons will be called to transPor‘c the
child. |f ambulance transport is indicated 911 will be called. The child will be accomPanied }33 a staff member until parents
arrive.

Emergenqd response Proce&ures and Pl’lone numbers are located bg every telephone within the center. Fire escape
routes are located within cach room and staff is trained in emergency Procedures upon hire.

Ear|g Years PerForms monthlfj fire and tornado (APril tl’xrougl’x September> drills in Preparation should a disaster occur.
Logs are available for viewing at any time.

Sl’lould a disaster occur and the center must be evacuated the children will be escorted to [Jorizon Middle Schoo!‘
Farcnts will be contacted as soon as Possible.

|n cases of severe weather, Earlfj Years will announce on local radio, television, and [Facebook page.

Qur source of emergency care will be Sanford (Meritcare) or [nnovis }ﬂospitaIA Emergency dental care will be Provided
by [T deen [Family Dentistry. [f immediate care is not needed the parents will be contacted to transport the child to the
hospital. ]1C the Parents cannot be reached the emergency contacts persons will be called to transPort the child. Ear]g
Years will have a car seat for cach age group on site at all times for emergency situations where transport by the center is
necessary. [f ambulance transport is indicated 911 will be called. T he child will be accomPaniec{ bg a staff member until
parents arrive.

ivery Precaution will be taken to ensure the saxcety of the children in our care. Earlg Years Provides the required staff
trained in [irst Aid and CPR.JF necessary theg will be Preparecl to administer aid as trained whenever needed. Parents
will be informed of any accidents, incidents, injuries, and all action taken. Accident reports will be filled out by teachers
when any accident, incident, or injurﬂ occurs. A copy of that report will be kePt in the child’s file and the accident,

incident, or injurg will be recorded in the centers accident log‘

Behavior Guidance

Corporal or Phgsica| Punishment will NIEVER be usedin any form at Ear|9 Years. No child will ever be subjected to emotional

stress/abuse. Therc will be no Punishment for laPses in ’coilcting‘ T here will never be withholc‘ing of food, water, !fgl’rt, clotl'n'ng, or

medical care. F’hgsica| or mechanical restraints will never be used. Positive strategies for behaviorguidance will be used in order

for your child to kcep his or her clignitg and to strcngthcn self-esteem.

E_arlg Years will:

I~ nsure that each child is Proviclccl with a Positfvc model of acceptaHe behavior.

Tailor to the dcvelopment level of the children that the centeris licensed to serve.

Redirect children and group away from Problems toward constructive activity in orderto reduce conflict.
T each children how to use acccptab!c alternatives to Problcm behavior in order to reduce conflict.
Protect the saxcctg of children and staff persons.

Provide immediate and clirectlgwelatcc{ consequences will for a child’s unacceptab!e behavior.
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Persistent Unacccptable f)ehavior Folicics and Procedures include:

Earlg Years will Provide extra resources should a classroom be dealing with behavioral issues. [~ xtra staff members if
available will be scheduled to give teachers more time to deal with the behavior. All measure taken will be recorded and
kePt in the child’s record.

E_arlg Years will observe and record the behavior of the child and staff response to the behavior.

Dealing with Persistent unaccePtabIe behavior involves an initial consultation with the parents to establish goals and
create a PartnerslwiP to address the behaviors. A second conference may be necessary to outline new aPProact)es and
discuss consequences. An3 child whose behavior Places himself /herself in clanger otjeoPardfzing the health, satetg, and
welfare of others in attendance will have a parent notified to Pick up the child based on the severity, may will be dismissed
from the program.

No child will be seParatecl from the group unless the {:o“owine; has occurred:

| _ess intrusive methods otguic{ing the child’s behavior have been tried and were ineffective.

The child’s behavior threatens the we”—being of the child or other children in the program.

A child who reciuircs 5cParation from the group must:

Remain within an enclosed Part of the classroom where the child can be continuouslg seen and heard }33 a program staff person.

The child’s return to the group must be contingent on the child’s stoPPing or bringing under control the behavior that
PreciPitatec{ the seParation‘
T he child must be returned to the group as soon as the behavior that Precipitated the seParation abates or stops.
“|fachildis seParated from the group three or more times in one c{ag, the child’s parent shall be notified and the parent
notification shall be indicated on the dai|9 log.
“|fachildis seParated five or more times in one week, eigtmt times or more in two weeks, the Procedures for Persistent
unaccePtab]e behavior will be followed.
iarly Years has a resPonsibility to protect the satety of all children as well as that of volunteers and staff. T herefore,
when a child engages in Persistent unaccePtabIe behavior (examPleS: violent behavior, and inaPProPriate !anguage), the
to”owing Procedure must be followed:
1. Staff will observe and record the behavior of the child and staff response to the behavior.
2. Stattwi” work with parents and other Protessiona!s (if needed) to develoP a P|an to address
the unaccePtable behavior.
3. |fthe unaccePtaHe behavior Persists in sPite of the use of the established Plan, the child may
be susPendecl or terminated from the program.

A child between the ages of 6 weeks and 18 months will not be seParatecl from the group as a means of betxaviorguiclance.

Secreen | ime

We believe that active Iearning is a very vital part of a child’s c{eveloPment. T herefore, we do not allow the watctn'ng of television

orvideos in our center for any child under the age of » years. |f avideo is strownj it must be involved in a lesson Plan and be (3

rated.

Accident Procedures

lnjuries at the center will be documented and kePt on file. ]tyour childis injurecl while at the center you will receive a written report

te”ing you what tuaPPened and what actions were taken }33 the staff. Farents must read and sign the rePorts. The rePort will be

stored at the centerin your child’s file.
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FPhysical Activity

A[l children sPcncl at least 60 minutes daily moving their bodies in active Play. Througlﬁ engaging activities such as music, dancing,

and PerForming actions with our bodies as we read books a|ouc[, children will be cngaged in Physical activity. We believe that
active P|39 is vital for muscle, skeletal and brain clevelopment‘ Active Plag is encouragec] with an emphasis on exP|oration and
experimentation. [nfants will participate in daily physical activity that encourages active exploration of their environment. Older
children will take part in c|ai[3 active P|29 and Practice basic movement skills. Children ages 16 months and up P|39 outside c]ailg
for atleast 30 minutes. [lease Provide your child with weather aPProPriate clotl’lingl Children will P|33 outside daflg when weather
conditions do not pose a significant risk. Children will be allowed to develop enjoyment of outdoor physical activity and have the
oPPortunitg to explore their surrounc{ing& |nfants (6 weeks to 11 months) will have an oPPortunitg for fnc}epenc{ent gross motor
play outdoors in the Spring, Summer and Fall months.

Biting and Hitting

Bitiﬂg and hitting may occur in several of the rooms. T his happcns Pcriodica”g in even the best child care programs andis an

unavoidable consequence oxcgroup care. When it l’}aPPens it can be scary, Frustrating, and very stressful for children, parents,
and teachers. |t is not something to blame on the children, parents or teachers and umcortunatelg there are no quici( oreasy

solutions.

Botl‘n biting and l’u’tting are normal toddler behavior, but the sa)ccty of all children in our care is the Prioritg‘ Earlg Years will do
evergtl’ling we can to prevent a situation where this Polic3 must be put into effect. Staff will follow the unacce Ptable behavior
procedure listed above if biting or hitting occurs.
What teachers do when biting or hitting occurs:
e [Tocuson the child who was injurec{
e TJhe aggressive child will be redirected
° Simple Ianguage is used “Biting Hurts!?
° E_xplain to the child that theg need to use gentle touches. E_xplains what our mouth is used for.
° Acciclent/]njurg chor’c will be given to parents of the child who was bitten. Thc child who bit will have a
verbal conference with a staff memberin the room. T eachers will track occurrences of biting or l’ritting‘
Listing the time of dag, reason (if known), and action taken bg the staff.
° Corncerence with parents will be scheduled at the director and teachers discretion
(] Stratcgics will be Proviclcc{ to the Parents and agreec{ upon bg the lead teacl’xer} director and Parcn’cs to
reduce hitting/biting behavior
o Stratcgics will be evaluated
° Comcic{cntialit}j will be maintained at all times (the name of the child who bites will not be released to the
parents of the child who is bitten). Biting is a cleve|opmcnta”g aPProPriatc infant/toddler behavior. Dclagec{
Punisl’rment does not work. ]n{:ants and toddlers do not connect an event of one time of the d33 to be a
consequence of an event, aCtiVit\lj, or action of an earlier time of the day.
e T eachers address the bitfng incident when it l’laPPens and assist the children in aPProPriate alternatives at
that time. We discourage parents from Punishing or reprimanc{ing their child laterin the dag fora biting or
lﬁftting incident which occurred at the center.

14 |Early Years Handbook



Food Handling and FrcParation

Chi!clren are served a nutritious breaiocast, |unch, and afternoon snack every day when in care. Breauast is served at 7:30am,

lunchis served at 11 :00am, and afternoon snack at Z:OOPm and §:§OPm when children arrive from school.
o Allfood a”ergies and sPecial dicts will be Postec{. A consultation may be necessary Prior to enrollment to
discuss a”ergies or special diets.
o  (Children will have meals brought to and served in their rooms. All meals are served Familg stgle using the proper
utensils.
e Atno time are children left unattended while eating.
. |nfants are fed indivi&ua”g accorc]ing to their deve!opmental needs and Feecling patterns.
e Mixing formula:
»  [Formula will be mixed with tap water.
. Bottlcs will be heated using water warm in a small crock poton low heat.

= An9 formula left in excess a]cterlceeding will be discarded (maximum of one hour).

Additional |nformation regarc{ing foods:

o [Tood a”ergies are handled on a case bg case basis c{ePenc{ing on the a”ergy. Please meet with the director for details.

o [aryYears provides T arget brand [T nfamil formula (Blue container), rice cereal, oatmeal, and baby food for infants.
Any formula or baby {:oocl/ccrcal outside of these items will have to be Provic]cc] bg the Parcnts of the child. Flease ask
the Center Director for a Nursery Packet which includes more detailed information.

o  [Tood from home will not be allowed to be served to other children in the center. We love to celebrate birthclags with

store }Dougl‘nt treats! ]ggou have any qucstions P]easc see the director.

Nap and Kcst

Parents will be consulted at the time of enrollment and as needed about their child’s naPPing habits. A two hour Perioc{ will be set
aside every dag for the children to rest and take a break from the dag’s activities. A cot will be Proviclecl bg the center. Children

are more than welcome to bring a security item from home such a small stuffed animal, blanket, and/or small Pi”ow. T hese items will
need to be taken home and washed weeug. A|19 child that has completed anap orrest Perioc{ will not be made to stay on his/her

cot after 30 minutes. | here are wake up activity areas for all ages.

Animal Folicq

Pets are wonderful to most children. During spechcic themes animals may visit the center however; pets must be immunized

Properly, well maintained and aPProvccl in advance by a Director.

FroPcr Clothing and Fcrsonal ]tcms

(Children should be dressed in “P[ag” clothes suitable for art Projects, climbing, outdoor P|ag, and sometimes eating. We ask that

children wear shoes suitable for wa”dng, running, and dancing. Frcfera}ﬂg rubber soled, close toed shoes. Alwags have clothing

thatis aPProPriate for the weather. All clothing should be clearly labeled with child’s first and last name.

I?ﬂour child needs and does not have another set of clothing, Plcasc be Preparcd for Early Years to rcqucst additional clothing.
e No Persona| toys or other items other than securitg items for naP/rest should be brouglﬁt into the center to

avoid breakagc orloss.
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Eaclﬁ group has “Sl’low and Te”” dags scheduled }33 the teacher. Togs broug}'}t in on those specia| clays must be removed on
the same day. \/iolcnt toys such as guns, knivcs, or swords are NOT allowed in the center at any time. Early Years cannot be

!’lﬁld resPonsiHe FOF !OSt or clamagea Persona! items.

5Pccial Needs

Childrcn with special needs are more than welcome at E_ariy Years. [Jowever, parents will need to discuss the needs of the child

with the Director of the center and the teacher that will be involved in the child’s care. E_ar!3 Years does not train staff to deal
spcchcicang with special needs. A trial Periocl will be set up. |f the director, the child’s teacher, or the child’s parents decide they

are uncomfortable with the care Providecl }33 the center care may be terminated immecliatelg.
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Early Years

F nrollment Contract Signaturc Fagc

| have read and understand the Policics setforth in the Parent Contract and Fee Schedule. | agree to

abide by the Policics and Proccdurcs outlined. | understand that | am rcsPonsib[c for the financial
obligations throughout the service of this contract.

| have, in my Posscssion, a copy of the contract and will refer to it with qucstions as thcy may arise.

Todag’s Datc:
Child’s name:
Chilc]’s date of birth:

Parent’s first and last names:

Parent’s signature:

Parent’s signature:

Start date:

E_arlg Ycars Location chucstcd: E_YEC F__YLC ]:__YDC
(Moorhcad) (Wcst f:argo) (South f:argo)

Contact |nformation:

Address:
Tc!cphonc(s)z
E_mail Address:
Ei”ing oPtion: ______________ACH (2 weeks) ___________ACH (4 weeks with discount)
Credit card (2 weeks) Credit card (4 weeks with discount)
Faymcnt by check (2 wccks) Fagmcnt by check (4' wccks)

Omce use on|5

T ourgivcn bg ______________

Date E.nr led:

StartDate:
Room:
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