As of June 21, 2011
ABOUT THE PROGRAMPRIVATE 
Welcome to the Housatonic Child Care Center.  We are committed to providing superior childcare by creating a loving and nurturing environment for your child to develop and grow in.  Our programs offer children a flexible structure of indoor and outdoor play, individual and group activities, varied language activities, music, movement, arts and crafts, cooking and field trips.
To help your child reach his/her potential, the center not only recognizes the importance of the child's well being but also that of the family. We believe that your comfort is as important as your child's and we encourage parent involvement and participation as often as possible. Parents are invited to visit the center at any time during the day (with the preferred exception of rest time from 12:30-2:30) to see the center staff and children in action. (revised 3-20-10)
Mission Statement and Philosophy: (10.A.01, 2.A.01, 7.A.06, 7.A.07, 7.A.09, 7.C.01) (Rev. 1-25-11)
Mission Statement 

The mission of the Housatonic Child Care Center (HCCC) is to provide the highest standard of care for children between the ages of 12 weeks and 6 years whose families reside in Salisbury or, space permitting, surrounding towns: promote school readiness and socialization among our charges; provide financial assistance when necessary to ensure quality child care is available to all working parents; support our staff in their development; and reflect well on the town of Salisbury, whose public support makes our program possible.

Philosophy

The Housatonic Child Care Center (HCCC) believes that quality early childhood education is essential to future school success. HCCC offers quality childcare to all children regardless of family structure; socioeconomic, racial, religious and/or cultural backgrounds; gender; abilities; or preferred language. The goal of the early childhood program is to ensure that all children within our care will enter kindergarten ready to learn.
Program

Our educational program is designed to help children develop socially, cognitively, physically and emotionally in a nurturing and safe environment that offers children a flexible structure of indoor and outdoor play, individual and group activities, varied language activities, music, movement, arts and crafts, cooking and field trips. 

In our effort to address the needs of the whole child, HCCC offers comprehensive services in the varied areas of health and social services to families directly or through a referral system.  
HCCC recognizes the family as central to the well being of the child.  We believe that fostering a strong home/school/community partnership is central to meeting the needs of children and their families.  We look forward to your parent involvement and participation as often as possible. Our goal is to help families become informed advocates for the education of children, to be integral partners in the educational process which includes all aspects of program design, operation and evaluation. HCCC works intentionally to foster strong reciprocal relationships with families from the initial contact and endeavors to maintain these relationships over time.
The HCCC values and celebrates diversity.  We understand that the optimal development and learning of children hinges on our acceptance of children’s home language, respect and value for children’s home culture and the promotion and encouragement of involvement and support of all families, including extended and non-traditional family units. Thus, classrooms and curriculum are designed to accommodate the individuals that make up our community.  We seek information from each family about their culture and home language and strive to incorporate this information into all aspects of our program.
Goal and Objective of HCCC

We endeavor to create and maintain an atmosphere in which your child is comfortable while developing a positive self-image. We believe in a loving, warm and positive environment in which children are offered a variety of learning activities designed to further self-help skills and school readiness.
Hours of Operation
We are open Monday through Friday, 7:30 AM to 5:15 PM
Schedule of Operation: (Rev. 1-25-11) effective August 23, 2011
The Center closes down for two weeks each fiscal year for which you will not be charged.  The weeks chosen are subject to change on a year to year basis.  In general, the center will be closed the third week in August and the holiday week between Christmas and New Years.

The Center also closes for major holidays when they fall on weekdays (Monday-Friday).  These may include, and will be determined before our fiscal year begins, as follows:

1. Labor Day;

2. Thanksgiving Day;

3. The day after Thanksgiving;

4. Christmas Day;
    

5. New Years Day;



6. Memorial Day; and

7. July 4th
There will not be a charge for these stated holidays. Credits will be received during week 42 of your school year contract. When you sign your school year contract, you will pay your contracted price, which will be the same for 41 weeks and week 42 will be FREE.

We will close early at 1pm the day before Thanksgiving, Christmas Eve and New Year’s Eve, should they fall on a weekday. 

The Summer and Fall Programs start on a Tuesday, as we are closed the Monday of that week for Teacher Workshops.

Snow Days

The Center will remain open unless the weather is very severe.  You can call the Center phone and listen to the recording after 6:15 am or listen to  WHDD (98.1 FM/1020 AM) or view Channel 3, WFSB and Channel 8, WTNH for a closing or delayed opening announcement for the Housatonic Child Care Center. If the center is open but you choose not to bring your child, please contact us as soon as possible. Remember we DO NOT follow the Region I closing schedule.

Enrollment in the HCCC program constitutes an understanding that you will abide by the policies listed as follows:

Registration Fee: (Rev. 1-25-11)
At the time of registration, a $150.00 registration fee is required. Each additional child will be a $25.00 registration fee. This is non-refundable and payable at the time of enrollment. 
Payment Options: (Rev. 1-25-11) effective August 23, 2011

1. Pre-paid bi-weekly by Friday in advance for the following two week period;

2. Monthly in advance;

3. 21 week payment in advance - receives a 5% discount; and

4. 42 week payment in advance - receives a 10% discount.

ALL TUITION PAYMENTS ARE NON-REFUNDABLE
Payment Procedure: (Rev. 1-25-11)
Tuition is due in advance and will depend on the payment option selected. Those families paying bi-weekly will need to prepay by the Friday in advance for the following two week period. A late payment fee of $10.00 is charged for payments made after Monday of the week of care. Accounts must be kept current. Accounts delinquent by more than 2 weeks will force the dismissal of the child from the program. There is no guarantee of reinstatement even in the event of full payment. The parent/guardian agrees to pay all costs of collection including but not limited to, court costs, attorney’s fees and/or any other expenses incurred.

Payment Conditions: (Rev. 1-25-11)
1. Tuition payments are payable on a prepaid bi-weekly basis (payments are always two weeks ahead). 
2. Tuition payments are based upon the set number of days registered for throughout the year regardless of center’s closing or child’s absence. There will be no adjustments made for ½ days due to weather or holidays. However, there is no charge for the HCCC scheduled shut down weeks (which typically are the third week in August and the week between Christmas and New Years). There is no charge for Labor Day, Thanksgiving Day, the day after Thanksgiving, Memorial Day, and July 4th these credits are reflected during the 42nd week according to your contract.
3. There is a two week notice required when withdrawing a child from the program. Failure to notify the center in writing will result in your non refundable contracted charges.
4. Children enrolled at HCCC are to be picked up no later than 12:30 p.m. or 5:15 p.m. (depending on the child’s enrollment option). A late fee of $15.00 for every 10 minutes or any part thereof will be charged if children are not picked up by their assigned pick up time. The State of CT has an “Abandoned Child Policy” requirement. If a child is not picked up within one hour of the child’s assigned pick up time and all efforts have been made to contact the parents/ guardians or emergency contact(s), the HCCC is to assume the child has been abandoned and will have to contact the Department of Children and Families (DCF) and the police to have the child picked up and brought to the local DCF office.
5. Tuition late payment fee of $10.00.
6. Failure to pay a family share or tuition for two consecutive weeks may result in dismissal from the program.
7. Any parent/ guardian having difficulties in making payments should consult the Director/ Administrator to apply for financial assistance based upon income and family size. 
Absences: (Rev. 1-25-11)
If your child is going to be absent for any reason (ie. School closing, weather, illness or vacation), please notify the HCCC as far in advance as possible. The HCCC telephone number is 860-435-9694. Except for prolonged illness you will still be charged the weekly rate. If your child is out more than 3 days you will need a Doctor’s note for your child to return to the Center.
Age Requirements
Infant/Toddler Program:  ages 12 weeks through 3 years.  Rev. 8/1/09
Preschool Program: ages 3 through 5 years (or upon entry into kindergarten). Children entering the pre-school program must be in the process of being actively toilet trained at home which we will assist with and support at the center.  Rev. 8/1/09
Daily Program

The preschool program is designed to meet all the needs of a growing child. We provide activities appropriate for the age levels we serve. The highly qualified staff do monthly and weekly planning to create the best possible learning environment for the children and we function within a flexibly structured daily routine that leaves time for play. Learning takes place for young children in many ways and we incorporate all this into the daily curriculum. A copy of each group’s daily routine is posted in the center and is also available either in the registration packet or by request. Daily routines for the Infant/Toddler Program are addressed later in this book.

Fostering Positive Relationships: (Rev. 1-25-11)
We believe that the relationships young children develop with adults and other children are crucial to early learning and development.  Children who have positive relationships with adults that are characterized by warmth, sensitivity and responsiveness are more likely to feel valued and gain more from learning encounters. Positive relationships also impact how children learn to work with others.   
Positive home-school partnerships are also important.  This partnership or relationship helps create nurturing environments for children to learn and grow.  Our program follows the recommendations by the National Association for the Education of Young Children (NAEYC) and strives to develop positive relationships in the following ways: 

· Classrooms are welcoming to all children, and children are encouraged to join the group. 

· Teachers communicate with children in a warm manner, including laughing and showing affection, and responding to their needs. Teachers use a gentle tone of voice with children, and bend down to speak with them at eye level. 

· A balance of teacher-directed and child initiated learning opportunities are available for children to develop both group and individual relationships.

· Children have opportunities to play and interact with other children, which helps them build friendships and develop social skills, such as working together and taking turns. 

· Teachers and families develop relationships and share information about the children, including family background such as religion and home language.  (Source: Quality Programs Nurture Relationships to Enhance Young Children's Learning, naeyc.org) 

Enrollment Priority

Every attempt is made to accommodate all requests for childcare but the Center cannot always meet the demand.  Therefore, enrollment is considered on a priority system.  This priority system considers parental residency and place of employment. The priority system is as follows:

1.  Working parent(s) who are Lakeville/Salisbury residents.

3. Non-Lakeville/Salisbury residents with one parent employed in the Lakeville/Salisbury Township.

4. Non-working parent(s) who are Lakeville/Salisbury residents who wish their child to attend for socialization.

5. Working parents who are non-Lakeville/Salisbury residents and do not work in the Lakeville/Salisbury township.

Children who are enrolled primarily for socialization purposes may be asked to alter their schedule if need be to accommodate a child of full time working parents.
Enrollment Options: (Rev. 1-25-11)
In order to meet the varied needs of children and families, HCCC has several enrollment options:

1. Full year program (12 Months)

a. Part day (4.5 hrs/day) or

b. Full day (9 hrs per day) 

2. School year program (42 weeks)

a. Part day (4.5 hrs/day) or

b. Full day (9 hrs/day)

c. Salisbury Central School - Pre K program 

d. Salisbury Central School – Before School

e. Salisbury Central School – After School

3. Summer program (8 weeks)

a. Part day (4.5 hrs/day) or

b. Full day (9 hrs/day)

At the time of registration, families must commit to one of these options. Children must be enrolled for a minimum of 2 days. These can be scheduled as 4 half days or two full days.
Getting “Ready” for School (1.A.03, 10.B.14) (Rev. 1-25-11)
The HCCC has instituted a Gradual Entry Model which is intended to ease children (and their parents) into the journey from home care to outside childcare. 

Day 1:  
The new child and their parent and/or legal guardian will visit the center for at least one hour.  This will give the child and their parent/legal guardian the opportunity to meet the teachers and become familiar with the new environment.

Day 2: 

The new child will come for a half-day and leave after lunch and before nap (12:30 p.m.) Parent/legal guardian has the option of staying. 

Day 3: 

The new child will stay for a full day (or half day if they will only be attending the center for a half day). If your child is having difficulty adjusting, we encourage you to extend this process. 

The period of adjustment may vary depending on the individual child. The parent or legal guardian may have to spend more time in the classroom or the number of half days may need to be extended.

 Also, see additional tips below on how you and your family can help your child, prior to the start of school, make a successful transition.

If your child is transitioning to our program, another program or school please ask to see our social worker, social services coordinator, or the Director about information regarding enrollment procedures and practices, visiting opportunities and program options (7.C.06, 7.C.07).  The parent, teacher, education coordinator and social worker/social services coordinator collaborate to ensure a smooth transition from one teacher to another, from one group to another and one program to another (10.B.14).  The program keeps infants and toddler/twos together with their teaching staff for nine months or longer. (10.B.15)

Scholarship Aid

Scholarship funds are available for the working families on an as-needed basis.  Please speak to the Director if you would like to apply for scholarship aid.
Bus Transportation for School-Age Children

A school bus stops several times daily at our Center: to pick up children for school in the morning; to drop off morning pre K children and to pick afternoon pre K children at 12:15 as well as to drop off afternoon pre k children after 3 pm. The bus requires a clear path to pick up and discharge children safely, therefore, please park in the designated parking spaces in the front of the building and leave the entrance door clear. PLEASE DO NOT PARK YOUR CAR IN FRONT OF THE DOORS and do not leave your car idling.
Arrival Procedures: (10.D.06) (Rev. 1-25-11)
Please make every effort to maintain a consistent routine for your child.  Promptness at both drop-off and pick-up times is significant to your child’s adjustment and to the success of our program.  We request that your child be in the program area by 8:45 a.m. and require arrival by 9 a.m. unless previously arranged with the Director for a later drop-off time. Upon arrival, children must be accompanied to the classroom by an adult and signed in. Enter and exit the building through the main entrance only.  Doors may not be propped open; teachers may not open side doors to let people in. 
Pick-Up Procedures: (10.D.06) (Rev. 1-25-11)
All children should be picked up at the designated time.  Children will be released only to parent/guardian or other person(s) with written authorization from parent. Anyone listed on the emergency form must be eighteen years old or older and provide photo identification. Enter and exit the building through the main entrance only.  

If you have an emergency and cannot pick up your child at the conclusion of the scheduled day, you must arrange for someone on the emergency list to pick your child up.  If a child is not picked up in a timely fashion and we cannot reach parents, guardians or others authorized for pick-up, the police department may be notified.  If late pick-up becomes a chronic problem, it is our policy to notify DCF regarding neglect. 

Children picked up after 12:30 p.m. or 5:15 p.m. (depending on the child’s enrollment option) or dropped off earlier than 12:30 p.m. (depending on the child’s enrollment option) will be charged $15 per every 10 minutes or the full day rate. 
Parking (10.D.06)
In order to make drop-off and pick-up times as safe as possible, we ask that you please observe the following procedures;
1. Drive slowly on or near center grounds.

2. Do not park in the fire lane or other areas not designated for parking.

3. Do not leave your vehicle running or play music loudly.

4. Never leave a child unattended in your car - this is against the law in Connecticut.

Smoke Free Environment (9.D.06)
The facility and outdoor play area are entirely smoke free.  No smoking is permitted in the presence of children.
Communication

Good communication between us is vitally important to your child's well being.  PLEASE let us know any information that will help us give your child the best care possible. If your child is ill or has a communicable disease, please call the Director with this information.  If your child will not be on the after school bus as usual, PLEASE let us know.  It saves us a phone call and most importantly, a lot of worry. If your child does not arrive on the bus as scheduled, we must then start calling to make sure he/she is safe. Any information that you share with us is kept in confidence.

Parent/Teacher Celebrations are held in February, May, and September (revised 1/25/11) of each year but can be scheduled at any time in all programs. Because this is a partnership, we strongly encourage parents to plan on scheduling celebrations, when you and the teacher can focus on your child’s progress, and set goals.  Your teacher will give you a preconference form to complete, and bring with you. 

The Director is always available to listen to your concerns or just to "chat." If you have a concern about any part of the program or the care your child is receiving, please alert the Director immediately.
Discipline Policy

The policy of the Housatonic Child Care Center is to remove the child from a situation where there is difficulty, explain to him/her why the behavior is inappropriate and to suggest another activity. Conscious discipline and behavior consequences are used with limited time outs when safety of other children or staff is involved.  No physical, emotional or verbal abuse is ever used.  The Center reserves the right to request a parent to withdraw his/her child from our program if we feel the child's behavior is detrimental to the well being and/or functioning of the whole group. Examples of this behavior might be continued biting, aggressive behavior that cannot be resolved after parent/teacher conferences or adjustment problems for the child. Any conflict will be discussed at length with the parent before making a decision to withdraw the child. Biting another child hard enough to break the skin or leave a mark may constitute an immediate need for a “leave of absence” for your child for a short time.
Birthdays  
 rev. 8/1/09
We love to share in the excitement of your child's birthday!  If you would like to send in a healthy but festive snack, we will serve them at morning snack time, with candles if you like, and sing "Happy Birthday." Please check with the staff to obtain an accurate head count for the children in your child’s group. To avoid hurting a child's feelings, we request that parents do not distribute home birthday party invitations at the center, unless every child in the group is invited. Please mail invitations to the child’s home. We are also unable, due to confidentiality policies, able to give out addresses and phone #. 
Safety

When arriving at day care with your child, please be aware of their whereabouts and activity until you have made contact with their teacher. We have found that mishaps can occur during these "transition times."  Please do not let your child run around in the driveway.  Hold your child's hand until they are safely in the car, or in the Center and please do not leave children unattended in the car. We also ask that you do not leave your car running while picking up or dropping off your children.
Rest Time

Ct. State licensing regulations require that childcare centers provide a quiet time each day for children for children age 5 and under. Our center has a rest time in the early afternoon for children attending a full day. The children rest on cots provided by the center for about an hour. Many children fall right to sleep and may sleep as long as you indicate. If you do not want your child to sleep, please speak to the Director to work out a solution. You may send in a “comfort” item if your child needs it. At this time, Kindergarten children do not rest on cots but rather, spend this time with staff doing projects or playing outside.

Professional Consultation
We are fortunate to have a number of community organizations and services that can assist the Center in finding resources. These services include Social Services, a Dental, Educational and Medical Consultant. A social worker from the Northwest Center for Family Services visits the center monthly as a consultant. She is available to families for consult as well. If you feel you might benefit from this service, please let the Director know. We can set up 1 free consultation with her. A nurse also visits the center weekly to look over our medical records, consult with staff about any illnesses and observe the overall health and safety of the center We also have as resources our regional Pupil Services staff, local Kindergarten teachers and local health agencies.

Parental Custody
It is the responsibility of the parent to inform the Center Director of the legal status of any custody situations. Please notify the Center Director immediately of any change(s) regarding this situation so that the Center can act accordingly.  The Center must have a copy of the most recent valid court order, signed by a judge, on file. The center cannot be the place that parental visits take place. Please do not put the staff in the position of needing to mediate or make decisions as to whether or not your child can leave with a non-custodial parent. We must have explicit directions on who can pick up your child in this case. We will not let your child leave with anyone other than those designated by you….at any time.
Policy of Confidentiality
All appropriate private information about your child and family will be discussed in confidence between the parent and the Center Director.  This information will be shared only with the appropriate staff, if necessary. Information will be released to other agencies only by written permission of the parent or guardian.
MEDICAL INFORMATION
State regulations require us to maintain a current medical record on each child.  Your doctor must complete a required form, including a record of complete immunizations, before your child can attend. If you will be visiting your child’s pediatrician for immunizations, please ask for an updated copy for our records. In the event of a medical emergency or accident, we will call an ambulance if necessary, and contact you as quickly as possible.  We have the consultation services of a local nurse, dentist and mental health specialist.  Please see the Director for details. Please note on the emergency card if your child has an allergy or condition that has been recognized and diagnosed by your physician. We can follow a plan of action only if it is prescribed in writing by your physician. When we receive this information, we will share our policy on the treatment we can provide in this setting. 
Medication Administration

We do have staff certified to administer medications to children, but ask that you try to administer any medications to your child before bringing him/her to day care.  You may stop in at any time during the day, if necessary, to administer a medication. PLEASE bring any medication in the original pharmacy dispensed container. If the medication must be mixed with liquid, plan to stay with your child until the drink is finished, as we cannot administer medication in this way. In order for us to give medications to a child, you and your doctor must fill out proper paperwork first. See a staff or the Director to obtain this. We cannot administer over the counter medication.

Illness  Rev. 8/1/09
Children attending a day care program are very susceptible to getting and spreading infectious diseases. If this will be your child’s first experience with a child care setting, be prepared for possibly frequent illness. Although this is certainly inconvenient for you, it will build a stronger immune system as your child gets older. In order to ensure good health for the children and staff we request you check your child daily. While we expect colds during the year, children must be able to participate fully in all activities of the day care program. Often, the first day or two of a cold is hard on a child and it might be wise to keep them at home. Please do NOT medicate your child and then send your child to the center. The Child Care Center reserves the right to ask you to take your child back home if we feel she/he does not belong in a group situation that day. This policy protects all of us.  We thank you for your cooperation in this area.

Below are some guidelines or health criteria to help you determine whether your child is too ill to attend day care. You should keep your child home if one or more of the following signs or symptoms of illness appears:

*a temperature of 100 degrees or more. Keep your child home for 24 hours

after his temperature has returned to normal without medication.
*complaints of either a sore throat, a stomach ache, an earache or muscle aches. Keep your child home and observe him for a 24-hour period.

*sluggishness or drowsiness that requires extra sleep during the day.

*a rash on the body that is not identified.

*red, watery and itchy eyes that have pus or are runny, an indication of conjunctivitis or pink eye.

*nausea, vomiting or diarrhea. Children must be free of any of these for 24 hours.

*a constant runny nose, which has a thick green or brown discharge.  This is usually a sign of infection.  Please keep your child home until the mucous is clear.
*constant cough - uncontrolled and worse after play. This could be allergy or asthma related and your child may need medication.
If your child has been ill during the night before day care, i.e. nausea, vomiting, fever, sleeplessness, earache, sore throat, diarrhea, or has had any other problems that may render him or her at risk for a healthy day, please do not bring him/her to day care.  In this instance, even if your child wakes up appearing fine, they may have something contagious that may get worse as the day goes on. Call to let us know your child will be staying home. There may information we can give you about an illness making the rounds in the center. Please let the staff know if you have given your child any medication before coming to the center.
In the event of the onset of an illness (fever, upset stomach, extreme congestion) a medical emergency or accident, the Center will contact a parent.  Your child will be removed from the program area, and remain in the office until he or she is picked up.  If medical treatment is required, we will call an ambulance to transport the child, with a staff member, to Sharon Hospital. It is extremely important to keep your emergency childcare plans and/or contacts updated in the event that we cannot reach you. A new emergency card needs to be completed at the beginning of each school year. (3-6-10 revised)
Communicable Diseases

The following is a list of communicable diseases or infectious diseases most common to preschoolers.  Please notify the Center as soon as possible if you believe your child is ill with one of these diseases so they can take the necessary steps to protect the other children.
Chicken Pox:  Small pink spots, which become raised and turn into water blisters.  The blisters break and scabs form.  The incubation period is usually 14 days.  The child must be excluded from day care for at last 8 days and until blisters have scabbed over.
Fifth’s Disease:  Coughing, high temperature, swollen glands, flushed puffy face, often described as a “slapped face” look.  There is sometimes a measles-like rash over entire body.

Impetigo:  Impetigo is a highly contagious skin disease.  Spots usually appear on the face, nose, and mouth. There are raised blister like areas containing fluid, which is yellowish in color. They are usually spread from one part of the body to another.  Specific medication will clear the condition rapidly. Child should be excluded from school until spots are dry.
Lice:  Severe itching of the scalp.  The lice are small, flat and gray-white in color and difficult to see. The eggs (called nits) are small and white and firmly attached to strands of hair, (unlike dandruff). Caution your children about using combs, brushes and hats that belong to others. Children may not attend school until they have been treated and are free of lice and nits.
Meningitis:  This is a highly communicable disease.  The onset is sudden vomiting, fever, headache and stiff neck.
Pink Eye:  This is a condition where the eye will itch, burn and tears.  The whites of the eyes become a reddish/pink color, matter collects in the corner of the eyes, and many times in the morning the lids will be stuck together.  A yellowish crust is present along the lids.  This is very contagious.  The child is kept home until the eyes are clear or 24 hours after medication has started.
Ringworm:  A contagious disease of the skin, hair and nails. Consists of one or more rounded, scaly, elevated reddish patches - itchy and painful. Medication is needed to clear the condition.
Scabies: Contagious skin disease with severe itching, especially at night.  The rash resembles gray, slightly elevated lines of pores in the skin.  Also, small red pimples are present.  Scratching causes the pimples to bleed and scab.  It usually starts on the hands, between the fingers on the wrists and under the arms.  Responds quickly to medication.  The child needs to stay at home until cleared.
Scarlet Fever:  There is a sudden onset - fever, sore throat, headache and vomiting. A red raised rash, usually on neck and behind the ears, chest and back are present.  Incubation is 2-4 days.  The child should be seen by a doctor for treatment in order to prevent complications to the heart and other areas.  The child must be kept home until the doctor gives permission to attend.
Strep Throat:  The symptoms are the same for Scarlet Fever but the rash is sometimes missing.  The child is kept at home until the doctor gives permission to attend. Strep infections can be hard to define since some children have little or no symptoms. Please have any sore throat checked by a doctor to rule out strep. Strep is a very contagious infection. Some strep infections manifest themselves as a body rash, therefore any unidentified rash requires suspicion.

Coxsackie Virus can produce a wide variety of symptoms. About half of all kids infected with coxsackie virus have no symptoms. Others suddenly develop high fever, headache, and muscle aches, and some also develop a sore throat, abdominal discomfort, or nausea. A child with a coxsackie virus infection may simply feel hot but have no other symptoms. In most kids, the fever lasts about 3 days, and then disappears.

Whenever you are in doubt about any of these illnesses, please call your doctor for advice or call the Director. We see many of these illnesses in the center and may be able to guide you as well in what may be going around in the center. Our policies are set for the well-being of your child and meant to help, rather than cause any inconvenience.
Field Trips
We go on Field Trips regularly (preschoolers only), many of them on a school bus.  We ask that you sign a general permission form for this at registration.  We will inform you in advance of each trip, and require a specific permission for that trip. Generally, the buses we use do not have seat belts on them. If you prefer that your preschooler not join us on a trip, let us know so that we can make alternate arrangements. When Toddlers take a field trip, a van with seatbelts is used, you must leave your labeled car seat for us along with the signed permission slip.
Child Abuse/Neglect

As mandated reporters by the State of Ct., our staff is thoroughly trained in the signs and symptoms of any form of child abuse. We are also trained to treat this subject with proper sensitivity and not to overreact. Whenever we suspect an incident has occurred, we will follow that procedure. Our priority is the safety and well being of the children in our care.
WHAT TO SEND WITH YOUR CHILD EACH DAY

Food  rev 6/22/09, 3/7/10
You are asked to provide a morning and/or afternoon snack each day, including drinks in the toddler program. The preschool program provides a variety of healthy choices for snack and is provided by the center. There is a twenty dollar charge per month for the preschool snack program.  Donations in the Preschool program are welcome, and the snack calendar is posted well advance by the month.  If your child stays all day, provide a lunch as well as snacks.  Please label all food and drink containers clearly. The center does have a refrigerator and microwave in the infant and toddler room.  Preschoolers and toddlers are asked to use cold packs and thermos to keep lunch and snacks cool and hot.   We encourage parents to provide healthy and safe snacks for their children. The Center considers foods that are unsafe as those foods that can result in choking such as raw carrots, peanuts, or other hard foods. Mealtimes are very sociable times and children are often giggling and talking while eating. The risk of choking on a hard food is always present. The children generally choose 2 healthy morning snacks and may eat what they like in the afternoon. It is up to you as the parent to  prepare your child’s food in advance  to avoid choking or unsafe sizes, i.e. cooked, peeled, cut etc. (1/4 inch square for infants and ½ inch square for toddlers).This speeds up the mealtime and avoids waiting for the children. We do not allow any food sharing in the center. This is to eliminate any possible allergic reactions not already known. We often do baking or cooking projects as a group but will check the food allergy list fist. Please update us if any allergy develops after registering. Children in the Infant/Toddler program also do cooking and baking projects but you will be asked to sign a permission form each time this occurs. Our policy is to encourage children to eat a good portion of their lunch before allowing dessert. We do not force children to eat or drink. Our goal is to promote good nutrition and positive eating habits. Please help us by sending in healthy snacks and meals.

***CURRENTLY WE ARE NOT A NUT FREE CENTER *** Should your child have any special requirements please be sure to let us know.
Clothing 

rev. 8/1/09 
Dress your child for the daily activity level. We recommend comfortable clothes that are easy to get on and off by either the teacher or your child for changing or bath rooming purposes.  PLEASE SEND appropriate footwear for outdoor play and hiking. Flip flops are not safe for playing or hiking or climbing on the playground, and we ask that you avoid sending them.  Please avoid clothes you don’t want soiled by paint, paste or dirt.  Please leave a COMPLETE change of clothes (right down to underwear, socks, shoes, etc.) in your child's cubby. These clothes must be LABELED with your name for easy identification.  From May through September, please bring a swimsuit and towel daily. By October 1 of each year, add a complete set of winter outdoor clothes (snowsuit, boots, mittens, hat).  We play outside almost every day and children need waterproof mittens (not the cloth kind---these soak through too fast) and boots in the winter. WE GO OUT and do RAIN WALKS when it’s warm and raining, so PLEASE include rain gear and boots on rainy days!
Personal Items and Nap Time
Preschoolers should bring a blanket, a small pillow, and a cuddly for bap time in a bag that can hang in the cubby separately. You should plan on taking them home to wash, on the last scheduled day of the week, and returning them the following week. 

Our policy is "No Toys From Home".  This policy is designed with your child in mind; it is sad for your child to lose their toy or have their toy broken which can happen in a childcare environment.  However, "Comfort Objects" such as a blanket, scrap of cloth or stuffed animal are always welcome.

Items For Sharing

Your child is welcome to bring a special item for sharing at a designated time. Please explain to your child that it will be put away right after the sharing to prevent any damage to the item. You may also choose to let your child show everyone upon arrival and then take it with you as you leave.

The Infant/Toddler Program - Additional Information
Goal and Objectives
"Loving and Learning" -- to provide care with affection and warmth for infants; to provide a program that enhances the individual development of each child, with consistency between parental care and day care; to establish trust and reassurance with families.

We strive to provide the best beginning for the babies of the families that have chosen childcare. We are well aware that it is a very difficult decision to leave your child in the care of others and want to make this an easier choice. Any concerns you have before or after starting the program are welcomed for discussion. We hope you will communicate any information that will help us provide this quality care. We see ourselves as a family center…one that welcomes the whole family.
We make every effort to meet both parents' and children's individual needs regarding naps, schedules and toilet training.  Because the needs of infants and toddlers are so great and because their development is so rapid during this very early childhood, it is vitally important for parents to inform us about any changes in routine or anything that might affect your child.  Please communicate on a daily basis with the staff.

Please know in advance that your child will very likely pick up any illnesses that make the rounds in the center. While we are very careful with our cleaning and illness regimen, it is still unavoidable for children to contract something. Although this builds a healthy immune system, it can be inconvenient for you as well as uncomfortable for your child. Please review the illness policy mentioned before in this booklet and follows it with your infant or toddler. 
Rest Time (revised 3-6-10)
Children in our Infant program sleep in cribs that meet the standard for the Dept. of Consumer Protection. We put babies to sleep on their backs under 12 months of age, and use only a blanket in the crib, tucked from the infant’s chest to the base of the mattress. The baby’s head remains uncovered.

No other items can be used in the crib except for a pacifier. The staff supervises children resting and/or napping by sound and sight at all times. We will try to follow the routine you have established for your child. 

Food (revised 3-6-2010)
You are required by State regulations to supply all food and drink for your infant or toddler, including morning snack(s), lunch and afternoon snack(s).   All food  needs to be packed in containers that are clearly labeled and  have  cold paks or a thermos. We are not able to heat food in the infant room in the microwave. If your infant is on formula, please send in canisters of powder, ready mixed formula, or bottles of formula ready to use, which will be heated in a bottle warmer. Portions not consumed after an hour will be discarded. Staff will give bottles by holding infants, and bottles will not be propped for feeding.  We cannot give children under 6 months fruit juice or more than 4 oz. without a doctor’s order. If you wish your toddler to have a hot lunch, please have it prepared in a thermos. State law also does not allow children to walk around with a bottle or a sippy cup. Toddlers must sit at a table (or in a high chair) and infants must be held by a staff person. Please offer new foods to your infant several times at home to avoid any food related sensitivity.

We will send home a permission slip for every food related activity which must be returned in order for your child to participate.

We provide a daily information sheet to the I/T families. These logs tell you what and when your child ate, when they had their diaper changed or went to the bathroom, nap times etc. It is intended to keep you informed about your child’s day. Please make sure you take it with you each day.

Breast Feeding (revised 3-6-10)
If you would like to breast feed, please acclimate your infant to bottle feeding prior to enrollment. If you’d like to come and breast feed your child, we welcome you, just let us know what you need and we will always do our best.  We are able to store breast milk that is brought in frozen as long as it’s labeled and dated, for up to 3 months. Any bottles of breast milk sent in must be labeled and dated and will be discarded after 48 hours.  Any items not dated must be taken home at the end of the day.  

Outdoor Time

The I/T children and staff go for daily walks or outdoor play as long as the temperature is around 35 degrees.  Please send in appropriate outdoor gear for them each day.

Toilet Training

We will work with you to toilet train your child when you feel they are ready. As our policy stipulates, children entering the preschool program must be toilet trained. Let us know when you want our help and we will take them to the bathroom regularly.

Transitioning to Preschool

As your child nears his/her 3rd birthday, we will begin transitioning them into the preschool room. This consists of slowly letting them spend time with the preschoolers (with an I/T staff) and gradually increasing the time spent there. Our goal is to make it a smooth transition and have them familiar with all the staff and children before they begin. Remember that they must be working toward toilet training (no pull ups please) before beginning preschool as the staffing ratio changes in the preschool program, and changing tables are not required.
Clothing

Provide at least two complete changes of clothing.  For children involved in toilet training, please include several pairs of underpants.  Try to avoid sandals or flip-flop shoes.  Disposable diapers and an economy size pack of wipes are to be provided by you each month. Also, water play suits and towels in the summer, and outdoor gear in the winter including boots should be left DAILY.
Personal Items
Please send your child's favorite blanket, pacifier, stuffed animal or "huggable" for rest or for comfort.
Resources

Below is a list of local agencies that may be of service to you at some time.

Housatonic Center for Community Service
and Mental Health




435-2529
Poison Control




1 800 343-2722
Salisbury Family Services



435-5187
Salisbury Public Health Nursing Association
435-0816
Sharon Hospital




364-4141
Sharon Pediatrics




364-5523
Women's Emergency Services Hot Line
1-800-364-1900
Region I Pupil Services (pre K screening)
824-5639 or 824-5123 ext. 5

Ct. Birth to Three Program


1 888 505-7000

Please sign below that you have read and understand the policies in this handbook. Return the signature page ONLY to the Director.

I/We have read and do understand the HCCC Program Description.  By signing below, I/we acknowledge that I/we are in agreement with all policies set forth and will abide by such in the best interests of my child/children.
Parent Signature                                                        
Date____________
HCCC Director _________________________ _ 
Date____________
As of June 21, 2011
PARENT DIRECTORY PERMISSION

Yes, I want my name, mailing address, child’s name, phone number and email address included in the Parent Directory List. This list will be available to all other parents at Housatonic Child Care Center.

Child’s Name_________________________________

Parent signature______________________________

Print Name___________________________________

Date________________________________________

ALLERGY POSTING PERMISSION SLIP

If your child has an allergy, please sign below giving Housatonic Child Care Center permission to post your child’s name and allergy in classrooms near meal preparation areas and program areas.

Child’s Name:___________________________

Parent’s name:__________________________

Date:_________________________________

PERMISSION form TO LEAVE THE CHILD CENTER Property

Yes, I give permission for ________________ to leave the enclosed play yard and go onto the basketball court, the soccer field, to ride trikes/ bikes on the paved area and to take nature walks/ wagon/ stroller ride with their teachers. 
This is a blanket permission slip for June 2011- June 2012 for any day when my child is in attendance.

Child’s Name: ________________________________

Parent signature: _____________________________

Print Name: _________________________________

Date: ______________________________________

HOUSATONIC CHILD CARE CENTER        2011 -2012 School Year  

Dear Parents:

The preschoolers will continue their Friday walks to the Scoville Library in Salisbury for their weekly story hour. We will only go if the weather is good….hopefully the librarian will come to us if it’s raining. We’ll leave the center about 10:15 and return by 11:30. The group walks across the field and onto the bike path, never on the road. This permission serves as your notice that we’ll be doing this weekly until colder weather starts and you will not need to sign any further slips for these trips.

My child                                                 has my permission to walk with the HCCC staff to the Scoville Library.

Parent Signature_______________________________________________ 
	Food for Thought:

Helping Young Children Start School

· First, discuss the changes that will be taking place. Before the new school year begins, talk with your child about the changes in his daily routine. Together, you could make a chart illustrated with photographs or pictures of the new morning schedule. Encourage him to describe how he feels about starting a new program or school and try to ease his fears. He may be nervous about new challenges and social interactions at school. Reading and discussing books is a great way to make him comfortable with a new experience. It helps him see how other children beginning school have similar feelings of uncertainty and how they overcome them.

· In the days and weeks before school starts, help your child ease into the new environment and adjust to the new routine. Arrange to visit the school and classroom with your child, and, if possible, meet his/her teacher. This will help her become comfortable in her new environment while you are with his/her. Have her start her school-year bed time and morning routine a few days early. This may prevent your child from being confused, groggy, or cranky on the first day of school. Arrange a play date with another child from her class, preferably one-on-one, so that she knows someone in her class and will be more comfortable.

· As school gets closer, your child can help get ready for the first day. Let him lay out his clothes or pack a back pack for the first day. If possible, arrive at the new school early on the first few days to give him time to settle in. Use this time walking or riding to school together, to talk about what he can expect that day. Always say good-bye, and let him know you will see him at the end of the day. Your child will have an easier time with separation if he's confident you will return to pick him up.

(Source: Helping Young Children Start School, NAEYC.org)




PARENT DIRECTORY PERMISSION
Please cut below and return to office. Thanks!

Yes, I want my name, mailing address, child’s name, phone number and email address included in the Parent Directory List. This list will be available to all other parents at Housatonic Child Care Center.

Child’s Name_________________________________

Parent signature______________________________

Print Name___________________________________

Date________________________________________

Housatonic Child Care Center
Getting to know your family at Home


Child’s name:________________________________________________ Date of Birth______________
Date: _____________Person completing the survey___________________________________________
Relationship to child__________________________________

Please tell us about your child: 

1. How would you like to receive communications from the Center such as newsletter, bill, medical info, parent info? A) email ____ B) center mail ___ C) mail to home ___

2. Describe your child’s daily schedule: bedtime, nap time, feeding/eating  etc._______________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Does your child feed himself/herself____ drink from a cup?_______

4. What language/ languages does your child hear at home? ___________________________________________

5. Please list any previous child care/ schooling experiences your child has had: ______________________________________________________________________________________________________________________________________________________________________________________

6. What name do you use for your child? ________________________ If you would like us to call your child a different name, please specify:___________________________

7. What names does the child call his parents/guardians?_____________________________________________

8. Who lives with your child? ____________________________________________________________________

__________________________________________________________________________________________

0. What foods does your child like to eat? _________________________________________________________

__________________________________________________________________________________________

0. Does your child have any food restrictions? (ex dairy) ______________________________________________

1. Does your child have a special diet? (ex vegetarian) ________________________________________________

2. Does your child have any documented food allergies? (must have order from physician if the center is going to accommodate)_____________________________________________________________________________

3. What is your child’s bathroom routine? _________________________________________________________

4. What does your child call going to the bathroom? (ex potty)_________________________________________

5. Does your child need help, verbal prompting, or reminders about going to the bathroom? __________________________________________________________________________________________

6. How does your child tell you he/she has to go to the bathroom?______________________________________

7. For toddlers only: Are you in the process of toilet training? _________________________________________

8. What is your child’s favorite song?______________________________________________________________

9. What is your child’s favorite activity?____________________________________________________________

10. How does your child like to be comforted?_______________________________________________________

11. Does your child have any particular fears (thunder, dogs, loud noises, the dark, etc.)?  ____________________

__________________________________________________________________________________________

0. If applicable, how do you handle behavior difficulties at home? ______________________________________

__________________________________________________________________________________________

0. What experience or skills do you hope your child will gain at this center?________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

0. What holidays do you celebrate (if any)? __________________________________________________________

___________________________________________________________________________________________

0. Does your child nap at home? ________Would you like your child to nap here? _________________________

1. ** For infants  only** How many naps would you like your child to take? At what time(s)? _________________________________________________________________________________________

2. What does your child nap with? (please provide these items for their cubby) ___________________________

__________________________________________________________________________________________

0. What routine do you perform at home before putting your child to sleep? (ex rocking, singing, reading, etc)

__________________________________________________________________________________________

0. Does your child enjoy looking at books?_________________________________________________________

1. Do you have children’s books available in the child’s home language? _________________________________

2. Where was the child born?___________________________________________________________________

3. What country or countries are most important to your family’s cultural background? ______________________________________________________________________________________________________________________________________________________________________________________

4. Are you interested in sharing your cultural background or other interests  with the children at HCCC by reading stories, sharing games, songs, food, or arts and crafts projects?  (if yes, what would you like to share and when?)  _______________________________________ ___________________________________________________  __________________________________________________________________________________________

5. Is there anything else you feel is important for us to know about the child, the child’s family or culture? ______________________________________________________________________________________________________________________________________________________________________________________

6. Is there anybody else who regularly cares for your child? Who? ______________________________________

__________________________________________________________________________________________

0. What is Mom’s job/ profession? ____________________________________________________

1. What are Mom’s hobbies? ________________________________________________________

2. What is Dad’s job/ profession? _____________________________________________________

3. What are Dad’s hobbies? _________________________________________________________

4. Is either parent interested in chaperoning field trips? __________________________________

5. Is there anything else we should know about your child? ____________________________________________

___________________________________________________________________________________________


Thank you for providing this information about your child. It is our intention to use it to make your child feel comfortable while in our care.

Signature of person completing the form: ___________________________________________________
Housatonic Child Care Center Tuition Rates
Effective June 21, 2011

PRE-SCHOOL TUITION RATES:

Full Day Schedule
5 Days        $200.00
4 Days        $160.00
3 Days         $120.00
2 Days        $80.00
1 Day            $40.00

Half Day Schedule
The morning half day begins at 7:30 AM and ends at 12:30 PM
The afternoon half day begins at 12:30 PM and ends at 5:15 PM
5 Days         $132.50
4 Days        $106.00
3 Days        $79.50
2 Days        $53.00
1 Day            $26.50

Children arriving at Center from morning Pre K at SCS or leaving center at 12:15 for afternoon Pre K at SCS:
Same as half day rates                    No Pre K on Fridays
After School:    3:15 to 5:15 PM    $12.00
Before School:    7:30 to 8:20AM    $ 8.00  (2 Hour delay/ Early dismissal additional  $12.00)
Students are picked up by school bus and taken to Salisbury Central School.
**A Monthly fee of twenty dollars a month for the Snack Program will be billed at the beginning of each month as a separate line item- this is non-refundable.

The policy of Housatonic Child Care Center is a minimum of 2 days per week. This can be contracted for 2 full days or 4 half days. The 1 day rate is only available for adding an additional day to your contracted weekly schedule.
These rates will be in effect until June 2012 when they will be re-evaluated. A 30 day written notification will be given for the annual increase.
HOUSATONIC CHILD CARE CENTER
PERMISSION  FORMS

My child,                            has my permission to participate in the following;
(if you do not wish to give permission for one or any of the following, please indicate so)

*To go on planned field trips with the center staff, either by foot or bus. I understand that a trained and licensed driver will drive the bus. NOT APPLICABLE TO INFANT PROGRAM        
                                                                                
                                Parent signature        date

*To be photographed by staff for record keeping, medication book or photo albums, and photographers from local newspapers. I understand that photos may appear in local papers, on the website, in print advertising, or as a video stream.
                                
                                                                                
                                Parent signature        date

*In case of medical emergency, I understand that every effort to locate me will be made. If this is not possible, I give permission to the staff of the center to secure proper emergency medical or surgical care, or hospitalization for my child.

                                                                                
                                Parent signature        date





The following people are authorized by me to pick up my child in my absence. I understand that I must let the center staff know if someone other than myself will be picking up my child and that the staff will not release my child to anyone else without my permission. You must list people other than parents.
                                                     
Parent signature                      date
Name                Phone #                Name                Phone #
                                                                                                                                                                          
                                                                                                                                                                         
HOUSATONIC CHILD CARE CENTER TUITION AGREEMENT

AGREEMENT made between the Housatonic Child Care Center, Inc, and 

_________________________ (parent/guardian) of ____________________ (child’s name) for the following Program and schedule:

PROGRAM:

___ Infant/Toddler Program (12 weeks to 3 yrs.)  ___ Preschool Program (3 yrs to 6 yrs.)

___ Before/ After School (this includes Pre K children)

SCHEDULE:

Entire 12 month period ___ Summer only ___ 10 month (Sept. to June 42 weeks) ___

Please fill in completely:

MON:   Half day AM___PM___Full Day___Before School___Arrival_____Departure____

TUES:   Half day AM___PM___Full Day___Before School___Arrival_____Departure____

WED:    Half day AM___PM___Full Day___Before School___Arrival_____Departure____

THUR:   Half day AM___PM___Full Day___Before School___Arrival_____Departure____

FRI :     Half day AM___PM___Full Day___Before School___Arrival_____Departure____

Before Morning PRE K


After Morning PRE K
AFTER SCHOOL
MONDAY
___Drop off time

Pick up time_______
3:15 – 5:15_____

TUESDAY
___Drop off time

Pick up time_______
3:15-5:15  _____

WED.

___Drop off time

Pick up time_______
3:15-5:15______

THURS          ___Drop off time

Pick up time_______
3:15-5:15______

FRIDAY

no Pre K


no Pre K

3:15-5:15______

I/We understand and agree to the terms of the Tuition Policy attached.  I will pay my session tuition amount of $______ / weekly.



___ 42 week payment receives a 10% discount
___ 21 week payment receives a 5% discount

ALL TUITION PAYMENTS ARE NON-REFUNDABLE.

A one time $150.00, non-refundable, Registration fee will be paid prior to starting. Each additional child will be a $25.00 registration fee.

Parent/Guardian signature___________________________________date_________________

Parent/Guardian signature___________________________________date_________________

Director    ___________________________________

    date_________________

Housatonic Childcare Center
Getting to know your family at Home, Infant Schedule
Child’s Name: _________________________________________
Please fill in this chart as specifically as possible, as it will be hung in your child’s classroom and used to help our staff maintain consistency with home. We look forward to forming bonds with your entire family that will assist us in helping your child to grow and embark upon their many development milestones.  (examples: Does your child self feed? Or like to be fed a bottle? What temperature does your child like their food and bottles? How does your child fall asleep? ) 

	Time
	Activity
	Helpful Hints

	7:30 am
	
	

	8:00
	
	

	8:30
	
	

	9:00
	
	

	9:30
	
	

	10:00
	
	

	10:30
	
	

	11:00
	
	

	11:30
	
	

	12:00 pm
	
	

	12:30
	
	

	1:00
	
	

	1:30
	
	

	2:00
	
	

	2:30
	
	

	3:00
	
	

	3:30
	
	

	4:00
	
	

	4:30
	
	


HCCC CALENDAR – 2011-2012 

Please mark your calendars now with the dates below!  Also included are some Region I School dates to note. Please remember that we DO NOT follow the REGION I school schedule or the area private school schedules for closings. Please keep this calendar handy for reference.

August 15 – 19, 2011



Center closed for the week
Monday, August 22



Center closed- Teacher workshop
Tuesday, August 23



HCCC Fall Session Begins

Monday, August 29



Region I schools begin

Monday, September 5


         Closed for Labor Day

Thurs & Fri, Nov 25 & 26


Thanksgiving Break~Center closed
Friday , December  23


Center closing at 1 pm
December 26-January 2


Center closed for Holiday week

Tuesday, January 3,2012


HCCC Winter Program begins
Friday, April 6




Center will be OPEN ON Good Friday

Monday April 9-13



Region I closed for Spring Break








CENTER IS OPEN!!!




    

 Monday, May 28
       
 

Center closed for Memorial Day
Friday, June 8




Tentative last day of school Region 1 
 

Friday, June 15




LAST DAY of the Center’s contract year

Monday, June 18


Center closed to ready for Summer Program
Tuesday, June 19



Summer Program begins (please see your     contract letter)

Wednesday, July 4



Center closed for 4th of July holiday
August 13-17, 2012



Center closed for the week

Tuesday, August 21,2012


HCCC Fall Session Begins

Please note that this calendar is subject to change. As much advance notice as possible will be given in such cases. Other events will be planned and information posted throughout the year such as Open House, Fundraisers, Family Events, etc. Please be aware of our inclement weather  policy: If we absolutely cannot open, it will be announced on the local radio stations, Channel 3 and Channel 8 and on the answering machine by 6:30 am.  The Center does not follow the Region I calendar.
EMERGENCY INFORMATION CARD                        Date______________

CHILD’S NAME                                                       BIRTH DATE                 NICKNAME                              _____

ADDRESS                                                                                                      PHONE                                   ______

Parent email address: ____________________________________________________________

MOTHER/GUARDIAN                                             ADDRESS                                                      PHONE                  

FATHER/GUARDIAN                                              ADDRESS                                                      PHONE                  

MOTHER/GUARDIAN EMPLOYER                                                                 PHONE                      WORK HRS          

FATHER/GUARDIAN  EMPLOYER                                                                 PHONE                      WORK HRS          

IN EMERGENCY CALL                                                               PHONE                      RELATIONSHIP                      

CHILD’S ARRIVAL TIME              PICK UP TIME              PEOPLE AUTHORIZED TO PICK UP CHILD
                                                                                                                                                                                   
    CHILD WILL BE RELEASED ONLY TO THESE PEOPLE W/O OTHER PARENT/GUARDIAN WRITTEN PERMISSION
ALLERGIES                                                  SPECIAL NOTES                                          
CHILD’S PHYSICIAN                                      ADDRESS                             PHONE             
PARENT/GUARDIAN SIGNATURE                                                                               _____________ 




HOUSATONIC CHILD CARE CENTER
PERMISSION FOR SUNSCREEN/INSECT REPELLANT

I GIVE MY PERMISSION FOR THE HCCC STAFF TO APPLY THE FOLLOWING OINTMENTS TO MY CHILD AS NEEDED. (please provide lotion and repellant)

SUNSCREEN                                                  REPELLANT                                                  
            NAME OF PRODUCT                    NAME OF PRODUCT

APPLIED TO                                                                                       
            AREAS OF BODY


CHILD’S NAME                                                      DATE                      

PARENT SIGNATURE                                                                            
Daily Routine

Infant Schedule

(This schedule is used as a general guideline and is changed to meet the need of the individual child.)

7:30-9:00

Drop Off/Free Play/Breakfast

9:00-10:00

Outside Play/Activity

10:00-11:30

Nap/Quiet Time

11:30-12:30

Lunch


12:30


Morning pick up/Afternoon Drop off
12:30-1:00

Tummy Time/Play Time

1:00-2:00

Outside Play/Activity

2:00-3:00

Nap/Quiet Time

3:00-4:00

Indoor Free Play/Snack Time

4:00-5:15

Outside play/Indoor Free Play

**The infant room also joins the toddlers for various other weekly activities such as the Music Together program with Tom, whenever possible and appropriate**

Daily Routine

Toddler Schedule

(This schedule is used as a general guideline and is changed to meet the need of the individual child.)

7:30-8:30
Children arrive (hands are washed upon arrival).  Structured free play with planned activities.

8:30-9:00
Circle Time: Singing Songs, Finger Plays, and Short Stories.  Clean up, snack preparation, and hand washing.

9:00-9:30

Snack time.  Staff sits with children.

9:30-10:00
Diapering/Bathroom routine begins.  Staff should sit with the children and engage them while others are being diapered.  (Bring children that are potty trained to the bathroom first.)

10:00-11:30

Outside play/Walks/Projects.
11:30-12:00

A staff member will begin lunch preparation and hand washing.  




Lunch.  Staff sits with children.

12:00-12:30
Children are diapered and taken to the bathroom and begin nap routine.  One or two staff members will be engaged with the children not being diapered.  Stories are read at this time.

12:30-2:45
Children rest.  As they wake up, projects, outdoor play or structured free play occurs.  Diapering and bathrooming also occur at this time.

2:45-3:00

Afternoon snack preparation begins.  Stories are read at this time.

3:00-3:30

Snack.  Staff sits with children.

3:30-5:15
Structured free play or planned projects/activities or Outdoor play.  Children leave for the day during this time.

(Children are taken to the bathroom or diapered as needed throughout the day and specifically before and after nap and just before leaving at the end of the day.  Stories and songs are always spontaneous.)

The routine in the Toddler room is flexibly structured to adapt to the need of the children.  The above is a guideline for staff to plan around.  Outdoor play or fun in the dramatic play area may be extended or another activity substituted when necessary.

Daily Routine

Preschool Schedule
(This schedule is used as a general guideline and is changed to meet the need of the individual child.)

7:30-8:45
Children arrive, wash hands, sign-in and have free play in small groups of children.

8:45-9:00
Clean Up Time.
9:00-9:20
Circle Time: children gather on rug for calendar, songs and the day’s activities.  Children wash up before snack time.
9:20-9:45
Snack time.  Staff sits with children.  As children finish, they clean up their snack area and are excused to the bathroom.
9:45-10:30
Outside play (gross motor play indoors during inclement weather.)
10:30-11:30

Centers time in small groups.
11:30-11:50
Language program with Miss Caitlin.  This may involve working in small groups or with one individual child while others play and get ready for lunch.
12:00-12:15
(P.M. PreK will wash hands and have lunch.  They will then pack up their things and be ready for the bus at noon.)


Preparation for lunch.  Children wash hands under staff supervision while other staff prepare tables for lunch.  Often a story will be read just before this.
12:15-12:45
The morning half day ends.  Some children go home at this time.  The rest sit for lunch with a teacher.
12:45-1:00
As children finish lunch, they are directed to clean up, use the bathroom, and go to their cots.
1:00-3:00

Rest time: as children wake up, quiet projects are available.
3:00-3:45
Stories, hand washing, and snack time.  Staff sit with children.

3:45-5:15
Structured free play, center time or outdoor play if weather permits.  Children leave at this time.

Stories, songs, impromptu activities and one on one interaction are always ongoing in the center.  This routine is only the basis of the program and we may change the order of the day if need be.  Some of the free play time might be spent in a dramatic play area such as a make believe grocery store, a veterinarian’s office, or a fairy castle.  All of these activities encourage self-expression and social interactions among peers.    Feel free to ask about this routine.  The schedule may change on any given day due to outdoor learning activities, visitors, special projects or field trips.
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