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Lakeland Community College Building L
7700 Clocktower Drive Rooms L-24 & L-25
Kirtland, Ohio 44094

The program consists of Preschool & School age child care. The @ii@ampus Kids is
Lakeland Community College and the owner’s representative ise¢ha Bf Social Science and
Public Service Technologies.

Campus Kids is licensed by the State of Ohio Department of ddd~amily Services. The
Center operates legally in accordance with Chapters 5101:2-12 ©htbeAdministrative Code
governing licensure of Child Day Care Centers.

Front Desk (440) 525-7500

Coordinator’s Office (440) 525-7010

Full-Time Classroom (440) 525-7635

Part-Time Classroom (440) 525-7347

Fax Number (440) 525-7637

Website www.lakelandcc.edu /campuskids

*Please call the front desk or your child’s classroom to report absences.

Calls made to the Center between 7:30 a.m. — 8:00 p.m. will be answeeedeceptionist on
duty. Calls will be forwarded to each classroom and/or messaitjebe taken as needed.
Center staff has immediate access at all times to a working telephawhinlassroom.

The Coordinator has office hours 1:00 p.m. — 4:00 p.m. Monday through Thursday. If you
would like to meet with the coordinator at another time, please call either the iiatordir
receptionist and a more convenient time will be scheduled.




PRESCHOOL CHILDREN

Ages 3 through Kindergarten can attend all hours of operation.
Fall & Spring Semester

Monday-Thursday 7:45 AM - 8:00 PM
Fridays 7:45 AM - 1:00 PM

Summer Semester

Monday-Friday 7:45 AM - 1:00 PM

SCHOOL AGE CHILDREN
1% graders through 10 years old can attend the following hours:

Fall & Spring Semester
Monday-Thursday 3:30 PM - 8:00 PM

Summer Semester

Monday-Friday 7:45 AM - 1:00 PM

The center is closed duriradl semester breaks Thanksgiving, December holiday brea
spring break and summer breaks. We will also be closed the follalgysy Labor Day
Martin Luther King Day, President’'s Day, Memorial Day and ftowf July. Please chec
the Campus Kids calendar for specific dates.

Campus Kids does not have the space or staff to care for tdeechduring days off of school
closings. School Age children are supervised at all times. Chilcaanot leave the building
without a parent/caregiver. If any school ager requires any atadicor inhalers while in
attendance the parent must complete the required paperwork and ithetbtevstaff before the
child can start. All medications & inhalers must be given to ¢laehter upon arrival or kept at
the center for the semester.

Evening Care Supervision Plan

Evening care must ensure that children are safe and the center is gee.

- The child care staff members shall remain awake at adistirand shall supervise sleeping
children.
The center shall provide adequate lighting indoors. Outdoor walkways and buildingestran
shall be adequately lit for safety and security.
Persons on the premises during evening care shall be limitedsonpesuthorized by the
administrator or owner and parents and guardians of all children.
The center shall ensure that children are supervised at all times during ldtess hours
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All doors will remain locked. Access to the classrooms will be via your door code or th
receptionist.

Panic Alarms are available in each classroom and at the front desk. Timsatédies
Campus Paolice.

Medical, dental, and general emergency plans will be followed according t6S0dnd
center guidelines.

Enroliment in Campus Kids is open to the children of Lakeland students and Holden Universit
students. Children must be 3 years to 10 years at the time of enroliment. i¥aeaadilled on

a first-come, first-serve basis. The Center reserves the righkideaisions about initial and
continued enrollment.

All forms must be completed one (1) week prior to the start of the semester.

Registration forms will be available at the center or online at
www.lakelandcc.edu/campuskids.

The forms to be completed include:

. Child’s Personal History

. Child Enrollment and Health Information
. Parent Permission Form

. Medical Form

. Routine Field Trip Permission

. Fee Contract

Ohio Laws for Child Day Care Centers require that each childxbenined by a licensed
physician prior to the date of admission or within 30 days and Hprthareafter until 6
years of age. Prior to admission means within 6 months for ehildss than 3 years, within
12 months for 3 — 6 year old.

Each parent will be asked to complete paperwork, and return paperwork in a tirhadg.fas
The coordinator will set up a meeting time with the parenéwtew the handbook, tour the
facility, review payment options and answer any questions the parent weyAthis time,
the parent will sign off that they have read the handbook and understand the program.

Parents are asked to keep the center informed during the ygaanafe of address and phone
numbers at home or at work. You must also inform the center of asy changes. If you
choose not to have your child transported in an emergency, Campus Kidsehaght to
request that you be on premises at all times.

When submitting forms to the center please bring class schedule for vigcation.
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Enroliment in the Campus Kids progranmpurchased on a semester basis. Parents will rea
tuition contract per semesteruition credit will not be extended tabsences due illness,
appointments and scheduled school holi and/or school closings.

When holidays occur during the school week, themiais still required to pay for the schedu
hours if they have class normally on the day tHkege is closed.

Registration Fee: $7.00 per seme
Hourly Fee: $2.50 an hour
Tax Exempt Number: 3401101:

Registration fee is norefundable.
Parents who drop their classes will beitled to the following refund per Lakeland poli

First week of the semester 10(
Second Week of the semes50%
After the second week no refunds of child care

Parents are encouraged to call the center if tiglid will be absent from school. You may ¢
the classroom directl{@40) 5257347, (440) 525-7635 or (440) 525-7580d the message w
be conveyed to the classroofstaff member will contact you within an hour adur schedule:
time if the center has not heard from the parertheir child’s whereabouts. Four contous
absences without notification may result in youtccheing withdrawn from the progra

% &

Parents are asked be punctual in arriving to pick up their child¢f. you know you are going t
be late, you must notify Campus Kids immedia

A 1 hour additionalate fee will be charged anytime you are more th&mminutes past yot
scheduled pick up time.




At the time of orientation, the Coordinator will meet with the parent and discuss lifiie chi
schedule. At this point the room placement will be determined.

Children attending for a short period of time will be placed in room L-25.
Children attending for 4 or more consecutive hours will be placed in room L-24.
#
Each semester the parent’s class schedule will be reviewddteéomine the best classroom

placement for their child. The children will have the opportunity tt\and play before the
semester begins. The classroom assignment may change from semestesterse

( #

Those children who will be going on to kindergarten will be introduoedl tariety of activities
towards the end of spring semester or, if in attendance, for summer sefestactivities could
include books, discussion at circle, having a kindergarten visitorp #ottiakeland’s Breaker’s
cafeteria, etc.

The Lead Teacher will schedule one (1) conference each senidstse conferences give
parents and teachers the opportunity to meet privately and toisfaaneation about the child’'s
development at home and at school. A parent or teacher may agt iodhferences at any time
during the year. Phone conferences will also be an option.
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& ) * *
Supplies Furnished by Parents

1. One complete change of clothindabeled
2. One box of tissue.
3. Toothbrush

1. One box of tissues.
2. One complete change of clothindabeled

Please note: Parents are responsible for checking supplies wagekAll naptime items must
go home weekly for laundering.

+

A morning, afternoon and evening nutritious snack are served and contain at leastddinenh
two of the four basic food groups.

a. Meat/Meat alternate.

b. Bread/grains.

c. Fruit/vegetable.

d. Milk.

Children attending Campus Kids at 11:30 shall be served a lunch noeadgor by the
parent.

At 6:00 PM a dinner meal, provided by the parent will be served.
This meal which constitutes one third of the child’s recommended daily allowance:

1serving of fluid milk

1 serving of meat or meat alternative

2 servings of vegetables and/or fruit (one serving of each is recommended)
1 serving of bread or grains.

If Campus Kids needs to supplement the meal to meet the recomnusilgetietary allowance,
there is an additional $1.00 charge due the day the child is in attendameal check list will
be provided which must be included in your child’s lunch bag.

Bi-weekly snack menus are posted on the parent information board.fodniemade to restrict
the sugar content of all food served. Parents bringing treatisefarenter should have the food
prepared by a store or restaurant approved and inspected by the lemaltitydepartment. Food
should be in its original packaging which includes ingredients. €lalaserve the “low sugar,”
nutritious snack policy and avoid food with sugar substitutes, artificial coloring andcaem
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&4 step up.
Community College to quallty
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Lakeland Community College’s campus child care program providaseaquality learning
environment for the children of students.

Classroom Environment - The play-based environment fosters optiaraling through
engaging materials and activities employing a varietyxpeaences including large/small
group, and active/quiet activities that are developmentally appropriate.

Learning and Development — The children will engage in hands-on mearamgf relevant
learning experiences while providing opportunities to choose and expkerests while
enhancing development in all domains - - social, emotional, cognitinguadage/literacy,
physical, and creative.

Goals — The program has established realistic goals for chitdegnsupport learning in
specific areas related to Ohio Standards that are measurgdchgdren’s work samples as
evidence.

Relationships — The children, families, teachers and staff vatkwogether to establish
relationships conductive to children’s learning.

We believe children learn best through hands — on experiences thattiaes engaging, and
meaningful in a play-based environment that fosters developmentgnage/literacy, social,
emotional, cognitive, creative, and physical development.

We believe teachers are facilitators who actively partieipa children’s learning. These
professionals create an environment that meets the individual neeal$ diildren while
fostering independence and promoting problem solving and communication Skiddshers are
role models and supporters of children and their families.

We believe child care should be based on partnerships with fathidiesupport parents in the
role of being “a child’s first teacher.” The classroom should k&aming and establish a
culture for learning through setting appropriate goals for childnezatiog a developmentally
appropriate environment, and celebrating diversity.




TIME
7:45 a.m. —10:00 a.m.
9:45 a.m. —10:15 a.m.

10:15 a.m.-10:30 a.m.
10:30 a.m. — 11:15 a.m.
11:30a.m. — 12:00 p.m.
12:00 p.m.-12:30 p.m.
12:30 p.m. — 12:45 p.m.
12:45 p.m. — 1:15 p.m.
1:15 p.m. — 2:15 p.m.
2:15p.m. — 2:45 p.m.

2:45 p.m. — 3:00 p.m.
3:00 p.m. —3:30 p.m.
3:30 p.m.

ACTIVITY
Art/Learning Centers/Free Choice
Clean-Up & Snack Preparation

Circle: Music/Calendar/Discussion/Story

Snack/Quiet Reading

Outdoor or Indoor Large Motor
Art/Learning Centers/Free Choice/Small Group Activities
Lunch

Rest Preparation: Brush Teeth/Toilet/Cots
Rest Period

Learning Centers/Free Choice

Clean Up/Snack Preparation/

Circle: Music/Calendar/Discussion/Story

Snack/Quiet Reading
Outside or Indoor Large Motor
Transition Group to L-25 for evening program

TIME
7:45 a.m.—-9:30 a.m.
9:30 a.m. —10:00 a.m.

10:00 a.m. - 10:30 a.m.
10:30 a.m. — 10:45 a.m.
10:45a.m. -11:50 a.m.
11:50 a.m. — 12:00 p.m.
12:00 p.m. — 12:45 p.m.

12:45 p.m. — 2:00 p.m.
2:00 p.m. — 2:15 p.m.
2:15 p.m. — 2:30 p.m.
2:30 p.m. —3:00 p.m.
3:00 p.m. — 3:30 p.m.

ACTIVITY
Arrival/Small Group/Free Choice
Gross Motor/Outdoor Play
Circle/Snack
Story /Music
Free Choice/Art/Learning Centers
Clean-Up/Morning Children Depart/Prepare for Lunch
Lunch/Rest
Free Choice/Art/Learning Centers
Circle
Snack
Gross Motor/Outdoor Play
Small Group Activities

At 3:30 p.m. the evening schedule begins. Please see that schedule for additional

information.
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TIME ACTIVITY

3:30 p.m. = 5:00 p.m. Free Choice/ Homework

5:00 p.m. - 5:30 p.m. Dinner

5:30 p.m. - 6:15 p.m. Small Group/Art/Free Choice

6:15 p.m. — 6:30 p.m. Circle

6:30 p.m. = 7:15 p.m. Large Muscle Play

7:15 p.m. - 7:30 p.m. Snack

7:30 p.m. — 8:00 p.m. Quiet Activities/Prepare to Go Home

#

The staff of Campus Kids has experience and education in Early Childhood Education.
Throughout the year staff continue to get trainings to meet Day Care Liceaguigements
and Step Up to Quality. Please see biographies that are posted.




Lakeland

Community College

(

The preschool child is a person who is working hard at “growing ughave an idea!” and “Let
me do it” are cornerstones of the preschooler's emotional and eeguigévelopment. This
young person is striving to be a more mature, responsible and an indepsgitieHe or she
seek opportunities to take initiative, to pursue new activities, asdaw what they have made
or learned. It is an age of pride, accomplishment, and sharing smecesses. Keeping in mind
each child’s individual development and interests, the goals for the preschooler are

Personal Growth — Caring for one’s needs; fostering self-respect, self-confidemzk
developing trust in one’s own skills and abilities.

Emotional Growth — Helping each child to better understand one’s feelings; encogragin
each child to express and communicate in respectful ways.

Social Growth —Enabling each child with awareness and caring for each othpEriercing
and practicing social problem solving skills; creating opportunit@s positive social
interactions and successes; exposure to cultural and social diversity.

Cognitive — Providing experiences for exploration and experimentation through whicl
children learn to trust their own skills and observations; providing apmtigs for learning
and problem solving skills, logical thinking, and symbolic thinking.

Language —Providing social and learning interactions with peers and adhat<dster oral
communication skills in listening, speaking; reading, and writing skills.

Creative Expression — Providing opportunities to “have fun” and a feeling of
accomplishments through the “arts”; exposure to artists and their art forms.

The program will provide a safe & clean environment. The schootkEggewill enjoy a variety
of academic and social activities. By nature school age childkentd be challenged and
participate in competitive opportunities. Therefore the prograth provide a variety of
materials and activities that challenge their needs and sigerfor example, board games,
computer games, and physical activities.
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The program will not deny enroliment to any person with regard to race, iaigion, gender,
national origin, age, or disability.

The program recognizes that those who work with young children face mangietasions that
have moral and ethical implications. As members of the program’s teachihgrst team, the
teachers agree to honor the following core values of ethical behavior:

Appreciate childhood as a unique and valuable stage of the human life cycle.
Appreciate and support the bond between the child and family.

Respect the dignity, worth, and uniqueness of each individual.

Respect diversity in children, families, and colleagues.

/

Children with special needs are considered on an individual basishesability of programs to
provide a developmentally appropriate program that will promotectiaé development of the
child. The program must be determined to be the least restrictive envirormmtrd €hild.

)

A roster of names and telephone numbers of parents and guardiangd@nchitending the
center is available upon request. The rosters are prepared idawm®mwith Rule 5101 of the
Ohio Administrative Code. This roster shall not include the namelephiene number of any
parent who requests the center Administrator not to include his/her name or telephone numbe

$* !
Parents are required to accompany their children into the cdatsroom and return there to
pick up the child. The center follows sign-in and sign-out procedures.pfbocedure for daily
attendance is mandatory and required by State Law. Upon arrive imdrning, parents are to
sign their child in at the front desk and the staff are to berrméd of arrival and any
circumstances at home that may affect the child’'s behavioctaiok (special visitor, late
bedtime, etc.).

Parents are responsible for informing a staff member when the chilcsileaving. Parents are
urged to pick up their child promptly. If an emergency arises, parentshould immediately
contact the center so that arrangements can be made for a member of thaféto stay with
the child.




Your child will be released only to parents or legal guardiansrsops forwhom the center has
written authorization on the child’s Release Form. The parent or guarslieesponsible for
informing a staff member either by phone or written note ifrtiebild is to be released to
persons other than the parent or guardian. A written permissiobemiquired if thgperson is
not on the authorized pick up list and he or she will be picking up thearhibnsecutivelays.
Proper photo ID will be required. A child shall only be released teoper16 years of age or
older, except when parent or guardian permission is on file. Thitenvpermission shall be
signed and dated by the parent or guardian and administrator.

Children enrolled in the program may notreéeased to or transported by center teachers or staf
while on the premises dfakeland Community Collegén casesf separation or divorce, legal
evidence of the party holding custody must be on file at the center.

0

The center follows state required ratios: The maximum group sizes arefaows:

1:7  Toddlers 18 months — 30 months 14  Toddlers 18 months — 30 months
1:8 2%-3yearolds 16 2% - 3yearolds

1:12 3 yearolds 24  3yearolds

1:14  4-5year olds 28 4 -5yearolds

1:18 Kindergarten — 11 year olds 36  Kindergarten — 8 years old

The center is licensed to accommodate 14 toddlers, 72 pre-school and 23agehbohildren.
The program maintains a quality ratio of 1:6 in the toddler rooml&t@in the preschool room.
Ratios for toddlers and preschoolers may be doubled for 1-%2 hours mhenast long as all
children are resting quietly on their cots and enough staff iseirbtilding to meet the regular
required/child ratio if there is an emergency.

No child shall ever be left alone or unsupervised eithenithe classroom or in the outdoor
play area at any time for any reasonCenter staff are responsible for the health and safety of
the children while they are in attendance. Staff trained in pedifatst aid, recognition of
communicable disease, child abuse prevention, and CPR will be on thegzelring all hours

of operation. College students will assist in the classroom only under thesdipecvision of the
center staff.

No child will be allowed out of the center without adult supervisionldgdm shall be signed in
and out on the center’s daily log upon arrival and departure aettterand a staff member is
made aware of the child’s presence or departure.

All college safety policies of Lakeland Community College and E®are observed by the
center. The center’'s medical, dental, and general emergencgrplabserved and posted by the
entrance in each classroom.
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The environment of the program is designed to promote positive anglablgolearning
experiences for the child and positive interactions between adults and children.

Guidance in the program involves establishing rules for safetyerglehealth, and social
interactions in an environment offering a comfortable atmosphere aawdnsistent daily
schedule. No adult will ever use corporal punishment or other frigiggeor humiliating
disciplinary techniques.

Specific strategies for guidance and discipline in the progtaatt include:
. Using redirection and diversion rather than negative reinforcement.
. Changing the learning environment when it interferes with positive behavior.

. Setting clear, consistent, and reasonable limits and then folldiwnggh on enforcing the
limits.

. Stating the causes and effects of behavior, rewarding apprdpeiad®ior that complies with
the center’s rules and standards, and emphasizing positive behavior.

. When a child’s negative behavior involves frequent hitting, pushing, bitingharm to
himself or other children, or equipment, the child shall be removed thensituation for
problem solving, re-direction, and/or quiet time alone. This time &alised judiciously
before using time out. One rule of thumb is “one minute for each year of the child’s age

. Parents will be informed of inappropriate behavior (as describedb)na#d discipline
measures used at the time. We do not recommend additional disciplpadnts at home
for infraction of Center rules. School behavior is dealt with at schobthe staff may ask
you to discuss a problem with your child.

. The specifications of rule 5105.2-12-22 under Guidance and Management of tl
Administrative Code shall apply to all employees at the Center.

The Center reserves the right to make judgments concerningnttozal from enroliment of any
child from the Center. The policy of the program is one of ongoing diEnsso that parents
and teachers can work out solutions together.




Many toddlers, in the course of normal development, go throughng Ipkiase. This is natural
behavior for very young children, but cannot be allowed for the safetynall being of the
other children.

Staff will be alerted to a biting situation and take preventatieasures to discourage the biter
and protect the other children.

Typically, the following steps will be taken:
1) Separation of the biter and the bitten child.

2) The teachers will calmly and firmly communicate “Biting hurtss Ilhot okay to bite. It
hurts when you bite!”

3) The biting child will be asked to help hold ice over the affected area.

4) If biting occurs frequently, the child may be given a teething toy and lmeieged to bite
appropriate items such as food.

5) An incident report will be given to the parent of the child who was bitten.
6) The parents of each child will be notified of the incident that day.

Toddler biting episodes often accompany periods during which the chelperiencing his or
her independence. It is important that the teachers and/or casegigek closely together to
provide consistent opportunities for self-esteem and “growing up.” Aecemée may be set up
with parents to discuss the situation and to plan managemengisisatieat can be carried out
both at home and at the Center. If the above-mentioned strategiesrédut# and/or eliminate
the biting behavior, it may indicate the biting child cannot handle the demandsnauldtsin of
the social group situation at this time and may be withdrawn. Shuislddcur the decision for
the withdrawal is the sole judgment of the Lead Teacher and Coordinator

#

The program adopts the philosophy of toilet learning, rather than toilentggaifoilet learning is
not required for entrance into the TLC Toddler Classroom. Parentgldiets should discuss
their toilet learning plans with the Lead Teacher. Becauddrehivary in their developmental
readiness for toilet learning, the family and classroom teashiéirwork together to make toilet
learning a positive, successful transition for each child.

Preschool and school age classrooms are not equipped with diaper changing areas.

The amount of naptime children need will vary depending upon their agéy &oinedule, and
growth spurts. As a rule, both the toddler and preschool classrooms lmaime/quiet time
that allows each child to sleep/rest for a minimum of 1-%2 howacflers and assistants will
position themselves to see and/or hear all resting children gincheck on the well being of
sleeping children every 10 minutes. Children may engage in a quietcbt activity after a
reasonable period of rest or sleep. Upon your request, staff el with families whose child
is outgrowing naptime.
14




The assessment process includes a variety of tools used throughgeaittie help track each
child’s learning needs. The assessment includes a developn@atalisg; anecdotal notes and
observations for identifying children’s interests and needs; chechkiml screenings to identify
developmental progress; and resources for arranging diagnefgicals when needed. Other
purposes include utilizing the assessments to adapt curriculum, niggatactices, and the
classroom environment for the benefit of each child.

All assessment, whether formal or informal, are to be usethdyeacher and families as a
means for evaluating the child’s needs and development. All assessmeatsfikential and are
to be utilized at the direction of the parent(s) or caregiver.

Within sixty days of enrollment all children will have a developtakscreening. Referrals, if
needed, will be completed with within ninety days of enrollment. Results wiltdible within
the first month upon request. There will be additional communicatiorh witose
parents/caregivers whose child’s score indicates further assessment.

Communication with the family physician may be recommended. Varsochsol districts,
community agencies, and resources will also be made avatlatiee families. Follow up
support and planning will be developed together with the center and family.

# !

Parent/Caregiver/Teachers conferences will be held a minimumoofimes a year depending
upon time of enrollment. An initial conference will be held to ulscthe child’s transition to
school, as well as other topics of concern. A second or a third eoné&ewill be offered to

address progress in the child’s developmental areas.

Teachers will begin individual assessments through observation andoéa record keeping
through the fall, winter and spring. These assessments will bedshéth the parent/caregiver
during the parent teacher conference. Examples of assessmentsiciude developmental
check list, work samples, and/or portfolios.

Conferences may be conducted in person or by phone.

* 2 3

1. After Coordinator has employed the Inclusion Policy and Procedures and the alld’
being is still a concern as determined by the center.

2. The child cannot be served without a fundamental alteration of the program.

3. The child is a threat to self or others.

However, the policy of the program is one of ongoing discussions so that parents and teache
can work out solutions together.




Staff needs to be alerted to the physical and emotional stagachf child on a daily basis.
Parents are asked to inform their classroom teacher of any aninmajor incidents that occurred
outside of school. This will enable the teachers to be aware wbpseillness/ injuries while
caring for the child’s health and safety.

If child abuse or neglect is suspected, as mandated reporters, hmd2hnido Revised Code, all
child care staff are required to immediately report suspicioreo$e or neglect to their local
public children’s services agency.

A report to Lake County Jobs and Family Services can be madedne p0-350-4000jn
person, or in writing.

)

Lakeland Community College carries general legal lighiisurance for the campus. Children’s
medical coverage should be carried under the parent’s insurance policies.

# !

Children are never transported off site unless it is an emergémcthe event of an
emergency your child will be transported by an emergency vehicle.

All trips are Routine Field Trips. They are walking trips around campus.

Parent/Guardian must complete a permission slip for routinevitipsh include the child’s
name, birthday, and destination, mode of transportation, signature and datdorihiis
good for one year.

TLC & Campus Kids do not participate in swimming activities. However, the childvald use
sprinklers and hoses during hot weather.

All children who are in attendance for 4 hours or more per day will go out dailyeRlezss
your children in accordingly. The weather will be checked daily for arysathat prevent the
children from going outdoors.




Children and pets are a natural fit. Pets provide opportunities for caring, nureurthg
developing a sense of responsibility towards all living creatures.

Depending upon the health conditions of the children enrolled, the classnagnmtroduce a
small pet for the school year. Typically a small animal, sagla gerbil or guinea pig that has
been medically approved by a veterinarian, will be the choice.

Some pets, with a history of carrying disease, such as amphdandmneptiles, are not permitted
as classroom pets.

Pets visiting the center are welcome if they are with an approved orgamizaich as Farm
Park, Natural Wild Life Organization, or the Zoo, and have approval by the coordinat

Pets from home are not allowed due to the unpredictable circumstances a classrioonment
presents.

Adherence to this policy is appreciated and necessary.

The center is a green safe environment. During operating hasts ¢cteemicals and/or aerosols
are not allowed on the premises. Mild solutions of bleach and wateraonlused for cleaning
and disinfecting. The center follows an air pollution policy undergiidance of the Facilities
Management Department on the campus of Lakeland Community Collegeigh established
protocol and communication procedures, the center is informed and advideshota use that
may impact the center’s environment.

) +

The center works in conjunction with the Facilities Management Department te démsuthe
facilities and surrounding outdoor play areas are insecticide, pesticide,ramuidecfree.
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Parents need to check their child for signs of communicable dibe&s® sending him/her to
school. The center has persons trained to recognize the common signs of communicable
disease or other illnesses and will observe each child daily before he/skdlentgoup.

A child is not admitted if circumstances outlined in the Health @ochmunicable Disease
Policies are evident.

Included will be the recognition of the following signs of illnesschild with any of the
following signs or symptoms of illness shall be immediatelgolated and discharged to his
parent or guardian or person designated by the parent or guardian.

Temperature of 100 degrees Fahrenheit taken byugitiaaly digital thermometer when in combination
with any other sign or symptom of iliness.

Skin rash; untreated infected skin patches, unispak, rashes.

Diarrhea (three or more abnormally loose stooliwit twenty-four hour period.)

Evidence of lice infestation, scabies or other piiainfestation.

Severe coughing, causing the child to become rddiuerin the face or to make a whooping sound.
Difficult or rapid breathing.

Yellowish skin or eyes.

Redness of eye or eyelid, discharge, matted eyedasiching, burning or eye pain.

Unusually dark urine and/or gray or white stool.

Stiff neck with an elevated temperature.

Sore throat or difficulty swallowing.

Vomiting more than one time or when accompaniediby other sign of iliness.

Children who have been absent from school for illness may return wlegnate_no longer
contagious and/or have been without a fever, vomiting, or diarrhea foours.The child may
return to school after a full day’s absence.

Any child who is suspected of having a communicable disease or sheigitsgor symptoms of
illness will be isolated immediately and provided with a cot andercomfortable. According to
Ohio Child Care Licensing Regulations we are not allowed to ketegely sick children in the
classroom. Parents are encouraged to develop alternative siclaghigdangements before they
may be needed.

If a child has been excluded from the center for any contagioeas#isor illness, a written
statement from the physician will be requested to verifyttiathild has been diagnosed and is
no longer contagious and can return to the certesign is posted to notify parents when their
child hasbeen exposed to a communicable disease.

The center has neither the facilities nor staffing to carenfildly ill children. If the child is
considered by the parent to be too ill to go outside, the child is too ill to be at the Center
(see outside play policy).

The Ohio Department of Health “Child Communicable Disease Chéotlowed by staff and is
posted for review by parents and staff. All staff is traimedecognizing signs and symptoms of
illness and in hand washing and infection control methods.
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No prescription medications, vitamins, special gliet fluoride supplements are administe
unless instructions to administer such items arttemr, signed, and dated by a licensed physi
and prescribed for a specific child. Apprate forms are available at the center. Medical
that are injected will be administered accordingay care licensing guidelines and regulati

1. No nonprescription topical products or lotions will bepdipd to a child withou
instructions from garent or guardian on the prescribed form provigethe departmen
When used for skin irritation, the topical prodstiall be applied for no longer than
consecutive days at any one period of

. Written, signed and dated instructions for medan, vitamins, special diets, or fluori
supplements for a particular child can be securdgte following way:

a) Instructions shall be signed and dated by the $iedrphysician or dentist and secu
on forms prescribed by the DepartmenJobs and Family Services
(available from the program’s ste
and/or

b) A prescription label attached to the original container which contairech
medication or vitamin, etc., requires the minim

1) Child’'s name

2) Current date (within the last 6 moni

3) Anexact dosage to be giv

4) Specific number of dosages to be given
5) Times the dosages are to be g

6) The route of administrati

Staff members responsible for administerirggspription medication, etc., sh
complete writtendrms each time it is administered. Forms will bptkan file
for one year.

It is ourpolicy that no no-prescription medication will be administered (faample:
Aspirin, Tylenol, cough medicine) without writtenstructions from a phician.

. All medications must be given directly to centergmamnel for immediate safe store

o

B
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The center will complete a report for the following: accident, injury, or divédsich requires
first aid treatment; bump or blow to the head; emergency transportation; or unusual or
unexpected event which jeopardizes the safety of the children or staff.

Parents must be informed of any injury a child has receivedt iStaéquired to fill out an
incidence report in triplicate when any injury has occurred vthiechild is in attendance at the
center. These reports provide parents with detailed informatiordiegaccidents. The teacher,
center administrator, and parent sign the report. One copy is tgitea parent; one copy to be
placed in child’s file and one copy filed in the center’s general files.

Procedures for Emergencies and Accidents

1. Fire emergency, weather, alert plans, and general emergency aia posted in the
classrooms.

2. In the event of an emergency creating a need for medical or dental attentiotipthieg
procedures will be followed:

a. If immediate emergency treatment is indicated, the CampusePatitakeland
Community College will be contacted. Campus Police will bring theiergency
equipment to the area and call the rescue squad if the need is indicated. The pa
will be contacted.

. A child in need of emergency care away from the center lsbatansported in an
authorized emergency vehicle along with child’s records and a rsiffiber.
Staff will remain in an authorized vehicle and/or hospital withcthiéd until the
child’s parents assume responsibility for the child.

If the parent cannot be reached and a doctor’s services are necessaryptie cam
police and staff will obtain the necessary medical information from the child’s
medical on the emergency form. Procedures for family contact on the child’s
emergency form will be followed.

. All accidents will be reported to the TLCoordinator, logged on an incident form and
reported to Campus Police / Health Services. Parents will receive a ctyeyiiogilence /
accident form.

. Fire drills will be conducted at varying times each month unannouaeédornado drills
during the appropriate season. The center has posted a diagram shondimgy evacuation
routes and all exits are clearly marked.

* The program will make every effort to provide a safe and secure environment. Parents
are encouraged to identify and discuss with the Coordinator any pereid risks to
a child’s health or safety.

In the event of an emergency evacuation the children will follow itieeeimergency plans
according to each room’s evacuation routed. See diagrams in classroomwhérdatails.
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@PLEASE NOTE:

THE CENTER IS A PEANUT FREE ENVIRONMENT.
Please do not bring in snacks or treats that contain foods in the nut faiyi

+ *

The Lead Teacher should be informed at the pre-admission confereacg @dods which a
child may not eat for religious or medical reasons.

Parent/Caregivers requesting special diets for cultural lggioes reasons will be asked to
provide written, dated, and signed instructions.

Parent/Caregivers of children with special health needs, féedjials, or special nutrition needs
will be asked to fill out a Child Medical/Physical Care Pédxcompanied with a signed note by
the family physician indicating the health need and required plaation. The center will make

every effort to provide alternate foods to meet the daily-recomndedidéary requirements and
allowances. Parents may be asked to provide alternate foodsstaheedietary needs of that
food group.

+

As required by law, children older than 12 months and under 24 monthéeshmabvided whole
homogenized vitamin D fortified cow’s milk. Children over 24 months Wél provided 2%
vitamin A or vitamin D fortified cow’s milk.

Any alternate milk substitute will require a Child MedicalyBical Care Plan and a note from
the family physician.

Organic cow whole milk (whole and/or fortified) is acceptedhaitt the care plan or doctor’s
note.
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Success in an early childhood classroom depends on cooperation betweds gaileteachers.
Parents are asked to keep informed of center activitiesaloyngeregularly scheduled newsletters
as well as reading announcements posted on the parent bulletinrbdae hallway. Parents will
have opportunities to participate in individual conferences with thel Oesmcher, but daily
communication is also encouraged at arrival and departure tinemt®ahould plan to take time
periodically for discussion of their child’s activities at home air school. Parents may
communicate with any program staff member when assistance is ne&aded to concerns about
the program. Annually, parents are given an opportunity to formally evaluatentee. ce

A parent who needs assistance with problems or who has a concern or complaint with or abot
some aspect of the program should try to discuss and resolve the difficulthjrécsty with the

Lead Teacher and then the Coordinator. In the event that a difficulty remassslved, the

parent, Lead Teachers and Coordinator will discuss the issue with the Tld@oDiFgom this
meeting a recommendation or decision will be made to the Center staff reghedmgtter.

Any employee who needs assistance with problems, concerns, or casid follow the same
protocol.

The TLC & Campus Kidsecognizes the importance of a child’s family and the staft@emes
them as observers and contributors to our program. We hope communieétidres open and
frequent, built on trust and the goal of helping children reach the optimum of their degatopm

. 'S N

Any custodial parent or legal guardian of a child enrolled in the anog permitted unlimited
access to the center during its hours of operation for the purposesofiogpgheir child. Upon
entering the premises, parents shall notify the Coordinator or her designee mfethence.

Parents need to check each day the child’s mailbox that is providdeftamily and the child.
Messages, newsletters and other pertinent information to tliksatmrollment will be placed in
your mailbox. Parent information boards outside each classroom and lobbyearea contain
notes of interest to parents.

Parent programs are planned throughout the year for familigst together to discuss issues of
interest. Please contact your lead teacher with topics of interest.

Parents are encouraged to share a special activity, skdlleot with the class. Parents/guardians
are also welcome to join your daily classroom activities. Cheitk your lead teacher for
available time.
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When sharing special snacks and treats from home, parents are encourageditbesfiehele
fruits or commercially prepared packaged foods in factory sealed costdtoeds that have
been prepared by a store or restaurant are also acceptable.

Please observe the “low sugar” nutritious snack policy. Please avoid foodsigathssibstitutes,
artificial colorings, and chemicals.

) n

Parents are encouraged to help their child select somethingaibsito share with friends.
Books, games, music, and nature items are examples of a fewthdeagork well. Anything
related to education, sports, and the arts will be a sudgclgdren should not bring valuable
or breakable items to the

Toys brought from home can present special problems for the ctilldtaff. Prized possessions
are very difficult to share. Parents need to help children underdtahdoys are better left at
home. For safety and programmatic reasons, toy guns, knives, swordsysyand/or any toy of

a violent nature will not be allowed.

Young children may like to have a security item from home, suchbéan&et, a pillow, or soft
toy, to help bridge the gap between the home and the center.

Children enjoy celebrating their birthday at the center. A spenick or treat is welcomed by
all. Please do not bring in peanut butter or foods containing peangtParents are encouraged
to discuss their contributions for any celebration with the chileeher. Parents may wish to
help their child select a book, game, or nature item to give to their class dsrthday gift.

Holidays are viewed as special times to celebrate and ¢dédhen about different traditions and
cultures. The progrardoes not offer religious instruction, but may discuss different haida
help children understand and appreciate various traditions and cultigesnddurage parents to
share their family’s celebrations and traditions with theirdthiclassroom. Please talk to the
Lead Teacher a few days in advance so that she may plan accordingly.

If parents have objections to the child’s participation in certain celebrationse itk
to the Lead Teacher. Arrangements will be made so that the family’sgmedsrmay be honored.




The Teaching Learning Center and Campus Kid’s will be open wkehakeland Community

College is open and according to the Center’s calendar. If ayfgmnih doubt as to whether the
center is open, call Lakeland’s Emergency Hotline at 440-525-724sten Ito local radio

stations and TV Channels 3-5-8. In the event of an emergency closiagispaill be contacted

as soon as possible and be given specific deadlines.
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