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CHILD DEVELOPMENT CENTER PHILOSOPHY AND GOALSPRIVATE 


The Child Development Center (CDC) is an essential family program that directly supports the military lifestyle, reduces the conflict between parental responsibilities and soldier unit mission requirements and provides care for civilian employees.  The Child Development Center also provides a safe and nurturing environment that promotes the physical, social, emotional, and cognitive development of young children.


The design of the Child Development Center focuses on three major elements:



1.  Children



2.  Parents



3.  Community and Command needs  


Each age appropriate program component, servicing children ages 6 weeks to kindergarten share many of the same development goals and objectives and is comparable in quality.


Children are growing and learning continuously, not merely at certain times of the day.  Learning in young children is the result of interaction between the child's thoughts and experiences, with materials, ideas, and people; it does not occur at narrowly defined times of the day.  These experiences should match the child's developing abilities, while also challenging the child's interest and understanding.  Child Development Center philosophy asserts that learning experiences and activities should be positive, concrete, real and relevant to the lives of young children. 


The goal of the CDC program is to assist each child to develop a positive self-concept and provide successful experiences in the development of social, emotional, intellectual and physical abilities.  The Child Development Center curriculum, staff attitudes and projected values all intertwine to provide a supportive, comfortable and accepting atmosphere for each child.  The curriculum strives to meet the needs of each child, provide opportunities for each child to practice developmentally appropriate skills, and demonstrate an understanding and respect for the way children learn. 


CHILD DEVELOPMENT CENTER
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GENERAL CURRICULUM


The overall curriculum at the Picatinny Arsenal Child Development Center addresses the whole child and strives to nurture all areas of development:  physical growth and maturation, social interaction and emotional development, thinking skills or cognitive development, rapidly increasing communication abilities and increasingly complex creative processes.  Each classroom plans and provides activities to challenge and meet the needs of all children within the group.  Activities will permit children to grow while respecting individual strengths, weaknesses and interests.


The Child Development Center is guided by a curriculum, designed to meet the needs of each age group of children.  Class placement is dependent upon the age of the child and generally will fall into three different groups: Infant/PreToddler (6 weeks to 18 months), Toddler (19 months – 3 years of age), and PreSchool (3 - 5 years of age and potty trained).


A goal of the Child Development Center is to build the child's self-concept and self-esteem.  To achieve this goal, the curriculum strives to meet the needs of each child, provide opportunities for each child to practice developmentally appropriate skills, and demonstrate an understanding and respect for the way children learn.  


Classroom environments are planned to facilitate active learning.  A well-planned, organized classroom environment is essential to the overall curriculum.  An organized environment allows and teaches children to make choices, practice cognitive skills, i.e. matching and sorting, encourages positive social interactions, promotes appropriate interactions and teaches responsibility.


A quality early childhood curriculum depends on parent involvement and open communications between the home and center.  To foster the parent/center relationship, parents of children in the center are encouraged to attend bi-annual parent conferences, participate in special events, read the newsletter, volunteer in their child's program and join the parent advisory council. 


The resources used to support the curriculum at the Child Development Center include: Developmentally Appropriate Practice in Early Childhood, Programs Serving Children from Birth Through Age 8, Sue Bredekamp, Editor, Caregiver Training Modules, developed by Creative Associate, and the Active Learning Series, by Harms, Cryer and Bourland.  Additional resources that focus on the High Scope Curriculum, the Creative Curriculum and support the Child Development Associate (CDA) credential program are available in the Center Resource Library and also support the curriculum.


The curriculum is evaluated on a regular basis using the Early Childhood Environment Rating Scale, parent surveys, and Army published documents such as the Child Abuse Risk Assessment Tool, the Development Assessment Team evaluation, and other ongoing inspections.         

GENERAL POLICIES


The following is a summary of AR-608-10.   The policies and guidelines listed are those that are followed for all children enrolled in the Child Development Center.

CHILD ELIGIBILITY CRITERIA

a.  Active duty military personnel, APF, NAF DOD civilian personnel, reservists on active duty or during inactive duty personnel training, and DOD contractors employed at the installation are eligible to use all Army operated or sponsored child development programs (CDC, FCC and SPS).


b. Where there are waiting periods for program services, the following priorities for care needed to meet mission requirements will be in effect:


(1) Active duty military or reservists on active duty or during periods of active duty training who are either single parents or have a spouse employed outside the home.


(2) Siblings of children already enrolled in full day CYS programs.


(3) Children of CYS employees who are either single parents or have a spouse employed outside the home.


(4) Children of re-employed DoD civilians who were previously enrolled in a CYS program at Picatinny Arsenal who were withdrawn as a result of a sponsor's separation during a reduction in force (RIF), within the period of time they are on the Activities Re-employment Priority List.


(5) Children of DoD civilians employed on the installation who are either single parents or have a spouse employed outside the home.


(6) DoD contractors employed on the installation who are either single parents or have a spouse employed outside the home.

PRIORITY PLACEMENT
1.  Priority placement (i.e.) military, sibling, or CYS employee can be used only once.  

2.  Sponsors, using priority placement, will sign an acknowledgement at enrollment of the one-time use of priority placement.

3.  If a child is permanently withdrawn (more than 2 weeks of unpaid leave) or declines a space offered under priority placement, the child's name will be placed at the bottom of the Waiting List if care is needed at a later date.

DISPLACEMENT

A child already attending a program will not be displaced to allow room for a child with a higher priority.

REGISTRATION FEE

The registration year is for one year from the initial registration (anniversary date).  There is an annual registration fee of $18.00 for the first child, and $18.00 for the second child with a maximum of $35.00 per family, per year.  This is a non-refundable fee and must be paid to the Central Enrollment Office, Bldg. 3228, 973-724-5555 prior to admission.

ENROLLMENT


The Child Development Center accepts enrollment year round for children 6 weeks to five years of age.
Appointments may be scheduled with the Central Enrollment office Monday through Friday, Bldg. 3228, by calling 724-5555.  Re-enrollment for active students will occur annually, within one month of anniversary date.  Re-enrollment in CDC programs will be done with the CDC Operations Clerk.  IAW AR 608-10, parents must complete and return the following forms to the CYS Secretary:


a. Child Development Services (CDS) Registration Card 

(2 cards) - (DA Form 4719-R) must be completed annually.  One card is kept on file in Central Enrollment, the other is kept on file in the CDC.  The registration card provides CDC personnel with child and family data needed for program management.  An Emergency Release Designee Form will be attached to the program registration card.  The Emergency Release Form must provide the work and home phone numbers of three designees other than the parents.  One of the designees must be someone who can be reached at or after the closing of the program.  Also included on this form is:

· health immunizations dates

· a statement of consent to seek emergency health or dental treatment.  In case of parent/guardian unavailability, an emergency designee must be listed.  The person designated for emergency pick-up must be someone other than a parent, must be within 30 minutes of Picatinny Arsenal and must be noted before using the CDC program.) 


b. Child Development Services (CDS) Sponsor Consent Form, DA Form 5222-R.  This form itemizes events and conditions requiring parental permission for child participation in, on and off post field trips and authorizes use of the child’s photograph for publication purposes.

· must be signed by the parent before a child is 
admitted into the Child Development Center

· must be updated annually
c. Child Development Services (CDS) Health Assessment, DA Form 5223-R. The Health Assessment must be completed and signed by a medical doctor upon initial admission.  The Health Assessment needs to be reviewed and updated annually by the parent.  After the third annual review the patron will be required to submit a new health assessment.  Children will not be registered without an up-to-date immunization record.  A chart of required immunizations is available and can be obtained at Central Enrollment (Bldg. 3228) at time of registration, or at the Child Development Center (Bldg. 175).  A chart of required immunizations according to age can be obtained at: http://www.cdc.gov/nip/default.htm.

d. Child Development Services (CDS) Child and Family Profile, DA Form 5224-R.  Three emergency notification numbers are required excluding the sponsoring parent.  This form, to be updated annually, provides information that enables CDC personnel to develop programs that meet the developmental and program needs of the child and family.


e. Sponsor/Program Agreement, DA Form 5226-R.  This form identifies and clarifies the responsibilities of the parent and the Child Development Center program regarding provision and acceptance of CDC services, which include:

· types of services provided

· fees and charges

· program policies and parents desires concerning care of the child 


f. USDA Food Program Eligibility application.  This application, which is completed annually, is used to determine patron eligibility categories and reimbursement levels for program participation.


g. Application For Department of Defense Child Development Center Fees.  The fees application is used to determine child care fees for eligible military and civilian employees desiring to enroll their child(ren) in CDC programs.  The fee application must be submitted annually or when the patron has a change in income during the enrollment year.  The form must list “Total Family Income” as described on the form, to include basic subsistence allowance and basic allowance for housing or in kind equivalent for military patrons.  Failure to furnish the fee application by the first payment date or to furnish the required information will result in placement in the highest fee category.


Registration takes approximately 20-30 minutes.  Appointments for registration are advisable.  The Central Enrollment Office is located in BLDG. 3228.

ABOUT THE STAFF

Child Development Services personnel undergo background checks, physical exams and immunizations prior to their employment. During their first eighteen months of employment each caregiver must complete training in various areas of Early Childhood Development, CPR, and First Aid. Ongoing training includes classroom observations, workshop attendance and twenty-four training hours of credit annually.

PARENTS AS PARTNERS

It is important that a positive, open line of communication is established between your family, and the center staff.  To further those communications and keep you advised about your child's progress or other center issues, we have established several alternatives for you to offer your comments, suggestions and even complaints.  Included among these are:

· Daily Activity Reports - details your child's day for the hours he/she has spent in our care for Infant age children ie. Bottles, diapers, naps etc.

· “What We Did Today” notes posted daily to keep you advised about daily activities.

· Accident/Incident Reports - details an accident or incident your child was involved in while in our care. Incident reports report an unacceptable behavior that required a disciplinary action.  Accident reports are white and may indicate a cut, bruise or scrape.  
Very often Accident/Incident reports are also used as an FYI, something you need to be aware of, but of no great concern.  Accident/Incident reports used as an FYI will be noted in bold letters across the top. 

· Parent Advisory Council (PAC) - Parents are encouraged to become active members.  Meetings are held once each quarter; times and dates are posted at the Child Development Center.  The Parent Advisory Council offers CDS parents opportunities to attend parent education classes and topic specific workshops.

· Parent/Teacher Conferences - Scheduled twice yearly (December and May) but feel free to request a conference at any time you feel one is necessary or needed.

· Children's Chatter newsletter – A collection of news and notes, comings and goings, from each of the individual classrooms.

· Customer Comment Cards - Available at all times and may be found at the reception desk.

VISITING THE CENTER


Please feel free to phone the center (724-4337) to check on your child at any time.  Or you may prefer a surprise visit for lunch or just for a hug.  You are welcome at any time of the day, unannounced and for as long as you can stay.  


Several times each year the PreSchool classes travel to different fun spots.  If you can arrange your schedule to join us as a chaperon we would love to have you.  


Many parents have unique jobs or hobbies that the children would find very interesting.  If you can arrange your schedule to come in and show the children pictures, prepare a favorite family dish, or demonstrate a special talent please don't hesitate to let us know.  If your child knows you are comfortable and friendly with the staff it adds to his comfort and security level.

CHILD ABUSE PREVENTION

There are many precautions taken at the Center to protect your child.  Among the most evident are:

· Sign In/Out – a swipe station located at the front desk and a manual sign-in in each activity room for both parents and staff.

· Visitors, who are not parents of a child enrolled in the CDC, are required to stop at the front desk, sign-in, and receive a visitor's badge.

· Visibility panels are included on all doors and walls. 

· Bathrooms are not blocked from view.

· Video cameras in all activity rooms that feed to the main desk.


All CDC personnel receive regularly scheduled training in child abuse/neglect prevention.  Suspected cases of child abuse and/or neglect must by law, be reported to the Army Family Advocacy Program (973-724-3568),the police desk (X6666) or the Department of Defense hotline (1-800-336-4592).

ARRIVAL/DEPARTURE
 
All children enrolled in the CDC must be computer swiped in and out of the Center and manually written in, in individual classrooms.  After swiping in at the front desk please accompany your child to his/her classroom, and sign-in there. Children are not allowed in the hallways, unaccompanied by an adult.  


Other guidelines that CDS programs follow include:

· Only parents may take a child from the CDS program unless prior written arrangements have been made with CDS personnel. Parent designees, shown on DA Form 4719-R, may take a child from a CDS program if the parent has called the center and given permission for release.

· For your child's safety, persons other than parents will be required to show identification before a child can be released.

· Children enrolled in CDC programs will not be released to anyone under 13 years of age.

· A parent will not be denied access to their child unless a court order is in the child's file restraining such rights.
· Children are not to be left alone in vehicles with (or without) a motor running.  According to the New Jersey Motor Vehicle Code:


39:4-53. Leaving vehicle with engine running prohibited; fine
A person who leaves a motor vehicle, with its engine running, stationary on the highway and unoccupied by a person able to control it, and without setting the hand brake in such manner as to prevent the vehicle from moving, shall be fined not less than ten nor more than twenty-five dollars for each offense.

And from New Jersey Criminal Code:

2C:24-4. Endangering Welfare of Children. Endangering welfare of children 
a.  Any person having a legal duty for the care of a child or who has assumed responsibility for the care of a child who engages in sexual conduct which would impair or debauch the morals of the child, or who causes the child harm that would make the child an abused or neglected child as defined in R.S.9:6-1, R.S.9:6-3 and P.L.1974, c.119, s.1 (C.9:6-8.21) is guilty of a crime of the second degree. Any other person who engages in conduct or who causes harm as described in this subsection to a child under the age of 16 is guilty of a crime of the third degree. 

· Parking in front of the CDC, for drop-off or pick-up, in spaces marked as Fire Lanes is prohibited.  The Police Department patrol this area regularly and will ticket cars left unattended or standing in these areas.
Below is a copy of the memorandum signed by the Garrison Commander outlining the Parking Policy in effect for all patrons and visitors to the Child Development Center, Bldg. 175.

AMSTA-AR-CO

MEMORANDUM FOR 

All Child and Youth Services Patrons

All Child and Youth Services Caregiving Staff

SUBJECT: 
Parking in Child and Youth Services Parking Lots

Policy
1. This policy supports the Child and Youth Services (CYS) Parent Advisory Council (PAC) recommendation and CYS programs endeavor to enforce sound and responsible parking habits when parking in CYS parking lots.  

2. Parents have a responsibility to ensure the safety and welfare of their children and those of other patrons enrolled in CYS programs while on CYS grounds.

3. Child safety, and compliance with parking rules, must override the inconvenience and discomfort due to inclement weather (cold or hot).  

4. Parking in undefined parking spaces, handicapped spaces or fire lanes, driving into or out of parking spaces while children are standing or walking adjacent to cars, and leaving unoccupied cars running, is dangerous and inconsiderate to children and adults alike. 

5. Handicapped spaces are designated and penalties for failure to observe the law are also posted.  Signs are also posted to remind patrons to “Turn off your engine when dropping off or picking up children.”   Parking in handicapped spaces and fire lanes is illegal and leaving your car running while unoccupied is both hazardous and inconsiderate.

6. Patrons of CYS programs will adhere to the following parking laws and guidelines:

a. Cars are to be parked in marked spaces only.

b. No standing or parking is allowed in fire lanes.

c. Only cars with a handicap sticker will park in spaces marked and posted for handicap parking.

d. Unoccupied cars must have engines turned off.

e. Cars will not park or stand in marked spaces with engines idling.

f. Patrons will use caution when entering or leaving the CYS parking lot, making sure to check all areas surrounding the car before pulling in or out.

7. Failure to comply with the CYS Parking policy will result in one warning notice (Appendix A).  Future violations of the parking policy will result in denial of the next day’s child care service.

8. Warning notices will be distributed by any CYS patron or staff member witnessing or reporting a failure to comply with the CYS parking policy.  Violations will be verified by CYS Management staff before issuance of the warning or denying child care service.

9. Denial of child care services will be done by CYS management staff.

10.Warnings and denial of service will be tracked by CYS management staff.

Appendix A




PAUL T. SEITZ







LTC, MI








GARRISON COMMANDER

Concur: ___________________________

Dear Child & Youth Services Patron,

IF YOU ARE RECEIVING THIS NOTICE YOU ARE PARKED ILLEGALLY!

THIS IS A WARNING!
PARK IN MARKED SPACES AND TURN YOUR MOTOR OFF!
The following guidelines are to be adhered to by all patrons parking in Child & Youth Services parking lots. 

a. Cars are to be parked in marked spaces only.

b. No standing or parking is allowed in fire lanes.

c. Only cars with a handicap sticker will park in spaces marked and posted for handicap parking.

d. Unoccupied cars must have engines turned off.

e. Cars will not park or stand in marked spaces with engines idling.

f. Patrons will use caution when entering or leaving the CYS parking lot, making sure to check all areas surrounding the car before pulling in or out.

You are being issued:


_____
A PARKING WARNING for failure to comply with the highlighted item in the list above.  (A second or more warnings will result in denial of 1 day’s child care service for each warning issued.)

KEEPING OUR CHILDREN SAFE IS EVERYONE’S RESPONSIBILITY!
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DATE ___________________________________________________________

PATRON NAME:______________________________________________________________ 

VEHICLE MAKE______________________________________________________________ 
LICENSE PLATE # ____________________________________________________________
Was issued: 

_____
WARNING # 1 , 2 or More
_____  DENIAL OF CHILD CARE SERVICES FOR ___________________










(Date)

THINGS YOU NEED TO KNOW....
ABOUT OUR CLASSES

Children in Child Development Center classes are separated and grouped according to the following ages and staff/child ratios:


CATEGORY


AGE GROUP


ADULT/CHILD RATIO

Infants


 6 weeks - 12 months


1:4


Pretoddlers

12 months - 24 months

1:5


Toddlers


25 months - 3 years


1:7


PreSchool Age

 3 years - 5 years 


1:10


The Infant, Pretoddler and Toddler and Preschool groups are multi-age or mixed age groupings, but the adult/child ratio used in these activity rooms is consistent with the ratios listed above.  

ABOUT THE PARENT ADVISORY COUNCIL (PAC)


All parents of children enrolled in Child Development Services programs are encouraged to join and become active members of the Parents Advisory Council (PAC)).  Meeting dates and times, advertised at the Child Development Center, are usually held once every quarter.

ABOUT PARENT/TEACHER CONFERENCES

The Child Development Center enjoys an open door policy at all times and encourages parents to visit any time.  If a concern or problem arises please feel free to call your child's caregiver to schedule a time for discussion.


Scheduled parent/teacher conferences are scheduled twice yearly, December and May, for all children enrolled in a full time program.  However, feel free to request a conference at any time you feel one is warranted. Please take advantage of the opportunity to sit and talk with the people who are with your child for a good part of the day.  Many times they see your child from a different perspective and can offer solutions or insights to your child's behavior that you may not have considered.  


If your child is enrolled as an hourly care student, but attends on a regular schedule and you would like to participate in parent/teacher conferences, please feel free to ask the caregiver with whom he/she spends the most time, to schedule one.

ABOUT VISITS TO THE CENTER

The Child Development Center has an open door policy.  Please feel free to drop in for a visit or to call (724-4337) any time to check on your child.  The children always love to listen to a story, or have you join them on field trips or for lunch if you are available.  We enjoy having you drop in and sharing your child's daily activities.

ABOUT CHILD ABUSE PREVENTION

Many safety precautions are in place at the center to protect your child.  A computerized signing In/Out program is located at the front desk.  Swipe cards, that are to be used to indicate your child’s presence in the building, are filed alphabetically and available next to the computer.   A hand written sign-in/out sheet is available in each activity room for parents and staff to sign.  Visibility panels are included on all doors and hallway walls and bathrooms are not blocked from view.  


All CDC personnel receive training in child abuse and/or neglect prevention.


Suspected cases of child abuse and/or neglect must be, by law, reported to the Family Advocacy Program Manager (FAPM), the Provost Marshal or the DoD Hotline.

ABOUT ARRIVAL/DEPARTURE
Upon entering the Child Development Center please remember:

1.  Sign your child into and out of the Center by swiping your child’s computerized ID card at the swipe station located at the front desk and also by initial in each individual classroom.

2.  Accompany your child(ren) to their classroom.  Children enrolled in the Center are not allowed to be in the hallway or elsewhere in the building unless accompanied by an adult.

3.  You will not be denied access to your child unless a court order is in the child's file restraining such rights.

4.  Children enrolled in the Center will be released only to parents unless prior written arrangements have been given to Center staff.  

5.  Emergency pick-up designees, listed on DA Form 4719-R, may pick-up a child from the center if the parent has called and given verbal permission for release.   

6.  For your child's protection, person's, other than parents, will be required to show identification before a child will be released. 

7.  Children will not be released to anyone under 13 years of age.

ABOUT CLOTHING

Children should arrive clean and dressed in comfortable play clothes that are easily washed.   Children in diapers should come to the center wearing clean diapers each morning.  After sleeping ten to twelve hours, which children this age most commonly do, it is most essential to change your child before bringing him/her to the center.  


Children enrolled in CDS programs will be involved in active play. Please dress your child with that consideration in mind.  Some guidelines for you to consider include:

· Children should arrive clean and dressed in comfortable play clothes that are easily washed and allow freedom of movement. Sandals or other open toed or open back shoes and dress shoes for little girls look cute but do not provide adequate foot protection for running and playing on the playground.

· All items of clothing should be labeled with the child's name.

Other suggestions to remember:

1.  Label all items of clothing with your child's name.  All clothing should be appropriate for the season or weather.  (Winter clothing should include warm coat, scarf, hat and mittens/gloves.)

2.  Sneakers/tennis shoes are the best choice of footwear for both indoor and outdoor play.  Because of the safety hazard, sandals and cowboy boots are not allowed in the CDC.

3.  An extra set of clean clothing must be available at the center each day. (Infants and those toddlers who are in the process of potty training will need to have more than one set of extra clothing available daily.)  Please see your child's teacher about how many extra sets to bring in and where to store these items. 

4.  Disposable diapers only, will be used unless a doctor's slip is submitted stating that your child must wear cloth diapers.

5.  If your child is approximately two years old and showing signs of readiness (i.e. dry for 2-3 hours, verbalizing the need, etc.), the CDS staff will be glad to assist you in the task of toilet training.
ABOUT ABSENCES

Please call the Center Director if your child:

· Will be absent for the day or an extended period of time.

· Has contracted a communicable illness.

ABOUT HEALTH AND SAFETY
1.  For the health and safety of all center children, we will not accept a child who shows signs of:

o inadequate personal hygiene  
o unusual rash

o fever




o communicable disease

o diarrhea




o severe cold

2. Should your child become ill during the day, you will be notified and expected to pick up your child within 30 minutes after you have been reached.  Each child excluded from center activities because of illness will be sent home with a medical exclusion form indicating why he/she is being sent home and the conditions under which he/she can return.  (See Medical Exclusion at the end of this handbook.)

a. Illness exclusion temperatures are:  

1. for children under three months of age 99.5 degrees

2. for children over three months of age 100.5 degrees

b. Children will be excluded from CDC activities when diarrhea is 3 stools in 1 hour, or not contained in the diaper, or contains pus or blood.

c. Children will be excluded for vomiting when there are 2 or more episodes in 24 hours.

3.  In an emergency situation the Parents will be called immediately.  Failure to reach a parent will result in a call to an emergency contact person.  It is extremely important that you leave a phone number where you or your designee can be reached every day.
4.  If an injury is sufficiently severe the child may be transferred to St. Clare’s, Dover Campus, and treatment will be administered prior to parent's arrival.

5.  A child who has contracted a contagious illness or rash will be readmitted to the center when the following conditions exist:

· Treatment has begun (child has received at least one full day's dosage of medication).

· The contagious stage of the illness has passed.

· The child is physically able to participate in class activities.

· A physician's note for readmission is presented.

6.  Readmission to the Center following an absence due to common childhood ailments will be allowed when the following conditions exist:

· Fever has been absent for 24 hours without the use of Tylenol or other fever reducing medications.

· Nausea, vomiting, or diarrhea has subsided for 24 hours.

· Lesions from impetigo are no longer weeping.

· Scabies is under treatment.

· Lice are under treatment.

· Pinworm treatment has occurred 24 hours before readmission.

· Conjunctivitis has diminished to the point that eyes are no longer discharging.

· Chicken pox lesions are crusted, usually 5-6 days after onset.

· A complete day's dosage (24 hours) of 
medication/antibiotics has been administered.  (For strep and other bacterial infections, the child's physician has approved readmission, and the child does not require additional CDC staff to care for him/her.) 

· Children wearing casts, slings or having stitches must 
present a written doctor's statement certifying the child's ability to participate in center daily activities.


While at the Child Development Center, your child is under constant supervision.  However, minor injuries may be sustained during normal play.  When this happens, CDC personnel will perform the necessary first aid and fill out an Accident/Incident report for your notification and signature.  Should your child be injured seriously or become ill during the course of the day, the Director will assure you are contacted.

ABOUT MEDICATION ADMINISTRATION
1. Medicine will be administered according to guidance given in 

AR 608-10 (para 4-32) and only to children enrolled in the full-day Child Development Center program.  

2. Child Development Center personnel, trained in administration of medications, will administer all medications.  CDS personnel are prohibited from using force to administer medicine.  If a child refuses to take medication it will be documented on DA Form 5225-R (Medication Dispensation Record).

3.  Medication will be administered only when prescribed by a physician, only when there is no other reasonable alternative to the medical requirement for the child and when the following requirements are met:

· Medication must be in the original container with a child-proof cap.

· Medication is labeled with physician's name, date, name of medication, dosage strength, and time dose is to be administered.

· Medication must be labeled with child's full name.

· First 24 hours dosage must be dispensed at home.

· DA Form 5225-R is filled out and approved by the Center Director.

· Medications prescribed to be taken 3x daily may only be administered by Center personnel once per day.

· No PRN (As Needed) medications may be dispensed.

· No "over-the-counter" medications will be administered unless ordered by a physician.  Medication must be 
accompanied by a physician's note requesting dispensation and meet all specifications required for medicine dispensation.  This includes topical ointments, lotions, diaper medication, cough syrups, decongestants, etc.
· Basic care items for prevention of illness/conditions such as sunburn or diaper rash can be administered only if a permission slip is signed and returned to the center.  (See permission slip sample at back of this handbook.)
ABOUT MEALS


Mealtime is for socialization, experimentation and role modeling.  Children are encouraged to try new foods but are never forced to eat a particular food.  

1. Breakfast, lunch and mid-afternoon snack are provided.

2. All meals served to children enrolled in the Child Development Center are subject to USDA (United States Department of Agriculture) guidelines and meet established nutritional requirements. 
3. Children are not permitted to bring any food items from home.  This includes candy, gum and drinks etc.

4. The Center food program operates on a seasonal, five-week rotating, cycle menu.  All menus are distributed at the beginning of a season. Weekly menu postings reflect emergency menu changes.

5. Requests for a special diet for your child must be accompanied by a clerics statement for omission of certain foods and/or a doctor’s note outlining provisions for providing your child with a diet that provides adequate amounts of protein.  You will be expected to provide an alternative food item for each food item on the CDC menu your child is not allowed to eat.

ABOUT INFANT FEEDING

1. The CDC offers Simulac with Iron premixed, infant formula to infant age children, 6 weeks to 12 months of age.  You must provide enough clean bottles to satisfy your child’s daily formula intake.
a. All bottles will be returned at the end of the day for sanitizing.

b. Each bottle will only be used once.

c. Bottles will not be heated in a microwave oven.

d. Parents of infant aged children are encouraged to write in their child’s daily activity report and verbally communicate, daily with their child’s caregiver to establish the number of ounces to feed at each feeding. 
2. Infant feeding is very individualized and children are offered food according to their eating schedule.
3. If your infant child does not use or cannot tolerate this brand of formula you may provide your own.  All infant formula provided by the parent must be:

· Provided daily, in bottles containing a single serving.

· Pre-mixed, ready-to-feed.

· Provided in bottles (either, disposable plastic liners or plastic bottles.)  Glass bottles will not be accepted.

· In bottles labeled with child's full name, date and bottle contents. 

· Each bottle must have a lid-covered nipple to prevent contamination. 

4. The CDC also offers cereal and jarred baby foods to infant age children.  A two week rotating menu outlines which cereal, fruit or vegetable that is offered each day.  Your child must have previously had the offered food before he/she be can be offered the food at the CDC.  If your child has not had the food being offered you must supply an alternative. All baby foods supplied by the parent:

· Must be in unopened jars or containers.

· Cannot be of the dinner/dessert variety.  All baby food must be full strength, not several foods mixed.

· Mixed cereal and formula in a bottle will not be accepted.

· Must be name labeled.

5. Parents are responsible for providing clean bottles daily for each feeding to be consumed at the center.

6. Unused portions of bottles provided by parents will be discarded.

7. Unused portions of baby food provided by parents will be returned at the end of the day for disposal by the parent.  

8. Any opened jarred baby food remaining in the refrigerator the next morning will be discarded.

9. Baby foods will not be fed directly out of the jar.  All baby food will be transferred to feeding dishes before feeding.

10. Mothers who breast-feed their infant are encouraged to visit the center as necessary to satisfy the child.
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ABOUT HOLIDAY\BIRTHDAY CELEBRATIONS

In accordance with Department of the Army policy, guidelines provided by the National Association for the Education of Young Children (NAEYC) and our own parent survey, the Child Development Center has formulated several guidelines to oversee holidays and birthdays celebrated within the Child Development Center.  Holidays provide ideal opportunities for adults working with young children to support child personal identity and introduce basic values. Programs, such as ours, should support children’s development of their own individual and cultural identities and also help develop respect for other people whose experiences or values may be different from their own.  


A holiday is time set aside by custom or law to commemorate or celebrate an event or idea.  Some holidays, by origin, are religious.  In a broader sense, all advocate important human values.  Values are qualities that a person uses in thinking about another individual, behavior or object.   Central to our philosophy of early childhood education and identified as Army core values are courage, discipline, justice, loyalty, respect for human dignity, patriotism, selfless service, integrity, and family duty.  Holiday observances based on these ten values will be:


· integrated into, but not dominate the developmental program curriculum 

· appropriate to the ages of the children

· Holidays identified as “core” holidays are those holidays identified as days of national observance:

	New Year’s Day
	Labor Day
	Veterans Day

	Martin Luther King, Jr. Day
	Columbus Day
	Thanksgiving

	President’s Day
	Independence Day
	Christmas

	Memorial Day



In addition to these core holidays, the Parent Advisory Committee has also selected these additional holidays for celebration:

	 Halloween
	St. Patrick’s Day

	Chinese New Year
	Valentine’s Day



Using a “webbed” or integrated approach for observing several holidays, will allow us to also include:

· Chanukah, Kwanzaa, and January 6 as part of the holiday celebration at Christmas time.

· Easter and Passover will be celebrated at the same time.

· Mother’s Day and Father’s Day will be celebrated jointly with a Family Picnic.


In planning holiday activities CDS staff will try to consider community calendars to promote involvement in community events.  Each of the holidays will be observed on one of the following three levels of observance:

· Level 1: Brief recognition - language experience, guest visitor, game, story or song.

· Level 2: Significant observance - a learning center, field trip or special event.

· Level 3: Comprehensive celebration - integrating or “webbing” several holidays or concepts with common values and times of year into an integrated whole. 


Though birthdays are rarely thought of as a holiday, in kid culture it is the ultimate holiday.  What better way to recognize the uniqueness of each child.  It is important to acknowledge the birthday on the day it occurs, or as close as possible if it falls on a weekend or holiday.  As with holidays of national observance, birthdays should be natural extensions of a developmentally appropriate curriculum.  They are not major activities and should be celebrated equitably among all the children.  Providing the class with a special treat such as cupcakes, ice cream cups or a birthday cake is appropriate and encouraged.  Clowns and ponies, store bought crowns and goody bags, however, while fine for a party at home are not appropriate in CDS programs where many parents have limited budgets.


The parent survey response about holiday and birthday celebrations observed in CDS programs with parties, offered guidelines for parents to follow when planning treats to bring to the Center.  Treats should be as nutritious as possible.  Treats such as cheese and crackers, Jell-O with fruit, cut-up fruit, pudding or pretzels, would be good accompaniments for the sugar-laden snack of a cup cake.  Please keep in mind, we are not trying to deny the children the fun of a party, we are trying to emphasize that healthy eating habits can be part of any celebration. 

ABOUT FIRE DRILLS

Fire drills are conducted monthly for all age groups and simulate the conditions we anticipate may occur during an actual emergency. 

The following guidelines will be followed:

· The children will be taken outside without coats, jackets or other possessions.

· Children and staff will remain outside until an all-clear signal is given by the Fire Department representative.


In case of a real fire the children will be taken to a building close to the Center and will be kept there until you are notified of our location and pick up.


If you are arriving at the CDC or on CDC premises you are encouraged to remain on site until the all-clear signal is given.

ABOUT OUR DISCIPLINE POLICY
1.  Positive guidance techniques, such as re-direction, praise of appropriate behavior or separation, are always used by CDC personnel.  Knowledge and an understanding of individual needs and behaviors of children at varying developmental levels, assist CDC personnel in establishing rules that are simple and understandable.

2.  CDC personnel will not punish children by:

· Spanking, pinching, shaking or other corporal punishment.

· Isolation away from adult sight/contact.

· Confinement in closets, boxes or similar places.

· Binding to restrain movement of mouth or limb.

· Humiliation or verbal abuse.

· Withholding or deprivation of meals, snacks or outdoor 
play opportunities.

· Use of extended periods of "time-out." 

· Leaving infants in highchairs or cribs for extended periods of time.

3.  Children will not be punished for lapses in toilet training or refusing food.

4.  Short-term restrictions on the use of specific play materials or equipment or participation in a specific activity are permissible.  

ABOUT OUR BITING POLICY

The Child Development Center caregivers will deal with a biting child in a specific manner as detailed in the CDC Child Biting SOP.

· A child of teething age (6 months - 36 months) will be provided ice packs or other materials suitable for biting.  Parents will be notified to provide teething rings etc.

· If a young child bites due to frustration or anger, the caregiver will provide alternative equipment to bite on, will give the child words and activities to express anger, and will guide the child's behavior in appropriate ways.

· Biting incidents will be documented on an Incident report and reported to the Director.  If a child begins biting on a regular basis, incidents will be tracked on a biting chart and a parent conference will be scheduled.  Child guidance techniques to be used with a child who bites frequently include:

· physical separation from the victim

· a caregiver will stay in close proximity (within arm's reach) until the child no longer endangers other children or him/herself

· scheduling a parent conference to elicit parent support of the techniques being used at the center

· documentation on an Incident report of any biting incident and subsequent filing in child's file

· When a biting incident occurs, the victim will be attended to first, the biter second.

· an accident report will be written and given the victim's parents to document the injury.

· If biting incidents do not diminish, but continue after exploring all alternatives as listed in the CDC Child Biting SOP, and it is determined that the CDC cannot reasonably meet the needs of the child in the current setting, and maintain a safe environment, the steps for curtailing the child's CDC attendance or dismissal from CDC programs will be followed as outlined in the above referenced SOP.

ABOUT QUIET TIME

Rest periods will be provided for all children appropriate to age and need.  Rest periods follow the following guidelines:

· all children enrolled in a full-day program will be provided with at least one hour rest time

· if not asleep within 30 minutes, 
children may participate in a quiet activity that does not disturb other resting children

· pillows will not be used for children under three years of age
ABOUT FIELD TRIPS

Field trips are scheduled occasionally to enrich our program and your child's growth.  Field trip guidelines include:

· Prior notification will always be given, this includes excursions around Post

· A signed permission slip must be returned to the caregiver prior to field trip day

· Parent may be required to pay for entrance fees 

· Children under three years of age may not be transported in a motorized vehicle 

· Parents may occasionally be asked to accompany their child’s class on a field trip on a first come first served basis

· Parents who accompany their child’s class on a field trip will be under the supervision of the lead caregiver assigned to the class

· Parents of children new to the Preschool activity rooms will be asked to accompany their child on the first field trip in which the child participates.

· Parents of children who have exhibited behaviors in the classroom or on other field trips that indicates a need for one-on-one supervision, may be asked to accompany their child.  If the parent is unable to accompany his/her child, the child will be placed in another activity room for the day
· Parents may not elect to keep their child at the CDC rather than participate in the field trip

ABOUT OUR PATRON PAYMENT POLICY


Child Development Center fees are based upon total family income.  Patrons are required to complete the Application for Department of Defense (DoD) Child Development Center Fees.  Use of the DoD Fee Application is mandatory for all patrons requesting placement in fee categories other than the highest category.  If you choose not to declare your current income, you will be charged the rate for the highest income bracket.  There are provisions made for a drastic reduction in income and these will be handled on a case-by-case basis by the CDS Coordinator.

Guidelines for payment of fees include:

· Fees for full day program are due on the first and fifteenth of each month.  Non-payment of fees will jeopardize your guaranteed space.

· Child/ren enrolled in a full day program are eligible for two weeks of leave without pay per fiscal year.  Other guidelines for payment of tuition include:

· No tuition payment is required for temporary withdrawal for vacation/illness purposes for up to two weeks per year.

· Two weeks leave may be split into two single weeks, however they mast be five consecutive workdays.  

 

Leave (either sick or vacation) taken in less than five day increments, can not be considered one of your unpaid weeks.  If a child is present for even one out of the five days, the parent will be required to make full payment.

· It is the parents responsibility to notify the CDC NLT 14 days prior to taking leave.

· Hourly Care

· Payment for hourly care is expected after services are rendered. There is a two-hour minimum charge for a child enrolled in the hourly care program between 1100-1300.  

· If payment is not made at conclusion of service, child care services will not be available until the outstanding balance is paid.

· Reservations for up to 10 hours of care per week can be made on the 15th day of the current month for the upcoming month after 1000 hours.

· A $3.00 cancellation charge will be charged for all hourly care reservations that are not cancelled 24 hours prior to appointment time.  Use of an hourly care space will not be allowed again until this fee has been paid.

· Failure to cancel 3 times within a 30 day period will result in suspension of CDC privileges for 30 days. 

· Military patrons reserving hourly care spaces to cover volunteer hours may call in to reserve space on the fourteenth of every month after 1000 hours.

· Late Fees

· Hours of operation are 0700-1700.  Any child who is left at the CDC after 1700 will be charged a late fee of $1.00 for every  minute beginning one minute after closing, i.e. 1701 is a $1.00 late fee, 1715 is a $15.00 late fee.  Maximum late fee charge will be $15.00.
· Tax Receipts

· Patrons will be provided with a white receipt at the 
time of payment.  Please save all receipts to verify payment for tax purposes.

· Checks


Postdated checks cannot be accepted.

Name, rank, social security number and phone number must be on each check.

Checks cannot be accepted from anyone whose name appears on the IMWRF Bad Check List until authorization from IMWRF is received.


Personal checks will be accepted for amount due only.

· Holiday and Special Closings



- The CDC will be closed on all federal holidays.

· In the case of inclement weather:

1. the CDC will remain open unless all government offices are closed

2. Part-Day and hourly care programs will be canceled. Please call the CDC prior to leaving home

· Should it be necessary to close early for any reason, you will be notified by an emergency email sent to "CDC Patrons" or called by phone.  If the forecasted weather report calls for severe conditions to occur during the day, please make arrangements to be available or have someone else available for early pick-up.  It is extremely important that you leave a phone number where you or your designee can be reached at all times.
-No refunds or discounts will be given for federal 

 holidays or special closings (i.e. Employee Appreciation Day, Multicultural Day, day after Thanksgiving closure, weather related closings, or Admin closings issued by Command).  
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