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We have many goals for each child enrolled at St. John’s Westminster Learning Center, but at all times we know that we are responsible for caring for your precious little ones as you would. The physical and emotional well being of each child is always our primary concern as we encourage his/her individual development.

As a ministry of St. John’s Westminster Union Church, each staff member believes in and demonstrates certain moral values that adhere to modern Christian examples of the word of God. We consider St. John’s Westminster Learning Center to be a non-denominational daycare, however we strive to make it a very warm, nurturing and spiritual environment.

We work closely with church members to ensure not only high quality care of children, but to maintain our spiritual nature.


The Ohio Department of Job and Family Services licenses our Learning Center. This license reflects the number of children we are permitted to serve at any one given time. We operate below this number (see ratios, page8) when operating at normal capacity. The license is posted in the Director’s office located on the second floor of the daycare center (see map, page 30).

By law we must also post the most recent Licensing Specialist report. This is the report that is completed by our Licensing Specialist after his/her center visits to determine the center’s compliance with state laws. One visit is scheduled and one visit is unannounced. These reports are posted by both tuition boxes and at the top of the front stairs outside the 4-year-old classroom.

The Department of Job and Family Services has a toll-free telephone number, which any person may use to report any suspected violations. This number is 1-800-686-1671.

St. John’s Westminster Learning Center is a mission and social outreach of St. John’s Westminster Union Church. Therefore, our governing body is the council session of the church. From the congregation a Learning Center Committee is elected. This Committee is comprised of 6 or more church members who make decisions regarding the policies of the daycare, with input from the director.

The Committee hires the Daycare Director of St. John’s Westminster Learning Center. She/he has the authority to make most decisions regarding the day-to-day operations of the center, including but not limited to hiring staff, ordering supplies, providing educational content, and supervising staff.

Addressing Questions or Concerns:
If you would have a problem or concern during your time at St. John’s Westminster Learning Center, please bring it to the attention of your child’s teacher, or if you feel the response was not adequate, please call the Director as soon as possible. Many times issues become major problems if too much time elapses. The Director is responsible for answering and addressing your concerns.

If at any time you feel the Director has not answered your questions or concerns, you may contact the Pastor, who is also the Head of Staff, to discuss your issues. If you still would like to talk about your concerns and feel that it should be brought up to the Learning Center Committee, you may contact the Chair to discuss any issues or concerns. This may be done in written form or by phone. Both the Pastor and the Chair of the Learning Center can be reached by calling the church office (347-4613).

Our goal is always to provide the highest quality care possible and open communication is crucial to creating a family atmosphere where all feel their opinions are heard and respected.


St. John’s Westminster Learning Center is a non-profit and non-denominational organization located at 1085 Neeb Road, Cincinnati, OH 45233.

Important Numbers:

                                Daycare Phone Number 


(6:30 am-6:00pm)……………922-2703

                                Director’s Voicemail

                               (24-Hours)………………….981-7071

                               Email: stjohnslearningcenter@current.net
                               Church Phone……………347-4613


             Our tax identification number for tax and other purposes is…30-0035904

Hours of Operation:


                             We are open from 6:30 a.m. –6:00p.m. Monday through Friday

Late Policy:

St. John’s Westminster Learning Center closes at 6 p.m. daily. This is a non-negotiable time. Late charges will be given to parents who have not yet picked up their children by 6:01 p.m. The charges are $1 per minute per family. These late charges will be paid directly to the two caregivers staying late with your child. These fees must be paid immediately or future daycare services may be denied.

Abuse of Late Policy:

When a parent is found to be excessively late, a probationary period will be enforced. Excessive lateness is defined as 2 late days in a one-week period or 5 times in one month. Probationary period will be 6 months in length, and parents arriving at the center after 6:00 p.m. 3 times during this probationary period will be excluded from the center. Probationary periods begin the day the parent is notified of the probation. Probationary charges are $1 per minute per child.

Wait List Policy

Parent with a child currently enrolled:

If you already have one of your children enrolled and would like to schedule another child to start also you need to contact the Director as soon as possible to let us know that you are interested in having your other child or children put on the wait list and the approximate start date of those children or child. 30 days before that start date, you should call in to check availability. If there is an available spot in the center you should fill out a registration form and pay the registration fee to hold your child’s spot until the start date. If for any reason the start date would have to be pushed back you would have to start paying 50% of the weekly tuition from the original start date to keep your child’s spot open until you can start.
New Parent:

If you are a new parent to our Learning Center and we do not have any availability at the time you call to inquire about starting we then will ask to put you on the wait list. If you would like to be put on our wait list we will ask you for the following information:

1. Name of Parent(s) or Guardian(s)

2. Name of Child or Children

3. Date of Birth or expected due date

4. Phone number 

5. Address- so we can send you information about our center and how to maintain your status on our wait list.

To maintain your active status on our wait list we ask that you call back about every 4-6 weeks and leave a message that you wish to keep your status on the wait list active. Then we will note the date of your call and that you are still active. Should we not hear from you after 8 weeks from your initial call, we will presume you have found other day care arrangements and remove you from the list.

As always our wait list is first come first serve, but we do offer priority to parents who already have children in our center and to employees who are currently working at the center. Daycare Closings. As always our wait list is first come first serve, but we do offer priority to parents who already have children in our center and to employees who are currently working at the center.

At the time that we have availability at the center for your child we ask that you fill out a registration form and pay the registration fee. If for any reason you would have to push back your original expected start date you would have to pay 50% of the weekly tuition to keep your child’s spot until you can start.

The Learning Center reserves the right to review individual cases that may be exceptions to this policy as might be consistent with the mission and ministry of St. John’s Westminster Union Church.

Our staff/child ratios are:

6 weeks-12 months……………1 adult/ 4 children

12-18 months…………………..1 adult/ 5 children

18-24 months…………………..1 adult/ 6 children

24 months potty trained……….1 adult/ 7 children

2 ½ years- 3 years……………..1 adult/ 8 children

3 years…………………………..1 adult/ 12 children

4 years…………………………..1 adult/ 14 children

Daycare Closings:

Holidays

We will be closed the following holidays:

New Years Eve

New Years Day

Memorial Day

Fourth of July

Labor Day

Thanksgiving and the Friday After

Christmas Eve

Christmas Day 

Unplanned Closings:

St. John’s Westminster Learning Center will remain open for most snow days; however there may be times when weather, power/heat failure or other unforeseen events force the center to be closed. Parents will be notified by phone as soon as a decision to close; delay, or reschedule has been made. This, thankfully, is not a common occurrence, but we strive to keep the safety of the 

children and staff in mind at all times, which may be the reason for closing the center. You may receive a phone call on extreme weather days asking if you would pick up your child early. Typically this is an option parents can choose to exercise. We do this in order to send as many staff home as possible on severe weather days.

You may also call the Director’s voicemail number 981-7071 to hear a recorded message regarding possible delays or closings.

The decision to close or delay opening the center is always at the discretion of the Director and the Learning Center Board Members.

There are no adjustments in tuition for holidays and unplanned closings.

Meals:

We do not provide lunches for your children. We do provide a St. John’s Westminster Learning Center lunch bag for you to send your child’s lunch. 

St. John’s Westminster Learning Center does provide a daily AM snack and PM snack, milk, and 100% fruit juice for your children.

Snacks provided are served daily at various times to all children in the 12-month room and older.

Infant Meals

All food must be provided by parents of children 6 weeks until the child is moved to the 12-18 month room. We have refrigerator space labeled with your child’s name for bottles and shelf space for food. You may bring in extra food and we will keep it for you. Please label all bottles and boxes of food with your child’s full name. This is not only helpful, but it is a state law. All formula must be pre-mixed and ready to serve. We are not permitted to mix formula. Please take all bottles home after 24 hours. We heat infant bottles in small crock-pots. We do not use the microwaves to heat infant formula.

It is the responsibility of parents to inform their child’s teacher of any food allergies, food intolerance, or special eating habits. We will then form an eating plan so that your child remains comfortable with eating at the daycare.

Breakfast:

St. John’s Westminster Learning Center is not required to provide breakfast meals for the children; however, we do allow children to eat their breakfast with us at daycare. Please bring breakfast foods with you and we will see that your children receive their food. Some classrooms have storage for your extra breakfast foods. If you bring your children to daycare after 8:30 am, please see that they eat breakfast at home or that you are able to sit with them through breakfast. Each teacher will be preparing to start the day’s activities by 8:45 and will not be able to appropriately supervise your child eating breakfast.

Attendance:

Of course attendance is never required at daycare, but we do appreciate a phone call or verbal message that your child will not be attending. We also appreciate a call to let us know if your child will be arriving late. We are always interested in how your child is doing, so when they are expected at daycare and do not arrive we like to make sure everything is okay. This also helps teachers plan various activities. Please call by 9:00am if possible.

During the summer and during various holiday seasons, your child’s teacher will ask you to sign up on a sheet of paper whether your child will be attending or not. Please fill out honestly as teachers and substitutes are schedule according to your answers. If you need to change this status, please let the teacher know as soon as possible.


Registration Fee:

A non-refundable registration fee of $50.00 is due at the time of your first tuition payment.

Refunds for Absences:

There are no refunds for absences unless the child is under a doctor’s care and absent form daycare for a minimum 5 consecutive days. Weekends and daycare holidays may not be counted as part of these 5 days away from St. John’s Westminster Learning Center. Sick weeks will be half price. The deduction will be taken off your next tuition payment. After you have taken a sick week, please write your check for ½ your regular amount. Please write “sick week”, the dates and your child’s name in the Memo portion of your check.

No more than 2 sick weeks may be used in a calendar year.

Placements of Tuition:

Please place your tuition in one of the two gray metal locked containers. One is located on the 1st floor in the 12-18 month room and the other is at the top of the back stairway outside the older 2 year old class (see map for locations, page 30).

Tuition is due the Friday before each week. You have a grace period until 9:00am Monday. There are no exceptions. If your check is placed in the tuition box after 9:00am, a $5 late fee will be added to your account. You may pay for as many weeks at one time as you like as long as you in pay in advance of the weeks. Late fee will double to $10 if not paid the following week.

Please make your check payable to: St. John’s Westminster Learning Center AND place your Child(ren)’s name in the MEMO section. A returned check fee of $25.00 will be assessed to your account for each check returned for non-sufficient funds.

Receipts are not given for tuition. Consider your cancelled check or money order carbons your receipt. If you need special forms, receipts etc. for your daycare expenditure account please call the Director at 922-2703 or voicemail 981-7071 to explain your needs, and she will attempt to meet these needs.

A yearly tuition paid receipt will be given to you at the end of January for the previous year. This receipt will include the total amount of tuition paid and our tax identification number.

Any questions regarding your account may be directed to the Learning Center Business Manager at 922-2703.

Vacation Rate:

After your child has been enrolled for 6 months, you are entitled to one week at a vacation rate. This rate is ½ the regular tuition rate. Within the next calendar year and each year thereafter each family is then entitled to 2 vacation weeks. During this vacation rate week your child is not to attend the daycare for any day or any part of the day. If your child is brought in during a vacation week, you will be charged your regular tuition fee. Vacation weeks may not be carried over into the next year.

Please inform your child’s teacher when you will be taking a vacation week, so she can save activities for your child if necessary.

When writing your ½ rate tuition check, please write “Vacation week”, dates, and your child’s name in the MEMO section of your check.

Family Discounts:

There is a discount per week (see current Tuition and Fee Statement) for each additional child enrolled at St. John’s Westminster Learning Center

This includes the daycare and Kindergarten/Daycare if applicable, but not the

Before & After School program/ Summer Camp program.

Maternity Policy:

Because of the demands and joys a new baby brings to each family, St. John’s Westminster Learning Center offers a maternity policy. This consists of 6 weeks at a ½ tuition rate. Your older child may attend daycare 3 days per week only. We feel this helps your family slowly adjust to your new addition and offers financial savings. This

Maternity Time can be no longer than 6 weeks.

Tuition Deposit:

Upon enrolling in the center, a tuition deposit is required for each child. This deposit is one week’s tuition and will be forfeited if you child is removed from the center without providing us two weeks notice. If proper notice is given, this deposit will cover your child’s last week in the center.


1st Floor Policies:

Each teacher follows her own schedule. Please consult your child’s teacher for more information. Each teacher must have her schedule posted at all times. These schedules may vary from time to time to incorporate extra activities or to explore different activities of interest to the children.

Each child’s day consists of a balance of quiet and active time, rest time, group time, individual time, and age appropriate activities that encourage overall physical and mental development of your child.

1. All parents of infants/young toddlers must bring in disposable diapers, diaper wipes, change of clothes, special blankets, pacifiers, or anything to make your child feel more comfortable. Please bring a diaper bag with the change and other items in it. There will be a cubby or space marked with your child’s name, so that you will know where all your child’s belongings should go.

2. Each child has refrigerator and shelf space for food storage.

3. Please label all belongings with you child’s name! This includes bottles, pacifiers, any toys brought in, food and blankets.

4. All unused and open food in the refrigerator must be taken home each Friday, or it will be thrown away.

5. Please check your child’s Daily Report every day. The teacher will inform you when you are running short on food, diapers and wipes. It is your responsibility to bring in more of these items before there is none left. We do NOT keep extra food, diapers, or wipes on hand.

6. Please feel free to bring in any items you feel would make our childcare center more like home- crib toys, favorite items, etc.

7. Move-ups to the next room are based on chronological age and/or the discretion of the Director in consultation with the families. Parents are notified at least 7 days prior to any room changes. The room ages (6 weeks-6 months, 6 months-9 months, 9-12 months, etc.) are guidelines. Each teacher is trained to care for all ages of children. There may be times when our center is completely full and no moves to the next classroom can be made. We appreciate your understanding in these situations.

8. We provide all bed linens, bibs, washcloths, high chairs, and developmentally appropriate toys and activities.

9. Please make sure your child has the appropriate items for outdoor play All Year Long. Hats, coats, sunscreen etc. Our infants go outside as often as possible. We have strollers and a nice playground so the children and teachers can frequently get fresh air and sunshine.

10.  Each child’s crib (6 wks-18mo.) or cot (18mo.-5yr.) is labeled with his/her name and no other child will use their crib or cot unless your child is absent and the sheets are changed between uses. Bedding is changed/ washed at least one time per week-always on Fridays and as need.

We strive to make our infant program a home away from home. Our teachers are professionals who realize the critical development time of the first three years of life and do their best to encourage the full, healthy development in each child. Infants and toddlers are held and interact with teachers and other children most of the day. Infant/toddler teachers are specially trained in games and practices that encourage healthy development of children.

Daily reports are sent home with your child to help bridge activities at school with activities at home. There are no exceptions. If you do not receive a daily report please ask the teacher to fill a form out for you. These reports include how your child’s day was, diaper changes, naptime, any medicines given and other comments on how the day was.

We would appreciate any comments on your child’s sleep patterns and general well being on the previous evening. Also include any changes noticed in eating, sleeping, and/or mood changes. When we have this knowledge we can be sure to provide more specific care for your child.

At any time you may ask your child’s teacher and/or the Director for a conference to discuss any issues including general child development. We want to be a valuable early childhood resource for all of our families.

2nd Floor Policies:

1. Please label all personal belongings brought into the center. Mark all toys, blankets, pillows etc.

2. Please consult with your teacher on policies for bringing in special toys. Also please remember that if you are bringing in special toys that it is at your own risk. Toys that are violent in nature (guns, knives, swords etc) are strictly prohibited. Most classrooms have a designated “Sharing Day” or “Show & Tell Day”; please consult with your teacher regarding these special toy days.

3. You may bring in breakfast foods for your child. However, since storage space is limited upstairs, we ask that you bring in food from home on a daily basis. A nutritious breakfast is a very healthy start to the day and we encourage you to bring breakfast that is both nutritious and tasty enough that your child will eat.

4. On many days, messy activities (paint, shaving cream, water etc.) will take place. Smocks are used; however, these cannot always prevent messes on clothing. We make every effort to provide washable materials for your children. We ask that your child wear clothing that is appropriate for these activities, as we are not responsible for clothing stains.

5. No open toed shoes worn by children are permitted. Many accidents happen because the toes are not covered.

6. There is a television upstairs and only children’s programming is viewed. Videos and programs rated “G” are permitted. Movie viewing is saved for special occasions and must be approved by the Director. Before naptime (typically 15-30 minutes) the children view an appropriate television show.

7. Each child must have an extra set of clothing in his/her cubby. The potty-training room requires more; please consult the teacher in that room for specifics.

8. Please bring appropriate outdoor items for the upstairs children- sunscreen, hats, coats etc.

9. Each child receives a Daily Report on behavior, food eaten, sleeping habits, and daily activities.

10. Upstairs teachers are required to post their lesson plans on a Parent Board. Please feel free to look at these lesson plans and any other important information contained on the Parent Board. Please try to check the Parent

Board’s daily because teachers do try to use this as a way to inform parents of what is happening during the week.

St. John’s Westminster Learning Center uses a child-centered approach in caring for our older toddlers and preschoolers.  We provide many developmentally appropriate activities and toys. We encourage the children to explore their curiosities about the world through the different pictures, activities etc in the rooms. Our program for the 2nd floor meets and exceeds preschool requirements. We base our program on the highest standards to enhance development and promote school readiness. Our teachers in coordination with the Director plan the curriculum according to the individual needs and abilities of the children. You will not need to send your child to a different preschool program. Ours will provide the educational experiences and prepare your child for Kindergarten.

Daily activities include but are not limited to: dramatic play, sensory play, free art, blocks, computer, books, language activities, games with and without rules, group time, music time, large and small motor muscle time, math and science activities and manipulatives.

Not only is St. John’s a full day childcare facility, but a Learning Center as well. Your child will be prepared for school and will also begin developing a love of school that will encourage lifelong learning. Children will learn how to make their own choices as well as function in-group learning settings.

Room Transition Policy:

Prior to a child moving to a new room in the daycare, the parents will receive and sign a written notice that will include a transition plan individual to their particular child and the needs of that child. There will also be information about the rate of tuition for that room and what teacher is in charge of the room.


Pick Up/Drop Off:

Each parent or guardian is required to make contact with the teacher before leaving and picking up his or her child at daycare. Parents must accompany their child into and out of the classroom. When leaving your child at daycare please feel free to stay as long as you can to make your child feel comfortable. If you will need some extra help please inform your child’s teacher.

When picking up your child, once you have come in contact with your child, you are responsible for their safety. Once the teacher has seen you with your child, she will defer all care to you, unless you ask for assistance.

Please drive carefully and slowly when picking up and dropping off your child. Please enter in by the playgrounds and circle behind the building exit on the other side so that we have one-way traffic only. Please do not attempt to turn around in the lot between the playgrounds and daycare building. 

At times, we use the driveways for outdoor activities, so please exercise caution when the orange cones are placed across the driveway.

Administering Medicine:

Due to recent State regulations some changes have been made in the administering of medicines to children. The ODJFS state requirements and St. John’s Westminster Learning Center requirements are as follows:

When your child requires medicine to be administered during the day, please ask a teacher for a Request for Administration of Medicine form. Medicines will not be administered to your child if we do not have a completed form. Please use a separate form for each type of medicine.  Please ask your child’s teacher if you need help filling out the correct forms.

If your child has a medicine that is for emergency responses to an allergy or any other medicine that is used for a specific medical condition, please

also fill out the Medical Care Plan form. This form will be where it is documented the parent or guardian trained the child’s teachers on how to administrate the medicine properly.

Medical Care Plan forms also should be filled out by the parent or guardian for any specific on-going medical conditions or allergies that your child may have while attending the center.

Prescription medication, food supplements and modified diets: the center must secure and follow the written instruction of a licensed physician, advanced practice nurse certified to prescribe medicine, or a licensed dentist on the Request for Administration of Medicine form. The center shall also secure written instructions from the parent or guardian on the form. A prescription label also serves as written instructions for medications and food supplements as long as the following are met:

1. The label contains the child’s full name, a current date (within the last twelve months), the exact dosage to be given and the means of administration;

2. The prescription label is attached to the original container. 

Only nonprescription fever/pain reducing medications that do not contain aspirin or cough or cold medications that do not contain codeine may be administered by the center, without written instructions from a licensed physician, if the following are met:

1. The center secures and follows written instructions from the parent or guardian on the prescribed form provided by the department. 

2. These instructions do not exceed manufacturers’ recommended dosages; Medication is in the original container with the original label attached. The label must specify appropriate dosages based on the child’s age or weight;

3.  The full name of the child, who is to receive the medication, is printed on the container;

4. The center administers the medication for no more than three consecutive days within a fourteen-day period, unless under written instructions from a physician.

5. Parents can have a physicians note faxed (513-347-4615) or brought to the center with the recommendation for dosages for medications that do not have a recommended dosage on the manufactures label for your child’s age and/or weight. Attached to the physicians note should be a filled out Request for Administration of Medication form.

Centers may apply nonprescription topical products or lotions if the following are met:

1. The center shall secure written instructions from the parent or guardian on the Request for the Administration of Medicine form. The form shall be valid for no longer than twelve months.

2. The center shall follow manufactures’ guidelines regarding application.

When used for skin irritations, such as diaper rash, the topical product shall be applied by the center for no longer than fourteen consecutive days at any one period of use.

Extra Set of Clothing:

Each child enrolled in our center must have at least one extra set of clothing at the center. Please leave in your child’s cubby, or in the bag you bring everyday.  Some children and/or classrooms require more than one set. In these special situations, please ask each teacher how many sets of clothing your child needs. We want your child to be comfortable at daycare, and spills of all sorts happen so a change of clothing is necessary.

Climate-Appropriate Clothing:

Each child must be dressed appropriately for the weather conditions. On some winter days, children may be taken outside, so hats, gloves, jacket, extra pants (to go over bare legs or tights) etc. will be needed. Snow boots are also needed on snowy days, as sometimes the children will run around in the snow for a safe amount of time.

Conferences:

You may at any time schedule a conference with the Director or your child’s teacher. You may also call your teacher or the Director at any time to schedule a conference. We want to keep open communication open between childcare and home.

Out-door Play:

Children go outside to play everyday, weather permitting. In cases of inclement weather, including but not limited to precipitation, extreme high or low temperatures, a smog alert, high pollen count, high humidity, or low wind chills, the children will play indoors in our muscle rooms.

Health and Enrollment Forms:

Health and Enrollment forms are due prior to each child’s first day of attendance. It is the parent’s responsibility to update any new or changed information on these forms.

Custody Agreements:

If there is a custody agreement between parents pertaining to a child enrolled in our program, the Director should be notified and a copy of this agreement must be given to the center to be kept in the child’s file.


The act of discipline needs to deter the child from unacceptable behavior without making the child feel unloved or humiliated. Our primary goal of discipline is to help your child gain self-control and develop self-discipline. Many behavior problems can be avoided by giving children plenty of appropriate and interesting activities/toys with which to play. Whenever possible the teacher will acknowledge the appropriate behaviors and rewarded those, rather than focusing on the negative behaviors alone. It is with this philosophy in mind that our teachers implement specific techniques in order to promote positive behaviors.

· The childcare staff member in charge of a group shall be responsible for the discipline of the their class

· Redirection will be the first choice. Children behaving inappropriately will be asked to find another activity or the teacher can help with the choice.

· Teachers will acknowledge that the child is angry, mad, sad, etc., so that the child feels his/her emotions are valued.

· Teachers will model appropriate behaviors and help the children use their words to express what is the problem. Teachers will also tell children where they can express their emotions appropriately i.e. “people aren’t for biting, but you can bite on this teething ring”.

· Time out is used sparingly and only when the outcome is satisfactory and it calms the problem behavior. Time out is not effective for every child, and each teacher is responsible for making this decision.

· If the behavior escalates to the point of disruption for the other children, the child who is having a rough time will be placed with the child Director in his/her office with the doors open. This is done to give the child time to calm and regroup.

· This child will never be left unattended, and if appropriate the Director will quietly and calmly discuss the events that led up to placement in the office.

· If the behaviors of any one child lead to major classroom disruption and/or injury to another child a conference must take place between the Director, teacher and parent(s). At this time, a behavior contract will be written and an agreement made as to the future course of action.

· If behavior does not improve and St. John’s Westminster Learning Center has fulfilled this contract, the child will be permanently excluded from St. John’s Westminster Learning Center.

In some instances, group care is not the appropriate placement for a child. It is in these specific cases that families will be asked to find other childcare arrangements.

Terms of behavior contracts are specific to each family. The Director, Head of Staff, and/or Learning Center Committee are responsible for determining the terms of each contract. Families must be present and sign the document. If a family refuses the terms, it may mean permanent removal from the center.

St. John’s Westminster Learning Center Prevention Plan for Troubling Behaviors:

St. John’s Westminster Learning Center teacher’s all take the preventative stage of planning for troubling behaviors very seriously. All teachers make it a point to think of every possible cause of behavior problems and works to ensure that we are providing an environment and activities that are setting your children up for success and not failure.

The first step that we follow is always making sure that the room is setup correctly and developmentally appropriate for the assigned age groups:

· The classroom furniture and toys are set up in a way that encourages interaction in small groups and ensuring that there is enough available space in the classroom to accommodate the number of children that we are serving.

· Staff-to-child ratios are low to promote lots of teacher to child time and so that the teacher/ teachers are able to actively supervise the classroom at all times.

· Center provides enough interesting and fun toys for children that are in the classroom and also provides multiples of the same toys that are popular to cut down on fights over toys.

· Classroom rules are identified in the classroom and are reviewed and reinforced on a daily basis.

The second step to preventing troubling behaviors is that teachers promote and model correct behaviors and reward children for displaying these behaviors.

· Teachers physically and orally model the behaviors that we are looking for in the children to promote a happy, friendly, and safe classroom environment.
· Teachers also teach these behaviors by explaining to the children what behaviors they should be using on a one-on-one basis.
· Teachers also prevent troubling behaviors by getting to know every child personally and monitoring their moods and behaviors to be able to stop problem behaviors before they start.
· Teachers prevent problem behaviors by giving them lots of activity to engage in throughout the day so children to not become bored or frustrated.

· Teachers do not ask children to do what is above their developmental level. All activities are developmentally appropriate and challenging to that age/stage group.

Through these actions taken by the center and the center’s teachers we are attempting to give your child every advantage to grow and learn in a way that is safe and developmentally appropriate not only for themselves but also to the other children in their classroom.

St. John’s Westminster Learning Center Behavior Management Policy:

Our Center’s main goal is to deter the child from unacceptable behavior without making the child feel unloved or humiliated. Our primary goal of behavior management is to help your child gain self-control and give them a new set of tools and behaviors to use in order to get their needs met through their day. The center will use a positive guidance plan to help children with behavioral problems.

POSITIVE GUIDANCE PLAN-CLASSROOM MANAGEMENT

METHODS USED BY TEACHERS IN ORDER:

INDIVIDUAL MANAGEMENT

(Developmentally appropriate activities, supervision, positive reinforcement, and modeling)


IGNORING BEHAVIOR


REDIRECTION/DISTRACTION


VERBAL INTERVENTION


LOGICAL/NATURAL CONSEQUENCES


SIT AND WATCH OR TAKE A BREAK

POSITIVE GUIDANCE PLAN

This information is provided to maximize a positive environment for all of our children, and to provide a tool for teachers to respond to children who continually exhibit inappropriate behavior. The foundation of this plan is based on a fully developmental program that reduces the possibility of inappropriate behavior.

Individual Teacher Management

Modeling- Teachers models appropriate behavior.

Developmentally Appropriate Practice- We will not expect children to do things they are not developmentally ready to do.

Activity- Bored children get into trouble! We will provide children with interesting, challenging, appropriate things to do, and adequate materials to do them.

Supervision- By maintaining proper staff-child ratios and consistent supervision, each child’s health and safety is protected.

Positive Reinforcement- Teachers recognize and reinforce appropriate behavior.

Ignoring Behavior

A child to get attention produces some negative behaviors. It can be stopped when it does not get attention desired (ex. Whining, tattling). Biting and attempts at biting should and will never be ignored.

Redirection/Distraction

Staff will offer alternatives to children engaged in undesirable behavior by offering the child a different toy, suggesting a new activity, engaging the child in an activity with the teacher, suggesting the child play with another child or play independently.

Logical/Natural Consequences

The teacher’s actions are logically related to the inappropriate behavior. For example, if a child uses blocks to hit other children, the blocks will be taken away for a while or the child will be asked to leave the block area. If a child spills the paint, the child will be asked to assist in clean up.

Sit and Watch or Take a Break

The child is separated from the group to allow him or her to relax and calm down, and to enable him or her to not be influenced by his peers. Some children will do this themselves when they discover it helps them refocus.

The process to be used for Sit and Watch or Take a Break is:

· The child is assisted to an area of the room where he/she can be supervised at all times.

· The child will not have access to activities and materials while in “Take a Break”. 

· When in “Sit and Watch” or “Take a Break”, the child will spend a few minutes watching the other children play appropriately and after the child has calmed down the teacher will talk to the child about what the child did that was inappropriate.

· The child returns to the group as soon as the negative behavior stops or is significantly reduced. There is no pre-determined time frame but will be for no longer than 1 minute for every year old the child is.

· It is inappropriate to use “Take a Break” with children under 18 months; instead, Redirection/Distraction techniques should be used.

· Each time a child is involved in “Take a Break”, the teacher in a log should note it. If it occurs 2 or more times in one day, parents must be notified on their child’s Daily Report. Also if the teacher hasn’t left by the end of the day or pick-up time the teacher shall discuss with the parents what happened during the day. (Unless biting occurs, then the parents are notified by phone).

· If “Take a Break” is not working effectively, the Persistent Inappropriate Behavior Procedure should be instituted. The Director should be consulted before this step is made.

PERSISTENT INAPPROPRIATE BEHAVIOR PLAN

These guidelines are utilized when a child has gone through the Positive Guidance Steps and the child still exhibits inappropriate behavior, or when the child’s behavior poses a threat to the health and safety of other children and staff, or when the behavior is destructive to property.

PROCEDURES:

1. Observe and record (in a log) the child’s inappropriate behavior.

2. Document what the staff has done to try to change the behavior.

3. If inappropriate behavior continues, parents will be asked to participate in an immediate parent-teacher conference with the teacher, Center Director, and any supporting staff involved.

4. A specific action plan will outline all steps the staff will take to try to change behavior, all the steps the parents will take, and all the steps toward disenrollment if the behavior persists after the interventions.

5. The Director may suggest outside resources to the parent.

6. If the inappropriate behavior continues, parents will be asked to keep the child home for a day or two to limit attendance.

7. If the child’s inappropriate behavior persists after the child is kept home for several occasions, St. John’s Westminster Learning Center will request that the parents disenroll.

The most critical elements of the Persistent Inappropriate Behavior Plan are the parent-teacher conference and the Action Plan. The conference should allow a free exchange of ideas on the best techniques for changing the child’s behavior. The Action Plan should be specific so that parents know what to expect.

Action Plan

Child’s Name: ______________________________ Date: _____________

We have been experiencing the following behavioral issues with your child, which we have discussed with you:

________________________________________________________________________________________________________________________________________________________________________________________________

We have been using and will continue to use the following positive guidance techniques to try to change the behavior while he/she is at the center:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

We would appreciate your suggestions and feedback on ways in which you can help us better understand your child’s behaviors and personality, or techniques on helping changing the behaviors:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Because this behavior presents health/safety risks for your child and/or to the other children in the center and/or staff, we will also use the following procedures. On the next incident of inappropriate behavior (as described above), we will immediately call you and ask you to pick up your child from school. We might also ask you to keep your child home the following day if the behavior is deemed serious enough or if this is an on going problem, so that you may work with your child regarding this behavior. We will use this procedure for _________ more incidents. On the ______incident, we will request that you disenroll. Your cooperation with this plan is appreciated so that we may provide a safe and healthy environment for all our children and staff.

__________________________   _______________________ 

Parent Signature



Director Signature
Please be advised that if you choose not to sign, the Persistent Inappropriate Action Plan will still be implemented.

BITING POLICY:

OBJECTIVE

To ensure that our center maintains the highest level of safety in our environment, and that teachers respond appropriately to aggressive behavior.

POLICY

St. John’s Westminster Learning Center understands that occasional displays of aggression, like biting, are typical in young children and part of normal early childhood development. Humans are very oral in nature. Adults express these oral tendencies by acts such as overeating, chewing gum, biting fingernails, etc. These acts are usually done to relieve anxiety or stress. Children who have not acquired verbal skills or are teething do not have the ability to tell us when they are anxious, hurting, upset or stressed. As a result, they have a tendency to bite. We recognize that biting is a terrible thing for the hurt child, the parents of the hurt child, the teachers and the parents of the biter. Therefore, we have established certain standards to prohibit aggressive behavior from going unchecked.

1. As part of the classroom curriculum, teachers should regularly reinforce with children appropriate and inappropriate ways of dealing with feelings of frustration and anger, emphasizing using their words and other appropriate means of releasing their feelings (take a break, playing with play dough, talking about feelings, etc.)

2. If a bite occurs, the teacher need to tend to the child who was bitten first by comforting the child and gently cleaning the area with soap and water. Ice can be applied if the skin is not broken. A band-aid will be applied if the skin is broken. The biter will be told in a calm and firm voice that biting hurts and is not allowed.

3. The teacher needs to take a picture of the bite mark on the child’s body to be placed in their file as documentation of the incident. With the picture it should be noted who bit, when, and what the events were leading up to the bite.

4. Next, the teacher needs to fill out an Incident Report, which is given to the parents of the child that was bitten, and call the parents of that child. The teacher needs to complete the individual Biting Report for the child that bit and have the parent sign.

5. The biter’s parents need to be contacted and counseled that while biting is not unusual from a developmental standpoint for children under 3, St. John’s Westminster Learning Center must consider what is best for the children and the teachers in the classroom. The biter’s parents should be informed on methods of discouraging such behavior. If appropriate, articles on biting should be given to all parents involved.

6. Once a biter has been identified, the teacher should use reasonable efforts to monitor the biter to try and prevent repeated incidents.

7. Repeated incidents of biting in a one or two day period will not be tolerated. If the child poses a threat or harm to other children, the child will be sent home for the day and possibly the next day according to the severity of the bite.

8. If the child is biting consistently for more than one-two weeks, the parents will be asked for support from home to help end the biting.  A parent conference will be scheduled to come up with an Action Plan to stop the biting. If the parents do not support the conference, the child will be removed from the center.

9. With all parties working together the situation should be resolved. As long as the situation is improving the child will not be disenrolled. If it is determined that the problem is not improving or is posing too large of a threat to the other children or persons involved, then the child will be disenrolled.

Q & A about new Behavior Policy and Action Plan:

1. I have noticed that on the policy time-out isn’t listed as an option. I know that time-out works great for my son and I would like it reinforced at the center as well. Can the center do that?

Answer:


Yes of course! The behavior management techniques listed in the policy are the base work of what we use at the center. But we would definitely tailor those techniques to meet your family’s needs. If you know that something is working, please let us know! We like to make behavior management a team approach and keep as much the same as we can between the home and center.
2. Unacceptable behavior is mentioned, but not defined. What does the center consider unacceptable behavior?

Answer:


Unacceptable behavior is very subjective and could be many things. It was not defined in certain terms so that we could include all behaviors that could be a threat to another child’s or staff member’s health and safety. We understand that children are at some point in their development are going to hit, bite, throw things, and more. This is a normal way for a child to act out their frustrations when they do not have the words to express it. When this type of behavior crosses a line into unacceptable behavior is when it is seriously injuring another child or staff member. If the behavior is leaving lasting marks, causing serious injuries, the behavior is overly aggressive and beyond what are normal behaviors for their developmental stage that is seen as unacceptable. So this could mean that it is biting, hitting, throwing toys, but the degree of aggressiveness is different as well as the severity of the injury that it caused. While another child might be doing the same thing, the severity is different and the teachers can manage the behavior in the classroom without assuming a large safety risk to the other children. When there is a safety risk we feel that then a child should be put on a plan to work through these types of serious behaviors. Our goal is always to work with the family and the child so that dismissal is the very last resort. Our staff will be working with the family and the child so that it doesn’t have to get to the point of dismissal, but every once in a while a large daycare setting is just not meeting the child’s needs, so dismissal is the best for everyone involved.

3. Is one teacher going to determine what unacceptable behavior is? Or is there more to it? Are there guidelines that teachers will follow to decide this?

Answer:


There are steps and guidelines that the teachers will have to follow when investigating if a behavior is unacceptable. First the teachers would observe and log all things about the behavior. The situations leading up to it, the child’s mood that day, if they ate or didn’t eat, if they slept well or didn’t, and so on. Then the teacher will bring it up to the director. They will discuss such things as: Is this normal behavior for this developmental stage? Is the behavior leaving lasting marks or causing serious injuries? Is the child bored? Is the child too over stimulated? Under stimulated? Are we asking the child to do things above their developmental level? Are we challenging the child enough? After a thorough discussion and observation it will be determined by the director, head of staff, and teachers if a behavior should be considered unacceptable and when to set a meeting for the Action Plan.

4. Does the action plan involve the parent’s help? Or does the center already have it written before the meeting?

Answer:


The action plan will be written by the parents, director, and teachers involved as a team at the meeting. The meeting will be more about how we can help the child to move toward success in the classroom. We will discuss ways to communicate with the teachers and ask if there is anyways the center needs to better communicate with the parents. We will discuss patterns that the parents have noticed at home and ask for any insight the parents have about what might be contributing to their child’s behavior. We will also have the teacher and director give their insights to what they think might be going on with the child that might be leading the child to this type of behavior. Our goal is to help the child be successful and evaluate if the child is misbehaving because his/her needs aren’t being met. This way we are all working together and are all on the same page about our expectations. But the center does reserve the right to decide the timeline for these actions and how many more incidents we will accept before dismissal. We do this only because our concern is always keeping all the children we serve safe and in a healthy environment.

If an agreement cannot be reached parents are always welcomed to then bring their concerns to the Head of Staff to discuss the situation. Then the Head of Staff will decide if the center has done everything it should do and if what the center is asking of the parents is acceptable. If the Head of Staff does finds that the center is not, then another meeting will take place with the Head of Staff, Directors, and teachers to try and reach a new agreement. If the Head of Staff decides that the center has done everything and that the expectations are appropriate, the center will follow the timeline and actions it set forth. If the parents still do not agree and are unwilling to work with the center, then they are dismissed.

5. What assistance/training will be made available to the teachers about the policies? Are newly hired employees given any training? What is the time frame from hire date?

Answer:


All of our staff will be trained on how to use these policies in their classroom. All staff will also be taking 5 hours annually of child development training to help the teachers better assess their children’s needs in the classroom. All staff has to have orientation training about all of the rules, policies, child development, and general safety within 30 days of their hire date.

6. I noticed that it stated that, “The biter’s parents will be contacted and counseled…” What does this mean?

Answer:

      The center will be contacting the parents of both children that are involved in the incident. This is to give them an idea of what happened. We contact the biter’s parents to suggest things that they can do to work with their child and what we will do to help them not to bite again in the future. 

All of the policies contained in this handbook apply to all employees of St. John’s as well as all parents, guardians, and children enrolled.

General Emergency Plan:

In the event of a general emergency, which can include any threats to the safety of children due to environmental situations or threats of violence, natural disasters including inclement weather, loss of power, or serious injury or illness occurring while a child is in the care of the center, St. John’s Westminster Learning Center will do the following:

· Call Delhi Life Squad of transport to hospital is necessary

· Contact parents to inform them of situation and to arrange pick up if necessary

· Staff members will stay with children at all times and will keep children calm

· Children will be taken to basement level if situation requires it

· Children may be taken to the church building if evacuation is necessary


Immunization Records:

Each child must have a current shot record on file at the center. These forms are good for one year only. You will receive a reminder notice several weeks before this form needs to be renewed. It is the parent’s responsibility to make a Doctor appointment in a timely manner so as not to let your child’s from expire.

A form that is 30 days late may be cause for removal from the center. You will still be held responsible for tuition payment during this time. Your child will be welcomed back when a current form is produced.

Sick Policy:

St. John’s Westminster Learning Center shall immediately notify the parent or guardian of the child’s condition when a child has been observed with the following signs and symptoms. Any child exhibiting these symptoms will be isolated as much as possible and discharged to a parent, guardian or emergency contact within 1 hour of contact. While we empathize with the work demands placed on our parents, we reserve the right to charge our normal late fee of $1 per minute per family after 1 hour passes.

Signs and Symptoms:

The following is cause for your child to be temporarily removed from group care:

· Diarrhea, more than one abnormally loose stool within a 24-hour period

· Temperature of 100F or higher taken by the auxiliary method

· Severe coughing causing the child to become red or blue in the face or to make a whooping sound

· Difficult or rapid breathing

· Yellowish skin or eyes

· Conjunctivitis (contagious pinkeye). Purulent discharge from eyes.

· Untreated, infected skin patches

· Stiff Neck

· Evidence of lice, scabies or any other parasitic infestation

· Unusually dark urine and/or gray or white stool

· Vomiting

Any child with the following symptoms will be assessed by the Director (lead teacher if the Director is absent) to determine whether discharge from the center is necessary:

· Inability to meet the demands of the classroom activities because of ill health

· Unusual skin spots or rashes

· Elevated temperature (under 100)

· Symptoms of dehydration

· Prolific ear, nose, eye drainage

Re-Admittance After Illness:

Your child will be admitted back into the daycare after the following time periods. Any symptoms not mentioned here would be on the communicable disease charts posted around the daycare (see map, page 30).

· No diarrhea for 24 hours

· No fever for 24 hours without the use of fever reducing medicines (Motrin, Children’s Tylenol etc)

· No vomiting for 24 hours

· Pink eye-antibiotics administered for 24 hours

· Strep throat-antibiotics administered for 24 hours

Unfortunately, many children will become ill throughout their years at the center. This policy helps to maintain disease as much as possible in a group care setting. If you are called to pick up your sick child, you will be asked to sign a form that you are notified that your child may not return to daycare for a minimum of 24 hours. If you return with your child before this period is over, you will be called and expected to pick up your child within one hour.

The Director has the right to dismiss your child from St. John’s Westminster Learning Center if the illness policy is not followed.

If a child has been exposed to a communicable disease, a letter will be posted in your child’s room informing parents of what illness their child may have been exposed to along with information on the incubation period and signs and symptoms of the disease.


Our safety policy is described below:

· No child shall ever be left alone or unsupervised

· Each child must be brought to the classroom and contact must be made with the teacher/director before leaving your child or picking up your child

· Upon enrollment, each child will be given an entry code for entrance to the center

· There are telephones in each room that are available for use at all times by parents and teachers

· Fire drills are held at various times each month

· A plan for fire and weather emergencies must be posted in each room.

· During the year, the older children will go on field trips to various places. A parent must sign a permission slip for each trip. We use private cars and each child is required to have a safety car seat if they are 4 years old and under 40 pounds. Each child will wear an identification tag with name, school address and phone. A person trained in 1st aid will attend all field trips and will bring a 1st aid kit. Children will be supervised by staff at all times during field trips

· If a child needs transportation to a hospital, the Delhi Life Squad will be called. St. John’s Westminster Learning Center will not provide transportation.

· If a child needs to have syrup of Ipecac administered, the Delhi Life Squad will be called. The Director or employees of St. John’s Westminster Learning Center will not administer the said medication

· Use of aerosol spray is prohibited when children in attendance

· The Department of Human Services Child Protection Services number is 241-KIDS. Any case of suspected child abuse or neglect MUST be reported to them.

· Anytime a child is injured; the teacher will give the necessary 1st aid. At all times there is at least one teacher in the building who has taken the Red Cross 1st aid course. All of our teachers are required to attend this course

· Many times the Director or teacher will call you and inform you of minor accidents (skinned knee, bit lip, etc) if she/he feels you need to be informed before coming to pick up your child

· When incidents occur, an “Incident Report” form needs to be filled out by the person witnessed the incident. It requires Director and parent signature. The family gets a copy and another copy goes into each child’s file.


Throughout the year, parents are encouraged to attend various activities held at St. John’s Westminster Learning Center. Our doors are always open to parents who wish to come and help in our classrooms and/or observe.

Parents are invited to help with classroom parties (check Parent Boards), attend field trips, help with daily class, fundraising, bring in items from home, etc. Please refer to the newsletter, Parent Boards, Director or your child’s teacher for more information.

Newsletters:

Monthly papers describing the happenings at St. John’s will be distributed during the 1st week of every month. Please refer to this newsletter for all upcoming important events and even to find your child’s name in print! Each issue had letters from teachers, Director’s letter, child development tips, Parent Council information, etc. Also, if you have a small business that you would like to advertise in the newsletter or on the website, please contact the director and she will explain the procedure.

Birthday Parties:

We believe that birthdays are special occasions that deserve celebration. Parents who wish to plan a birthday party for their child at the daycare center may discuss this with their child’s teacher.

Many parents bring in treats, etc. We encourage parents to attend and take pictures or videotapes.

Parent Roster:

Parent Rosters will be distributed as requested. It will contain the parent’s names and telephone number. You will not be included if you wish not to be. 

Conferences:

Each child is entitled to at least one conference per year. Parents will be contacted when it is conference time, or the parent may contact the teacher and Director to schedule a conference. (Typically children 2 yrs. and up)

Evaluation of Center:

Each family will be given an opportunity to evaluate St. John’s Westminster Learning Center at least once a year through a parent survey or with comments at any time.

Updating Forms:  Many times families move or change jobs. It is the responsibility of the parents to keep their child’s information updated. Please inform your child’s teacher of any changes in information.

St. John’s Westminster Learning Center

Map of Daycare
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I have received and read a copy of St. John’s Westminster Learning Center’s Handbook and I understand and will abide by all of the policies and procedures contained in it.

Parent/Guardian Signature                          Date
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