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DAVIS CHILD CARE CENTER

PARENT HANDBOOK

WELCOME TO DAVIS CHILD CARE CENTER

…WHERE THE LEARNING IS FUN AND QUALITY COUNTS!

Young children are naturally curious, creative and open to new learning experiences.  At Davis Child Care Center we will provide your child with stimulating activities in language arts (stories, finger plays, and dramatics), music, science, math, art, sensory experiences and more.  Activities are designed to meet the full range of your child’s development.

While intellectual concepts comprise an important component of early childhood education, perhaps of greater importance is the development of social skills.  We help your child develop socially, while retaining his/her sense of identity and integrity.

Early education experiences set the base for later learning.  Our goal is to provide a well-rounded, quality program through which your child can feel good about him/herself while continuing to grow and develop.  We encourage you to let us know how we can best accommodate you and your child to achieve our goal.  

We encourage you to stop in any time during regular operation hours to visit your child or observe our program.

Our policies and Rules for Licensing Day Care Centers are available for you to review upon request.  

PURPOSE AND PHILOSOPHY

Davis Child Care Center is a non-profit child care program sponsored by E. B. Davis Children’s Home Inc.  The primary purpose of the Center is to provide high quality child care services for children whose parents are regularly occupied outside the home. The program emphasizes the social, intellectual, emotional, physical and ethical development of children.  

The family unit is the most important influence in the life of a child.  Our Center strives to maintain the role of a family support agency by providing a program sensitive to parent needs for child care and parenting concerns, and children’s need for a warm, loving, consistent environment that enhances their growth and development.  

TERMS OF LICENSE

Davis Child Care Center is licensed by the State Department of Children and Families, Northeastern region, Division of Early Care in Education.  We serve a maximum of 165 children daily, ages 6 weeks through 11 years.  It is open year round Monday – Friday, 6:00 a.m. to 6:00 p.m.  The Center is closed the following major holidays: New Year’s Day, Memorial Day, July 4th, Labor Day, Thanksgiving Day and Christmas Day.  The Center is also closed for in-service in late August just before public school starts. 

POSTING RULES

The Center licenses and violations are posted on a parent bulletin board above the water fountains just inside the main entrance.  A copy of the licensing regulations is also posted here.  

ADMINISTRATIVE STRUCTURE

Davis Child Care is governed by a Board of Directors.  The Director is directly responsible to the Board for major financial and policy issues.  The Board has the final say in matters related to policy and finances.  

The following diagram illustrates the delegation of authority.

Board of Directors

Executive Director

Administrative Assistants

Lead Teachers – Closing Staff

COMMUNICATION

Parents will be advised of activities through daily sheets, notes home, phone calls or email. In addition, a monthly newsletter is communicated center-wide.  

A staff/parent communication log is located at the front desk to document any information pertinent to scheduling and a child’s care.

Infant and toddler daily sheets have a place for parents to write about early morning feedings, diapering, temperament, pick up time/who and other issues related to their child’s morning.  

NON-DISCRIMINATION PRACTICES

Davis Child Care Center does not discriminate in its intake services or personnel practices on the basis of race, color, creed, sex, sexual orientation, religion, national origin or handicap. This is in accordance with Federal Law from the US Department of Agriculture and USDA guidelines.

GOALS FOR FAMILY SERVICE

While meeting the total ranges or needs for children’s growth and development, D.C.C.C. has the following goals for parents and families:

· To respect parent child-rearing practices.

· To be sensitive to parent concerns regarding their children.

· To offer a resource library and other opportunities for education to enhance parenting skills or to address other subjects of interest.  

· To provide regular communications via a monthly newsletter and other information materials.  

· A portfolio of your child’s abilities will follow your child through the facility and will be shared with families during conferences.

· Conferences can be scheduled with teachers or the Director at any time.

· To develop a range of services to meet family needs:

· Full and part time (limited availability for part time) care for children of working parents, or parents otherwise occupied outside the home.

· Referral for families in need of crisis intervention or respite care for families in need of reducing family stresses.

· An individualized developmental program for infants and toddlers.

· Preschool enrichment experiences and pre-Kindergarten readiness activities for all children.

· Maintain a collaborative relationship with the Oshkosh Area School Discrict through a 4K Ready for Learning Program

· To provide opportunities for parents to become more involved with the program.

To provide opportunities for family activities; winter family fun night, summer picnic, spring book fair and more.

· GOALS AND OBJECTIVES FOR CHILDREN

The program is designed to enhance social, emotional, physical, ethical and intellectual growth and development, and it fosters the formation of a positive self-concept. The program goal and objectives are to:

· Respect each child as a unique individual.

· Promote intellectual skills by providing a variety of materials and experiences to encourage independence, creative thinking and foster problem solving.

· Provide children with a nurturing environment to enhance their emotional security and well being.  

· Allow children to express needs and feelings freely.

· Communicate with the children in a non-judgmental manner.

· Provide a learning environment, which successfully meets the children’s needs according to their style and pace of learning.

· Promote positive and social interaction and cooperation.

· Provide appropriate opportunities for physical growth and development.

· Arrange equipment and materials so children have the freedom to choose activities.

· Allow adequate space for children to move freely.

· Provide opportunities for active and quiet play, group interaction, and individual solitude, indoor and outdoor play.

· Provide experiences in an inclusive classroom environment with regard to cultural traditions, customs, and practices.

· Provide a safe environment.

VISION

The E. B. Davis Children’s Center provides services for children 11 years and under.  Our Center is renowned for its superior quality educational and social programming.  Parents are involved in the classroom and other educational activities.  Parents are routinely given the opportunity to participate in the decisions and activities of the Center.

Our employees are dedicated professionals who are committed to the mission and values of our organization.  We offer fair and competitive wages and benefits, as well as allowing employees to participate in decisions that affect their work and strategic direction of the Center.  The Center is dedicated to providing education and training for our staff that provides for their personal growth and development in their work.  All employees work is valued and each individual is treated with dignity and respect. 

The Center is known throughout the region for providing the highest quality of care and education to children. The Center is also recognized as a leader of child care services through its continued innovative and contemporary approach to the changing needs of our customers.

MISSION

Faithful to the wishes of Elizabeth Batchelder Davis, The E. B. Davis Children’s Center exists to provide for the emotional growth, well being and development of children.  Through programs that educate and develop social, ethical and intellectual skills, we offer the highest quality of children’s developmental services available.  We maintain a learning, nurturing and safe environment for children to grow to their fullest potential.  

How we accomplish our Mission is as important as the mission itself.  Every action we take will be guided by these values:

Individualism – We believe that each child is a unique person.  We recognize that each child needs to be nurtured and accepted for the special skills and talents that they will offer to society.  

Caring – We believe that a child can excel only when they feel safe and loved.  We foster an environment that embraces love and respect that cherishes the children we are entrusted.  

Respect – We believe that when children are respected for who they are, they will also respect others.  We develop programs and activities that assure the dignity and development of children above all else.  We involve parents and other caregivers in decisions that are important to them.  

Character Development – We believe that the moral foundation of our society is based on honest and principled behavior to each other.  To establish principles of good conduct, a system of moral values must be taught at an early age to children so that they know the difference between right and wrong.  

Learning – We believe that our lives are a journey of life-long learning.  We enlighten and guide the minds of children by creating an environment of receptivity, learning and discovery.  Only through knowledge will children be able to achieve their full potential.  

ADMISSION AND ATTENDANCE REQUIREMENTS

Families seeking full time care are given first priority for enrollment.  All other requests for enrollment are considered on a first come, first serve basis, depending on the openings available.  

State Licensing Guidelines limit the number of children per staff member, thus it is necessary that your child attend only on his or her scheduled days.  Extra days may be available on a drop in basis when space permits.  

The child’s anticipated attendance schedule must be completed on the enrollment contract. This contract lists the hours and days a child will be in attendance. This is used for billing purposes. Attendance change requests must discussed with administrative personnel in advance.  

Enrollment
Prior to admission, parents and children are encouraged to visit the Center to meet the staff and observe the program. Families must complete enrollment forms prior to the first day of attendance. All records remain confidential.  Information pertinent to the care of your child shall only be given to Center staff.  No information about the child’s progress or behavior shall be given without parent consent. Information on each child will be on file in the child’s classroom and in the office.  

The following forms need to be completed prior to enrollment:

1. Child enrollment, medical consent, authorized release, health history form.

2. Intake information.

3. Immunization record.

4. Child Health Report Form / Physical.

5. USDA: Family Size Income Affidavit.

6. Health History and Emergency Form.

7. USDA Meal Form.

8. Authorizations Form.

9. Formula Designation Form (only for children under a year).

Intake and Update Information for Children Under 2

Admission information for an infant or toddler will be kept on file in the room where your child is assigned and will be reviewed by the child’s teacher. Updates will be made every three moths by the child care worker and the child’s parent.

Child Abuse and Neglect

The Board and all personnel are mandated to report any children who appear to be emotionally, physically or sexually abused or neglected to the County Child Protective Services, County Sheriff or City Police. Suspicion of abuse or neglect shall be documented and maintained in a confidential record. Personnel receive in-service training about indicators of abuse, neglect, reporting laws and documentation methods.

Records and Confidentiality

Notify the Center immediately of changes in residence, places of employment, telephone numbers, emergency and/or authorized persons or other changes pertinent to the care of your child. All children’s records are confidential. These records are available only to the following persons:

· Administrative Personnel and Director

· Child’s teacher

· Parent / Guardian of child

· Board Members

· Any agency assisting in planning for the child, when informed written consent is granted.

· Agencies authorized under s.48.78, stats.

Staff are informed that all information regarding a child and his/her family is confidential.  Staff may not give out information about a child to other parents.  Staff is also notified that information about a child and his/her family is not to be shared with other staff not directly involved in the daily care of that child.  Information regarding families and children is not to be discussed outside of the daily business of Davis Child Care Center.

Items to be provided by parents

Families must provide several items to leave that the Center:

Clothing:

· Complete change of clothes: underwear, shirt, pants, socks, sweater or sweatshirt.

· Weather appropriate clothing: snow pants, boots, hats, mittens, and appropriate jacket.

· Provide several changes for children not yet, or in the process of, toilet training.  Soiled clothing will be rinsed whenever possible and will be sent home in a separate bag for laundering.  

· For your child’s safety, open toed shoes are not permitted.

Other:

· Diapers and wipes

· Backpack for supplies – Children on the older side of the building

· Classroom supplies per teacher request

Also Note:

· LABEL ALL ITEMS your child brings to the Center.

· Items that can’t be identified will become the property of the Center.

· A special security soft toy or blanket may be brought for the child’s naptime.  It must be labeled and kept in the child’s cubby until rest time.  

· Please leave ALL other toys at home unless asked to bring something by the child’s classroom teacher or with teacher permission.  
ARRIVAL AND DEPARTURE

Arrival and departure times are an important piece in the child’s day in our Center.  We encourage parents to take time at the beginning and the end of each day to talk with teachers regarding your child and to allow the child time to become acclimated to the day’s activities, or to wind down the day’s activities.  Check your child’s mailbox or cubby area for messages or things that should go home. 

A little extra time may mean the difference between a pleasant or unpleasant experience for both you and your child.

1. Bring your child directly into the Center and notify staff of your arrival.

2. Sign/clock your child in and out each day.

3. Upon arrival, your child’s teacher will asses your child for any signs or symptoms of illness or injury. This information may be recorded in the Medical Log. 

4. If you are delayed in picking up your child, call the Center so we may inform your child that you will be later than usual, and so we can arrange the necessary staff coverage.  

5. Children must always be accompanied by an adult – especially during arrival and departure times.  

· For example when picking up your child, keep them with you until you are at your vehicle, rather than permitting them to run ahead in hallways and/or the parking lot.

6. Please make use of the staff/parent communication log (by the front desk) to document any information pertinent to your child’s schedule.

7. Please let your child’s teacher know that you have arrived at the end of the day.  This will give them an opportunity to speak with you about their day.  PLEASE do not take children off the playground without letting your child’s teacher know you are here.

8. Be sure to read your child’s daily sheet. It lets you know how their day went. It is our policy at Davis to use a “positive, negative, positive” approach to letting you know information. 

· After working all day you don’t want to be met with “Thank goodness you’re here! Johnny was terrible at naptime.” We would want you to know the information so we would say something like, “Johnny had a great morning. He built a sand castle and had terrific ears. At nap time he wouldn’t rest and was so loud his friends couldn’t sleep. We had a long talk and we are going to try new things.” This way, we let you know the things you need to know without being completely negative. Children (and adults) need to hear the positives more than negatives.   

SECURED ENTRANCE

Your family has a chosen code that allows you to check in and out, and to get into the building. This process is for security reasons, and should not be shared with others. 

· If your child will have an alternate adult pickup, please note the name of the person picking up in the notebook near the check in clock and let your child’s teacher know. They may ring the doorbell at the front entrance, and a staff member will check their ID and take them to the child. 

· Adults not noted as an authorized pick-up person on intake papers, or not noted in the notebook will not be allowed to take children from the center without a parent or guardian’s permission.

· Children will not leave the center with a person who appears impaired by drugs or alcohol. Authorities may be called. 

· When entering, please do not hold the door and allow others to enter. Each family should use their own code to enter. 

· Children should not enter codes or hold secured doors. 

TERMINATION OF ENROLLMENT

1. The Center reserves the right to terminate the enrollment of any child if that child’s behavior is disruptive, endangers the safety of themselves or others, or if that child cannot adjust adequately to the program, and parents and Center staff mutually agree that group care is not in the best interest of the child.  We will assist parents in locating appropriate ancillary services if the Center cannot adequately meet the individual needs of a child enrolled in the program.  

Acts of violence toward others will result in discipline ranging from verbal warning to suspensions and/or expulsions depending upon the severity of the act.  Acts of violence include, but are not limited to, striking, kicking, shoving, throwing objects at or otherwise subjecting another person to physical contact.  The student should be temporarily removed from the Center until an investigation can be made to review the situation.  Written reports (accident and so forth) from staff involved will be filed in the student’s behavior record.  Parents will be financially responsible for paying the tuition if a child is suspended.  

2. Termination of enrollment can result from:  

· Habitually late pick up.

· Failure to pay fees.

· Failure to observe Center policies.

· Failure to provide Health and Immunization Records.  

· Failure to notify Center of a child’s absence if that absence exceeds one week.

· The above list is NOT inclusive. The Center reserves the right to terminate enrollment at any time if the Director deems it necessary.

3. Parents must provide at least two weeks written notice of enrollment termination. Parents could be financially responsible for the full two weeks if little or no notice is given.

4. If the Center should permanently close its doors for any such reason, parents will receive at least two weeks notice of such closing.

5. A holding fee is available for families who might have the need to leave the Center for a month or more (ex. summer) or maternity leave. This fee is only available for children in our two year old room and up. The holding fee cost is one full week of tuition for each month the child is gone. Children in our infant/toddler rooms must continue to pay full tuition each week to hold their spot.  We do encourage part time attendance during maternity leave to provide the child with continued routine care during this important family change.  

6. Parents may NOT use punishment techniques or aggressive or threatening language while on Davis property.  

TUITION POLICY

1. A non-refundable registration fee, plus one week tuition are due prior enrollment.  

2.  Tuition charges:

· Tuition is charged based on the child’s age and attendance schedule, whether or not a child is present on a scheduled day.  Parents must notify the Center in writing at least one week in advance of any changes (credit days) in the child’s regular schedule so adjustments can be made.  

· A reduced rate is charged when more than one child in a family is enrolled.  A 10% discount is taken off of the oldest child’s tuition.

· A full day rate is charged for children attending both morning and afternoon hours.  Full time care is considered 5 full days per week.  

· A half day rate is charged for children attending either mornings (until 12:30pm) or afternoons (not arriving before 11:30am)

· A weekly rate is charged for children attending 5 half days or 5 full days per week.  

· Daily rates are charged for anyone attending less than 5 full or 5 half days per week.  

· The minimum charge is for 2 full days or 3 half days per week.

· Charges are made for the Holidays the Center is closed.  Part time enrollees (less than 5 full or 5 half days/week) have the choice of changing days the week of the Holiday if ratio’s permit.  Holiday closings:  New Years Day, Memorial Day, July 4th, Labor Day, Thanksgiving Day, Christmas Day and our August In-service Day.

· Christmas Eve availability is limited and will be based on family survey results to gauge attendance.  Hours will be limited to 6:00 am until noon with no lunch being served. Facility will be open if 20% or more of the population needs care. 
· No charges are made for Center announced closing (i.e. snow days)

· Families receiving assistance from governmental agencies for child care will be required to pay the difference in our fees vs. reimbursement amount from the agency.

3.  Tuition Payments:

· Payment is due automatically IN ADVANCE OF CARE and maybe paid weekly, bi-weekly or monthly.

· A delinquent charge can be made if tuition is one week overdue.  Termination of enrollment can occur if payment is two weeks late.  

· Checks are made payable to Davis Child Care Center.  Dates of care should be noted on the check memo.

· A record of payments for income tax purposes may be obtained from the Main office.  Notice will be posted when statements are ready (mid-late January).  

4. Tuition Credits:

· Two weeks of absence/vacation credit equivalent to a child’s normally scheduled number of days in a two week period will be given.  The office must be notified regarding desired use.  (Credit / vacation time is accumulated on a monthly basis from September through June.  Credit / Vacation time may be accumulated to a maximum of 10 days.)  

· Children must be enrolled for a full month before credit is applied.

· Full credit will be granted for an impatient hospitalization and up to 1 week (5 days) for recuperation.  

5. Late Charges:  

· Late fees will be charged for children remaining at the Center beyond closing time.  Late fees will also be charged for those attending mornings only if picked up after 12:30 pm. The charge is $5.00 per minute beyond closing.

· An additional fee will be charged if a child attends over 10 ¼ hours per day.  Perpetual violations in accordance to this can result in termination.  

Other Charges

· Extra charges may be incurred for field trips or special events.  Parents are notified in advance.  

· A $30.00 fee is charged for returned checks.

Other Credit and Refunds

· Tuition credit will be granted if tuition has been overpaid. Credits will apply to the next week’s tuition.  

· Tuition refunds will be granted if the Center has received two weeks notice in writing that a child will be withdrawing from the program and tuition has been prepaid excess of two weeks.  

Tuition Charges and Tuition Increases

· The Board of Directors will review tuition policies and charges each year when the annual budget is prepared or others times as necessary and will provide with 30 days notice of any changes.  

Legal Custody Disputes
In the event of a legal custody dispute, currently employed staff members will respect Davis Child Care Center’s confidentiality policy unless subpoenaed by legal representation of family.  

HEALTH POLICY

Davis Child Care Center maintains an ongoing interest in the health and well being of all children enrolled in the program.  Every effort will be made to insure the health of all children served.  It is understood that parents will have primary responsibility for the health and well being of their children.

Physical Examinations
Children must have a complete physical examination within 6 months prior to or 30 days following enrollment.  A form that documents completion of the examination by a licensed physician must be submitted to the Center.  

Examinations are required every two years following admission for children over age 2 and every 6 months for children under age 2.  

Immunizations
Wisconsin state law requires that each child have an immunization record completed which states the child has been immunized against diphtheria, pertussis, poliomyelitis, hepatitis, HIB, varicella (chicken pox), measles, mumps and rubella.  The month and year of these aforementioned immunizations must be kept on file.  The required immunization schedule is based upon US Public Health Service.  Each written statement must be on file at the Center or one of the following compliances must be met:  

· If a physician submits a written, dated statement indicating that the immunization required is or may be in his/her opinion detrimental to the health of the child, it shall be waived by the Department of Health and Social Services for that child until it is certified by the physician or another physician that the particular immunization is no longer detrimental to that child.  

· If the child has not received all the required doses of vaccines for his/her age group, at least the first dose of each vaccine must be received within 30 days of admission or upon reaching appropriate age.  It is the responsibility of the parent to obtain the remaining required doses of vaccines and notify the Center in writing of updates to the immunization schedule.  Failure to stay on schedule or report immunizations may result in a State ordered court action against the parent and a fine up to $25.00 per day of violation.  Parents may opt to sign the waiver on the day care immunization record form required by the state.  

A child whose parents fail to comply with immunization requirements shall be excluded from the Center until such time as immunization requirements are met.  

Suspected Illness
Please do not send ill children to the Center, even if they have been sick the night before but appear somewhat normal upon awakening.  The best place for them when they are ill is home with you.  Parents are advised to make alternative arrangements for care when their child is ill.  The Center must be notified each day that the child is ill.  Parents should call in before 9:00 am.
Child care cannot be provided for children who have had a fever, suffered vomiting or diarrhea in the previous 12 hours, who have a contagious disease or who are too ill or uncomfortable to participate in daily activities at the Center.  

Parental concern about a child’s health will be noted and the staff will observe the child throughout the day for symptoms of illness.  

Parents must obtain medical attention for a sick child, and must keep the child home until he/she is symptom free for not less than 24 hours, and the child has recovered from a contagious disease.

If Center staff believe medical attention is warranted, parents are expected to seek it and report the diagnosis and physician recommendations to the Center.  

Any evidence of unusual behavior or illness will be recorded in the medical logbook.  

When a Child Becomes Ill at the Center

1. The parent of a child who exhibits symptoms of illness will be notified and must arrange for the child to be taken out of the Center within a reasonable time (i.e. 30 minutes).

2. Sick children will be isolated in an area within sight and hearing of a staff member.  Children are usually taken to the office or a secluded area of the classroom.  

3. All children will be observed and checked daily for symptoms of possible illness.  A child who appears ill on arrival will be sent home immediately and must remain home until free of symptoms for at least 24 hours.  

4. Children who are sent home must be kept home the next day.
If your child is exhibiting more than one of the following symptoms, he/she will be sent home and must remain home for 24 hours. 
· Any fever over 100.. 

· Severe cold with fever, sneezing, nose drainage, congestion, or coughing serious enough to hinder your child from participating in normal Center routines. This includes both indoor and outdoor play.  (Note: these symptoms are often the first sign of illness.)

· Rashes that appear and have not been diagnosed by a physician. Once a rash is diagnosed, approval from a physician must accompany the child to return to center. 

· Stomach flu, vomiting, or diarrhea.  In our facility diarrhea is defined as: watery or greenish bowl movements that look different and are much more frequent than usual. Vomiting is defined as: more than the usual spitting up or gag reflex. Even if the child has vomited at night and appears normal in the morning, care cannot be given for that day. Bouts of either vomiting or diarrhea will require your child to remain home for 24 hours symptom free.  

· Strep throat- Some symptoms of strep may include sore throat, fever, general skin rash, strawberry tongue, white spots on the back of throat and unusually stinky breath.  A physician must be seen to make diagnoses and begin antibiotic treatment. Diagnoses must be reported to facility. 

Teachers will report other signs of illness such as unusual paleness, irritability, not eating or drinking, unusual tiredness or asleep during non-nap time, or lack of interest.  

Director’s discretion will be utilized in cases of teething, diaper rash, or affects from antibiotics. 
If a physician prescribes antibiotics the child must stay out of the Center for 24 hours or have a statement from the doctor saying he/she may return.  Please note best time for teachers to administer an antibiotic treatment is during the lunch time hour of 11:30-12:30. 

Any of the above symptoms can be a sole cause for your child to be sent home depending on the severity and the Director’s discretion, but our normal practice is to call when staff members notice at least two symptoms.

Other Illness

A reminder to parents with sick children: Bringing your child back after an illness means that they are fully ready to participate in our active daily routines. 
A physician’s written permission is required if a child returns to the Center before the required absence time following a contagious illness including (but not limited to):

Chicken Pox


Poliomyelitis


Mumps


German measles

Scarlet Fever


Measles


Whooping cough

Diphtheria


Meningitis


Infectious hepatitis

H1N1

Giardia -  If a child tests positive for Giardia, they must be treated with antibiotics and be symptom free from diarrhea before they can return to the Center.  Once they are off the medicine, they must be retested for it.  If a child tests positive the second time, they may be asked to stay out of the Center until they test negative.  All members of the family must also be tested.  

Impetigo of the skin shows up as red pimples.  These lesions become reddened and contain pus, which is infectious.  The lesion will form a blister, eventually break and weep.  The lesions occur in moist areas of the body such as the creases in the neck, groin, underarm, face, hands or edge of diaper.  The date your child may return to care is dependent upon the type of medication your physician has prescribed.  All lesions must be crusted.  

Lice and Ringworm of the scalp are not considered in this category, rather they are symptoms of an illness from which the child may return following appropriate treatment.  A child must be “nit” free to return to the Center. Families are notified when lice is present in their child’s classroom. 

Communicable Disease Control
Parents must notify the Center of any contagious illness such as those previously listed so that the Center staff can notify the Center parents and the City Health Department.  

All parents will be notified of the dates of exposure, incubation periods, symptoms and treatment recommendations for any disease the children have been exposed to.  

Center staff will seek medical consultation from the City Health Department in cases where more than 20% of the children have been infected or re-infected.  Their recommendations will be followed.  

Medications

Parents must complete and sign the Center’s Medication Authorization Form before medications can be given.

Medicines must be supplied IN THE ORIGINAL CONTAINER WITH THE CHILD’S NAME AND ADMINISTRATION INSTRUCTIONS CLEARLY STATED ON THE CONTAINER.  Center staff CANNOT give medicine to a child that does not come in this original container.  

Medications will be stored out of children’s reach.  A written record will be maintained including date, time, and name of the medicine and the person administering the medication.  

Davis Child Care will not be held liable for missed dosages of medication. Families will be notified if this occurs.
Medical Log

Our Center maintains a Medical Log.  They are bound books in which teachers write the following information:  

1. Minor injuries (i.e. scraped knee, etc.)

· how they occurred

· what was done 

· who was present

2. Medications given 

· When

· How much

· Who gave it

3. Arrival time assessment

· Upon arrival your child’s teacher will assess your child for any illness symptoms or injuries

We also write this information on their daily sheets. Parents have the right to see any entry that contains information about their child.  

Naptime
Children under 5 years of age and in care for more than four hours shall have a nap or rest period.

Teachers shall permit a child who does not sleep after 30 minutes or a child who awakens before other children, to have quiet time through the use of books and other activities which will not disturb sleeping children.  

SIDS Policy
The American Public Health Association and The American Academy of Pediatrics have written guidelines for child care centers called Caring for Our Children – National Health and Safety Performance Standards:  Guidelines for Out-of-Home Child Care Programs.  They suggest and the Center enforces using the following guidelines regarding infant sleep position and surroundings:

· Infants under 12 months of age shall be placed on their backs on a firm, tight-fitting mattress for sleep in a crib.

· Waterbeds, sofas, soft mattresses, pillows and other soft surfaces shall be prohibited as infant sleeping surfaces.  

· All pillows, quilts, comforters, sheepskins, stuffed toys and other soft products shall be removed from the crib.

· If a blanket is used, the infant shall be placed at the foot of the crib with a thin blanket tucked around the crib mattress, reaching only as far as the infant’s chest.  

· The infant’s head shall remain uncovered during sleep.

· “Tummy time” will be provided for awake non-mobile children.  

Four factors associated with increased risk of SIDS:

1. Placing baby on the stomach (prone position) to sleep.

2. Being exposed to tobacco smoke during pregnancy and after birth.

3. Using soft surfaces and objects to trap air or gases, such as pillows, in a baby’s sleeping area.

4. Not breastfeeding a baby.

Approximately one week before your first day at the Center, the Infant Room teachers will share with you a packet of information specific to your classroom.  Included in this will be a pamphlet regarding SIDS.

Biting

If your child is bitten at the Center, the area is washed with antibacterial soap and running water.  Ice may be applied.  Both families are notified of when and where the bite occurred. It is also written in the Medical Log to document its occurrence. This allows the Center to keep track of any habitual biter. The common developmental stage of biting is from nine to eighteen months and this is a normal stage we all need to work through together.  All our teachers are trained to watch for signs or attempts of biting, so they can redirect the child before it happens. The Center is bound by law to protect the identity of the biting child from other parents. This does not mean that we will put the welfare of the other children in danger. The following is our procedure when it comes to children who bite:

Step One:
Teachers keep track of when and/or why a child has started to bite.  They try to intercede before any biting occurs and then communicate to families what happened each day (how many attempts and what is done, etc…).  The parents and teachers work together to try to stop the biting.  The Director is notified there might be a potential biting problem.

Step Two:
If the parents are not cooperating or if the biting has worsened, a meeting with parents may be set to discuss further options.  A date is set to reevaluate the situation.

Step Three:
If the problem has continued or worsened, we choose a termination of enrollment date. 

Sanitation Guidelines
1. Personal hygiene will be provided with individual washcloths and disposable towels.  

2. Wet or soiled clothing shall be changed promptly and placed in a plastic bag to be taken home for laundering.  Diapering areas will be washed and sanitized after each use.

3. Staff members will wash their hands before and after toileting, before handling food and at other times when necessary.  

4. Classroom materials, especially toys placed in mouths, are washed and sanitized often, if not daily.

EMERGENCIES

1. Parents will be notified immediately in the event of an accident.  If the parent cannot be reached, the next authorized person will be contacted. 

2. Parents must provide written permission for the staff to call a physician or obtain emergency care in cases of accident or injury.  A report will be filed at the Center with pertinent information about the incident. 

3. Simple first aid will be provided for minor injuries.  A note of how the injury occurred and what aide was given will be made in the Medical Log. Information regarding injuries will be noted on daily sheets and/or discussed during pick up. 

4. If a child is seriously injured and requires emergency medical attention, Center staff will call 911 to obtain an ambulance and the child will be transported to hospital of choice.   A report is filed with the State Licensing Department within 48 hours of events where children need to see a physician. 

5. Blizzards, severe weather or a national emergency may result in parents not being able to get to the Center.  Children and staff who may become stranded at the Center will remain in the building.  An adequate supply of food, water, cots and blankets are available to accommodate an emergency situation.

6. If conditions warrant immediate notification of parents during one of these above situations, the Center will notify WVBO-104 FM and WOSH 1490 AM with information to be broadcasted.  Parents will then be notified by telephone whenever possible.  

7. If we have a power failure at the Center, we will contact you to come for your child.  We will follow the emergency measures outlined until you pick up your child.  

8. Davis does NOT close when all the public schools do.  It is up to the discretion of the Director if the weather is severe enough to close the center.  

9. Staff are routinely educated with CPR and First Aid Training. Emergency drills are practiced monthly.

EDUCATIONAL PHILOSOPHY OF DAVIS CHILD CARE CENTER

Child care experiences for children are designed to supplement experiences at home. The program is alert to the importance of the early years in an individual’s life, so opportunities are available to allow children to enhance and maximize their physical, social, emotional, ethical and intellectual competence at their own pace and in their own style of learning.  

The first six years are most important for a child’s growth and development.  Children learn, grow and develop more of their personality characteristics in these years than any other time. They develop communication skills, learn to interact with people and things around them and experience rapid physical growth. They change from being centered on themselves to cooperating with others. Total dependence on others changes to independence in reactions to things around them and change to problem solving approaches to learning.  As children grow, they build on the fundamentals they learned in their early years.  The goal of our program is to insure that children develop many skills to the best of their ability and that they can feel good about who they are and what they do.  

EDUCATION POLICY

A developmental curriculum is planned using NAEYC standards and criteria as well as Wisconsin Model Early Learning Standads for children including age appropriate themes or units. The length of a unit is determined by the topic. Planning is done by teaching personnel in advance and a written program of activities is posted for all parents. Plans are designed to provide experiences which enhance all areas of development.  

DAVIS CHILD CARE CENTER CURRICULUM FRAMEWORK

In accordance with both NAEYC(National Association for the Education of Young Children) accreditation criteria and the Wisconsin Model Early Learning Standards, our curriculum guides the development of a daily schedule that is predictable yet responsive to the individual needs of the children. This framework guides teachers and staff when interacting with children and when planning lessons.

	Wisconsin Model Early Learning Standards

	Health and Physical Development

· Physical Health and Development, Motor Development, Sensory Organization

	Social and Emotional Development

· Emotional Development, Self- Concept, Social Competence

	Language Development and Communication

· Listening and Understanding, Speaking and Communicating, Early Literacy

	Approaches to Learning

· Curiosity, Engagement and Persistence, Creativity and Imagination, Diversity in Learning

	Cognition and General Knowledge

· Exploration, Discovery and Problem Solving, Mathematical Thinking, Scientific Thinking

	Interest Areas: Children Learn from Play

	NAEYC Early Childhood Program Standards and Accreditation Criteria

	Relationships

	Curriculum

	Teaching

	Assessment of Child Progress

	Health

	Teachers

	Families

	Community Relationships

	Physical Environment

	Leadership and Management


Infant and Toddler Curriculum

We acknowledge that the infant/toddler years lay down the foundation for all areas of a person’s development.  A primary concern for an infant is the task of developing a trusting relationship with her/his caregiver.  Teachers support this by being responsive to infant’s needs in the areas of feeding, diapering, sleep, touch, movement and communication.  The infant curriculum is developed on an individual basis and is based on age and developmental level.  

For children under the age of 24 months the curriculum provides developmental experiences in the child’s daily care:


Language:  Activities such as using sounds, speaking to the child, smiling, 
pointing out body parts or objects in the room, singing or games to promote the 
child’s language development will be used.

Cognitive Development:  Since the baby’s world exists through the senses, opportunities will be available to promote sensory awareness.  For example: textures to touch, scents to smell, colors and objects to see, music and sounds to hear, new foods to taste.  Children will learn to grasp, be encouraged to find “hidden” objects and 
other activities developmentally geared to enhance thinking ability.


Gross and Fine Motor Development:  The staff will exercise the young infants 
and gear muscle building activities to various developmental levels. Routine 
times and times when the children are awake will be used to provide muscle 
developmental activities.


Self-Awareness:  The child will be able to experience different sensations on 
his/her body.  The care giver will use the child’s name often.  Mirrors will be used 
to promote self identity and games will be played to help the children learn who 
they are.  


Social Responsiveness:  For the young child, physical contact and eye contact 
are essential.  Activities with the child to encourage them to wave goodbye, 
allowing them to observe other people or cuddling the child while feeding; will be 
incorporated into the daily activities to promote their social responses.  

The Toddler Program will emphasize a bit more structure.  All of the above skills, geared to their individual developmental level, will be incorporated into the daily program of activities.  Children will be allowed creative experiences in art, music and will experience warm and caring acceptance during meal, feeding and rest time.  

Individual Programming for infants and toddlers will include a child’s own schedule of sleeping, feeding, introduction of new foods, and ways of communicating and comforting.  

Over Two and Preschool Curriculum

Self Esteem / Self Image (Emotional) Development:  Activities are planned with an emphasis on self awareness, body parts, identification, friendship, helping others, manners and hygiene. Movement and art activities utilize various body parts and creativity.
Social Interaction:  Opportunities are provided for children to play with others of their choice, as well as times when a child is assigned to a group based on such criteria as age, ability, letter in their name, color of clothes, etc. Activities which help children recognize and respect personal differences are provided.  Children are given opportunities to help one another and teachers. Discipline is handled through problem solving techniques in order to help lessen self-centeredness and to help in understanding another’s point of view.  
Self Expression and Communication Skills:  Everyday situations are utilized to foster communication skills.  Games, songs, fingerplays, flannel board stories, books, calendar and discussions are all means for encouraging creative dramatics. Other games are also used to promote verbal and non-verbal communication.  Children are encouraged to verbalize their feelings, needs, desires and questions – both with their peers and staff members.
Creative Expression: Language activities, movement exercises and varied art mediums are some of the ways children are able to express themselves. Children create free art, where the process is more important than the product. Concepts are also taught or reinforced through structured activities. Opportunities for free choice activities also allow children to choose those things they like or want to do as a means of expression.  

Large and Small Muscle Development:  Throughout the day, children participate in fingerplays, games, art activities and use toys and equipment designed to strengthen dexterity and coordination of large and small muscles.  Opportunities exist during both indoor and outdoor play times to do exercises, use climbing or balancing equipment and more to enhance the child’s physical development.  Special activities related to Center themes are also incorporated in the daily plan. 
Intellectual Growth: The curriculum includes units which help develop intellectual skills and provides the child with an increased awareness of the world around them.  Topics are covered and presented in a manner allowing each child to assimilate information which is appropriate for him/her at that particular level of development and ability.  Teaching methods include whole group presentations, small age groups, ability groups or random groups.  Some experiences are teacher directed, while others are discovery oriented where the child directs his/her learning pace.

Care for School Aged Children

When space and staff to child ratios allow it, care for school aged children is available before and after school and during vacation periods. Summer programs for school age children may also be planned. During the summer months, when school age children attend the Center a separate staff person (or more if needed) is assigned to do program planning and to supervise care. Appropriate activities and equipment are made available and will not interfere with the program for younger children. Meals and snacks are available to all school age children in attendance at the Center. The planned program will provide children with a change of pace from the usual school routine.  

The planned program for school aged children will include:

· Provisions for rest and quiet time

· Recreational activities will include indoor and outdoor play

· Freedom within guidelines for children to select and plan their own activities

· Increasingly more freedom

· Opportunities for taking on more responsibility

· A Summer Handbook outlining specific expectations for behavior

· Specific transportation expectations

Types of Activities:

· Non-competitive games and activities using physical and social skills

· Dramatics

· Music

· Reading

· Creative art 

· Field Trips

Examples of Equipment:

· Board games

· Books

· Balls, parachutes, bikes, bean bags

· Writing materials

· Music

· Art materials

· Occasional camera or videotape

· Lego’s

· Computers

Learning activities will be based on themes.

Assessments: Center Staff make ongoing formal and informal observations following the Wisconsin Model Early Learning and NAEYC Standards. This information is compiled in a portfolio that moves with the child throughout the Center. This information can be shared with families upon their request, and discussed during scheduled conferences, which are held in spring and fall. 

Program Schedule:  
Opportunities within the daily schedule:


Active/quite times

Free choice/Structured group times


Indoor/Outdoor times
Group Participation/Individual Choice times


Meal Times


Rest/Nap time


Time with friends

All activities are designed to provide a balanced blend of activity so the child is neither bored nor over stimulated.  Each class group has an individualized schedule designed to meet the needs of the children in the group.

Transitions:  Transition periods occur throughout the day for children in group care. Transition activities take place while waiting to take turns or moving from one activity to another. When a project is completed, the children are free to wash, choose a play area or small toys, or assist a teacher in clean up. Before meal times, a few children wash at a time while others participate in a large group game or activity, or individual activities such as books or puzzles.  After meals, children are dismissed a few at a time to wash and prepare for nap or resting while others finish. A variety of dismissal cues are also used to send children from one activity to another such as letters in names, colors of clothing, age, etc.

The daily schedule of the children will remain as consistent as possible so that children have the security of a standard routine. This consistency will help children become familiar with what activities happen next, thus easing transition times. Lining up is used consistently, but not over stringently. Developmental levels are taken into consideration when applying such techniques. Songs, finger plays, floor shapes and more are used to ease the many transitions in a day.

Cultural Diversity and Religion:  Recognition of and respect for cultural diversity is reflected through language, food, celebration and equipment.  Books are selected depicting children from various backgrounds.  Songs, records and other language experiences are also used for language experiences. Children help participate in planning food for special celebrations and include a wide variety of foods from various ethnic traditions.  Food service planning is coordinated with curriculum plans so a wide range of experiences are available.  Special celebrations are incorporated into planning, ranging from traditional American customs to customs of other countries. Puzzles, games, dolls, dramatic play, equipment, films, books, etc. are selected and made available to depict not only diverse customs but occupations and family situations.

Religious training or experiences are not a part of the Davis learning experiences.  

Early Morning and Late Afternoon Programming:  Early morning and late afternoon activities are planned to allow children to adjust to the transitions of arrival and departure.  Mornings offer various toys and activities for free selections and are rotated often to keep children interested. Children may rest or request special activities from the early morning staff person.

Late afternoon programming includes quiet play, individual choice activities or outdoor play as well as some group times for sharing, discussions, stories or games allowing children a transition time between waking from naps, snack and play time.  

End of the day activities are self-selected by the child based on their interest and materials available for them to play. End of day clean up is also an important responsibility for children as they depart.

Care for Children with Special Needs:  Parents and staff confer regarding special needs and arrangements for a handicapped child.  Whenever possible, the Center staff tries to visit and develop a communication network with other agencies or programs in which the child is enrolled.  As is true for all children at Davis, individualized programming is developed to meet a child’s individual needs.  We may ask for a letter from the child’s doctor stating that being in childcare is in their best interest.  

Lesson Plans:  Teachers are allotted one hour of paid lesson planning time each week. NEAYC standards and criteria as well as the Wisconsin Model Early Learning Standards are used as a framework to guide such planning. Lesson plans are posted in each classroom weekly. 

Conferences:  Parent/Teacher conferences are held bi-annually.  A parent or teacher can make a request for a conference at any time.

Outdoor Activities:  A variety of developmentally appropriate outdoor choices are available to children. These activities include sand and water play, swings, walks, climbing structures, slides, bicycles, balancing activities, art activities and science/nature exploration.

Wading Pools:  The Center will use a wading pool only under a teacher’s direct supervision. It will be changed and disinfected daily. No other swimming pools are on the premises.  

Attire: Children should come to the Center dressed for appropriate play. Sometimes children may get dirty or have accidents, so a change of clothing is recommended. Clothing and outdoor attire should be weather appropriate. Children are typically outdoors twice daily unless it is below 0 degrees or over 90 degrees (for children over 2). Open toe shoes are not permitted. 

Classroom Pet Policy:  Several classrooms contain pets. Families will be informed of this upon enrollment in the classroom. State licensing guidelines and regulations are followed. 

DISCIPLINE POLICY AND GUIDELINES

It is the philosophy at Davis Child Care Center that discipline should be a positive, growing experience for a child. Discipline involves guiding a child’s behavior in an effort to help him/her gain direction, self-control and independence. It involves guiding social, emotional, physical, intellectual and moral behavior so that the child gains a positive self-esteem, genuineness and has a positive regard for themselves and the respect for the rights of others.  Discipline is the necessary process by which children form wholesome relationships and which promotes health, safety and protection on individual rights. 

Behavior is seen as a person’s total action and cannot be classified as “good” or “bad”. As children explore their environment, they learn by an adult’s acceptance or non-acceptance what behavior is appropriate or not appropriate. The adult’s role in discipline is to allow the child to explore and test the environment as a part of gaining independence and to guide the child in positive ways to enhance his/her development and self-control.

An important question we consider daily is:

WHAT IS IT LIKE FOR A CHILD TO BE IN THIS ENVIRONMENT?

