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WELCOME

We are pleased that you have chosen Stepping Stone Learning Center, (SSLC) as your “partner” in the
care and education of your child. Like you, our staff members are interested in your child’s
development. Our commitment is to provide you and your child with the best in childcare and spiritual
growth. This handbook is reviewed and agreed upon with all parents at the time of enrollment, and is
designed to acquaint you with our specific policies and procedures. There are copies available on our
website, www.sspoynette.com, parents are encouraged to duplicate handbook for home reference.

SSLC proudly abides by all requirements and guidelines set forth in Wisconsin Administrative Code DCF
251, as well as Wisconsin Department of Public Instruction. SSLC is an equal opportunity/affirmative
action center. Qualified children with physical or documented learning disabilities have the right to free
accommodation to ensure equal access to educational opportunities at SSLC. Our Parent Information
Board is located outside door #2 aka “Yellow Room“. In this area you will find things such as; recent
inspections, contingency plans, parenting brochures, handouts, fundraisers, Poynette School District
Info, Training/Seminars and community events.

~Gtepping Stohe [,earhing Center’s Philosophy~

Through a quality program, SSLC strives to provide care and education for your child, based on
best practices. We are a Non-Profit Corporation who strongly believes in the spiritual
development of the whole child, as well as academic and social growth. Our themed curriculum

is designed to focus on the creative, emotional, intellectual, and physical development of each
child, and runs Sept-May. The purpose of our approach is to foster competency and security for
everyone. While the emphasis is on children, family involvement is encouraged and supported
at all levels. Parents have access to their child’s records at any time.

Our goal for all children who attend SSLC is to facilitate them in reaching their potential
development emotionally, intellectually, spiritually, physically and socially.
Examples Include:
- Be competent and confident in their abilities - feel good about who they are
- Be self-directed in a constructive, creative manner - be successful with future education
- Develop self-control and a sense of right and wrong - cooperation with children/adults

SSLC has an open door visitation policy for parents; we also make every effort to facilitate
child observation. We do ask that you keep in mind the impact on other children in the
center and avoid 1-3pm as this is nap/quiet time. If your presence becomes a distraction,
we may ask that you limit the duration of your visit/observation. We continually encourage
strong parental involvement in our activities. Please note, all entry doors are kept locked
between the hours of 8:30 am & 3:30 pm M-F for the safety and security of both children
and staff.




General Admission Information
GSLC is open Monday through Friday from 6:00 a.m. t0 6:00 p.tn. Last sCheduled piCkup is 5:45pm. Jahuary through
December. Enroliment hours may hot exceed 10 hrs per day for any Child, ho exceptions. SSLC offers ah age
appropriate themed curriculutn September through May with a unique sumtmer program June through August. A
non-refundable enrollment fee of $20 per family is due at the time of registration. These fees must be paid and all
required documentation (bulleted below) must be completed and turhed into the SSLC Office prior to your child’s
start date. A 10% Discount Will be applied to end of week totals for families with more than one child and at |east ohe
full-time child. SSLC applies a 15% discount to account Of existing families who refer hew enroliments. Discount
eligibility is approved by administrator, and applied the first week of attendance of referred family and is removed if
enroliment is withdrawn £or any reason. Final enroliment is completed in person along with new family orientation.
‘Parents are encouraged to Visit Ccenter anytime without prior hotiCe uhless access is denied by court order. If tuition
is not paid in full by Friday of the week care is given, discounts will not be applied.

* Parent/Provider ContraCt Agreement * Transportation Checklist

* Authorization to Administer Medication * Childcare Enroliment

* Alterhate Arrival ¢ Departure Agreement * Tmmunization Record ¢ Child Health Report
* Health History and Emergency Care Plan * Ihtake for Child under 2 (if applicable)

Tuition is desighed to reserve your child’s space in the center on a full/part titme basis, and is hot adjusted by hours
per day or attendance. We must mainhtain adequate staffF-to-child ratios at all times. All Tuition regardless of status is
due on Friday. ~Please Refer t0 your Enroliment Agreement fOr more information~

Weekly Rate (Full-Time): Flat Fee charged per week, for attendance of ¢-5 days.

Daily Rate (Part-Time): Flat Fee Charged per day, for Children who are enrolled 1 -3 days a week

Half Day Rate: Flat Fee for ¢ hours Or |ess a day.

Infant 6 Weeks ~ 18 Months
(Formula/Baby Foods/Diapers/Wipes/Ointment Provided by Parents)
Weekly Rate $135.00
Scheduled Daily Rate $30.00
Half Day Rate 4hrs or less $20.00
Toddler/Preschool 18 Months ~ 5 Year
Weekly Rate $115.00
Scheduled Daily Rate $25.00
Half Day Rate 4hrs or less $15.00
School Age ~ Before/ After + Summer School Care
$3.00/hr Base * A fixed Rate will be Determined upon Completion of Contracted Time Agreement Form
Summer Care Options: (a) $95/wk for 30+ hours OR (b) $50/wk for up to 29 hrs/wk

Tuition Detail: Tuition is defined as a desighated amount for the Care and education of your Child. In order to
maintain a consistent and dependable schedule for both staff and families, SSLC implements a Contracted Titme
Agreement (CTA). CTA’S are sighed by parents and SSLC prior to enroliment and Clearly defines status,
arrival/departure time, ahd tuition. Tuition guarantees your Child a Spot within the Center onh a ContraCtual Year basis.
Administrator may adjust CTA’S as heeded and based on approval. Enroliment hours may hot exceed 10 hours per day.

Tuition is due weekly on Fridays that Care is given. SSLC acCepts Cash, CheCk, or money orders payable to SSLC.
Please drop payments in payment boX |oCated outside the door of the lunchroom. There is a $25 Charge for all
returhed Checks. If two Or more Checks are returhed for NSF in 6 months, we will require payment be made ih Cash or
money order only.

* Any tuition hot received by close of business on Friday will be assessed a 5% late fee per day until paid in full.
Qutstanding balanhces equal to or greater thah two weeks of tuitionh will result in suspension of childCare until paid in
full. If past due amounts are hot paid withinh 2 weeks of suspension, SST,C reserves the right to permanently remove
child (ren) from our program. Delinguent accounts will be immediately forwarded to small Claims court for collection




unless ah approved payment plah is reach, and followed diligently. AS a Child’s |egal Suardiah Or representative, it is
your responsibility t0 Work out payment arrahgements with estranged spouse, relative or other entity. All tuitionh and
late fees Will be applied per contracCt, regardless Of reason Of nonpayment if prior approval isn’t obtained...

Refunds/Circumstances/Methods: SSLC is hot responsible for any refunds of tuition in regards to uh-contracted
absences. This rule is strict to follow. SSLC is responsible for preserving staff-to-Child ratios and maintaining
consistent staff schedules. This poliCy also applies to Children who have communiCable diseases or severe behavior and
are required to be out of the Center. If for any reason, SSL.C, has to Close due to fire, damaged building, flood, or
tornado, parents Will be advised of reopening day. Payment will hot be refunded for the week the emergency Closing
occurred. Example...If there is a fire on Wednesday morning Closing the Center for the remainder of the week,
tuition is still due for that week. However, future tuition will be void unti| the premises have been checked and the
center meets all safety conditions to reopen.

Center Wide Closures:
SSLC is closed in observance of the following paid holidays;
Memorial Day, July ¢", Labor Day, Thanksgiving Day + Day After, Christmas EVe (2¢th) + Christmas Day 25%") + Day
after (26™), New Year’s Day, Good Friday, Monday following Easter Sunday.
Early Closure Days, ALL children must be picked up No Later Thah ¢pm:
Halloween, New Year’s Eve, Friday before [,abor, Memorial, ¢ of July weekend.

Typical Daily Schedule

eptember ~ May: Summer Program June ~ August:
6:00 ~ 9:00 Welcome, Station Play 6:00 ~ 8:00 Set up Welcome station play
9:00 ~ 9:15 Station Play Clean-Up 8:00 ~ 8:30 Hahd washing ¢Shack
9:15 ~ 9:45 Transition to Classrooms Bathroom/Hand washing, Shack 8:30 ~ 9:30 SCavenger Hunts/Water Play
9:45 ~ 10:15 Class Attendance, Calendar CirCle Titme, Discussion 9:00 ~ 10:00 (M-F) Arts & Crafts ~
10:15 ~11:15 Planned Activities, Group Learhing, and Large Motor, Qutside 10:00 ~ 10:15 Spahish Review
11:15 ~ 12:30 Clean-Up 10:15 ~ 11:00 Exercise Programm & Fithess
12:30 ~ 11:45 Calting Activity, Hand washing 11:00 ~ 12:30 LLunch Time
11:45 ~ 12:30 Lunch Time, Attendance Check 11:30 ~ 12:45 Quiet Time
12:30 ~12:45 Clean -Up, Hand washing, Bathroom 12:45 ~ 1:30 InteraCtive Games
12:45 ~ 2:15 Quiet Time * Nap * MusiC/Film 1:30 ~ 2:30 Station Choice
2:15 ~ 2:45 Wake Up, Bathroom/Hand washing 2:30 ~ 3:00 Shack
2:45 ~ 3:15 P.M. Shack 3:00 ~ 6:00 Pick a Pass ¢ Distissal
3:15 ~ 6:00 Dismissal, Free Play, Qutside Play (Weather Permitting)

Hygiene: All children, staff and Volunteers are required to wash hanhds upoh entering the building. Children will be
guided by teachers to wash hands with soap and water before and after; meals, Shacks, toilet use, outdoor play,
CooKing activity or sensory table usage.

Attendance: It is important that children attend and arrive onh time ahd oh a regular basis. Frequent absences and late
arrivals disrupt daily routine and make it difficult to benefit fully from curriculum. Attendance records are maintained
daily and kept on file. Please notify SSL.C as soon as you know your child will not be attending on a scheduled day. Anh
ahswering machine is available 2¢ hours a day at SSLC 608-635-3880. Please do hot hesitate to |eave a message
including reason for absence, with illness please be speCifiC SO we Can hote it aCCurately in mediCal |og and child's
folder. We worry about your family, if Child has hot arrived at the Center, ahd no Call has been received within 20
minutes of scheduled “In” time we will attempt t0 make contact and/or leave a message for parent/guardian/emergency
contacCt and continue until contact is made.

Avrrival /Departure ¢ Tracking: The Center opens at 6:00 a.m. and Closes at 6:00 pm each day. The last scheduled
pickup time is 5:45pm to ensure all Children are picked up by time Center closes. If there are Children that have hot
been picked up or arrangements have been made a Call will be placed to parents/guardians/emergency contacCt until
contact is made and confirmation child(ren) will be picked up no later thah 6pm. Parents must always accompany their
Children in and out of the building. SSLC staff is required to Keep a list of the hatmes of all Children in their Care on
their person at all times. In the event of an emergency at SSLC, all staff is required to Carry Emergency Quick Cards
as well as child specific lists. Inh addition to individual attendance sheets, a Center wide roster indiCating exact arrival
and departure time is maintained by administrator or next in chain of command (NICOC). All Classrooms are equipped
with two-way radios to allow communication among teachers both inside and out of center.




Parents sometimes £ind it difFicult to get their Child to [eave at the end of the day. It is important for the parent hot
t0 feel rejected or unneeded when this happens. IF possible, it is helpFul £or the parent to come into the room and tell
the child that they will bé [eaVing soon. HoweVer, i£ 3 speedy exit is hecessary, tell the Child that it is time to o ahd
StICK to the decision. Qur teachers Will support you by telling your child it is time to £o. Our StaFF members are here to
help with this process if heed be, please let them Know if You heed support. J£ You would like to Call 8head so we can
be sure to have child ready please feel free to do so.

Vacation Time: SSLC promotes the importance of family Vacations. TAe are pleased to offer VaCatioh time as a part of
our program, and are defined as a 5-day period ih whiCh parents arrange for Child to be out of the center. Tuition is
not due during vacation week. All families receive a one-week free VaCation per contractual year. BeCause tuition is
not adjusted for daily absences, Vacation must be used a week at a time, unless arrangement is made with
administrator. Please try to hotify SSLC in Writing at |east two weeks prior to Your VacCation. If Vacation is not used, it
will continue to acCrue on a yearly basis.

Religious Training: SSL.C promotes spiritual growth and advancement as @ part Of our everyday learning experience.
such things as daily devotionals, bible lessons, Christian based musiC and movies are inCluded ih our program. All
teachings are in accordance with Nonh-Denominational, Bible Based Christianity. We do not promote any religious
activities or rituals that are not distinctively referenced in the Bible. Holidays such as Christmas, Easter and
Thanksgiving are taught and Celebrated in agreement with the Christian faith as stated in the Bible. Anhy guestions or
concerns with format Or content please feel free to contaCt your Child’s teacher or administration, as we would be
pleased to provide illustrations of such.

Communication: The Parent Information Board contain items pertaining to fundraisers, Conferences, parent
involvement, SSL.C Curriculum, Poynette School DistriCt information, and manhy other items we feel may be of interest
€0 families. Periodically, a hewsletter will be placed in children’s [oCcker. Please be sure to check these areas daily.
Quarterly parent teacher conferences will be held if deemed hecessary. Parents understand your child’s teacher is
needed at all times in the Classroom. If you have ahy questions or concerns please do hot hesitate to schedule a
parent-teaCher conference be it telephonic or in person. Each family is encouraged to provide an email address for
updates on your child’s week. Please indiCate if You wish to opt out Of email/text CommuniCation. Phone calls,
unanhounced Visits and emails/texts are always welcomed.

Cleanliness: SSLC strives to maintain a healthy atmosphere by routine Cleaning and sanitizing procedures, see
Appendix A for detailed explanation. If there is ever anh area inside our out of the SSLC building you feel is in heed of
attention, please tell a Staff member and it will be addressed promptly.

Confidentiality ¢ Special Needs: Confidentiality is important in establishing and maintaining trusting and lasting relationships
among parents/legal guardians and caregivers. It is the cornerstone to ensuring that privileged information is accessible only to
those authorized to have access. Staff members agree to relay pertinent information regarding special health needs of children in
SSLC’s care in written form, and in a confidential manner. All staff members acknowledge respect for an individual's right to
privacy, and agree to confidentiality both inside and out of SSLC by entering into a confidentiality agreement with SSLC. When
using open/shared space (staff rooms, hallways, cubicles, etc.), privileged information that may be inadvertently shared or
overheard is respected and kept confidential at ALL times. Failure to do so can result in termination of employment. Personal
information or telephone numbers will never be shared with anyone. Employees must agree to relay any pertinent information in
regards but not limited to; a child’s well-being, development, safety, cognitive development or social interaction.

Ihfant to 18 Months~ Nursery

The infant program provides a loving and hurturing environment £or Children 6-week to 18-month-old. This program
allows staff to help children develop a senhse Of seCurity and stability. Qur goals in the infant program include TLC,
education and security.

We provide gentle Care to meet the daily heeds of diapering, feeding, and sleeping. BY
working to meet the infant’s basiC heeds, we Create a healthy and safe enhvironment.
Infants learh to explore at their own pace and in their own way.

The love we provide for the children is conducive to emotional and physiCal seCurity.
Adeqguate staffing allows us to hold, rock, and spend ohe-on-one time interacting with
the children throughout the day.




In addition, we provide experiences that allow children to develop their senses and sKills through exploring and playing.
The essence of quality Care for Children in this age group depends on the intimaCy a Caregiver develops in the
relationship with a child. We strive towards understanding and generously meeting both your and your child’s heeds. It
is SSI,C’ s strict to follow policy that if a Child in the nursery is Crying or fussing for more thah 5 minutes, StaFf must
rotate Caregivers. A child will hever be left alone in nursery. SSLC strongly believes that teamwork between home and
the nursery is vitally important. We make the transition to the toddler area easier on the children by initiating the
ponding process early. A shared group playtime with toddlers and future teachers alleviates the stress of separation
from the nursery area oh your child.

18 Month to 3 Year Program

This age group is geared towards accommodating the development of self-help sKills heeded for Children 18 months to 3
years. The children are introduced t0 hew and excCiting sensory experiences. A consistent program of developmentally
appropriate activities helps to hurture a positive “Can-do” attitude. Teachers in the toddler area believe in the right of
every child to a safe, nurturing environment. Qur g0al is to faCilitate the growth of each child through a Carefully
plahned curriculum encouraging children in each area of development. Coghitive, emotional, physicCal, ahd socCial
domains are developed using hands-on experiences and sensory-based activities. Each child is allowed to progress at
his/her own rate. The program provides child-initiated activities, large and small groups, active and quiet times, indoor
and outdoor play, fine and gross motor fuh, as well as, structured and unstructured activities. Childrenh are allowed to
choose from activities in Various stations: art, bloCKs, dramatiC play, lahguage arts, mahipulative exercises, music,
reading, and sensory play. Singing songs, line leading and children initiated teaching techniques are used during
transition times to avoid uhwanted excitement or disorganization. Washing hands, leadership, partiCipating in toy
Cleanup, is a few of the self-help skills we work on daily. Since we believe that SSLC is ah extension of the home, it is
CrucCial that parents are closely involved and informed on child development and success. The tranhsition from home to
Childcare and on to school has remarkable results when all parties communiCate freely. A child’s self-esteetn and
happiness are greatly enhanced when parents and teachers fortm a much-needed team.

3t0 5 Year Program

This program offers a Variety of hahds-onh activities and experiences. Through play, Children age three to five Create,
explore, and pretend. Planned activities and consistent daily sChedules are balanced with free time to Create a
developmentally appropriate setting that enhances the preschooler’s [ove of |earhing. The purpose is to provide a Safe
and Caring environment for children, while meeting their individual Creative, emotional, intellectual, physiCal, ahd socCial
needs. Children establish a sense of security through a combination of hanhds-on experiences and active involvement in
play. A child’s self-esteem is to be Valued and enhanced daily. We use positive guidance techhiques and 00K for the
strengths withih each child. We promote imagination and play as important avenues for learhing and enjoyment. We
encourage children to discover, pretend, test, Classify, organize and interact. We acknowledge the importance of a
child’s unique and intrinsiC sense of wonder. Staff members are well aware that transition times Can be stressful, as to
aid in the transition process staff use this time for music enrichment and child initiated teachings by taking turns. We
provide a Variety of hands-on activities and experiences to encourage exploration, manipulation, and problem solving,
/and sharing. SSLC believes in offering choices for children, giving them a sense of empowerment and self-control. This
is accomplished by balancing struCtured and unstruCtured activities. Most importantly, we believe in and respecCt a
child’s right to be a Child. If ever a child is distraught, it is our policy to find out what is Causing the distress
immediately, and seek comfort for the child. If distress continues, staff members will be asked to rotate.

Before and After School Program

SSLC provides a uhique before- and after-sChool learhing experience to Keep your sChool-ager motivated and focused
in a fun and stimulating environment. Qur before- and after-sChool program was developed to meet the growing
educational and socCial needs of school age children. They get to spend time with friends and enjoy activities in a group
setting. To accommodate your family’s schedule, please notify the bus company if You are wishing your child ride the
bus fromm the Poynette School DistriCt to our £aCility. Qur sChool-age program provides a fun-filled (and educational!)
experience during, teacher in-service days and other sChool breaks. Be sure to reserve your Child a spot during those
days. Special reminder, SSLC remains opeh during the week of spring break, we have a limited amount Of space $o get
your reservations in early, it’s a first come first serve basis!




Program Features:

¢ Homework support in the Homework Center, Desighated quiet areas for study

e Titness activities to keep your Child active and healthy , volley ball, baseball, and basketball courts all on-site

e A comfortable environment where your child will learn to build confidence, self- esteem, Character and socCial
sKills
Age appropriate activities

Additional Ihformation

Late Pickups:

A late pickup is defined as a child being in the care of SSLC, 30 minutes exceeding scheduled pick up time indicated
onh CTA. Parents must see to it attendance stays within their reserved time blOCK, as Staff scCheduling is tailored
around enrollment. A late fee of $20 every 15 minutes Will be Charged until Child is pick-up. (Example: Child is
scheduled to be picked up at 3pm~ at 3:30 it is considered a late piCkup ahd fees will start to acCrue. This is hecessary
due to staffing ratios, which must be striCtly followed. A Late PiCkup Statement will be issued and sighed by both
teacher and person who picks up. A copy will be put in child's folder. The late Charge will be added to the end of
week total, and must be paid alohg with weekly tuition.

It is very imperative you keep SSLC informed at all times if you will be late and keep all emergency cantact i
If we are unable to make contact with a parent or guardian by 6:30 gify.theePwifhette Police Department.
6:45pm, we will then notify Child Protection Services of Columbia County.

Diaper and Sanitation Procedures:

Parents must supply disposable diapers and wipes. Changing areas have running water separate from £0od preparation
areas, and are disinfected after each use with a mixture of BasiC G ¢ water. Teachers wear fresh gloves each time they
Change a child’s diaper. Every preCaution is made to keep the diaper Changing areas as gertn free as possible. [icensing
regulations are adhered to ih all areas of sanitation procedures.

Standard (Jniversal Precautions:
Hand washing
o After diapering or toileting children
o After handling body fluids of any kind
* Before and after giving first aid (such as Cleahing cuts and sCratches or bloody hoses)
« After Cleaning up spills or objects contaminated with body fluids
o After taking off your disposable gloves
o remember that wearing gloves does not meah that You do hot have to wash your hands!
Single [Jse Latex gloves should be worh:
« During contact with blood or body fluids which contain blood (such as vomit or feces which contain blood
you Cah see)
« When individuals have cuts, sCratChes or rashes whiCh Cause breaks in the skin of their hands
* When wiping noses, or other secretions

Environmental Sanitizing:

Ganitizing should be donhe regularly and as heeded. This means Cleahing toys, surfaces and diapering areas with either a
Basic G mix, or a bleach solution (1 tablespoon of bleaCh per quart of water made fresh as needed). Blood spills or
objects with blood on them need a stronger solution Of %-Cup bleach to 2% Cups water.

Classroom Arrangement and Materials:
Ih anh effort to Create exploration and Creativity in our Classrooms, SSL.C contihually Changes the atmosphere of our
Classrooms by rearranging furniture, and equipment. Children are often a part Of this “redeCorating” as to facCility the




children in feeling a part of the Change. We are constantly |0oking for hew ways to spark the children imagination
inside and out of the Classroom and always welcome hew ideas and suggestions from parents.

Parking [ ot Safety:
For health, safety and legal reasons, SSL.C must insist on the following parking |ot regulations:
*  Never [eave unattended children ih your Car Or allow them to |eave the building alonhe.
* Do not [eave the motor running in front of SSLC.
e Do not drop children off in the parking (ot. Parents must enter the building for drop off/piCKk up.

Inclement Weather for [earhing Center ¢ School Age Progratm:

SSLC will make every attempt Withinh reason to remain open during inClement weather situations. Please check our web
page oOr Call center |ine before you attempt to drop Off your Child 608-635-3880 and listen to answering machine for
closures. Children attending Public Schools will be bused to SSLC, providing they are registered with the school/bus
company prior to sChool closing. Please CcontacCt your sChool district for more information as SSLC is unable to initiate
Or authorize those protocols. Qpehings are oh a first come first serve basis until we reach CapacCity. If you have
indicated on your Enhrollment Forms that your Child will automatiCally be bused to SSLC, a spot will be held for them,
and we Will contaCt you within 10 minhutes if your Child does hot arrive on the bus. If we do hot get Confirtmation of
your child needing Care within the hour of sChool closing, we will assume you have made other arrangements. That
being said, please be sure to contact SSLC right away. Tuitioh remains at $2.50 per hour with a minimum of 1 hour
upon arrival. Please be sure to disCuss SpecCifiC protocCol in early release/emergency Closing situations with your child,
your child’s teacher, school district, and the bus compahy. SSLC reserves the right to Close early for the safety and
well-being of both staff and families to travel. ContaCt Will be made with parent’s at least 1 hour before antiCipated
Closure time to ensure SufficCient time for parents to arrange piCKk up of Children.

Mandatory Reporting of Suspected Child Abuse & Neglect:

Every staff member at SSLC is required to complete SCAN MRT, Suspected Child Abuse ¢ Neglect/Mandatory
TReporter Training. Further, are required by law to report if they have reasohable Cause to suspect that a Child (person
18 or under) has been abused, neglected or has been threatened with abuse or negleCt that is likely to oCCur. Reports
are placed with The Department of Child Protective Services in the county where the child resides or to the Child
Abuse and Neglect Hotline (1-800-352-6513). The contacCt information for the Child Protective Services office in each
county is available at http://dCf.wisconsin.gov/children/CPS/cpswitmap.htm.

Meals ahd Shacks:

We take pride in our foodservice at SSLC, meals and snacks are always included in tuition unless there is a sCheduled
field trip where bag lunches are required. SSLC follows age appropriate JSDA Nutritional Guidelines; see Parent Info
Center for Handout. Afll food is stored and prepared on site. Menus are posted monthly, on the Parent Information
Board, please CheCk often as adjustments are made from time to time. All Staff members Who provide food service
adhere to all required training and continuing education. Dishes are washed using both a commercial dishwasher, and
three sink methods. We offer 100% juice, 2%/whole Milk and water with every shack and meal. Children are
encouraged to Sit where they feel comfortable within their age group to promote mealtime socCialization, however, if
behavior becomes an issue child will be asked to relocate. During meal/shack time, SSLC Staff encourages positive
table manners, and self- help skills. Each morhing we have shack at 9:00 a.m., luhch is served daily at Nooh, and there is
ah afternoon snack between 2:30-3:00. School age children get shaCck upon arrival at 3:45 p.m. Parents are asked to
provide child’s lunch/shack if there are specCial dietary restriCctions that require a separate meal to be prepared, please
label lunch box. If your child has any food allergies noted on Enroliment Forms, Child’s photo and brief description will
be posted in food preparation/eating areas as a reminder to servers. This information is maintained confidentially.
gchool-Age children follow the same meal time routines while in the Center, with the additional option during summer
months, to eat outside on the desighated patio.

Field Trips: Please see Appendix

GSLC periodically schedules field trips; SSLC will provide parents with at least a 2 week hotiCe before the Field Trip is
scheduled. Parents are strongly encouraged to Chaperone Field Trips. There will be a sigh up sheet posted on the
Parent Information Board. Children are not required to partiCipate in field trips; staff members remain in the Nursery.
Field Trip hotices will inClude destination, cost, and date. During walking field trips, Children under three will be
tranhsported by wagon, or stroller. Gee Appendix B for Field Trip Policy.

Cultural Diversity:
GCLC is a culturally inClusive center and recoghizes, Values, and celebrates Cultural differences that exist in its
children, families, and caregivers. SSLC believes staff members play ah important role in Creating ah environment for



http://dcf.wisconsin.gov/children/CPS/cpswimap.htm

children that assists them t0 acknowledge and appreciate the similarities and differences in our community. e also
feel we have a responsibility to provide opportunities and experiences that Will help Children to develop the attitudes,
Khowledge and sKills they will heed to live ih an inCreasingly complex world.

Gome of the activities inCclude books, puzzies, lahguage exploratioh, holiday Ccelebrations, movies, hon-stereotypical
resources, ahd art projects.

Special Reminders:

« TAe ask that all clothing be appropriate for childcare. We do many fun and messy activities. Although children
always have access to Smocks during arts and Crafts, there may be mishaps. We do not want to ruin anything that is
specCial to you or your child. e ask that You |eave at least ohe complete outfit for your child here at sChool.

GCLC reserves the right to be held harmless to anhy damage to Clothing or personal items that may ocCur while in
the Care of SSL.C.

‘Please bring appropriate Clothing for the weather (i.e., sweatshirt, jacket, gloves, and hat). Please remember to
label all clothing. Jnless the weather is extreme, we will go outside for much heeded fresh air and large motor play.
Extreme weather, defined as; 90F Or above, heavy rains, wind Chills of 20 degrees or below for children 2+, Or 30
degrees or below for children 2 and younger.

If your child is too ill to go outside, he/she should be kept home.

Summer: swimsuit, towel, water shoes, Or extra sheakers.

Winter: rainCoat for rainy days, rubber boots, hat, mittens, Show pants or showsuit, warm Coat.

Donhations of extra winter items are always welcomed as sometimes Children either do hot have any or may have
forgotten them.

sunscreen/Insect Repellant/Diaper Rash Qintment:

GSLC requires parents to provide items such as sunscreen/insect repellant/lotion/ointment. SSLC must have written
permission to apply suhsCreen, insect repellant or diaper ointment. SunsCreen must be hypo-allergenic and a minimum
SPF of 15. Children 9 and older may apply their own sunscreen. A(ll over-the-counter skih products must be used in
accordance with the manhufacturer’s recommendations and will hot be kept or used beyond the product’s expiration
date. Please be sure to label the container with your child’s name.

Authorized Pick {Jp

Each parent must have on file a list Of hames and phone humbers Of emergency contacts. Emergency contacts are
persons in the area Who are authorized to piCk up Your child in Case Of illness or emergency when the parent Cannot be
reached. Please be sure the persons whose hames you list are aware they have been listed for this purpose. In the Case

Of legal issues, the registering parent must indiCate who has legal custody and who may pick up the child. Please
include ahy court documentation that supports this information, also list any restricted contacts. SSLC assumes zero
liability if not properly advised.

E ¢ CAFE :
If you have nhotified SSLC that someone other thah authorized persons listed onh enrollment forms will
be picking up your child, please understand, Staff members are required to see @ photo ID before
child will be released.
If you will not be at the number we have listed for you, please leave a hote with a Staff member and/or
oh the sigh-in sheet with anh alternate contaCt humber for that day.
Whenever there are Changes to be made, it is your responsibility tO update us oh contacCt info, or
humber Cchanges as to faCilitate aCCurate Emergency Quick Cards and records. Please feel free to
email Changes anytime.
If a staff member has reasonable Cause t0 suspeCt person piCKing up is uhder the influence of alcohol
or drugs, child will hot be released. The safety and well-being of every Child in our Care is Of primary
importance. If ahy staff member believes that ah adult who is piCKing up a child is hot in a condition
€O drive Or adequately Care for the Child, Staff Will hot release the Child to the adult until the child’s
safety is assured. Staff Will offer to Call ahother authorized adult to assist. Determining whether to
release a Child in this situation is difficult for the parent, the Child, ahd the staff member. The
Poynette Police Department Will be Called to assist us in any decisions if necessary.




Enroliment Withdrawal/Discharge:

If Circumstances Cause you to withdraw your Child, You must submit @ writteh notiCe of your exit date to
administration offiCe two weeks prior to your child’s last day of Care. If SSLC is hot notified in written form, we will
continue to bill your account for two weeks. You Wwill be responsible for all past due amounts including finhal two week
tuition and all late fees assoCiated to it. If your account is hot paid in full upon final day of enroliment, your account
Will be turned over to small Claims for collection. SSLC reserves the right to terminate enrollment at any time due to
behavior, non-payment of tuition, or habitual Violation of Parent Handbook. For all other reasons, SSLC will give 2
weeks written hotiCe of our intent to disCharge a Child and try to inform parents Of |oCal resources that may be of help
t0 them. Parents may appeal withdrawal by submitting a writ to Cure letter or action plan to Administration.

DiscCipline Policy:

Children are taught the importanCe of treating others with Care and respect at SSLC. It is our belief that the goal of
discCipline is to help young children gain innher self-contro| so they become aware of acceptable behavior. If
unacceptable behavior is displayed, we explain why the behavior is inappropriate. If the behavior continues, the child
will be First directed to another activity. A Child continuing to have difficulty will be removed from the activity for a
short period in order to regain his/her self-control. The general rule for “time out” is ohe minute per year of age, up to
Five minutes maximum. Time out is used as a skill-building tool, hot punishment. We try to0 foresee and prevent problems
by structuring anh appropriate environment and giving constant reminders of basiC limits and expectations. These limits
are mainly for reasons of safety and respect fOr oneself, for others, and for property. Negative “attention seeking”
behavior is ignored if possible. DisCipline shall be fair, reasonable, consistent, and related to the individual behavior. No
matter what type of disCipline is administered at home, Children are never spanked at SSLC, hor Will staff agree to
spahKing or corporal puhishment as a form of Child management even at parent's request. If your Child is experiencing
a Change at home that may result in changes in behavior, it is important £Or You to notify your Child’s teacher. Your
Child’s teacher will keep you infortmed Of any behavioral ConcCerns that may oCCur at the center. Please understand
staff is NEVER allowed to discuss any other child in the center.

Biting Manhagement:

When biting occurs at SSLC, the biting Child will be removed from the area immediately, told Very sternly biting will hot
be tolerated, and placed ih age appropriate time-out. The child Who has been bitten Will be attended to immediately by
Staff and further treatment decisions will be made at that time. An inCident report will be filled out in any case of
biting, a copy will be placed in biting Child’s folder and given to bitten Child's parent. Next, a meeting with staff ¢
parents will be initiated to help defuse any Crisis. Staff will explore every step to earh exactly how the inCidents took
place and see to it Children are Closely supervised at all times in regards to biting. If Child continues to display
aggressive behaVior or biting occurs child will be kept separated until behavior is Biting is hever tolerated at SSLC and
if behavior continues, severe behavior protocol will be taken.

Severe Behavior:

Young children Can present Challenging behavior as they learh to interaCt appropriately in ah educational setting. SSL.C
is committed to using positive guidance strategies when teaching children how to manhage their behavior, as discussed
above. Developmentally appropriate guidanCe and Classroom manhagement promotes positive soCial sKills, fosters mutual
respect, strengthens self-esteem, and supports a Safe environment. At times, some children will exhibit severe
behaviors that Cannhot be managed within the Classroom.

SSLC considers severe behavior as:

« Danger t0 self or others (examples include but are not limited to: head banging, excessive biting, hitting,
hair pulling, using objects to inflict bodily harm.

* Disruptive behavior that Creates ChroniC interference to Classroom activities (examples include but are
not limited to: tanhtrums, sCreatming, foul language, severe or ChrohiC hon-compliahcCe or defiance.)

In these situations, the parents will be contacted by phone immediately. The parents will heed to meet with the teacher
anhd/or the administrator to discuss the situation and appropriate measures. Each subsequent outburst will be hoted
and parents will be notified, along with a written notice included in child’s folder. Behavior that is Chronically
uhacceptable may be an indiCator that further support Or assessment be suggested. If behavior continues to pose a
risk to other Children or staff, SSLC reserves the right to temporarily Or pertnanhently remove a child from the center.
Tuition payments will hot be adjusted for days a child is temporarily removed from the center. If permanent removal
becomes necessary, all past due balances must be paid in full. [ate fees will be applied as set forth as will any
collection procedures if hecessary.




Rest/Quiet Times:
e A]l children in the center will have the opportunity to rest after [unch, Cots and sheets are provided.
e Parents should provide a familiar blanket to help soothe a restless child.

‘Please label blankets and remember to take them home each week £or laundering.

To protect your child’s health, Cots are assigned to children, sheets and COts are Sanhitized weekly.

Tips for Reducing the Rjsk of SIDS~ SSLC Always places babies oh his or her baCk to sleep, ahd completes a sleeping
activity log. If the baby falls asleep while playing on his or her stomach, we will turh the baby over on his or her back to
continue to rest Oh a firtn mattress and remove all pillows, Guilts, cComforters, butmper pads, sheepskins, stuffed toys
anhd other soft items from the Crib.

SSLC never allows babies to share a crib, even if they are siblingsns

Children uhder ohe year Of age:

. Child will be placed to sleep on his or her back ih a Crib unless the child's physiCian authorizes another position in
writing.
Child will not sleep in a Crib Or playpen that Contains materials such as sheepskins, pillows, FIUFFY blankets, bumper
pads or stuffed animals.

o Child 6 weeks t0 1-Year hap on their own schedules.

Children under two years of age:

«  (Cribs and playpens shall contain a tight-fitting mattress and anhy covering shall fit shugly over the mattress.

e Gheet or blanket will be tucked tightly under the mattress and shall be kept away from the child’s mouth and nose.

e Ifchild falls asleep in a swing or Car seat, the child will be removed from the swing or Car seat and placed to sleep
on his/ her back in a Crib.

Drilis’Evacuation/Stranger Plans: Please see Contingency Plans

e TFiredrills are held monthly to aCquaint your Child with evacuation procedures. This may make quite ah impression
on your child the first titme a drill is held, but your child will soon become accustomed to it and Khow just what to
do. Qur center is equipped with a fire alarm system through-out the building. In addition, fire extinguishers
emergency egress lighting, and battery-operated alarms are placed throughout. EvVacuationh procedures and
inspections are posted on the parent information board outside the “|ocker room”. There are also Copies of
contingency plans specCific to room |ocated hear exterior doors. SSLC has a master plah in the administration
OfFiCe for parent’s access also.
In the event of Fire emergency at SSLC, all students and Staff will be evacuated to a Central meeting [0Catioh
(volleyball court). SSLC assumes all responsibility and liability pertaining to such an emergency while on SSL.C
property. Afll emergency exits, routes and procedures will be placed hear exit doors in all Classrooms and reviewed
with Children on a weekly basis. SSLC routinely inspects all egress (battery operated emergency lighting) fixtures ¢
alarms.
Inh the Event of a Torhado Emergency, staff will direct children to remain Caltn, meet in the main central hallway
outside the Classrooms, oOr ih desighated bathrooms, a sight and sound roll Call will be conducted. Everyohe will
remain until an all Clear is issued. In preparedness for a Tornado emergency, all students routinely practice drills.
Each teacher is responsible for the evacuation and gathering of his or her Class.
SSLC has a department approved weather radio on premise to aid ih weather awareness.
In the Event of a Stranger Danger alert, all teachers will assemble Children immediately upoh hotifiCation typically
through our two-way radio systems, secure the Classroom from the inside and remain Calm, and assembled until
threat is Clear.

Personal JTtems:

We ask that all toys with the exception Of a SOft sleepy time toy Or toys for sharing days stay at home. Ttems brought
from home pose a greater risk £Or transmission of germs, source of distraCtion and ultimately could pose a safety risk
t0 children if not properly sCaled to age group. SSLC assumes no responsibility for items that are |ost or broken while
at the center.

Missing Child Alert: see Contingency Plans

Ih the event a sight and sound roll Call is performed and a Child is unaccounted for, staff are first required to radio all
Staff For a center wide sight and sound roll Call t0 attempt to |oCate child. If unsuccessful, protocol will be as follows
4 will continue until child is located; lockdown procedure within center, Administrator notified, staff member
responsible for child shall document immediately [ast sight and sound rol| Call time that Child was accounted for,
clothing and physical appearance of child and be aVvailable to Emergency Responders to provide information, all indoor
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and outdoor play areas are to be searched, parents hotified, all available 5 mihute emergency contacts and/or Staff
Called in to assist, 911 alerted. Please see SSLC Contingency Plans is @ complete desCription of our Missing Child
‘Policy.

No-Smoking Policy:

This is @ hon-smoking facility. No smoking inside or out of the building is permitted at anhy time. In addition, smoking is
also prohibited within 50 feet outside of Center. Please be sure to extinguish all Smoking items before entering the
parking |ot.

Injuries both Onsite and OFF: see Contingency Plans

(Anhytime childreh are off-site, staff members are required to Carry first aid equipment and Emergency Quick Cards for
each child)

Minor Injury~ SSLC Staff makes every effort to ensure the safety of your Child. (Jnfortunately, acCidents Cah oCCur.
AS a parther in the Care of your child, we realize that you waht to be aware of your child’s injuries or illnesses that
OCCUr at the center. ITn order to keep you informed, we will provide you with ah AccCident/InCident Report for each
occurrence. Along with notice, injury will be hoted in the SSL.C medical log.

Serious Injury~ a desighated staff member will make every attempt tO ContaCt You for instruction. Meahwhile, we will
Call 911, and continue to attempt to get g hold of you ahd emergency mediCal conhtact. Your sighed emergency medical
release will assist us in obtaining prompt mediCal attention. A staff member will stay with your child at all times until
your arrival. Staff members are hot permitted to g0 beyond the sCope of their training therefore will hot administer
medical treatment, other thah emergency first aid. All staff is required to be trained in both CPR and First Aid, in
addition, receive refresher courses as heeded.

Desighated Medical Facility:

Ih the event emergency medicCal attention is required, we will Call 911 and Poynette Emergency MedicCal TechhicCians will
be dispatched immediately. It Will be up to the disCretion Of parents to list on their Enroliment Forms which medical
facility that they choose. If one is not provided, we will automatically direct EMT personnel to Divine Savior Hospital
in Portage.

Infectious Disease Prevention:

Because young children are Vulherable to infectious diseases, we encourage parents t0 be aware of our health policies.
Prevention of illnesses or contagious diseases is CritiCal. Teachers perform routine under arm temperature Checks on
all children within the center. e encourage you to:

1. Do a brief assessment of your child’s health each morning. Please do hot bring a sick child to the center.
2. Provide disposable diapers.

3. Provide disposable wipes.

4. Be aware that low-grade fevers may be assoCiated with an infection or iliness, and hot “just teething”.

5. Keep EmergencCy ContaCts up-to-date.

6. Dress your child appropriately — according to weather, etC.

7. Be prepared so that on short hotiCce you may be able to pick up your child due to illness.

Medication ¢ Medical [.og Policy:

All medications must have a doctor’s presCription and measuring tool to administer, including over-the-counter
medication. Parent will heed to complete the Authorization to Administer Medication Form indicating dosage anhd
times of administration. The medication must be labeled, contain the hame of the child, dates to be administered, and
expiration date. Please make sure your doctor’s note indiCates reason mediCation is being used. We are unhable to take
phone Calls from your doctor’s office. Also, please do nhot give TYlenol or ahy other fever reducer to your child before
entering the center. This only serves to mask the problem. Please notify staff of any medicCal conditions (allergies, etcC.)
that require special considerations in the Classroom. SSLC staff stores all mediCatioh in an appropriate |oCk box either
room temperature or Chilled as advised. A Classified staff member and administrator will both read aloud child’s full
name, date of birth, presCription instructions, dosage and titme before administering any mediCation. Staff will record
the administration of medication in both child’s folder and medical 10g. Medical |og shall be maintained in a bound
notebook with lined humbered pages, and is reviewed ¢ initialed every three months by Administrator. Please try to
schedule medicCine administration to be done at home to avoid any missed doses. In the event there is a missed dose at
SSLC, Administrator will contact parent and document in the medical l0g missed dosage. Double dosages will hever be
administered.

Please Note: Parent’s must remove all unused or expired mediCation from the Center.
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First Aid/Flashlights/Emergency Postings:

All staff anhd volunteers are required to be first aid Certified and contihue education per State guidelines. During
orientation, Staff will be educated on |oCation of First Aid Kits, Flashlights, Backup Supplies and [oCations of all
telephones, and emergency contact information. SSLC has first aid Kits ¢ working flashlights [oCated in every
Classroom (see Contingency Plans). [LoCated in the main utility Closet is an emergency Care paCkage Consisting of
blankets, flashlights/batteries and backup radio. Batteries are routinely Checked as a part Of preventative maintenance
Of exit lights, smoke detectors, and alartns. Emergency contaCt humbers and hames are posted by telephones in each
classroom. In the event there is an emergency, it is guaranteed by SSLC Administrator there will be a vehicle located
on-site at all times. .

Communicable Disease ¢ Ilihess Policy

There is @ communiCable disease Chart |oCated on the Parent Information Board outside the locker room.
We strongly encourage parents to download a Copy of the Chart for review at home
http://www.dpi.state.wi.us/Ccic/pdf/cd Chart.pdf. For the safety and health Of all our children and
teachers, SiCK Children heed to be at home. Never mask a fever by administering TYlenol, or ahy other
form Of fever reducing medicine So you Cah bring your child to the center.

Please do not send your child to school if he/she has had ahy of the following desCribed conditions during
the previous 2¢ hours. A|lso, be advised, if your child exhibits any of the following sighs while at school,
he/she will be isolated immediately and you will be contacted to come piCk up your child. It is required
that Child is picked up withih an hour of notifiCation Of illness.

Understand this is for the health ahd well-being of every Cchild anhd Staff
member in our Center anhd must be striCtly followed:

Diarrbea (2 or more conhsecutive |00se st0oo|S)
Difficulty or rapid breathing
Fever Reducer has been administered
Vomited within last 2¢ hours
Yellowish skin or eyes
Temperature of 100.5 degrees Fahrenheit or higher and/or has had a fever
during the previous 2¢ hours
Undiagnhosed rash
Persistent Sore throat
Severe cough
Chicken pox, measles, mumps, rubella, impetigo, diphtheria or herpes simplex
Untreated scabies, ring worm
Anh ear infection, unless notification that Child is uhder physiCian’s Care
e ([ntreated head liCe oOr |ess then 2¢hrs between treatment
o Pinkeye, or indications such as redness and secretion in the eyes are present
Tt is very imperative Yyou arranhge alternative Care £for your child when he/she is sick. We know it
Cah be a very frustrating time when a Child is sent home becCause of illness. NO tuition
adjustments are made for absences due to illness. A sighed authorization and doctor’s
presCriptioh is required for administering all mediCations.



http://www.dpi.state.wi.us/ccic/pdf/cd_chart.pdf

Non DiscCritninationh & Americans with Disability Statements
GSLC does nhot discriminate based on race, color, hatiohal origin, sex, religion, age, or disability in educational
services and/or employment. SST,C also provides, upon request, reasonable accommodations inCluding auxiliary aids
and services hecessary to afford an individual with a disability ah equal opportunity to partiCipate in all services,
programs and activities. To request materials in an alternative format, contact Amy Branish at
amybranish@sspoynette.com.

SSLC does not discriminate on the basis of race, Color, hational origin, sex, disability, age, marital Status, or
religion in admission to educational programs, activities, and employment practices in accordance with Title VI of
the Civil Rights ACt of 196¢, Title VII of the Civil Rights ACt of 196¢, Title IX of the Educational Amendments of
1972, Section 50¢ of the Rehabilitation ACt of 1973 (revised 1992), and the Americans with Disabilities ACt Of 1990
and shall provide, upon request by a qualified disabled individual, reasonable accommodations inCluding auxiliary
aids and services hecessary to afford individuals with a disability ah equal opportuhity to partiCipate.

SSLC admits students of any race, color, national and ethnic origin to all the rights, privileges, programs, and
activities generally accorded or made available to students at the school. It does not discriminate on the basis of
race, color, national and ethnic origin in administration of its educational policies, admissions policies,
scholarship and loan programs, and athletic and other school-administered programs.

Birthdays: SSLC recognizes that birthdays Can play an important role in the life of a youngster. Please contacCt your
Child’s teacher for a list of birthday ideas regarding food upoh request. For health regulations, it is required that all
food be store bought. Food may hot be prepared at home. Please remember, SSLC prohibits balloons for ahy reason.

Holiday Celebrations: Holidays are recognhized in the Classrooms in ways that are consistent with the individual
program’s Ccurriculum and the age of the children. Examples inClude (but are not limited to), Thanksgiving, Christmas,
and Easter.

Water Play: SSLC believes water play is good for children’s physiCal, mental (Cognitive), and soCial-emotional growth.
Children will from time to time partiCipate in sensory play ahd outdoor water activities during summer months, SUCh as
sprinklers and sensory tables.

Qutdoor Play Space: SSLC provides ample outdoor play spacCe for our children. Playground is Checked several times a
day for hazards that may arise. All equipment is age appropriate, and play areas and age limitations per areas are Clearly
desighated. All gates have safety |0CKs in plaCe ahd operable at all times, ahd striCt protocol is followed each time
Children enter or exit playground. It is the staff’s responsibility on the playground to see to it limitations are followed
closely and constant reminders Of rules are given for the safety of all children. There is ah Quchie Box |located on the
playground at all times that Contains items such as gloves, Band-Aids, flashlight, Kleenex, Hand Sanitizer, ahd paper
towels, fly swatter and portable phone for emergencies. Sandboxes are covered hightly to prevent ahy Contamination
by wild/domesticC ahimals. In addition to our fenced in play area, we also have a basketball court, baseball diamond, and
a sand volleyball court oh premise.

Media Authorization: Qccasionally pictures are taken of the children within the center for advertising; sCrap booking,
slide show presentations, ECT... {Jpoh registration, parents are required to fill out a Media Authorization form.

Pets in the Center: SSI,C onh occasion, with prior approval by administrator, pets Canh be brought in for show and share
type activities. Parent may bring in approved pet for the duration Of the sharing only. At least 2¢ hour notice is
provided before sCheduled acCtivity ih ohe Of the following ways; posting on all entry and exit doors, email, take home
notice, personally. Should you wish your Child not be present, please hotify your child’s teacher immediately.

Chain of Command: SSI.C strongly supports ah established chain of command; we feel it is essential for effective
management, aCccountability, ahd a Strong meanhs of operation within our center. Qur centers Chainh of command is
posted on the parent information board, administrative office, and in all Classrooms Visible to parents. If parents have
questions ahd concerns, we encourage parents to follow Chaih of command until satisfaCtory results have been
reached. Please notify administration if less then favorable results are attained at any time during CommuniCation with
Staff.
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APPENDIX A

SSLC CLEANING AND SANITATION POLICY

Reason this policy is important:

One of the most important steps in reducing the spread of common infectious diseases or conditions among children and child care providers is
cleaning and sanitizing or disinfecting objects and any surface a child comes in contact with, including floors, that could be contaminated and spread
disease to children and staff.

Procedure and Practices, including responsible person(s):

Routine cleaning and sanitizing or disinfecting of the child care setting will be supervised by Administrator or next in Chain of Command (NICOC),
according to the schedule and procedures in SSLC Cleaning & Sanitation Procedures Checklist. Checklist is set up to be completed daily.

(Staff title/name) will complete and turn in Cleaning/Sanitation Procedures Checklist to Administrator or NICOC on

Fridays to be reviewed and filed.

Routine Cleaning: Using soap and water to remove visible dirt then rinse with clean water.

Sanitizing/Disinfecting: Removing visible dirt and applying an additional sanitizer solution to reduce the number of germs likely to cause disease.
A (Product name) is EPA approved as a sanitizer or

Hospital grade germicide and is used by manufacturer directions. Product is not toxic to children.
(Attach directions on how to use product properly)

A (Check if used) Bleach solution is used in the concentrations on the sanitizing and disinfecting guide sheet. 1 % Tablespoon to 1 Gal of Water
SSLC REQUIREMENTS:

Tables used for eating and food preparation will be cleaned with soap and water, rinsed, and then sanitized with bleach solution before and after
each meal or snack.
Kitchen will be cleaned daily and more often if necessary. Sinks, counters, and floors will be cleaned and sanitized at least daily. Refrigerator will
be cleaned and sanitized monthly or more often as needed.
Highchairs will be washed, rinsed, and sanitized before and after each use.
Mouthed toys, including machine washable toys and cloth books, will be washed, rinsed and sanitized in between use by different children. A
system for ongoing rotation of mouth toys will be implemented in infant and young toddler rooms (i.e. a labeled “mouthed toy” bin). Only
washable toys will be used.
Toys (that are not mouthed toys) will be washed, rinsed, sanitized and air-dried at least weekly or toys that are dishwasher safe can be run
through a full wash and dry cycle.
Cloth toys and dress up toys will be laundered weekly or more often, as needed, for young children.
Child care laundry will be washed on hot cycle as needed at a temperature of at least 165 degrees or with added sanitizing agent such as
bleach.
Furniture, rugs, and carpeting in all areas will be vacuumed daily. This includes carpeting that may be on walls or other surfaces than the floor.
Carpets will be shampooed monthly in infant areas and every three months in other areas, or more frequently as needed.
Hard floors will be swept and mopped (with cleaning detergent) and sanitized daily.
Utility mops will be washed rinsed and sanitized then air dried in an area with ventilation to the outside and inaccessible to children.
Bathroom(s) will be cleaned daily or more often if necessary. Sinks, counters, toilets, and floors will be cleaned and disinfected at least daily.
Potty-chairs will be immediately emptied into toilet, washed and disinfected in a designated sink or utility sink separate from classrooms. The
sink must then be cleaned and disinfected.
Toilet seats will be cleaned and sanitized as needed and at least daily.
Cubbies: will be washed, rinsed, and sanitized weekly.
Cribs/Cots will be washed, rinsed, and sanitized weekly, before use by a different child, after a child has been ill and as needed.
Bedding (e.g. mat covers and blankets) will be washed weekly, or more frequently as needed, at a temperature of at least 165° F, or with
disinfectant in the rinse cycle. These items can be sent home for families to wash. Bedding will be removed from mats and stored separately.
Chi | dr e n indudingtbeddirsg, coats, etc. will be stored separately.
Water tables will be emptied and sanitized after each use or more often as needed. Children will wash hands before and after play and be
closely supervised. Water tables should retain a free available chlorine level of 1-3 parts per million (ppm).

General Cleaning of the entire center will be done as needed. Wastebaskets (with disposable liners) will be available to children and staff and will be
emptied when full. Step-cans will be used to prevent recontamination of hands when disposing of used towels, etc. There should be no strong odors of
cleaning products. Room deodorizers are not used due to the risk of allergic reaction. Door handles and faucets are cleaned at least daily and more
often when children/staff are ill. Diaper and food waste containers will have a tight fitting lid.

Vacuuming, mopping and professionally carpet shampooing in the center will not occur while children are present (carpet sweepers and brooms
are ok to use). This is to reduce the exposure of chemicals and dust to children and staff. Every effort is made to only use items that can be cleaned
and sanitized in the setting. Cracked or broken items are not able to be clean or sanitized properly. These items shall be removed until they are
repaired, cleaned, and sanitized. Carpet is not used in toilet areas; diaper changing areas or food prep/storage areas.

Regular cleaning and sanitation will increase if there is an outbreak of a contagious infection or disease in setting.

Communication plan for staff and parents:
Staff and volunteers will receive a written copy of this policy in there orientation packets before beginning work at the center. Training will be provided
on cleaning and sanitation guidelines and procedures at time of employment and when necessary.




Appendix B

Field Trip Procedures:

When a field trip outside the center requires transportation, proper protocol must be followed. Once
Administrator has established that all chaperones, and children are present inside SSLC, required
documentation, two-way radios and first aid equipment is gathered, chaperones will be given their list of
children for the trip. Groups will be formed and fieldtrip guidelines for safety will be reviewed with all
adults and children who are participating in field trip. Upon loading transportation devise, a sight and
sound roll call will be performed; head count will be done by administrator and lead teacher to establish
exact number of people to account for before transportation devise leaves premises, process is repeated
three times to ensure accuracy. During travel, fieldtrip guidelines will be reviewed once again. Once
destination is reached, and all persons have exited transportation devise, a sight and sound roll call and
head count will again be established. Each teacher and chaperone will be required to continually perform
such drills through- out the fieldtrip. It is the responsibility of every teacher/assistant at SSLC to remind
each other of such procedures. Upon returning to SSLC, these procedures will again be performed to
ensure all children and chaperones are accounted for. This may seem redundant, but for the safety and
well-being of everyone involved it is crucial. Failure to comply with these procedures is grounds for
termination.




