Welcome to Eastminster Child Care Center!

A Note from the Director

On behalf of the staff, Board of Directors, and the Church, I welcome you to Eastminster Child Care Center.  I hope you find this handbook helpful in getting to know the Center and to inform you about our policies.  I encourage you to read this handbook carefully and refer to it whenever questions arise.

As the Interim Director of Eastminster Child Care Center, I am proud to say our Center is thriving and prides itself on its high staff to child ration and quality staffing, all of which ensures your child receives the best care possible.  We believe that learning is a lifelong process, and it is our responsibility to provide the proper foundation from which your child can grow and build –cognitively, physically, socially, emotionally, spiritually and creatively.  Our goal is to ensure that each child is well prepared to excel in the next phase of life.

Please feel free to call us any time, as we are always ready to help you in any way possible.

Sincerely,

LaShanna Snoe
Interim Director
Program

At Eastminster Child Care Center, we seek to provide a physically safe and emotionally secure setting where children can explore and experiment with a variety of materials and experiences in a supportive and confidence building atmosphere.  This environment promotes and helps to develop the physical, social, emotional, creative, spiritual and intellectual growth of each child.  We believe that each child is a unique individual with a variety of interests, needs, and abilities.  Through developmentally appropriate daily activities, each child will learn of his/her self worth, while also learning the importance of respecting and helping others, sharing, making friends, resolving conflicts, solving problems, and developing a lifetime love of creative living and learning.

Eastminster Child Care Center is a private, non-profit childcare program, which is licensed by the Commonwealth of Pennsylvania’s Department of Public Welfare.  Its operation is supported by the Church and governed by a volunteer Board of Directors and a paid Director.

Eastminster Child Care Center accepts all children without regard to race, color, religious creed, disability, ancestry, national origin (including limited English proficiency), age or sex.

Operating Policies

The Center provides care for children from six weeks of age through 5 years old.  The Center is open Monday through Friday, from 7:30 a.m. to 4:30 p.m.

The program will be closed on the following holidays:

New Year’s Day

Martin Luther King’s Birthday

President’s Day for Teacher In-Service Day

Good Friday

Easter Monday

Memorial Day

Juneteenth
Independence Day

The Friday before Labor Day for Teacher In-Service Day

Labor Day

Thanksgiving Day and the Friday After Thanksgiving Day

And the week between Christmas Eve and New Year’s Day

There is no charge for the days Eastminster Child Care Center is closed.

Our Philosophy

Eastminster Child Care Center is a non-profit center for all God’s children.  Its purpose is to support families by providing care that promotes the emotional, cognitive, spiritual, physical and social growth of the child through developmentally appropriate activities.

We offer a nurturing and loving environment, which promotes the development of the whole child by:

· Providing predictable routines and secure relationships

· Building a partnership emphasizing communication among the child, the family and the caregivers

· Creating opportunities for sharing, taking turns, making friends, resolving conflicts, solving problems, recognizing and accepting others and cooperating.

· Planning activities designed to promote each child’s independence, autonomy and self-discipline.

· Providing successful experiences that encourage all children to develop a healthy self-concept and positive self-esteem.

· Offering a program designed to recognize the uniqueness of each and every child and provide positive encouragement for the child’s continued growth.

· Giving the child opportunities to learn by doing, moving from hands-on experiences to more abstract concept development.

· Teaching skills for a lifetime of creative living and learning.

Through varied programming, flexible scheduling, and staff development, we will convey a total acceptance of the uniqueness of each child.  We will receive the child as God, by grace, receives us.

Pre-Admission & Admission Policies

Prior to the child’s attendance, a visit with you, the parent, and child is required to acquaint each new family with the Center environment, staff and schedule for childcare.  This visit also will give us the opportunity to get to know you better and to ask you questions on how you handle different aspects of child rearing such as discipline, feeding, toileting and other important issues.

Registration forms, a Family Handbook and other written materials will be given to you at this time.  Each child will spend at least one hour at the program with a parent before starting care at the Center.

Eastminster Child Care Center, as a state licensed center, is required to maintain a file on all registered children.  It is your responsibility to return the following completed forms prior to the child’s first day in the program.

Emergency Contact/Parental Consent Form

This form must be completed, signed and returned to the Center by your child’s first day at the Center.  It must include emergency telephone numbers, names and addresses of those people to whom your child can be released, and the name and telephone number of the child’s physician.  It is required that all families have an Emergency contact person.  In the event of illness or emergency, if a family member cannot be contacted, we will notify the Emergency Contact Person.

Child Health Assessment Form

This form must be filled out and signed by your child’s provider of medical care.  It must include the date of your child’s most recent physical and of all immunizations.  The Health Assessment must be returned to us within 30 days of admission, and must be updated every time your child receives immunizations shots or has a yearly well-child checkup.  Additional forms are located in the office.

Agreement Form

This form states the tuition rate and services that will be provided for your child.  State regulations require that each child’s file must be updated every six months.  Any changes in information, i.e. job, doctor, address, telephone numbers, Emergency Contact Person, etc., need to be provided in writing as soon as possible.  It is very important that we are able to reach you, if necessary.

Confidentiality of Data

Records concerning your child’s enrollment forms, health records, and all other information about your child is confidential information and will only be accessible to you, the Director, your child’s teacher, a person designated by the State licensing department to review our records for licensing purposes and a validator from the National Association of the Education of Young Children Academy.

Registration Policy

Admission to the program at Eastminster Child Care Center will be based on a priority arrangement.  First priority will be given to other family members who currently have a sibling enrolled in the program.  Second priority will be given to the children of Eastminster Presbyterian Church members; others will be admitted as space permits.  The Director’s judgment will prevail in all situations.  

Tuition and Fees

Eastminster Child Care Center is a non-profit organization, which operates on tuition fees generated from the children enrolled in the program.  Therefore, it is essential that your fees be paid promptly and regularly.

Families are charged for the days they have agreed to send their children.  There is no credit for days your child does not attend.  There is no substitution for days missed. Pulling your child out of Eastminster Child Care Center for any length of time or reason forfeits your child’s spot at the Center.

Method of Payment

Payment for childcare will be due and payable on Mondays prior to service week, weekly, bi-monthly or monthly. Please indicate your tuition payment schedule to the Director prior to enrollment.  We accept cash, checks or money orders. We also have online payment availability.  Please make checks payable to Eastminster Child Care Center.   

NSF checks

We charge a $35.00 handling fee for the processing of any check returned to us due to non-sufficient funds.  Upon receipt of a second NSF check, all future childcare tuition payments must be made in cash or by money order.

Late Pick Up

Eastminster Child Care Center closes promptly at 4:30 p.m.  We expect all children to be picked up that that time.  A late fee of $10.00 will be charged if you pick up your child between 4:30 p.m. and 4:35 p.m.  A late fee of $1.00 for every minute per child thereafter will be charged.  If an emergency delays you from picking up your child on time, please call the program before closing time.  

Insurance

The Child Care Center has accident insurance for each registered child.  This covered accidents and/or injuries, which may be incurred during the program or during an event sponsored by the program.

Emergency School Closings

When weather condition are hazardous, Eastminster Child Care Center will close or be on a 2 hour delay. We will open at 9:00 a.m. and breakfast will not be served for that day. Each parent will be notified by either the Director and/ or Teacher via email, telephone and/ or text.
Emergency Plans for Eastminster Child Care Center

Eastminster Child Care Center has developed an emergency operations plan.  Our Emergency Operations Plan provides for response to all types of emergencies.  Depending on the circumstance of the emergency, we will use one of the following protective actions: Immediate evacuation, in-place sheltering, Total evacuation, or modified operation.  A detailed plan is available to you to view in the Director’s office.


Arrival and Dismissal

Eastminster is a very large building and can be confusing, so we require that all children be accompanied to and from their rooms by an adult.

Children will not be released to any unauthorized person without verbal or written permission from the parents.  If someone new comes to pick up the child (and his/her name is on the Emergency Contact form) and the staff does not recognize him or her, the staff is instructed to ask for identification.

If someone comes to pick up your child and his/her name is not on the Emergency Contact for and we have not been notified that they have permission, the child will not be released.  In this case, the following procedure will be followed:

· Identification will be requested

· The parents will be contacted by telephone.

· The Director will be contacted

· No child will be released without permission of the parent.

Parking

Parking is available in the Church parking lot.  

Staff

It is a priority of Eastminster Child Care Center to provide a caring, loving and knowledgeable staff for the children.  Our staff is required to have at least 24 hours of training annually to improve skills in working with children and families.  Training addresses the following areas:  health and safety, child growth and development, planning learning activities, guidance and discipline techniques, linkages with community services, communication and relations with families, and detection of child abuse.  ECCC also requires that all staff members have CPR, First Aid, Emergency Preparedness and Fire Safety training.  Our staff works closely with the families to meet the needs of all the children and provide a nurturing environment.

National Association for the Education of Young Children (NAEYC)

NAEYC administers a national voluntary accreditation system for good quality early childhood centers and schools.  Its purpose is to improve the quality of care and education provided for young children and to recognize early childhood programs which function in accordance with NAEYC’s criteria for high quality early childhood programs.

Eastminster Child Care Center is very proud to be an NAEYC accredited center.  Eastminster Child Care and NAEYC both believe that all children who participate in early childhood programs deserve to benefit and grow from the experience.  All of their families need the assurance that their children are cared for and educated in the best possible environments.  Eastminster Child Care Center complies with NAEYC’s criteria and procedures in order to provide the highest standard of childcare.

Keystone STARS

Keystone Stars recognizes child-care providers who consistently excel in meeting or exceeding health and safety licensing regulations.  The program is built on a four-star rating system, with the highest level reflecting standards similar to the accreditation standards developed by the National Association for the Education of Young Children (NAEYC).  Eastminster Child Care Center is a four star center.

Curriculum

Our Center implements a curriculum that is consistent with its goals for children and promotes learning and development in each of the following domains:  social, emotional, physical, language and cognitive.  Topics in the cognitive areas of the curriculum at Eastminster Child Care Center consist of literacy, math, science, technology, creative expression and appreciation for the arts, health and safety and social studies.  Eastminster Child Care Center is using The Creative Curriculum for Infants and Toddlers and The Creative Curriculum for Preschoolers.  A well-rounded curriculum assists the teachers in identifying concepts and skills and effective methods for fostering children’s learning and development.  Our curriculum also helps the teacher in planning a daily schedule that maximizes children’s learning through effective use of time, materials used at play, self-initiated learning, and creative expression, and offers opportunities to children to learn individually and in groups according to their development and interests.

Assessments

At Eastminster Child Care Center we assess children by gathering information about what your child is doing and how he/she is progressing in relation to developmental milestones and our program goals.  We use a variety of tools to do this.  We ask you questions about your child when you first enroll in our program.  You know your child best and the information that you give us is incredibly helpful as we start to become acquainted with your child.  While your child is involved in ordinary, everyday work and play in our center, we collect evidence.  Evidence may be art or writing samples, notes of words or conversations your child has said, notes to ourselves on a checklist of “things” children typically do for a given age, or observations of your child at work and play.  The information we gather has developmental and educational significance.  This evidence is collected continually so that we can compare what we’ve seen or recorded today with what we’ve seen in the past.  This allows us to gain a good understanding of your child and to look for growth over time.

Assessment is really the driving force behind everything we do.  It helps us as teachers, to play, design, and establish or curriculum and environment.  When the evidence shows us that our children find a certain topic appealing, we can address this by designing the curriculum and environment to meet this interest.  Children learn and gain so much more when they are focused and fascinated.  When we are able to integrate necessary concepts and skills into an interesting theme, we support their growth and learning.  When the evidence indicates that our children may be lacking a skill that is viewed as typically developing for a particular age, we can integrate this need into the curriculum or environment.  It is also very rewarding to share with parents our observations of their child’s growth over time.

Clothing

Please dress your child in comfortable clothing, suitable for active play which is sometimes messy and often outdoors.  Unless the temperature is below zero or it is raining, the children will spend some time outside every day and should be properly dressed for the weather, e.g. hats, mittens, warm coats for cold weather and boots for wet or snow weather.  Your child’s name should be placed on all outdoor clothing to ensure return.

All clothes should be uncomplicated, for as children are learning to toilet themselves, they also should be able to handle their own clothes.  We highly recommend that all children have a complete set of extra labeled clothing at the Center.  Also, rubber sole shoes are safer on the play equipment than dress shoes or boots. 

Children’s Belongings

Toys and items of value should remain at home.  We teach children to share, and any item brought to the Center becomes a toy to be shared by all.  We will not assume responsibility for materials brought from home.

Nutrition

 “The U.S. Department of Agriculture (USDA) prohibits discrimination against its customers, employees, and applicants for employment on the bases of race, color, national origin, age, disability, sex, gender identity, religion, reprisal and, where applicable, political beliefs, marital status, familial or parental status, sexual orientation, or if all or part of an individual's income is derived from any public assistance program, or protected genetic information in employment or in any program or activity conducted or funded by the Department. (Not all prohibited bases will apply to all programs and/or employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, found online at http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call (866) 632-9992 to request the form. You may also write a letter containing all of the information requested in the form. Send your completed complaint form or letter to us by mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or email at program.intake@usda.gov.

Individuals who are deaf, hard of hearing, or have speech disabilities and wish to file either an EEO or program complaint please contact USDA through the Federal Relay Service at (800) 877-8339 or (800) 845-6136 (in Spanish).

Persons with disabilities, who wish to file a program complaint, please see information above on how to contact us by mail directly or by email. If you require alternative means of communication for program information (e.g., Braille, large print, audiotape, etc.) please contact USDA's TARGET Center at (202) 720-2600 (voice and TDD).

USDA is an equal opportunity provider and employer

We provide breakfast, lunch and snacks for the children.  Emphasis is placed on nutritious snacks with little or no sugar.

Breakfast

Toddlers and Preschoolers will be served breakfast upon entering the program up until 9:00 a.m.  Our breakfast consists of cereal, juice and milk are also provided.

Lunch

Lunch will be served between 11:30 a.m. and 12:30 p.m.  Our lunches consist of the following:  a meat or protein item, a bread, vegetable, fruit, and milk.

Snacks

Snacks usually consist of the following:  juice, dairy products (cheese, yogurt, ice cream or cream cheese); grains (crackers, bread products); fresh fruit (in season) seeds, raisins and peanut butter.

If your child has dietary restrictions or food allergies, please inform the staff in writing. A list of children with food allergies will be posted in each classroom.

Birthday Parties and Celebrations

In our contemporary society, celebrations are becoming increasingly commercial and in many ways inappropriate for young children.  Today, many holidays inherently carry with them a tension due to the hurried nature of fulfilling adult needs to provide a holiday season that meets with the traditions established by their family.  Our belief is that when Eastminster Child Care Center abstains from holiday observations, we remain a place of calm for the child, a refuge from the excitement that young children do not totally understand.

At Eastminster Child Care Center we do understand that children do like parties and to be engaged in a social atmosphere.  At Eastminster Child Care Center the individual classrooms will create unique ways to celebrate birthdays consistent with our philosophy and tradition.  Birthday celebrations vary within our Center but focus primarily on the aspect of classroom community and the joy of sharing.  If you have questions about celebrations please approach the classroom teacher for additional clarification.  No gifts are exchanged among children at school parties.

Naps and Rest

Naps and rests are appropriate and necessary for children.  Upon entry to the Child Care program, the parents and staff develop a nap plan for each child.  Generally, rest time is one to two hours. This however will depend on the age of the child.  Mats are provided, and cribs for infants will be placed away from areas of activity.  It is our policy that if a child falls asleep, his/her body requires the rest.  Therefore, we will make no effort to keep a child awake or wake a sleeping child.

Each child may bring in a labeled, small blanket and a pillow.  Children may also bring a security object such as a blanket or stuffed animal for naptime.  At all other times of the day, security objects are to be kept in a child’s bin.  If a child shows a need for a security object during the day, a place will be provided for him or her in a quiet area of the classroom.

Safe Sleep Policy for Infants

Eastminster Child Care Center will place all infants under one year of age on their backs to sleep.

Family-Center Communication

Daily contact between the family and the Center is an important part of the program.  By sharing information concerning your child’s activities and welfare, we can work together to meet the child’s needs.  Staff will provide parents with daily written notices describing special happenings during your child’s day, and telling you about your child’s food intake, elimination, sleeping pattern and general behavior.  

A newsletter is published monthly to keep parents informed about upcoming events, changes in policy, recent program happenings, and to give parenting “tips”.

Parent participation and observation is encouraged.  In this manner, parents can gain a deeper understanding of their child and the program.  If you have an interesting hobby or talent that you would like to share with the children, please arrange with the Director for an appropriate time to present your skill.

Your suggestions, observations and concerns are actively encouraged.  Please tell us your feelings about the program.

Behavior Guidance

Preschool children begin to learn responsibility for their own actions.  It is Eastminster Child Care Center’s goal to guide children toward developing respect and responsibility for themselves.  Young children also begin to learn that their actions affect other people.  It is our responsibility to help them grow in respecting the rights and feelings of other people.

Our rules for the children are:

· We are kind to ourselves.

· We are kind to our friends.

· We are kind to belongings in the Center

When behavioral problems arise, we will study our routines, the environment, and the individual needs of the child and attempt to help the child overcome the behavior.  It is important for all adults to be aware of the language used, the tone of voice, and the manner of speech when working with young children.  Physical discipline or abusive language will never be used because these approaches teach children to respond in kind.

The behavior guidance techniques used by the program staff will center on positive reinforcement, positive role modeling by adults, intervention techniques, and redirection.  By providing each child with choices, foreseeing problems, and immediately responding to needs enable us to positively help the child without needing to use discipline.  Positive behavior guidance techniques help children to be fair, respect property, and assume personal responsibility for themselves as well as for others.

When behavioral problems arise and positive behavior guidance techniques are not helping this may be a signal that the child may have a developmental delay and/or behavioral problems.  Signals that the staff of Eastminster Child Care Center looks at are:

· The delay or behavior interferes with a child’s learning, affecting the child and those around him/her.

· The delay or behavior poses a threat to the child’s health and safety.

· The delay or behavior interferes with the child’s social interactions.

· The delay or behavior results in injury to others.

· The delay or behavior causes damage to the Center’s property

· The delay or behavior is perceived as negative by many other people, both adults and children.

· The delay or behavior requires much of the teacher’s attention

· The delay or behavior causes a rise of the stress level in the classroom

Once a developmental delay is suspected or a behavior is considered inappropriate the following plan will be followed:

1. Written observation and documentation of the above behavior will take place.

2. A Behavior Management Plan will be written and a meeting scheduled with the family to discuss the plan.

3. If the Behavior Management Plan has been unsuccessful, the Center will request permission for an evaluation by an early childhood specialist or your child pediatrician to rule out the possibility of physical, neurological, language or psychological delays.

4. After the evaluation is completed, a meeting will be scheduled with the family to discuss the plan of action.  Eastminster Child Care Center and the family will both agree to follow the plan of action that will be developed by the early childhood specialist or pediatrician.

5. If the family refuses an evaluation or to follow the plan of action and there is no improvement in the child, care will be terminated immediately.

Child and Family Support Services

The following are family resources located within the Pittsburgh area:

Health and Developmental Support

· Alliance for Infants and Toddlers provides service coordination, screening, tracking, assessment, family support and resource coordination; 412-431-1905

· Early Intervention is a preschool program for children with developmental delays that include screening, assessment, educational referral and programs; 412-323-3960

· Pittsburgh Hearing, Speech, and Deaf Services; 412-281-1375

· Pittsburgh Vision Services; 412-682-5600

· Children’s Hospital of Pittsburgh; 412-692-5325

· Physician’s Referral Service of Children’s Hospital; 412-692-7337

· Allegheny County Health Department Dental Clinics; 412-687-2243

Economic Support

· YWCA Child Care Partnerships assists with child care subsidy; 412-261-2273

· Department of Public Welfare, Medical Assistance Office provides information on medical assistance; 412-565-2146

· Women Infant and Children Program; 412-278-2510

· Pittsburgh Consumer Health Coalition provides referrals and information on free or low cost insurance programs available to families; 1-800-986-KIDS

· Parent and Child Guidance Center funds for respite care, sitting, in-home support therapies and special adaptive equipment; 412-343-7645.

Emotional Support for Caregivers

· Help line provides information on various support groups and helps get groups started; 412-578-2450

· ARC-Allegheny provides support groups for parents, dads, and siblings: 412-995-5000

· WARMLINE provides free confidential telephone support for parents of children of all ages and general, non-medical parenting advice; 412-641-4546 or 1-800-641-4546

· Pittsburgh Toy Lending Library; 412-682-4430

· Carnegie Public Library; 412-622-3114

· Carnegie Science Center; 412-237-3400

· Pittsburgh Zoo and Aquarium; 1-800-4-PGHZOO

· National Aviary; 412-323-7235

· Phipps Conservatory; 412-622-6914

Reporting Suspected Abuse and Neglect

All Pennsylvania citizens are required by law to report suspected child abuse and neglect.  A staff person who has reason to believe that a child enrolled in the facility has been abused is required to report suspected child abuse to ChildLine as mandated by the Child Protection Services Law.  A staff person may be designated by the operator as the person responsible to notify ChildLine of suspected child abuse.  The operator or designated staff person with this responsibility shall immediately notify ChildLine at 1-800-932-0313.  Within 48 hours, a written report regarding the suspected child abuse shall be submitted by the operator or designated staff person to the Child Protection Services unit which has responsibility for investigating the report.

Health Policies

Illnesses

Whenever your child is ill with an unidentified rash, elevated temperature of 100.5 degrees, bad cold or cough, or contagious disease, we ask that you keep him/her at home.

We encourage families to call the Center as early as possible in the morning if their child is not attending due to illness.  This alleviates our concerns and helps us to know when communicable diseases may be present.

To reduce the risk of spreading a contagious illness to other children, Eastminster Child Care Center reserves the right to call a parent and request that a child who is not feeling well be taken home.  We ask that you arrive within one hour to take your child home.

Your child must be kept home or taken home for any of the following reasons:

· Your child had an oral temperature of 100.5 degrees or an auxiliary temperature of 100 degrees within the past 24 hours.  A child who had a fever must remain home at least 24 hours after the temperature returns to normal.

· Diarrhea

· Vomiting more than once in the previous 24 hours.

· A rash with fever or behavioral changes until a health professional determines the child’s illness is not from a communicable illness.

· Conjunctivitis (pink eye).  Red eyes with discharge.  Your child may not return to the Center until 24 hours after treatment has started.

· Colds in the first three days are very contagious and the child should be kept at home.

· Head lice, scabies, or other insect infestation until 24 hours after treatment.

· Impetigo.  The child may return to the Center after sores are treated and are no longer draining.

· Streptococcal Infections, which include scarlet fever and strep throat.  The child may return to the Center 24 hours after being treated with antibiotics.

· Chicken pox. The child may return seven days from the onset of the rash.

· Fifth Disease.  The child may attend but the Director should be informed of the diagnosis.

· If a child appears ill, i.e., listless, extremely fussy, pale, fatigue, lack of appetite, etc., but has no definitive symptoms, the family will be contacted.  If a child cannot participate in the program, then the child must be taken home.  In all cases, the Director or the staff member in charge will make the final determination.

·  Covid/ Flu- child must stay home until symptoms are cleared.
Prescription Medications

The treatment of some illnesses may require your child to receive medication while at the Center.  Prescription medication will be administered only if the family has provided written consent, the medicine is in the original properly labeled container, and the Center has on file the written instructions from a licensed physician.

Because administration of medication poses an extra burden for staff and having medication in the facility is a safety hazard, families should check with their child’s physician to see if a dose schedule can be arranged that does not involve the hours the child is in the childcare facility.  Whenever possible, the first dose of medication should be given at home to see if the child has any type of reaction.

Nonprescription Medications

Over the counter non-prescription medications are not permitted unless prescribed by a physician and the signed request is brought in with the medication.  If you feel your child needs to use sunscreen, diaper ointment, antibiotic cream and/or lotion, you must bring in the prescription, sign your child’s medication log, and provide a labeled container of the product you want us to use.

Epidemic Plan

Eastminster Child Care Center is committed to fighting epidemics by observing these procedures:

· If the children are exposed to a contagious illness, a notice will be posted immediately to advise parents of the exposure.

· Eastminster Child Care Center will work closely with the local health officials to help control the spread of disease.

Hand Washing

Staff members and those children who are developmentally able to learn personal hygiene are instructed in hand washing and are periodically monitored.  Hand washing is required by all staff, volunteers and children in situations where hand washing reeducates the risk of transmission of infectious diseases to themselves and to others.  Staff Assists children with hand washing as needed to successfully complete the task.

Children wash either independently or with staff assistance.  Children and adults wash their hands:

· On arrival for the day.

· After diapering or using the toilet (For infants, the use of wet wipe is acceptable).

· After handling body fluids (blowing or wiping a nose, coughing on a hand, or any touching or mucus, blood or vomit).

· Before meals and snacks, preparing or serving food, or handling any raw food that requires cooking.

· After playing in water that is shared by two or more people

· After handling pets and other animals or any materials such as sand, dirt, or surfaces that might be contaminated by contact with animals.

· When moving from one group to another that involves contact with infants and toddlers.

Adults also wash their hands:

· Before and after feeding a child

· Before and after administering medication

· After assisting a child with toileting

· After handling garbage or cleaning

Proper hand washing procedures are followed by adults and children include:

· Using liquid soap and running water

· Rubbing hands vigorously for at least 10 seconds, including back of hands, wrists, between fingers, under and around any jewelry and under fingernails

· Rinsing well

· Drying hands with a paper towel

· Avoiding touching the faucet with just washed hands, turn water off by using a paper towel.

Grievance and Termination Policies

When a family has a problem or a difference of opinion with a teacher, the procedure for filing a grievance is as follows:

· The family will contact the teacher, informing him/her about the issue and arrange for a mutually convenient time to discuss the concern.

· When the teacher is aware that there is a family concern, it is the teacher’s responsibility to inform the Director about the time of the scheduled meeting and his/her perception of the cause.

· Within 24 hours of the scheduled family and staff meeting, the staff person will inform the Director of the outcome.

· If the family and staff cannot resolve the incident between them, then the family has the option to approach the Director to discuss the ongoing situation.

· A meeting will be set up which all parties can attend.  The position of all involved will be heard and a mutually agreeable solution will be sought.

· The Director will have final decision making power in the resolution of differences should any exist after this meeting.

Issues regarding staff, program policies as well as confidential issues should be discussed with the Director.

Termination of Care by the Family

A 30 day written notice to the Director is required when families decide to terminate their childcare arrangement with Eastminster Child Care Center.  

Termination of Care by the Program

Eastminster Child Care Center understands that our childcare program may not be for every child.  The most important factor to consider is the well being of the child.  If the program’s staff cannot meet a child’s particular need, we reserve the right to terminate the childcare arrangement.  Eastminster Child Care also may terminate care if doing so is deemed to be necessary or desirable by the Center to protect the safety and/or welfare of the child, other children, or program’s staff.  

Reasons that may result in the termination of a specific childcare arrangement include, but are not limited to the following:

· Non-payment for childcare services and/or lack of adherence to our tuition payment policies.  

· Irreconcilable differences between the family and the program’s staff to resolve conflicts.  We will make every attempt to meet the child’s needs through the family and staff meetings.

· Abusive behaviors and/or verbal threats by families toward program staff or other families.

Conclusion

We hope our Family Handbook gives you a clear picture of Eastminster Child Care Center.  Please remember that we always value your opinions and are always available to answer your questions.  We look forward to working with you to provide a nurturing, caring, safe environment in which the children can learn and grow to the best of their abilities.

