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Teaching/ Learning Center

Lakeland Community College Building L
7700 Clocktower Drive Rooms L-01 - L14
Kirtland, Ohio 44094

The program consists of the Toddler Developmengdrhingclassroom, ages 18 mont— 3,
and the Preschool / PKandergarten classroom, es 3-6.The owner of the Teaching / Learni
Center isLakeland Community Colle( and the owner’s representative is the Dean of
Services and Public Service Technolc

The Teaching Learning Center is licensed by théeSia Ohio Deprtment of Job and Fami
Services. The Center operates legally in accordamte Chapters 5101-12 of the Ohio
Administrative Code governing licensure of ChildyD@are Centers

The Teaching Learning Center is an accredited praodry the National Association of
Education for Young Childrehis accreditation ensures that the Teaching Lagr@enter ha
met the criteria for professional standardexcellence in the early childhood fie

Front Desk 440-525-7500
Toddler Classroom 440-525-7326
Preschool Classroom 440-525-7003
Toddler Lead Teacher Office 440-525-7489
Coordinator Office 440-525-7196
Preschool Lead Teacher Office ~525-7196
Fax Number 44-525-7637

Calls made to the Center between 15 a.m. and 6:00 p.m. will be answered by
receptionist on duty. Calls will be forwarded to each classroom nd/or messages will bt
taken as need be. Centestaff has immediate access at all times to a workgntelephone in
each classroom.

The Coordinator has office hours from 1-4.00 p.m. Monday through Friday. If you would li
to meet withthe Coordinator at another tir please call either the Coordinator or receptic
and a more convenient time will be schedt

Hours of operation are Monday through Friday (yeand) 7:15 a.m. until 6:00 p.r

The center will be closed to observe the followhaidays: Labor Day, Martin Luther Kin
Day, President’'s Day, Memorial Day, Fourth of Juwdfour Teacher Preparion / In-Service
Days.Holiday breaks include Thanksgiving break, Decentitmdiday break, Spring break, an
center closing in August. Please check the TLCnztefor specific date
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Enroliment in the Teaching Learning Center is open to the public. édlege facility, the
center is committed to the policy that all persons who may bdreh our type of curriculum
shall have equal access to its program and facilities. Chilthahlze 18 months to 5 years by
the time of enrollment. Each child and parent will have a persot@aliew prior to enrollment
in the TLC. Vacancies are filled on a first-come, firstvedrbasis with preference given to
brothers and sisters of children presently or previously enrollezlc&hter reserves the right to
make decisions about the initial and continued enrollment.

At the time of registration, the parents will receive enrofitnpapers including a personal
history form, a medical form, and an emergency medical auttiorizéorm. Ohio Laws for

Child Day Care Centers require that each child be examinedibgnsed physician prior to the
date of admission or within 30 days and annually thereafter untilaés y& age. Prior to

admission means within 6 months for children less than 3 years, WRhimonths for 3-6 year
olds.

The center must have the completed Emergency Medical Formtedrefore your child may

enter thecenter. Parents are asked to keep the center informed duringahefychange of
address and phone numbersi@tne or atvork so that we can keep information updated.

" #

Many toddlers and preschoolers experience their first separaton garents and their first
introduction to group care when they enroll at the TLC. We want to rhake the transition
from home to center as smooth and positive as possible. With thisxgoadd, the child will be

gradually introduced to the classroom environment over a period of oke Avparent must be
present the first two days of transition. We have found that this & unhurried introduction
helps the child adjust to a group situation easier. The lead tezfob@ch classroom will provide
the enrolling family with a schedule of dates and times for transitioning.




Enroliment in the Teaching Learning Center is considered continuousnéryear. Parents
“purchase” a one-year enroliment “slot” for child care by comtegreement. Your child’s
tuition is a yearly fee, and is calculated to include all days of operatieruition is broken into
monthly and weekly payments for your convenience and Pasents are charged for all days

a child is enrolled whether the child is in attendancer not. All children continuing their

enrollment slot through August, and not continuing on to kindergarten, will atitaity be re-

enrolled for the next school year. The last day of school for thaisg gn to Kindergarten will
be the last day of summer before closing for two weeks.

Tuition payment is due at th@eginning of each week. Please remit to the college’s cashier’s
office or to the Lead Teacher in each respective classrooomp®P payment of your bill is
required. Fees two weeks or more in arrears will result in lpessiithdrawal procedures.
Checks can be made out to Lakeland Community College / Teaching Learning Cent

No credit on tuition is given for absence due to illness, appointmamsséheduled school
holidays and/or school closings due to weather, etc. When holidays ocouy the school
week, a full week’s tuition must be paid.

When an enrollment position is given up, theC immediately considers the waiting list for
enrollment entry. Children who are newly enrolled in the TLC in Juaehen automatically re-
enrolled in the program in September.

TLC’s tax exempt number 34-1011011

In the event that a parent chooses to withdraw their child priorttaree at the TLGhere will
be no refund of any fees.

Parents/caregivers should notify the TOBordinator if they plan to withdraw their child. Two
weeks advance notice in writing must be given. Full fees remainuileexpiration of those
two weeks whether or not the child is in attendance

Parents/caregivers are required to call the center if ¢chéd will be absent from school no later
than 9:30 A.M.The TLC Preschool telephone number is 525-700&nd theTLC Toddler
class number is 525-7326.
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Late fees are charged anytime a child is picked up afdér B:M. If the parent/caregiver knows
they are going to be detained, they should notify the TLC so tHecatafeassure the child. The
late fee is $5.00 for each 15 minutes past the closing time.

If by one half hour after closing time the TLC has not heard from the paregiie;, an
emergency situation will be assumed. Lakeland Community College Campees Widlbe
called and the situation will become a matter of police record as an emergenc

Parents/caregivers who are chronically late will be astediscuss the problem with the Lead
Teacher. Consistent lateness may be cause to ask you to withdraw youochitddrmprogram.

In all cases, a parent must, if late, sign the late sheet gnth@appropriate overtime charges
within two school days.

' $ (# $ ) S

The TLC does not provide breakfast as part of the meal plan. Parent/Caredieawish to
bring in a breakfast meal must provide, as required by law, one servindhoflaatmilk, a
fruit or vegetable, and a bread or grain.

Parent/Caregivers who wish to bring in a breakfast snack are asked to providewinack
nutritional value. Please inform the teacher that this is not a “meal”.

Please note that all foods that have been opened must be thrown away after themaekl or s
Unopened foods will be saved.

( ) $

A morning and afternoon nutritious snack shall be served and conhtaastione food from two
of the four basic food groups. The children often prepare snacks digisgy as part of the
educational curriculum.

Children in attendance in the TLC shall be served a luncheon meah wdmnstitutes one-third
of the child’'s recommended daily dietary allowance from allgiups, and is catered by the
College’s Food Service. Routinely, lunch for toddlers will be served1a30 a.m. and
preschoolers at 11:45 a.m.

Children younger than 3 years will not be offered these foods: hat d@bgle or sliced in
rounds, whole grapes, popcorn, raw peas, hard pretzels, chunks of raw, carroeat larger

than can be swallowed whole.
v? =
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Children attending the TLC have the added benefit of enriching exiges with the early
childhood students, faculty, and other department students, and person on damipiss.
learning environment an exchange of ideas, materials and teachaggists benefits all
programs. For this reason, parents will be asked permission tq #loanetime to time, their
child’s classroom work, including Portfolio’s. Under the guidance &EEfaculty, for
educational purposes only, all materials will remain confideaima be returned to the child’s
teacher.

The TLC Parent Committee is a group of parents/caregiversrandtaff member that meet 4-6
times a year. All parents/guardians are welcome to joinctinsmittee. The goal of the parent
committee is to provide opportunities for parents to get involved in saweoits. The parent
committee sponsors different events, fundraisers and guest speéakedsicate parents on
various topics throughout the year.

The Lead Teacher will schedule two yearly conferences. Tham&ferences give

parents/caregivers and teachers the opportunity to meet prigatbly share information about
the child’s development at home and at school. A parent/caregivaeactzer may also initiate
conferences at any time during the year. Parent conferenitdsevineld in January and May
during the center’s operating hours.

)

The TLC teaching staff are professionally trained in eahydbhood education and child
development. The lead teachers in the center hold baccalaurgatsr @quivalent degrees in
Early Childhood Education. Associate teachers hold, minimally, an R$sobegree and
experience in Early Childhood and a State Department of Educatekiritiergarten Associate
Teaching License. Other adults in the center may include studachers from the Early
Childhood degree program.

)

The function of the Teaching Learning Center at Lakeland Commupitgde is to train Early
Childhood Education(ECE) students preparing for teaching careers with young children
Student Teachers will be assigned to teach with the Teachingihgaenter staff in both the
toddler and preschool rooms per semester. Students will gain eqeerie all aspects of
operating an early childhood classroom, including opportunities to inteiacour families. As
members of the TLC Programs, families will be asked to suppefECE students in their final
stage of teacher education.
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The mission of the Teaching Learning Center isrtwigle quality care and learning for t
children and families that we serve while modebndevelopmentally appropriate ea
childhood program for early childhood educaticudents.

+

Provide an educational childcare program of théadmsg quality to Lakeland Commun
College and community familie

Provide children 18 months 6 years with developmentally appropriate educatis
experiences.

Provide aquality program whose curriculum reflects the ctigaj emotional, physica
social and creative development of the young ¢

Establish a positive ongoing rapport with careguay being supportive of families’ got
and needs.

Serve as a training facility and observational fitd_akeland Community College stude
preparing for careers in Early Childhood Educat®sychology, Nursing, Education, a
other related fields.

Function as a laboratory for development of cutim and teaching strategies for e
childhood centers.

)

The philosophy of the TLC is to inspire in youndldten the values, challenge and exciten
for learning through teacher guidance and soctaractions. Young children shld have the
opportunity to establish positive attitudes towdtdslearning process, teachers, and sc
through a variety of creative and meaningful sctemivities. The Teaching Learning Cen
believes that positive relationships with the faesildf the children enrolled are of utmc
importance. Through information gathered from peeobservation, and interaction with
child, teachers plan curriculum that reflect théiwdual needs and interests of each child.
program and classroom enwiments are designed to meet the different legrsiiyles anc
creative expressions of the childt
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The toddler child is a person who is full of awe and wonder. Evepgreence provides new
information about them and the world they live in, “Me” and “mine’his tentral learning point
for all toddlers. As they use their bodies and senses to explareetheronment, this self-
centered, hands on learner is striving toward independence and s#@msag in mind each
child’s individual stage of development, the goals for the toddler learner are:

Personal Growth — Caring for one’s needs and developing trust and confidence in one’
own skills and abilities.
Emotional Growth — Helping each child to better understand their feelings througr
opportunities to manage, regulate, and practice emotional and physidabl cof their
bodies.
Social Growth — Providing opportunities to learn how to play, be a member of a group an
develop trust for other known caring adults.
Cognitive Growth — Providing experiences to learn about their world that encourag:
problem solving and sustained attention.
Language Growth — Offering activities and an environment that encourages awaidlety
of communication skills including conversation, books, and the world of drawaly
writing.
Physical Growth — Providing many opportunities to develop basic gross motor skills ant
basic fine motor skills.
Creative Expression— Providing many medias of art for self-expression and pride its one
creativity.

+

The preschool child is a person who is working hard at “growing ugiavke an idea!” and “Let
me do it” are cornerstones of the preschooler's emotional and eegui@évelopment. This
young person is striving to be a more mature, responsible and an indepsgitidde and 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 smetesses. Keeping in mind
each child’s individual development and interests, the goals for the preschoal érarne

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

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

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

Cognitive — Providing experiences for exploration and experimentation throughhwhic
children learn to trust their own skills and observations; provided oppaesifar learning
and problem solving skills, logical thinking, and symbolic thinking.

Language— Providing social and learning interactions with peers and atiatt$oster 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.




Time

7:15-8:00

8:00-9:30

8:30-9:30

9:30-10:00

10:00-10:45
10:45-11:00
11:00-11:15

11:15-11:30

11:30-12:15

12:00-12:30

12:30-3:00

3:00-4:00

4:00-4:45

4:45-6:00

Activity

Parent-Teacher-Child Greetings Welcome and acknowledge each
child/family upon entry.

Enrichment and Open Snack Play Centers Open: Sensory Table, Table,
Cooperative Learning Center, Construction, Dramatic Play, Librarg, a
Writing Center. Enrichment activities may include art, tajdenes, science
activities, language arts, and gross/fine motor.

Diapering/Toileting Learning

Family Meeting — Good morning songs and theme related activity —
Song/Story

Large Motor Play — Indoors or outdoors weather permitting.

Small Group — Teacher directed activity that includes skill development.
Manipulative— Materials and activities

Pre-Lunch — Teacher directed activity with whole group used as a
transition to lunch.

Lunch Socialization, Table Manners, Self-serving skills, and exposure to
new foods.

Diapering/Teeth

Nap Prep— Books on cots

Nap Time Rest/Sleep offered one and half-hours. Remainder- quiei
activities

Snack / Enrichment — Classroom centers are open for children’s free
choice while snack and enrichment is being offered

Diapering / Toileting

Large Motor — Indoor or Outdoor

Closing Choices- Tabletop choices. Preparation to go home.
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Time

7:15-9:00

9:00 a.m.
9:00-9:30

9:30-10:30

10:30-11:00
11:00-11:30
11:30-11:45

11:45-12:30

12:30-1:00
1:00-3:00

3:00-4:00

4:00-4:15
4:15 - 4:30

4:30 - 5:30

5:30-6:00

Activity

Teacher / Family Greeting
Breakfast, free play, and large motor activities

Preschool Begins

Focus Time— Teacher directed small group activities

Class Time / Open SnacKThis is an enrichment time during which all
classroom centers are open. Teachers are available in timses as well

as offering special curriculum related activities. Thatees include art,
language arts, math manipulative, science, dramatic play, blocks asa
water, and computer. Special activities may include cooking, sgience
experiments, board games, card games, creative expressions, wasject
etc.

Musical Arts — Singing, dancing, and musical instruments

Large Motor Play Indoor / outdoor activities

Pre-lunch — Teacher directed language arts activities

Lunch  Family style lunch, socialization, table manners, clean-up anc
tooth brushing

Preparation for Naps — Books, puzzles, story time.

Nap Time — Sleep, rest, quiet choices

Snack / Enrichment— Teacher directs small group activities geared toward
language arts, math, science or social/emotional development

Musical Arts Activities

Small Group — Teacher directed activities

Gross Motor - Indoor/Outdoor weather permitting.

Quiet Time Tabletop choices. Preparation to go home.
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The program will not deny enroliment to any person with regard to race, igigion, 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 teachihgrat 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 idasmomwith Rule 5101 of the
Ohio Administrative Code. This roster shall not include the namelephene number of any
parent who requests the center Administrator not include his/her name or telephone number

| "*

Parents/caregivers are required to accompany their childrethentmenter classroom and return
there to pick up the child. The center follows sign-in and sign‘amaeplures. This procedure for
daily attendance is mandatory and required by State Law. Up®alarrithe morning, parents
are to sign their child in at the front desk and the stafft@ree informed of arrival and any
circumstances at home that may affect the child’'s behavioctaiok (special visitor, late
bedtime, etc.).

Parents/caregivers are responsible for informing a staff member whethe child is leaving.
Parents are urged to pick up their child promptly. If an emergency arisesparents should
immediately contact the center so that arrangements can be made for a mieen of the staff
to 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 guarsliaesponsible for
informing a staff member either by phone or written note ifrtiekild is to be released to
persons other than the parent or guardian. A written permissiobevittquired if thgperson is
not on the authorized pick up list and/or he or she will be picking uphttet on consecutive
days. Proper photo ID will be required. A child shall only be ssddo persons 16 years of age
or older, except when parent or guardian permission is on file. Thigmwpermission 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 arefadows:

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  3year olds

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 23agebohildren.

The program maintains a quality ratio of 1:6 in the toddler rooml&l@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 aettierand a staff member is
made aware of the child’s presence or departure.

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

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

Specific strategies for guidance and discipline in the progfaatt 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 folldiwinggh on enforcing the
limits.

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

. When a child’'s negative behavior involves frequent hitting, pushing, bitngharm to
himself or other children, or equipment, the child shall be removed tinensituation for
problem solving, re-direction, and/or quiet time alone. This time &ealised 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 mediated witltcladd but the 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 concerningnttoxal 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 safetynell 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 chekperiencing his or
her independence. It is important that the teachers and/or casegivek 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 demandsaumdtsin 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 amount of naptime children needs varies depending upon their age, Sah@tule, 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.

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

Preschool and school age classrooms are not equipped with diaper changing areas.
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The assessment process includes a variety of tools used throughgeaittie help track each
child’s learning needs. The assessment includes a developnwrtalisg; anecdotal notes and
observations for identifying children’s interests and needs; chechll screenings to identify
developmental progress; and resources for arranging diagnefgrcals when needed. Other
purposes include utilizing the assessments to adapt curriculum, niggataictices, and the
classroom environment for the benefit of each child.

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

Within sixty days of enrollment all children will have a developtak screening. Referrals, if
needed, will be completed with within ninety days of enrollment. Results wiltdble 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 avatlaldee 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 asscthe child’s transition to
school, as well as other topics of concern. A second or a third eonéewill be offered to

address progress in the child’s developmental areas.

Teachers will begin individual assessments through observation audidtahtiecord 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.

1 2

1. After Coordinator has employed the Inclusion Policy and Procedures and the akll’
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 aninwajor 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, hmdahnido Revised Code, all
child care staff are required to immediately report suspiciorebo$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 routineviipsh include the child’s
name, birthday, and destination, mode of transportation, signature and datéorihiis
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.

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

Depending upon the health conditions of the children enrolled, the classnagnntroduce a
small pet for the school year. Typically a small animal, agla 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.

+ ) /I %

The center is a green safe environment. During operating hawts ¢teemicals and/or aerosols
are not allowed on the premises. Mild solutions of bleach and watgmamnlused for cleaning
and disinfecting. The center follows an air pollution policy undergindance 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&és® 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 foligwsigns of iliness: A child
with any of the following signs or symptoms of illness shall benediately isolated and
discharged to his parent or guardian or person designated by the parent or guardian.

Temperature of 100 degrees Fahrenheit taken byuailiasly digital thermometer method when in
combination with any other sign or symptom of iee

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

Diarrhea three or more abnormally loose stoolsiwightwenty-four hour period.

Evidence of lice infestation, scabies or other piicainfestation.

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 eyedasdiching, 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 accompaniedry other sign of illness.

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 siclaghidgdangements 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 dietsflooride supplements are administe
unless instructions to administer such items arttemr, signed, and dated by a licensed physi
and prescribed for a specific child. Appropriatenie are avaible at the center. Medicatio
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 a parent or guardiar the prescribed form provided by the departm
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 medaratvitamins, speciaiets, or fluoride
supplements for a particular child can be securdte following ways

a) Instructions shall be signed and dated by the $iedrphysician or dentist and secu
on forms prescribed by the Department of Human iSesv(available from tt
program’s staff)
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) An exact dosage to be gi\

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 written forms each time it is admiered. Forms will be kept on fi
for one year.

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

. All medications musbe given directly to center personnel for immedsgatte storag

(5
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The center will complete a report for the following: accident, injury, or Hivésich 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 iStagquired to fill out an
incidence report in triplicate when any injury has occurred vthigechild is in attendance at the
center. These reports provide parents with detailed informatiordregaccidents. The teacher,
center administrator, and parent sign the report. One copy is tgitha 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 emergenacy @ta posted in the
classrooms.

2. In the event of an emergency creating a need for medical or dental attentfotipthieg
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 necessaryptige 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 chyintitlence /
accident form.

. Fire drills will be conducted at varying times each month unannouacédornado drills
during the appropriate season. The center has posted a diagram shoidimg 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.




PLEASE NOTE:

&

THE CENTER IS A NUT FREE ENVIRONMENT.

Please do not bring in shacks or treats that contaifoods in the nut family.

( *

The LeadTeacher should be informed at the -admission conference of any foods whic
child may not eat for religious or medical reas

Parent/Caregivers requesting special diets forurlltor religious reasons will be asked
provide written, dated, andgsied instruction:

Parent/Caregivers of children with special healtbds, food allergies, or special nutrition ne
will be asked to fill out a Child Medical/Physic@hare Plan accompanied with a signed not:
the family physician indicating the hth need and required plan of action. The centdrmalke
every effort to provide alternate foods to meetdhady-recommended dietary requirements .
allowances. Parents may be asked to provide ateefoads to meet the dietary needs of -
food group.

(s

As required by law, children older than 12 monthd ander 24 months shall be provided wr
homogenized vitamin D fortified cow’s milk. Childreover 24 months will be provided 2
vitamin A or vitamin D fortified cow’s milk

Any alternate mk substitute will require a Child Medical/Physicaare Plan and a note frc
the family physician.

Organic cow whole milk (whole and/or fortified) &cepted without the care plan or doct
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&ded 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 renmaesolved, 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

H+ | #4 !

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 Administ@oandinator or her designee of their
presence.

Parents need to check each day the child’s mailbox that is providdeeftamily and the child.
Messages, newsletters and other pertinent information to tliésabimrollment 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, skill, or talariheitlass. Parents/guardians
are also welcome to join your daily classroom activities. Check with gadrteacher for
available time.




) ) $

When sharing special snacks and treats from home, parents are encourageditbesfighele
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 foodsigatissibstitutes,
artificial colorings, and chemicals.

)

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

Toys brought from home can present special problems for the cildtaff. 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, swordgysyand/or any toy of

a violent nature will not be allowed.

Young children may like to have a security item from home, suchbéaniet, 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 tbddren about different traditions and
cultures. The progrardoes not offer religious instruction, but may discuss different halitia
help children understand and appreciate various traditions and culturesnddurage 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 ayfémih 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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