[image: image9.jpg]'& Washington State Department of

Early Learning




Parent Handbook

[image: image1.jpg]@@MM@N UTFW
Crnp C
Head smn/sﬂmcsmcm Care



[image: image2.emf]


[image: image3.emf]


Revised August 2011
Dear Parents,

Welcome to the Community Child Care Center!  This handbook should be kept as a reference as we know questions will come up throughout the year.  We have included answers to the most common questions that we receive.  

Community Child Care Center (C.C.C.C.) operates four different types of programs for children:  Early Head Start (EHS), Head Start (HS), Early Childhood Education Assistance Program (ECEAP), and tuition based child care.  Our central office is located in Pullman.  This handbook has been developed to encompass all C.C.C.C. programs.  Because these programs have some slight differences between them, you will find some sections within the handbook that are specific to the program your child is enrolled in.  If you do not see the answer you are looking for or do not understand the answers provided, please feel free to contact us.

· EHS / Head Start – are federally funded programs, providing comprehensive child and family services to qualifying income and age eligible children and families at no charge.  
· EHS is provided in Pullman only. This program option provides comprehensive services for pregnant moms, infants, and toddlers up to age 3.  The EHS classroom runs 12 months through the year on a full day, Monday – Friday schedule.

· Head Start operates in Pullman and Colfax, focusing on developing school readiness and social/emotional skills in children. This preschool program offers half day sessions, Monday – Thursday, during the school year.
· ECEAP – is the Washington State funded preschool program, which was modeled after Head Start and provides similar services.  ECEAP provides half day preschool programs in Pullman, Rosalia, St. John, Endicott, Tekoa, Palouse, and Garfield during the school year.  

· Child Care – is our parent paid tuition based program and is located in Pullman and Colfax.  There is a variety of scheduling options, including half day preschool, full day care, and after school programs.  

We respect your role as your child’s first and foremost teacher, and will work in partnership with you to develop an individualized program for your child.  We also focus on the family as a whole.  Our agency has three family outcomes that we hope all families attain through connection with our program: 1) to become more knowledgeable about your child’s development and actively involved in their educational program, 2) to personally benefit through participation in our education workshops and other monthly parent planned involvement opportunities, and 3) to become more informed of the community resources that are available to help meet your family’s needs.
Our program does not discriminate against any individual because of race, religion, and place of birth, sex, or any disability. We welcome applications from all families!
Mary Tatham

Executive Director
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Program Sites

Pullman Head Start and ECEAP Center 



(509) 334 - 9290

530 NW Larry Drive 



   Toll Free #  (877) 909 - 7005








          FAX 
(509) 332 - 5108
St. James Center






(509) 332 - 7005
1410 NE Stadium Way




FAX
(509) 332 - 8436
Child Care/ECEAP/School Age Care
Colfax Head Start/Child Care Center

 
 
(509) 397 - 3335

Jennings Elementary School



FAX
(509) 397 - 6741
North 1207 Morton, Colfax

WEB SITE ADDRESS

www.community-childcare.org 

Community Child Care Center Administrative Team

Executive Director






Mary Tatham

Fiscal Manager






Janice Wilson

Colfax Center Site Supervisor




Bobby Black

St James Center Director





Chandra Crow

St James Office Assistant





Crystal Dayton

Children Services Program Manager



Leslie Sattler
Head Start / ECEAP 
Family Service /Community Partnership Manager

Brenda Kane
Head Start / ECEAP
Enrollment and Recruitment Specialist



Mona Younes
Head Start / ECEAP
Mission Statement 

The mission of Community Child Care Center is to promote each child’s development by providing high quality early childhood education and care, and develop family partnerships.

Value Statements

We are committed to providing children:

High Quality Staff:  We employ highly educated staff who demonstrate a natural ability to work well with young children and their families.  We actively recruit staff with degrees in early childhood.  We provide structured staff development to address individual and programmatic needs through educational opportunities, mentoring and teamwork.

Social-Emotional Growth Opportunities:  We foster each child’s social-emotional growth through the awareness of self and community.  We value classrooms that nurture self-expression, adaptability, respect, caring, and empathy.

Learning Experiences:  We facilitate each child’s learning by understanding development and appropriate practices.  Highly qualified staff provide individualized attention; exciting, fun and academically challenging activities; and opportunities to develop school readiness skills. 

Family Partnerships:  We foster partnerships with families based on mutual respect and trust.  We provide education and support to empower parents in their role in their child’s development.  

High Quality Environments:  We create high quality environments for children, parents and staff that build a sense of community which is safe, diverse, and acknowledges the individual.  

Community Partnerships: We operate within a network of agencies and link children and families to outside resources.  We identify community needs throughout Whitman County and respond by providing services or fostering program development within the community.  Parents and external community professionals provide program oversight by serving on our executive board.  
Philosophy Statement
It is the philosophy of Community Child Care Center to view all children as individuals, each unique in their personal development, who enter into our program with many types of experiences and environmental factors.  We acknowledge and value the differences and diversity in our children and our families.  We meet the child where they are and promote their development by providing high quality early childhood education and care.  The development of family partnerships is critical as we understand each child’s general pattern of development and move them forward.  We create high quality environments for children, parents and staff that build a sense of community which is safe, diverse, and acknowledges the individual.      
Community Child Care Center values and provides well qualified, highly educated staff who offer a supportive and inviting atmosphere, along with an enriched curriculum, for children to learn in.  We actively recruit staff with degrees in early childhood education that show a natural ability to work well with both young children and their families.  CCCC provides ongoing staff professional development to our staff through educational opportunities, mentoring, and teamwork. 
Staff facilitates each child’s learning by understanding development and appropriate practices.  We provide individualized attention; exciting, fun and academically challenging activities; and opportunities to develop school readiness skills.  Our educational approach is the development of the whole child.  Our goal is to see children developing and learning as expected in all areas of development, at the same time we recognize and are aware of each child’s individual strengths, needs, and differences.  The curriculum provides a general framework of expected child goals and outcomes.  Teachers work with parents to develop individual goals and outcomes for each child that are uniquely appropriate for them.   We recognize that a healthy social and emotional development in children provides them with the foundation needed for learning and success.  We foster each child’s social-emotional growth through the awareness of self and community.  We provide an environment that nurtures self-expression, adaptability, respect, caring, and empathy.
We cultivate partnerships with families based on mutual respect and trust.  We provide education and support to parents to empower them in becoming fully engaged in their child’s development and educational process.  We operate within a network of agencies and link children and families to outside resources.  Community Child Care Center is governed by both parents and community professionals, who work directly with staff to provide program guidance, direction, and oversight.  

PROGRAM GOVERNANCE

As a non-profit and Head Start / ECEAP grantee, we are required to have a board of directors (Executive Board) that takes responsibility for the corporation legally and fiscally, and a parent advisory board (Policy Council) that works in partnership with key administrative staff.  Parents must comprise at least 51% of the Policy Council and parents receive representation on the Executive Board.  No employee or family member of an employee can be a voting member on either board.  These two entities and the Executive Director work through a shared decision making process to oversee the agency on a month-to-month basis.  Separate by-laws for the boards describe roles and responsibilities for the group. 
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PARENTS’ RIGHTS AND RESPONSIBILITIES
Recognizing that parents are the primary educators of their children, you as a parent of a child enrolled have the following rights and responsibilities:

· Your child’s classroom is open for your visitation at any time the center is in operation.  We welcome your attendance and advance notice is not required.

· No assessment, screening, test or procedure will be conducted without your consent.  You have the right to revoke this consent at anytime.  All results are shared with parents. 

· You will be notified 24 hours in advance of any field trip.

· No child will ever be physically punished or demeaned verbally.

· You will be notified in writing of any meeting being held to make plans for your child and you are invited to participate in formulating plans for your child.

· If you are deaf, or English is not your primary language, we will find an interpreter for you.

· The file containing information about your child will be maintained in a confidential manner and is open for your review at any time.  We receive your consent for teachers, administrators, and regulatory authorities, on request, to access your child’s file.  No information concerning your child or family will be released without your permission. When your child is no longer enrolled, all files will be retained and then destroyed in a confidential manner as required by law.  

GRIEVENCES AND PROBLEM RESOLUTION 
Community Child Care Center provides means for all persons involved in or affected by the organization to bring problems and complaints forward for resolution.  We encourage suggestions, which may improve our operations and procedures. 

Misunderstandings or conflicts can arise in any organization and should be resolved before serious problems develop.  Some incidents may resolve themselves naturally.  Should a situation persist, however, that you believe is detrimental to you or to CCCC, you are encouraged to engage in free discussion, in an open and honest manner, with your supervisor (for employees) or an appropriate staff person (for parent / community members). 

If you feel that your concerns have not been dealt with fully, or for some reason you do not wish to discuss your concern with your supervisor or staff person, you are encouraged to contact the next authority in the chain of supervision (see org chart).  

The Executive Board of Directors will serve as the last appeal in the internal grievance / problem resolution process. If you still feel that your concerns have not been dealt with fully, put your concern in writing and request a meeting with the Executive Director or Board Chairperson, whichever is appropriate.  The Director or Board Chair will work in good faith to act as a mediator and assist the parties towards resolution.  
Staff concerns / complaints – Communication towards resolution should begin at the lowest level and increase in levels of authority as necessary. Face to face personal communication is always the best as it allows for two way conversation and a fuller understanding what the concern or problem is.  Concerns or complaints should not be addressed through e-mail between staff.   

Parent concerns / complaints – Communication towards resolution should begin at either the Lead Teacher level or Program Supervisor level and increase in levels of authority as necessary.
Community concerns / complaints – Communication towards resolution should begin with the Executive Director.  In the Director’s absence, communication will begin with 
the program supervisor.  If resolution cannot be reached at this level, the Executive Director, Policy Council Chair, and Executive Board President will work together with the complainant to seek resolution. 

Follow-up / Documentation – Parent concerns which are orally communicated to staff will be documented with any follow-up / resolution in the teachers contact log or in the child’s main file.  All concerns received in writing require a written response documenting all follow-up / resolution and placed in the child’s file.  Employee concerns / follow-up / resolution will be documented within the staff’s personnel file, with an accompanying signature from staff.  The Executive Director shall maintain a file for all community complaints with appropriate documentation.  

Confidentiality –Confidentiality policies will be followed when handling and communicating concerns / complaints, and parents and staff should be assured that concerns will be kept confidential.  Comment boxes are available to anyone who wishes to comment anonymously.  All comments received shall be reviewed and assessed seriously by management staff and the Executive Director.  

EDUCATIONAL PHILOSOPHY






What is the educational philosophy at C.C.C.C.?

Community Child Care Center is a nationally accredited agency through the National Association for the Education of Young Children (NAEYC).  Together, with the education standards of EHS/Head Start and ECEAP, we provide the richest environment possible for all children.

The educational philosophy is based on the best practices for preschool children as determined by the National Association for the Education of Young Children.  Developmentally Appropriate Practices (DAP) incorporates four basic areas:

· First, DAP is grounded in the research and knowledge concerning how children develop and the basic stages of growth.  We speak of these developmental stages as developmental “steps.”  The education plan must take into account which step each child has progressed to, and what is the next step for the child.  

· The second aspect of DAP is the belief that each child is a unique individual and learns in a unique manner.  The curriculum must have flexibility to meet the individual needs of each child.

· Thirdly, important to DAP is that learning is best accomplished and is long lasting when it is child-orientated and child-directed.  This strategy does not minimize the role of the teacher but redefines the teacher’s job.  Children learn best when they are actively engaged and have concrete experiences, where they are asked to solve problems and make decisions.

· The last principle of DAP is that teachers must choose materials and activities that are consistent with the developmental level of each child. 
Continuity of care is a high priority and we staff our classrooms to ensure your child develops strong relations with consistent staff and their peers.  Children are placed in groups that they most likely will stay in for the program year, and often groups of children will move on together.  When children do transition from one group to another, whether they are transitioning alone, or with others, teachers work together to ensure the transition is planned and the child is given as much time and encouragement as he or she needs, to make the transition smoothly.  CCCC has a written transition plan to provide teachers guidance when working with transitioning children.   

INTRODUCING YOUR CHILD TO THE CENTER

This may be your child’s first experience in a school setting.  It will be a new and exciting experience involving new challenges, friends, and greater independence.  Each child reacts to school in his or her own way.  The staff will work closely with you to ensure the transitions between home and school go as smoothly as possible, for both you and your child.  Some children love coming to school from the beginning; some are not so sure and need time to get used to the idea.  In each case, the child needs support from home.  Some suggestions are:

· Visit the center with your child, so they can become familiar with teachers, other children, and the facility and daily routines.

· Assure your child that the adults will like him/her and keep him/her safe.

· As your child is getting acclimated to our center, you may want to stay for a few minutes until you see your child is comfortable.  When you are ready to leave, please let your child know you will be back.  You may want to leave for a short period the first time.  

· The teacher is available to help you separate from your child.  When you leave, feel confident that the teacher is ready to handle a few tears if necessary.  Many children that cry at first go on to have a great day.

· Let your child know what to expect at school: new children, activities, toys and routines.  Teach your child his/her teacher’s name.  Talk positively and often to your child about school. 

· Always feel free to call the teacher and check on how your child is doing during the day.  You can also ask the teacher to call you.
STAFF QUALIFICATIONS AND PROFESSIONAL DEVELOPMENT  
Each classroom team is headed by a Lead Teacher.  Nearly all of our Lead Teachers have completed a degree in Early Childhood Education or a closely related field, with 30 credits in early childhood education.   Teachers who have not completed a degree have been hired due to other professional education and work experience, and have agreed to a professional development plan to gain college credits in early childhood education.   Other staff working in the classroom all have a minimum of a child development associate credential (CDA or 12 college credits in ECE) or are currently enrolled in such a program.  CCCC classrooms may also have local public school staff, WSU teaching practicums or interns, and both community and parent volunteers working with the children.     
CCCC provides on-going training to all staff at some level.  Some training is required and mandated by licensing regulations or performance standards.  Examples of mandated trainings include first aid and CPR, blood borne pathogens, and child abuse and neglect reporting.  Lead Teachers are also minimally required to recieve15 hours of additional training annually, but often staff receive much more during the year.  Each Lead Teacher has an individualized professional development plans specific to their needs, interests, or the program qualifications.  Our Teachers also attend conferences and workshops and receive regular on-site training provided by management or consultants. In some cases, teaching staff are financially supported to receive higher education classes in early childhood education.   
Staff names, pictures, and the positions they hold are posted on the parent board of each classroom.  It is best to always communicate with a Lead Teacher when needing to ask or relay important information about your child or the program.  

What is the ratio of adults to children at C.C.C.C.?

For our 3 – 5 preschool population, the state ECEAP program requires a 1:9 adult to child ratio, Head Start, NAEYC, and WA State Child Care Licensing standards all require a 1:10 adult to child ratio.  We often operate with lower staff to child ratios by utilizing additional adults; however our minimal staff to child ratio is listed below:
EHS:  

Age 4 weeks to 3 years: 1 adult to 4 children
Child Care /Head Start/ECEAP:

Age 1 – 2 ½:
1 adult to 7 children


Age 2 ½ - 5: 
1 adult to 10 children


Age 5 – 12:
1 adult to 15 children


COMMUNICATION AND BUILDING RELATIONS WITH STAFF 
Strong and healthy communication patterns between staff and parents are the key to success.  We value your input and need to have regular communication about the interest and needs of your child, both at school and at home.  It is important that mutually satisfying decisions are made between parents and teaching staff concerning the time your child spends with us. The staff are respectful and interested in your family background and beliefs, and we understand that using this information will make your child’s learning experiences more meaningful.  We take into account a family’s home language both when interacting with parents and working with their children. 

Some teaching staff have the advantage of seeing parents daily during the arrival and departure of the child. Per your request, we can arrange for staff to break away for a private conversation to discuss your child or family concerns.  Staff in programs that offer transportation to families are not provided this opportunity to have a conversation face to face with the parent, so we send home a weekly folder with a communication log, to dialogue and we encourage you to contact us anytime you want to have further conversations about your child.   

C.C.C.C. has also developed a formal structure of contact and communication with parents through the parent teacher conferences (and home visits for EHS/Head Start and ECEAP families).  During these contacts staff will share information about your child’s progress and together we will develop an individualized learning plan and goals specific to your child. 
CURRICULUM DESCRIPTION
We use Creative Curriculum as a foundation to create our lessons.  The Creative Curriculum for early childhood is a comprehensive child development based curriculum that shows teachers how to create an effective learning environment for young children.  It describes a curriculum framework that allows teachers to be creative and flexible in building a program based on children’s interests and strengths. 

Creative Curriculum is individualized and emerges from the developmental needs and interests of each child.  Taking these needs into account, activities are planned throughout the learning centers which will provide the child with many opportunities to acquire and practice the new learning skill.  The activities are built around a common theme or “web” of themes, which emerges from the interests of the children.  The web might include themes such as the circus, dinosaurs, or camping.  It is the web that holds the activities together.
“The role of Creative Curriculum is to facilitate children’s development by observing them, talking to them about what they are doing, reacting to and reinforcing their exploration and asking open-ended questions.”

Children’s Assessments and Screenings

Written permission by the parent must be given before any screening or assessments occur.  You will be informed when the screening is being conducted and of the results.  Your enrollment forms list the types of screenings given to children and gains your permission.   Common screenings / assessments given include:

	4 weeks-3 year old children may receive:
· Ages and Stages Developmental Checklist 

· Hearing, vision, height, & weight screenings 

· Teaching Strategies Gold Developmental Assessment


	3-5 year old children may receive:
Dial 3 – Motor, Cognitive, and Language Screen designed to identify children who may be in need of further developmental evaluation

Teaching Strategies Gold Developmental Assessment
DECA – Social / Emotional Assessment done in partnership with parents

Hearing, vision, height, & weight screenings 


The purpose of these screenings and assessments are to determine if there may be a reason for further assessment by an outside professional, and to help the teacher get to know your child better and plan a curriculum individually designed for him/her.  Parents can refuse permission for their child to participate in any of the screenings.  Results from all screenings done for your child will be shared with you, and you will receive copies for your records. 
Parent-Teacher Conferences 


The staff will schedule a minimum of two conferences with you during the year, and at both conferences you will receive a written report concerning your child’s progress.  The first conference will be early in the year.  At this conference, the staff will share all the results of the screenings and assessments and together with you we will create an educational plan for your child.  It is very important for you to be a part of this planning team.  You know more about your child than anyone else.  The other conference will come in the spring.  This conference is to share progress your child has made and to make plans to transition your child into kindergarten (if age appropriate).  Other conferences will be scheduled as needed.  Please feel free to request a conference whenever you wish.

Home Visits – specific to EHS/Head Start/ECEAP
All children enrolled in these programs will have two home visits during the year.  A family service advocate or teacher will contact you to arrange for these visits.  This is a very important part of our program.  The purpose of these visits are  to meet you in a setting where you are most comfortable.  During these visits we will discuss the family as a unit, discuss family or personal goals, determine if there are other community resources that may be helpful, and share other information.  Please do not feel you have to do anything special for these visits.  
GUIDANCE PROCEDURE 

Families and teachers must work TOGETHER to provide a fair and consistent set of guidelines in order for children to learn effective work and social skills. 

Children learn social skills just as they learn to identify colors or learn to read.  They observe what is modeled for them by adults, they watch other children, and they learn through reasoning and discussion.  Over time children become less and less dependent upon adults to solve their problems and instead become capable of resolving their own disputes.  The goal is for children to develop skills to more closely monitor their own behavior and learn to problem-solve for themselves.  It is our responsibility to ensure that all children are safe from physical and verbal injury by peers and are free to learn.  Expectations for behavior must be grounded in knowledge of the developmental level of each child.

Children respond best when the rules are consistent and adults provide an environment that is caring, even when a child makes an inappropriate/unsafe choice. There is no place in this environment for punishment.  Teacher supported cool down time-out / thinking chair may be used as a last resort.  At no time may staff use corporal punishment, treating a child in an aggressive manner, verbal abuse, yelling or shouting, separating the child without supervision of an adult (locked time out room), or withhold food or liquid as punishment or reward. 

Staff will receive training on positive guidance techniques and implementing DECA strategies in their classrooms on an annual basis.  The management team is available to support staff and classrooms individually as needed.  

Teaching staff are responsible for creating an environment which supports the child and maintains positive relationships.  Staff should:

· Use a warm, calm, and respectful tone of voice, eye contact, and facial expression. 

· Use positive language, saying what children can do instead of what they cannot do.

· Validate children’s feelings.

· Respond to children’s requests and questions.

· Show tolerance for mistakes and teach that mistakes are for learning.

· Give descriptive feedback, instead of generalized praise or criticism.

· Pay attention to children to learn about their individual interests, ideas, questions, and theories.

· Observe what children do, with whom, and where they play.

· Listen reflectively, staying on the child’s topic, and paraphrasing their ideas.

· Demonstrate the belief that children are capable by letting them try out their ideas, take safe risks, and do things at their own pace, in their own way. 
Teaching staff must use positive guidance techniques to help children learn to get along with each other and the adults they come in contact with.  Such techniques include:

· Adapting the environment, routine, and activities to the needs of enrolled children.

· Establishing consistent, reasonable expectations.

· Supervising children’s activities. 

· Foreshadowing events and expectations by letting children know what will happen next.

· Modeling and teaching social skills, such as turn-taking, cooperation, waiting, treating others kindly, and conflict resolution.

· Modeling and teaching emotional skills, such as recognizing feelings, expressing them appropriately, accepting others’ feelings, and controlling impulses to act out feelings.

· Involving children in defining simple, clear classroom limits.

· Using the following acceptable techniques for individual situations:
· Reinforcement of desired behavior by using encouragement and praise.

· Non-reinforcement / ignoring behavior.
· Allowing for non-involvement of children – remember many children learn first by observing.

· Redirection. 

Example of appropriate steps to follow when inappropriate/unsafe choices are observed:
1. Assess the situation and environment critically.

2. Coach the appropriate behavior.

3. Explain in a positive manner why the situation is unsafe/inappropriate.

4. Problem-solve appropriate alternatives with the child which matches the child’s energy level.

5. Every opportunity will be given to allow that child to express his/her feelings verbally or in appropriate non-verbal ways. For example: water play, sensory activities, drawing, appropriate physical movement such as running or jumping.

6. Teacher provides support, re-direction, and positive reinforcement.

7. Teacher-supported cool down/time-out should be used as a last resort.

Steps to follow when inappropriate/unsafe choices continue in a problematic manner:

1. Begin daily documentation of the inappropriate/unsafe choices being made.

2. Teaching staff will conference with Education / Mental Health Managers.

3. Parents will be contacted and a conference set up to discuss the behavior.  

4. At this point assistance may be sought from our Mental Health consultant and the need for any outside referrals determined.  If the child is enrolled in another childcare program, we may ask permission for a representative from that program to meet.

5. Program staff will work jointly with the parents and other individuals as appropriate to develop a behavior support plan.  The plan should address both school and home environments as appropriate.  

Steps to follow once a behavior support plan has been established:

1. Adequate and appropriate time will be given for the child to become successful based on the goals of the behavior support plan.  The general expectation is a gradual, but noticeable improvement within the first two weeks.

2. If expected improvement is not met, a second conference including parents/guardians, teacher(s), program manager, and mental health consultant, when necessary, will be convened to renegotiate the behavior support plan.

3. The decision for the child to receive temporary services at home is allowable when there are specific steps and time frames which are outlined that work back toward full inclusion in the classroom.  

4. If all the above steps have been taken and the child continues to be a serious danger to him/her or others, the appropriate administrative team members, parents, and the mental health consultant will meet to determine a more appropriate alternate setting the child can be transitioned into.

COMMON QUESTIONS ABOUT DAILY ROUTINES

How can I get information about what is happening in my child’s classroom or my child’s day?
Your child’s teacher is the best source of information.  The teachers will send out regular classroom newsletters high-lighting activities.  The parent bulletin board in each classroom contains information such as class schedules, menus, newsletters, special events, lesson plans and other parent information. 

Our staff wants to share information with you about what your child did during their school day.  We want to share the achievements and hard work, as well as any concerns we may have.  Parents who pick children up have a natural opportunity to talk to the teacher on a daily basis.  We also welcome you calling the teacher during the day to check on your child.  If your child is transported to and from school you may want to set up some other schedule of regular communication.  Teachers schedule regular parent teacher conferences to up-date parents on their child’s progress at school.  It is very important that you help your child establish the good habit of regular attendance.  Children who have regular attendance at school do much better work and have better social relationships than children who are frequently absent.  Please let us know if your child is ill or will not be attending due to other circumstances.

Is attendance required?

Head Start/ECEAP - The policy established by the EHS/HS/ECEAP performance standards states that children must maintain an average attendance of 85%.  If your child’s attendance falls below this, staff will work with you to increase their attendance.  If a solution cannot be reached the child may be dropped from enrollment and the next child on the waiting list enrolled.  

Child Care – We have no attendance requirements, however children will not receive a tuition discount in most cases for time missed. 
How do I check my child into and out of the center?

A check-in book is available in each class.  Parents should note the time the child arrived; the law requires that you sign your full name.  Please make sure a staff member is aware that your child has arrived and is checked in.  Only authorized adults listed on the authorization form are allowed to leave with a child.  To check the child out, please use the same procedure as listed above.  

Some of our Head Start/ECEAP and school age children ride transportation to and from school.  In this case, parents must sign a release giving staff permission to sign children in and out of the program, as required by law.  Staff will sign children in and out as they enter and exit the busses.  

What if someone else will be picking up my child?

YOUR CHILD CANNOT BE RELEASED TO ANY PERSON OTHER THAN THOSE INDIVIDUALS YOU NAME ON THE CHILD EMERGENCY SHEET.  If you want someone else to pick up your child, please notify the staff so we can note and expect someone different.  Staff are required to ID adults other than the parents who pick up children until we become familiar with the individual.
What if I am late picking up my child?
If you are going to be running late it is your responsibility to call and notify your child’s teacher.  If you are unable to contact us, we will attempt to locate you.  If this is unsuccessful, those listed on your child’s emergency list will be contacted.  After one hour without hearing from you we will call the Police Department and report that your child has been abandoned.  Late fees may be assessed to you if lateness becomes habitual. 

When can I visit the center?

Parents are welcome to come and visit anytime.  You do not need to make an appointment.  We love having parents and welcome you to stay as long as you can.  
What about videos? 
We do not show videos or DVDs that are not planned as part of the curriculum.  If you have a video you think would contribute to the classroom, please ask your teacher if it would be appropriate for her to include in her lesson planning. 

Will my child take a nap?

Children under the age of 5 who are in care over 6 hours must be given an opportunity to nap.  They will be provided a resting cot (crib for ages 4 weeks-1 year) and asked to lie quietly.    The children may fall asleep or they might not.  We encourage you to talk with the teachers to decide what is best for your child.   Children who don’t sleep will be allowed to get up from their cots after a short time and engage in other quite activities.  
What type of clothing should I send my child to school in?

Play clothes are the most practical for children at school.  Your child should wear clothes suitable for playing outdoors, using paints and glue, and going to the bathroom easily.  Children (and teachers!) can enjoy themselves more if they do not have to worry 
about getting dirty or damaging clothing.  Children should also wear practical shoes which enable them to run and play outdoors.  

What does my child need to bring to school? 

Clothing - Each child needs to have a complete change of clothes in case of an accident.  Children get dirty, and sometimes spill or have bathroom accidents.  It is always comforting to have familiar clothes to change into.  If your child is toilet training or has frequent accidents, more than one set of clothing will be needed.
Diapers - EHS will provide all diapering materials at no charge to parent.  Child care parents will either provide their own diapers and diapering materials or you may sign up for the diapering service which has a fee. 
Toys –We ask that toys and other items should only be brought on specific sharing days.  Toys from home are easily broken or lost, and can cause conflict among children.  The classroom teachers will decide what day they want to have set aside for sharing day and they will let you know. 

Blankets and stuffed animals for sleeping - We know that children who are napping need familiar sleep props to assist the child in going to sleep.  Please limit blankets to no larger than crib size, as we have very limited storage.  A small stuffed animal is fine.  Please do not bring large quilts, sleeping bags, large animals or pillows.  Blankets and sleep items should be taken home each Friday to be laundered.

Backpacks – Are not a required item, but many parents find them a convenience.  Besides the items your child brings home from school, backpacks are useful to allow children to keep their personal “special” items close, but not in the classroom.  

Do the children go outside when it is cold?

We will go outside with the children on most winter days, unless the weather poses a health threat to the group at large.  We do not have the staff necessary to keep individual children inside upon parent request.  If your child is not feeling well enough to go outside and follow our daily routine, we ask that you keep them home.  Children love to go outside and learning to enjoy the outdoors is very important to their overall development.  Please be sure that your child is dressed for the weather as everyone goes out unless it is raining hard or is extremely cold.  In the winter children need a warm coat, waterproof boots, mittens, hats, and snowpants. Infants will only be taken outside during mild conditions and as appropriate for their age.
FOOD AT SCHOOL

Can we celebrate birthdays at C.C.C.C.?

Teachers keep track of children’s birthdays, and strive to make the day special for your child.  Children will have planned activities to make the day special.  Each class will have their own way of celebrating the day.  Due to a variety of reasons, we ask that you not provide special treats that are high in fat and sugar, (such as cakes, cookies, or candy) for your child’s birthday.  All food provided by a parent must be store bought and contained in a sealed container or prepared at school in our kitchen or classrooms.  If parents are interested in bringing a “healthy” treat or craft project to celebrate their child’s birthday, please coordinate and plan with your child’s teacher in advance.  
What meals and snacks will my child get at school?

Pullman: EHS/Head Start/ECEAP/Child Care:
· We serve breakfast, lunch, and afternoon snack during the day.  Your child will be provided with the meals and snacks that occur during his/her regular scheduled hours.

· All meals are served family style with each child choosing what and how much he/she wants to eat.  No child is required to eat any particular food and food is never withheld from a child as a means of punishment.

· If your child has allergies to certain foods, please notify your child’s teacher as soon as possible, so that we can plan the menu accordingly or serve alternative foods to your child.  Parents should not provide meals except in the case of severe allergies and you are asked to provide your own food by the program.
EHS Infants Care: Newborn – 11 months:
· We will provide your child with Similac Advance Formula or breast milk, as per parent request. We follow CACFP infant meal patterns.
Colfax Head Start/Child Care Program:

· We serve a morning snack, lunch, and afternoon snack.  CCCC purchases the lunches we serve from the Colfax School District.  There will be days when the district kitchen is not open and our childcare program is (winter and spring breaks, and summer).  On these days, we will ask families to provide their own sack lunches, and we will provide a morning and afternoon snack.
HEALTH INFORMATION
Immunizations

Washington State law states no child shall attend class until they have proof of one of the following:

· Completed CIS (Certificate of Immunization Status) Form
· A catch-up immunization schedule
· A Certificate of Exemption*
· Medical exemptions require the care provider’s signature

· Personal/religious exemptions require the parent’s signature
*By Washington State Law children who are not immunized will not be accepted for care during an outbreak for diseases that can be prevented by immunization.  This is for the non-immunized child’s protection and to reduce the spread of the disease.   
Physicals
A child’s health has a big impact on his/her ability to learn, grow, and develop.  This is why each child is required to have a well-child physical exam that shows the child is up-to-date with all routine and preventative health care.  Parents will be asked to submit verification of current physical exams within 6 weeks of enrollment, and keep health records up-dated on an annual basis.  For screenings which abnormal results indicate follow-up is necessary, we ask parents submit documentation that follow up health care is being or has been received.   
If your child does not have a current exam, please schedule an appointment for your child as soon as possible and let your family advocate or the office assistant know the date of the scheduled exam.  If you need assistance with obtaining medical insurance or finding a local provider please ask. 
Dentals
Dental exams are required for EHS/Head Start / ECEAP children within 90 days of enrollment and every 6 months beginning at 1 year of age.
What if my child is sick?
If your child is sick and will be staying home, please give us a call.  We always want to know if your child is going to be absent and it is important for us to know what type of illnesses may be being passed around.  Certain illnesses require us to post a public notice.
If your child feels poorly and normal activity is not possible (stomachache, lack of sleep, bad cold, injury, etc) please keep your child home.  If you suspect your child has a contagious condition (i.e. pink eye, strep throat) please keep them at home.  In the case of pink eye for example, your child may return after they have been on antibiotics for 24 hours.  In the case of the flu, your child must be free from vomiting, fever and/or diarrhea for 24 hours before returning to the center.

What if my child gets sick at C.C.C.C.?

If your child has been running a temperature of more than 100 degrees and/or is unable to participate in the program due to illness, vomiting and/or diarrhea, we will contact you to pick up your child.  We follow child care licensing regulations for guidance when children can attend programs or not.  If your child is not feeling well, we will call you and let you know.  It will be jointly decided at that time whether or not your child stays or goes home.  

What if my child gets head lice?

C.C.C.C. adheres to a no lice/no nit policy.  If a child has evidence of head lice and/or nits, they will not be able to attend the center until all signs are gone.  Head lice are treated as an illness because of how quickly the lice can spread.  Following treatment, the parent must accompany the child on returning to the center for post-treatment screening.  The child will be welcomed to stay at the center if they are presumed to be free of lice and/or nits.
What if my child gets injured at C.C.C.C.?

Safety is our first and foremost concern, but we recognize that children do take spills or are injured in other manners.  If your child is injured we will address the injury with appropriate first aid and fill out a report so you know what happened.  Even the most minor of injuries will be documented.    

If it is determined to be urgent we will follow our emergency procedure, if it is determined to be serious, we will notify you immediately and follow your instructions.  If 
we cannot contact you immediately, we will follow your instructions on the emergency authorization form.  The Permission for Medical Treatment form instructions state:  At the time of an emergency, medical treatment is urgent.  I authorize the C.C.C.C. staff to call for emergency aid (911) or transport my child to the nearest hospital or my child’s physician to receive immediate treatment and/or surgery.  I also give permission for staff to give first aid for minor injuries.  I understand that I will be responsible for all expenses connected with the seeking of emergency care.  However, in less serious cases of injury and illness, your child will remain in their program until you arrive to take them home or to seek medical care.
What if a child needs medicine during the hours he or she is at C.C.C.C.?

We can give a child medication only when we have written consent by the child’s parent or legal guardian.  In some cases a physician’s signature is required in addition to the parent consent.  You will be asked to include instructions concerning the medication, including the dosage, frequency and duration.  We must follow the dosage instructions given on the medication label.  ALL MEDICATIONS MUST BE IN THE ORIGINAL CONTAINER WITH INSTRUCTIONS CLEARLY LEGIBLE.  All prescription medications must have written directions from a health care provider.  Trained staff will administer and keep a record of when medication has been administered.  If the medical treatment requires special techniques or skills, parents will be asked to train staff or come and administer the treatment themselves.  

HOURS AND DAYS OF OPERATION
All programs develop and post a school calendar which includes school holidays and closures.  
EHS (Early Head Start): Monday – Friday 7:30-5:30
Head Start/ECEAP Center:  
A.M. sessions – Monday – Thursday 8:00 – 11:30

P.M. sessions – Monday – Thursday 12:30 – 4:00 

St James Center: (child care) 
Center hours are from 7:15 am to 5:30 pm (Monday –Friday). 
ECEAP: 8:00 – 11:30 am (Monday – Thursday)

 A variety of schedules are available, including morning preschool, kindergarten enrichment, and before and after school care. The program your child is enrolled in will determine what hours your child attends.

Colfax:  
Head Start – Monday – Thursday 8:30 – 12:00

Child Care - Program hours are from 7:30 am to 5:30 pm Monday – Friday.  A variety of schedules are available, including morning preschool, full day care, kindergarten enrichment, or after school care.  The program your child is enrolled in will determine what hours your child attends.
How will I know if C.C.C.C. is closed due to bad weather?

In anticipation of winter weather, we would like to inform you of our procedures for snow days.  

Head Start/ECEAP Center:  

· When the public school is closed, we will also be closed. 

· If there is a two-hour delay in the public schools, HS/ECEAP will be open but transportation will not be provided.

· Program closure information will also be available on KZZL (99.5 FM) KCLK (1450 AM) or Z-FUN (106.1 FM).

St James Center:  

· C.C.C.C. will close if Washington State University closes for employees due to bad weather.

· Program closure information will also be available on KZZL (99.5 FM) KCLK (1450 AM) or Z-FUN (106.1 FM). 
Colfax:
· We will close if the Colfax School District closes due to bad weather.  
· In cases where Colfax school or transportation is delayed for two hours or more, we will open at 8:00 am but not run our transportation.
TUITION AND FEES
EHS/Head Start/ECEAP

Head Start and ECEAP are income eligible based programs and no costs will be charged to parents for tuition or other fees associated with their program participation.   

Child Care 

Child Care is a tuition based program.  Parents fill out the CCCC Tuition Agreement upon enrollment and we will base your child’s tuition upon their scheduled attendance.  This agreement also outlines our payment policies, including our 3% monthly discount for automatic deposit payments, payment with credit cards, and optional diapering fee. Tuition is to be paid in advance and is due by the 10th of the month.  Our expectation is that the tuition for the month is paid off within the same month.  We will work with families to arrange a different monthly payment schedule if one payment at the beginning of the month does not work well with your family budget.  

There will be no tuition credit given for occasional days missed, holidays when C.C.C.C. is closed, or personal vacation periods.  During extended leaves, C.C.C.C. will provide a 50% tuition discount to children who are absent for 3 or more consecutive weeks.  If a child leaves the center for one full month or more, no tuition will be charged for the time absent.   We request a two week notice from parent/guardians when children leave the program.

A family may be allowed to “hold” the enrollment slot for their return by placing a non-refundable, pre-payment deposit on tuition for the anticipated return date.  This payment shall be applied towards tuition for the month the child returns.  If the child does not return, the family will forfeit the amount of the deposit to C.C.C.C.   

DSHS Working Care Connections

Community Child Care Center accepts DSHS subsidized childcare.  Arrangements must be made by the parent/guardian through DSHS.  We must have verification from DSHS that a family has been approved prior to children attending C.C.C.C.  It is the sole responsibility of the parent to understand, complete and keep up-dated all requirements 
of this program. Parents/guardians are responsible for any hours of service beyond DSHS authorizations and all co-payments as well as any late fees or fines. 

OTHER USEFUL INFORMATION
How can I be involved with the program?
We want to be partners with you in the education of your child and we need your help.  You can volunteer in the program in a variety of ways.  Listed below are some simple ways that you can be involved:

· Volunteer in the classroom

· Serve on the Policy Council or Executive Board
· Serve on a program committee

· Attend field trips

· Share family cultures with the class

· Attend family and parent activities

· Prepare materials for the classroom

Transportation 
Children are always transported in proper height and weight safety seats and seatbelts. 

Fieldtrips – Parents sign consent for children to participate in fieldtrips upon enrollment, so we do not require individual permission slips.  Teachers will notify parents in their newsletters or by other notice at least 24 hours in advance of a fieldtrip.  CCCC posts notification to parents on parent bulletin boards that we may take the children on short walks or to nearby parks spontaneously.  Fieldtrips are considered part of the daily curriculum and appropriate for all children, unless specifically indicated under a child’s special need information.  We cannot always guarantee your child “other” supervision if you do not want your child to participate.  Please see your teacher or the program supervisor if you do not want your child to go on a fieldtrip.  
Head Start/ECEAP – Limited transportation is provided for Head Start/ECEAP families, who can show a need (No car, driver’s license, etc.) for this service in Pullman only.  Transportation services are only provided for the morning session and picking up children for the afternoon session.  Pick-up and drop-off sites need to remain consistent.  Transportation is not provided for the afternoon departure sessions, the full day Early Head Start classroom or any of our child care programs. CCCC will provide transportation for children who need to be transported between our St. James and Head Start/ECEAP center at mid-day. 
School Aged Child Care – Transportation is provided to school aged children by the Pullman School District. The PSD drops children off at the corner of Stadium Way and Lybecker, and staff walk children across the street and into our programs.   If your child 
rides a bus and is not going to attend school that day, please also let the CCCC program staff know.  If we are expecting a child to attend and they do not get off the bus, we will call you immediately.    
Religious Statement 
As a not-for-profit organization, we are non-sectarian, although the child care program is fortunate to be housed in the basement of St. James Episcopal Church.  Staff does not discuss their religion or beliefs with children or other staff members, nor do they instruct children in how to practice their beliefs.  We do protect the right of every child to practice their beliefs, but parents should be the teachers of these practices.  
Classes and Social Events

Informal meetings and program activities will be scheduled throughout the year for parents.  These meetings can include parenting classes, speakers, social events, children’s programs, dinners, and game nights.  We hope you will come and enjoy!
Reporting to Child Protective Services


All persons caring for children are mandated by law to call Child Protective Services if we have any reason to suspect that a child is in danger of abuse, neglect, or sexual molestation.  
Animal Policy

Teachers will notify parents of classroom pets at the beginning of the school year.  All visiting pets must have proof of current immunizations from a veterinarian and be pre-approved by management staff.
Pesticide Policy
Parents will be notified 48 hours in advance of the application of any pesticide.  The notification will be posted in each classroom on the Parent Board.  Included in this notification will be:
1. The product name of the pesticide being used.

2. Date, time, and location of application.

3. Why pesticide is being used (pest to be controlled).

4. Who to contact in the center with any questions or concerns.

When at all possible, pesticide application will occur on Friday evenings or Saturday mornings, leaving the areas unoccupied for a minimum of 24 hours.  
If circumstances warrant that pesticide application occur other than on weekend closures, in addition to the 48 hour advance notification, markers must be placed at all points of entry to the center grounds, and left for a minimum of 4x5 inches, designed and clearly placed to be noticed.  The headline must state, “This premise has recently been sprayed or treated with pesticides”, and contain information such as who applied the pesticide and who to contract for more information.

C.C.C.C. central office shall maintain a copy of the pesticide records, provided by the applicator, and make it available to all individuals upon request.

DISASTER PREPAREDNESS PLAN
Internal Disaster

In case of an internal disaster such as fire, explosion, etc., the first priority of all staff will be to evacuate and account for all persons.

1. Person discovering problems will sound general alarm, and then call 911 to give disaster information and site address.

2. Lead teachers will get roll sheets, emergency forms, and quickly check bathrooms, all play rooms and proceed immediately outdoors, while other staff are directing children outside.  Any supplies provided by parents for special medical needs will also be taken.

3. One staff member, directed by a lead teacher, will notify office staff of disaster. 

4. Lead teachers and administrative staff will account for all children checked in.

5. All certified staff would administer first aid to anyone needing care.

6. No staff member will be allowed to leave without permission from the administrative staff in charge.

7. The Director will consult with city personnel as to directions for parents.

8. If necessary, local media will be notified with specific directions for parents.

9. An administrative member will stay at the site to inform parents of vital information.

10. The Director will accompany any injured children to the hospital.

11. Children with special needs will be transported by bus, if at all possible.

12. We will notify the local police department of the location of all of the children and staff.  The Head Start Center’s closest relocation site will be the Pullman High School; St James’s relocation will be The Beasley Coliseum; Colfax relocation will be the Colfax High School gym.  The teachers will be required to take roll before we leave our centers and after we arrive at the relocation site.   
External or delayed disaster

C.C.C.C. will follow all directions of the local disaster agency.  All staff will remain with the children and will remain at the individual sites unless directed by the city to do otherwise.  If directed to leave the site, we will notify the local police department with the location of all the children and staff.  The Head Start Center’s closest relocation site will be the high school; St James’s relocation will be The Beasley Coliseum.  Staff will be required to take roll before we leave our centers and after we arrive at the relocation site.   

Parent/Child Reunification Plan

In the event of a natural disaster C.C.C.C. will make sure that parents are kept informed of their children’s location through the media and emergency operations center.  An administrative staff member will ensure that these agencies are notified on an on-going basis of the location of staff and children.

When parents arrive to pick up their children, lead teachers will ensure that a parent or guardian signs out their child.  The children’s emergency forms will be on hand in case parents aren’t able to pick up their children.  Proper identification will be required for people who are on the emergency forms. 

Coping with the disaster

After the disaster we will have trained counselors and the Red Cross available to help the children and their families deal with the results of the disaster. 

Staff members will have resources available to help families deal with their individual needs.

When the children return to the center, the teachers will provide opportunities for the children to talk about their feelings and experiences.   Staff will provide an emotionally safe environment at all times.

Up-dated August 2011
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Responsible for the non-profit organization legally and fiscally
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