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August 2009

Dear Parents,

Welcome to our program! The child care staff is looking forward to getting to
know you, your child, and your family. This handbook has been written to answer
many of the questions you may have about your child's participation in the South
Seattle Community College Preschool and Child Care Center. It is also a reference
for you on the operating policies and procedures of the center. Please read
through it carefully and keep it handy for future referral. During your enrollment
in the center you will receive handouts and information you may want to add to your
handbook.

If you have questions on the information in the handbook, please feel free to
talk to me about it. If you have a question on information not contained in the
handbook, please ask! The experience you and your child have at the center is
important to us. Please do not hesitate to speak with staff members about the
concerns or interests you have.

Sincerely,

Lisa Sever
Program Manager

College and Child Care Center Community Responsibilities

At South Seattle Community Coll ege
e Treat each other with courtesy and respect
e Speak civilly and act responsibly with consideration for the rights of
others
o Affirm the value of diversity and promote cultural sensitivity
e Maintain a safe and welcoming community




LOCATION

The center is conveniently located on campus adjacent to the south parking lot in
Building 148.

MAILING ADDRESS

South Seattle Community College Preschool & Child Care Center

6000 16th Avenue SW
Seattle, WA 98106-1499

TELEPHONE NUMBER/VOICE MAIL

The main phone number for the center is (206) 764-5348. The center is on a
voice mail system during evening and weekend hours. If you need to leave us a
message regarding your child (illness, absence, etc.) please feel free to use this
service.

HOURS OF OPERATION

The center is open from 6:30 AM - 5:00 PM, Monday through Friday. The center
operates on the college schedule and is closed during SSCC holidays. Use of the
center for off-hour activities is subject to the approval of the Program Manager in
conjunction with the Student Services Division. Quarter Break hours of operation
and scheduling information can be found on page 8 of this Handbook.

AGES OF CHILDREN SERVED

18 months to 9 years old (primarily serve 18 months - 6). Children need to meet
the 18 month old age requirement by the first day of the quarter for which they are
being enrolled. The classroom age ranges are established so that peers who are
similar in age are grouped together and are working together on developmental
milestones throughout the year. The toddler & young preschool classrooms range
from 18 months to 3+ years old. The preschool classrooms range from 3+ 1 5 years
old. We usually try to keep children together in classrooms during the school year
so that friendships can develop. Transitions to new classrooms occur when the
child is both age and developmentally ready for the change, and whenl/if there is
space available in the older classroom.
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ORGANIZATION

The preschool and child care center at South Seattle Community College is a
cooperative enterprise initiated by students and administration. The center is a
state certified, nonprofit child care center organized to care for children of SSCC
students and employees, and a limited number of community families. Children are
placed in classroom groups according to age and developmental abilities.
Opportunity also exists for children of all ages to interact with each other in a
"multi-age” grouping over the course of the day. The center is permitted to care for
a maximum of 58 children. Staff/child ratios will always meet licensing
requirements of 1 adult to 10 children for our preschool classrooms and a 1 to 7
ratio in our toddler rooms, although we do strive for lower ratios.

The college, Service & Activity Fees, and parent fees provide funding for the center.
One main goal is to keep fees as reasonable as possible in order for parents to
access their educational and professional goals while their children participate in a
developmentally appropriate preschool experience.
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WHO'S WHO

The center is staffed with trained, early childhood professionals. The staff includes
the following positions:

EARLY CHILDHOOD PROGRAM MANAGER: Responsible for the overall
management and supervision of the center.

EARLY CHILDHOOD PROGRAM SPECIALISTS: Lead teachers who are
responsible for planning and implementing developmentally appropriate curriculum
for the children.

PROGRAM ASSISTANTS AND VOLUNTEERS: Assist in the classroom, on the
playground and at lunch.

WORK STUDY STUDENTS: Assist in the office and classroom as needed.

You can find out more information on all staff members and their qualifications by
looking at their pictures on the bulletin board in the entry of the center.

DEAN:
The child care center is part of the Student Life Department on campus and reports
to the Dean of Diversity, Retention and Student Life.

Student Life is a network of departments committed to providing meaningful services, activities and
communications that build commumitisure academic success; encourage creative expression,
personal growth, and wWading; foster diversity and social justice; and promote student advocacy and
leadership.



PHILOSOPHY

We would like each parent and child involved in the center to have positive and
successful experiences. We realize that parents who work and/or attend school
have many different facets to their lives. The care and safety of their child is one of
their greatest concerns.

Our program offers a safe and nurturing environment for children. The SSCC
Preschool and Child Care Center is a place where children can develop positive
attitudes about themselves and others participate in developmentally appropriate
learning experiences and opportunities, gain skills to deal with life situations and
develop knowledge about their world. Each child's growth, development and
potential are recognized while curriculum is developed.

We feel it is important to keep the following points in mind while striving to maintain
a quality program for young children and their families, and ensure a positive first
school experience:

*  Parents are the single most important influence in a child's life. We rely on
parents for information about their child. The staff is available to relate information
to parents about their child's school experiences. Communication between
teachers and parents is essential for working together. This will assist in providing
the best possible opportunities for the child's needs, growth and development. We
encourage parent participation in our program.

* Activities at the center encourage the development and maintenance of a healthy
self-concept and respect for the child's individuality, family identity, and
cultural/ethnic background, while avoiding sex role stereotyping.

* Children develop continuously through a series of stages at their own individual
rates. Our program offers a variety of experiences which include teacher initiated
(structured) activities, free choice (child initiated) time, group time, and opportunities
for large and small muscle activities.

* We feel that the development of the "whole" child is very important. Social skills
are necessary for positive interaction with adults and peers. We emphasize the
development of these social skills as well as the development of intellectual,
emotional and physical skills.
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ADMISSION REQUIREMENTS AND ENROLLMENT PROCEDURES

* Children admitted to the center must be the offspring (or legal guardianship) of
South Seattle Community College students or employees. Community families are
enrolled on a space availability basis. Preference will be given each quarter to
children who were enrolled the previous quarter. These families will be able to
apply early for the next quarter. Priority is given to parents needing full-time hours.

* All children will be admitted on a trial basis. The center reserves the right
to counsel with parents and curtail or remove children if behavior is
prohibiting program momentum. The center also reserves the right to refuse
care to a child for reasons of non-parent cooperation, delinquency of child
care fees, or inability of the child or parent to adjust to the center's program.
This will be determined by the Child Care Center Program Manager, and the
child's teacher in consultation with the Dean of Diversity, Retention &
Student Life and the Vice President of Student Services.

* Registration is based on the number of spaces available and the parent's
schedule. A student parent must be registered with South Seattle Community
College prior to enrolling his/her child in the center. The parent's class schedule is
necessary in order to reserve an allotted time for the child. Employee and
community parents must also enroll children on a pre-arranged regular schedule.

The following takes place once a parent is notified that a space is available:

* |t is important that each family has the opportunity to meet our staff and find out
about our program in order to determine if our center is a good match for your
family. In order to achieve this, we require that parents visit the center with their
child to see the school environment and meet the teachers. A mandatory family
orientation will be held prior to the beginning of the quarter.

* Parents shall have free access to all areas of the child care facility used by their
children.

* Registration is complete when the registration fee is paid and the completed
packet is returned. All registration information must be returned prior to the child's
first day at the center.
This packet includes: Identification Information

Physical/Social History

Parent s Class/ Work Schedul

Health and Emergency Information

Certificate of Immunization Status

Consent for Emergency Medical Care
Permission Release Form

Permission for Photographing Children
Permission for Walks/Events on Campus
Admissions Policy and Procedures Agreement
Income Verification Form for USDA

Please COMPLETE FULLY ALL INFORMATION REQUESTED!!
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NON-DISCRIMINATION POLICY

It is the policy of the SSCC Preschool and Child Care Center that no person shall
be subjected to discrimination because of race, color, national origin, gender,
sexual orientation, age, religion, creed, marital status, disabled or Vietnam Era
Veteran status, or the presence of any physical, mental or sensory disability. The
center will make reasonable accommodation for physical or mental limitations of
disabled children in care or seeking care.

This policy is consistent with Titles VI and VII of the 1964 Civil Rights Act; Sections
503 and 504 of the Rehabilitation Act of 1973; the Age Discrimination Act of 1975
and the Age Discrimination in Employment Act of 1967; the 1974 Vietnam Era
Veteran Readjustment Assistance Act; the Governor's Executive Order 85-09;
Americans with Disabilities Act of 1990; and the Washington State Laws Against
Discrimination, RCW 49.60.

This Policy applies to every aspect of the agency's programs, practices, policies,
and activities, including client services and employment practices.
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ANTI-BIAS/MULTICULTURAL POLICY STATEMENT

A goal of the center is to incorporate anti-bias and cultural diversity as an important
part of its foundation since children live in a diverse and complex society. This
approach encourages each child to reach his/her full potential by challenging the
barriers created by prejudice, discrimination and stereotypes.

Anti-bias, culturally diverse curriculum offers a teaching strategy that develops an
appreciation of diversity, rather than ignoring, and therefore reinforcing, children's
misunderstandings of differences. Examples in our program include: a display of
each child's family life; books, toys and other materials that reflect diversity in
families, gender roles, racial and ethnic identity, physical abilities and occupations.

This curriculum approach is a commitment to address societal bias and practice
appreciation of differences in a developmentally appropriate way.



POLICY AND PROCEDURE FOR PAYMENT OF CHILD CARE FEES

PRESCHOOL RATES = Children over 3 Years old
TODDLER RATES = Children under 3 Years old

(If your child turns 3 years old mid-quarter i your rate will change the following quarter, or when your
child is transitioned to the preschool classroom i whichever comes first)

A 10% discount is given to additional children in family

SSCC STUDENT FAMILIES:
Each child must be enrolled a minimum of 15 hours per week

Registration fee: $10.00 non-refundable, each additional child in family = $5.00
This fee is paid EACH QUARTER

Hourly fees: PRESCHOOL $4.25 per hour
TODDLER $5.25 per hour

SSCC EMPLOYEE FAMILIES:
Each child must be enrolled a minimum of 15 hours per week

Registration Fee: $50.00 per child, non-refundable
(One time fee for continuous care. If a family opts out for 1 or more
quarters, a $50.00 registration fee will be charged for re-enroliment)

Hourly fees: Yearly income up to $54,999 $4.25 per hour Preschool
$5.25 per hour Toddler
$4.75 per hour Preschool

$5.75 per hour Toddler

Yearly income of $55,000 +

(The above rates are based on combined family income.)

COMMUNITY FAMILIES: (Enrollment is contingent on space availability)
Each child must be enrolled a minimum of 20 hours per week

Registration Fee: $50.00 per child, non-refundable
(One time fee for continuous care. If a family opts out for 1 or more
guarters, a $50.00 registration fee will be charged for re-enroliment)

Hourly fees: $5.00 per hour Preschool
$6.00 per hour Toddler

MAXIMUMUM DAILY RATE for all categories listed above:
PRESCHOOL = $38.75 per day
TODDLER = $46.00 per day

DROP-IN RATES = (Drop-in spaces are not guaranteed and are available on a very limited, space
availability basis. Fee is paid the day that child care is used)

$5.25 per hour Preschool $6.25 per hour Toddler

After Hours Fee: Late pick up after closing = $10.00 fee + $1.00 per minute
Schedule Change Fee: After the 2™ week of the quarter - $10.00 per schedule change

(Effective 9/29/09)



Fees reflect hours RESERVED for child care. The child's preschool schedule is
based on the parent's campus schedule and/or work schedule (class time, study
time, and/or work time). Fees must be paid whether your child is in attendance or
not. (Note #6 below)

IF YOUR CHILD CARE WILL BE PAID FOR BY ANOTHER AGENCY OR
SOURCE, PLEASE NOTIFY THE PROGRAM MANAGER!

1. Fees are paid at the cashier's office.
2. Parents are billed on a monthly plan. Fees must be paid on a monthly basis.

3. Fees must be paid in ADVANCE. Bills are distributed on the 1st of the month.
Fees are due by the closest school day to the 5th of the month. The due date
will be written on the bill. Parents will be given a notice at the beginning of each
guarter with information on the due dates for the entire quarter. Please note
when payment is due. If you will not be on campus on the day payment is due,
please pay before.

4. A LATE FEE of $5.00 will be charged to any parent paying past the due date.
The cashier's office will note the due date on the bill. If past due, the cashier will
add the $5.00 fee to your payment, or send you back to the center to have the
Program Manager add the $5.00 late fee to the bill. Final payment must be made
at the cashier's office.

5. Excessive late payments or non-payment will result in TERMINATION of
child care. Uncollected past due fees will be recorded on the parent's
permanent school record. Past due accounts will be handled by the SSCC
Administrative Services office.

6. Parents are responsible for notifying the center if a child is absent due to illness.
Credit towards the next month's bill will be given after the third consecutive day of
illness, if the center is notified the 1st day. There can be NO refunds, credit or
discounts otherwise.

7. Enrollment during quarter breaks is limited both in the hours of operation
(Quarter Break 8:00AM i 4:30 PM vs. Regular 6:30 AM i 5:00 PM) and in the
number of children we are able to provide care for. Service is limited to provide an
opportunity to use this time for staff training, classroom preparation and planning,
and teacher vacations.

Hours of operation will be verified 2 weeks prior to the quarter break. Priority for
spaces during the breaks will go to SSCC students who need to be on campus
during that time, SSCC employees and Community families. Student family spots
during the quarter break are not guaranteed. If student spaces are available, a
request and approval process will be outlined at least 2 weeks prior to the end of
each quarter. All approved and reserved time during the quarter breaks must be
paid for even if your schedule changes and you choose not to bring your child
during that time.

A 30 day notice will be given if rates are to be increased.



CHILD CARE SCHEDULE CHANGES

The child care center must follow state licensing regulations regarding staff/child
ratios. Your child is considered in our ratio from the time they are dropped off
until they leave the building. It is very important for families to adhere to the
schedules that they have signed up for. Please consider your needs when you
request your hours for the quarter.

If a schedule change is necessary within the first two weeks of the quarter, a
request must be submitted to the Program Manager in writing and will be
accommodated depending on space availability.

If a schedule change is requested after the second week of the quarter, the

request will be evaluated for space availability. If space is available, a $10.00

schedule change fee will be charged. An exception to the $10.00 schedule

fee charge will be if the college changes an
class after the second week and the student or employee has no other option but

to change their schedule. The schedule change request would still have to be

evaluated for space availability.

I f a family needs -texrerda bhacsu rss, usithbh eas efi chnoeur s m
arranged in advance with a written request and are subject to approval by the

Manager. In these cases, the hourly drop-in fee will be charged for extra hours

used.

WITHDRAWALS

If a parent is unable to complete the entire quarter, and is withdrawing his/her child
from the center, written notice must be given to the Program Manager 1 week prior
to the child's last day.

No refunds will be given on already paid bills. If the current bill has not been paid
by the time of written withdrawal notice, the parent will be responsible for paying for
all reserved time in the center up to the point of withdrawal (child's last day) and 1
week beyond. If a parent notifies the Program Manager at the end of a month that
his/her child will not be returning the following month, the parent will still be
responsible for paying for 1 additional week.




DROPPING OFF AND PICKING UP CHILDREN

We ask that parents adhere strictly to the hours that have been reserved in the
Center for their child. SSCC students & employees are allowed 15 minutes prior to
class/work start time for drop off and 15 minutes after class/work ends for pick up.

* DROP-OFF AND PICK-UP: Parents must sign children IN & OUT each day.
Attendance sheets for each child will be placed in the notebook outside of the
child's classroom. Parents need to write the time of arrival and departure each day
and sign with a full signature each time (initials are not accepted). Children are
not permitted to sign themselves in or out. Children being picked up or dropped off
at the center by a school bus will be signed in or out by a staff member.

* AUTHORIZED ADULTS TO PICK-UP CHILDREN

Children in the program are never released to an adult not authorized by the parent
on the registration form. If someone other than the parent is to pick up the child,
the center staff must be notified ahead of time and the person's name must be
listed in the registration packet. This is for the child's safety and protection. Staff
may ask for verification of identity.

* LATE PICK UP/EARLY DROP OFF

Mid-Day:

If a parent is more than 15 minutes early dropping off his/her child, or more than 15
minutes late picking up his/her child from their regular schedule (exclusive of center
opening and closing time), the full hour drop-in fee will be charged to the parent.
Parents will be reminded that any extra hours must be requested and pre-
approved. If a parent continues to come early and/or late mid-day without a pre-
approved schedule change, child care services may be terminated.

At Closing:

Children must be picked up before closing time of 5:00 PM (or an earlier closing
time established during a quarter break). After closing time, the first time a parent
is late picking up, they will receive a written warning. Upon the second offense, an
AAfter Hoaof $19.00plese$d.00 for each additional minute after 5:00 PM
wi || be bill ed. Upon the third offe
Feeo and child care services wil!/ be

If a parent is late picking up their child, and emergency contacts cannot be reached,
the following procedure will take place:

e After 20 minutes past closing time, Student Services Administrative staff
and/or the campus evening administrator and campus Security will be
notified that a child has not been picked up.

e If at 45 minutes past closing time no family contact has been made and no
emergency contact can come to get the child, Child Protective Services
(CPS) will be called for determination of placement of the child. Campus
Security, CPS or police personnel will be asked to sign the child out on the
sign-out form noting the time authorities took responsibility of the child.

Timelines may be shorter if child care staff is not able to remain after hours.
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*SSCC PARENTS MUST BE ON CAMPUS WHILE CHILDREN ATTEND THE
CENTER. The only exceptions to this are off campus class or work related
activities. Please notify us ahead of time so special arrangements can be
considered. Community families must provide us with daytime parent contact
information and emergency numbers.

HOW TO HELP YOUR CHILD ARRIVE AND LEAVE EACH DAY

We need your help to get your child settled and ready to start their day. We ask
parents to help their child with coat and belongings on arrival and departure.
Please bring them into their classroom and get their belongings situated in their
cubby. Encourage them to use the toilet, or check to assure that their diaper is dry.
All children are asked to wash their hands before beginning their day. Please make

sure the teacher in your child's classroom i

departure each day. As you leave each day, check your child's cubby for art work,
etc. and check your parent mailbox for important handouts and notices!!

Teacherswouldli ke t o be in contact with you
be aware that when the teachers are in the classroom, their first priority has to be
working with the children so must keep conversations to a minimum. If you have
information for the teacher, and the teacher is unable to talk with you at the time,
please use one of our communication sheets located by the sign in books to write
the teacher a note. If you have questions that need additional time, please request
a meeting time with the teacher or ask when the teacher may be available to talk
with you by phone. This will assure that your questions can be addressed in a
confidential manner and appropriate setting.

Also, we ask that cell phones are not used while you are in the
classrooms or dropping off or picking up your child. This allows us to focus the
attention on you and your child. Thanks!

regardi



PROGRAM AND CURRICULUM DESCRIPTION

Each child is urged to build a positive self-image through his/her intellectual, social,
emotional and physical development. Language, concept, and social skKill
development are given high priority in activities. There is also planning for group
time where educational goals (shapes, numbers, language, motor skills, songs,
creative expression, etc.) can be met. Individual differences are noted and
activities planned accordingly.

Curriculum consists of pre-academic skills such as recognizing likenesses and
differences, concepts of numbers, shapes, letters; awareness of the world around
them; self-help programs; art activities consisting of experimenting with paint,
playdough, collage materials, and other miscellaneous materials; science and
nature projects; music and creative expression; and dramatic play. One main goal
iS to try to make children aware of the world around them through daily life and
curriculum that is of interest to, and geared to, their individual development and skill
level.

Each child brings with him/her a unique ethnic and cultural background that is a
valuable contribution to the preschool group. Each child's language and traditions
are respected and shared with the group. Cross-cultural materials (books, music,
pictures, etc.) are incorporated into the preschool curriculum. Children are able to
value both the similarities and differences of their friends and teachers as being
positive strengths.

The classrooms contain many different curriculum areas. Here are some
examples of the play/learning that occurs.

COGNITIVE: Activities emphasize pre-reading, pre-math, pre-writing and thinking skills.
Concepts of color, size and shape, classifying and sequencing, and matching and pairing
are introduced

MANIPULATIVE: Activities are designed to develop small muscles, perception and
eye-hand coordination.

PUZZLES: Puzzles of varying size, shape and difficulty levels are available.

LANGUAGE/DRAWING: Children can enhance their creativity and express thoughts and
ideas through drawing, writing and cutting. Language development is emphasized.

BOOK CORNER: Children can discover topics of interest through books, pictures, flannel
board activities, cassette story tapes and discussion.

ART: Activities are planned for children to explore a wide range and variety of art
experiences and media, such as: paint, glue, playdough, collage, printing, drawing, cutting.
Emphasis is placed on the experimental "process" rather than the finished "product".

SENSORY TABLE: A wide range of materials is used to provide children with sensory
experiences. Children gain experience in scooping, pouring, measuring, and gain a sense
of texture and feel, as well as, weight, empty, full.



SCIENCE: In this area children will discover more about the world around them as they
develop skills of scientific inquiry, refine problem-solving skills, understand cause and
effect, and develop concepts of measurement, weight, magnets, texture and observation.

INDEPENDENT PLAY: This is an area where activities are put out for use by ONE child at
a time. He/she can work on and explore the activity independently.

BLOCKS: A combination of activities includes large and small blocks as well as other
building and transportation activities. This area provides activities for skill development in
large and small muscle development, eye-hand coordination, balance, shapes, proportions.
Cooperative play is emphasized.

CREATIVE PLAY: This area provides an opportunity for children to participate in dramatic
play while using dress-up clothes, dolls, kitchen and housekeeping materials, and a variety
of miscellaneous situations (Veterinary Office, Hair Styling Salon, Restaurant, Library). The
children have an opportunity to role play and pretend.

OUTDOOR PLAY: An opportunity for large muscle and coordination skill development
through climbing, running, trike riding, gardening, woodworking, sand play, etc.

CIRCLE AND SMALL GROUP TIME: These consist of music and songs, stories,
discussion, games, concept and language development.

- ‘;

PARENT EDUCATION

Parenthood is an occupation that requires education and experience just like any
other occupation. However, unlike other occupations, it is an around-the-clock job,
one in which training has usually not been provided! As it is the parents' job to help
their children develop into healthy, mature, responsible adults, acquisition of
parenting skills will make the job easier and more rewarding.

In order to assist parents in this job, we will be offering opportunities throughout the

year for parent involvement and education. The SSCC Home and Family Life and

Womenédés Programs Departments provide seminal
you may attend. The child care center will be scheduling events that your family can
participate in. There is a AChild Care Adv
and staff from our center, along with representatives from the Home & Family Life

Department. We will be inviting interested parents to participate i watch for the

noti ces! You are also welcome to visit an
and may arrangetodos o by speaking with your <chil do
Manager. Please feel free to discuss with us any child-related or family concerns

you may have. We look forward to sharing ideas and resources with you.

d/
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DAILY SCHEDULE - PRESCHOOL (Classrooms 1 & 2)

The preschool/child care day consists of a variety of organized and free choice
activities. Check your child's classroom for a posted daily schedule that is specific
to that classroom. The general day includes:

6:30 - 9:00 AM

9:00 - 9:30 AM

9:30 AM - Noon

12:00 - 12:30 PM

12:30 - 2:45 PM

2:45 - 3:15 PM

3:15-5:00 PM

CHILDREN ARRIVE - Free Choice - as children arrive,
they put their belongings away, hang up coats, and
decide which open activity in the room they would like
to participate in.

CLEAN-UP - toilet, wash hands - BREAKFAST

Preschool Activities include: small group time, circle
time, blocks, creative play, manipulatives, art, sensory
table, science, puzzles, books, self-expression, etc.
There will also be a chance for indoor & outdoor large
motor development.

LUNCH

REST TIME begins for nappers.

Children staying up will have a short relaxation time
followed by quiet activities, which may include, stories,
free choice, circle time or outside.

Toilet, wash hands - SNACK

Free choice from a variety of preschool activities,
special interests or outside play.




Daily Schedule - TODDLERS (Classrooms 3 &4):

o

Chil drends Program

3 |

We have selected equipment and toys that are developmentally appropriate for
toddlers. You will see that each classroom has a variety of play opportunities for
your child. Children will also have an opportunity for outdoor play.

6:30-9:00 AM

9:00-9:30

9:30-12:00

11:45-1:00

1:00-3:00

3:00-3:45

3:45-5:00

CHILDREN ARRIVE: As children arrive, they put their
belongings in their cubbies, parent informs staff regarding
last diaper change or toilet trained children use toilet, wash
hands, then participate in free choice activities.

Clean up for BREAKFAST-
Hand washing. Diapering/Toileting as needed

Toddler activities include: Circle time, blocks, creative play,
manipulatives; art, sensory table, puzzles, books, self-
expression, etc. There will also be a chance for outdoor play
and/or indoor large motor development.

Diapering/Toileting as needed

LUNCH
Diapering/Toileting and hand washing

Preparing for Nap Time, stories, quiet activities.
NAP TIME

Diapering, toileting, washing hands, SNACK

Free choice from a variety of activities, special interests, or
outside play.



BEHAVIOR MANAGEMENT AND DISCIPLINE STATEMENT

The attitude of adults toward an erring child is expected to be helpful, not punishing.
Staff members respect each child as an individual person who can develop the
necessary inner controls to build self-respect and peer acceptance.

Staff shall never use any form of corporal punishment, which includes, biting,
jerking, shaking, spanking, slapping, hitting, kicking, or any other means of
inflicting physical pain. Corporal punishment is not permitted on the
premises of the child care center (inside or outside) by anyone, including
parents.

Staff members need to be consistent in behaviorguidance and awar e
developmental level. Preschool aged children are encouraged to handle their own
problems, except when they are in danger of getting hurt, hurting another child or
destroying property.

The following basic rules apply:
1. When children are in danger of getting hurt: staff will suggest a safer way, or
remove the child from the activity.

2. When a child is hurting another child: staff will separate and give words to use
instead of actions. If the child continues the harmful action, the child will be
removed to another area of the center for a cooling off time until the child is ready to
rejoin the group in a more socially acceptable manner.

3. When a child is damaging or destroying property: staff will remove the child to
another activity and show him/her the right way to use the equipment. If the child is
unable to settle down, the same method will be used as in number 2 above.

4. In extreme and/or emergency situations, a staff member may use limited
physical restraint when:

e Protecting a person on the premises from serious injury

¢ Obtaining possession of a weapon or other dangerous object, or

e Protecting property from serious damage

Staff who uses limited restraint will complete an incident report and a copy of
the incident report wil/l be placed in

General Guidelines:
1. Use positive statements: The blocks are for building (if throwing, etc.) The
chairs are for sitting. Your feet belong on the floor.

2. Give appropriate praise for acceptable behavior. You put all the toys on the
shelf! I noticed you remembered to walk in the classroom.

3. Withdraw attention from action you wish to discourage. Negative behavior is
extremely "contagious", especially in a large group of children. If the action disrupts
the class or group activities or promotes disruptive action by other children, remove
the child from the situation as above.
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4. Try to keep children involved in activities. If a child is wandering around try to
suggest an activity in which the child will be interested. Redirect the child to a
constructive activity.

5. Let the children know you understand and approve of constructive efforts. Do
not make idle threats for non-constructive behavior. Always follow through.

6. Use words and tones, which will help the child feel confident and assured of
your meaning. Avoid sarcastic or put down tones or words. Avoid labeling the
child. All people are many things.

If a child displays behaviors that become an issue of concern, the following
steps will be followed:

1.

2.

Classroom teachers will document observations of classroom behavior in
the classroom log and consult with the Program Manager.

A conference will be scheduled with the parent and child care staff to
di scuss the chil dbébs behaviors and
A plan of action will be determined and goals will be set involving both the
child care staff and parent(s). This will include a discussion of ideas to try
both in the classroom and at home. A timeline will be established and check

classro

back conferences wild/l be held to discuss
The timeline will be established based on the issue of concern, the individual
childdés age & stage of development, & par
Staff wildl monitor the childds behavior a
based on the agreed upon timeline. Parents will receive a copy of the report.
I f the childdés behavior results in an inj
exhibits ot her safety concerns, t he ch
IMMEDIATELY to pick up the child. Written documentation will be placed in
thechildbs file and a copy will be given to tl

If the staff feels that additional services and/or resources are needed, the
program may, with parental approval, refer the child for evaluation. This
may include:

a. Referral/observation by the Public Health Child Care Health Team
(Public Nurse, Nutritionist, and/or Child Psychologist) or another
appropriate community resource
Findo progr am.

b. If a family is working with a private counselor or therapist, we will
work with the parents to arrange for that person to come to observe
the child in the classroom (at

c. If the parental permission is refused and problem behavior continues,
the continued enrollment of the child will be reconsidered in
accordance with the provisions in paragraph 7 below.

If the behavior problem persists and our plans are unsuccessful and we are
unable to meet the needs of the child and/or the child is unable to function
successfully in a group setting, then the parent(s) of the child shall be
informed in writing by the Manager that the child will be dismissed from the
Child Care Center with two weeks notice (14 calendar days). The exception
to this is if the childds behavior
creating other safety issues that would result in termination sooner than 14
days.

such a ¢
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CHILD PROTECTION REPORTING LAWS

If your child has sustained any physical injury (bruises, cuts, burns, etc.) please
bring this to the teacher's or Program Manager's attention.

The Center staff is required by Washington State Law and Child Care Licensing, to
report immediately to the police or Child Protective Services any instance when
there is reason to suspect the occurrence of physical, sexual or emotional child
abuse, or child neglect or exploitation.

We may not be able to notify parents when the police or Child Protective Services
are called about possible child abuse, neglect or exploitation. This depends on the
recommendation of Child Protective Services.

Please feel free to talk with the Program Manager about this law and our
responsibility under it. We appreciate the open communication we have always
enjoyed with each parent and we want that to continue.



MISCELLANEOUS INFORMATION & HELPFUL HINTS

UPDATING FILES AND CONFIDENTIALITY D
It is very important that your child's file is updated on a regular basis. We need to
know if your address or phone number changes, if your emergency numbers are
current, and if your child has been to the doctor or dentist or had an immunization.

The child care center staff wildl keep all
there is a need to exchange information regarding your child with an outside

agency, we will ask for you to sign a consent form for the release of information. All
childrends files and i mmu-site faraminimumofoeec or d s
year after the child leaves the program. When files are no longer being archived,

they will be shredded.

We are unable to share individual family or staff contact information (phone
numbers, addresses, etc.) with other families. If you have questions regarding our
confidentiality procedures, please ask.

MEALS
All meals are prepared by Farestart in Seattle and delivered to our center. Meals
are then warmed up and served to the children. Breakfast will be served at 9 AM,
Lunch at Noon and Afternoon Snack starts between 2:45 and 3:00PM. We feel that
a child's food program should not only provide the most wholesome food possible,
but should contribute positively to a child's mental and social development.
Nutrition education is incorporated into the food service.

Menus are also posted outside the kitchen. Individual copies will be available for
families who would like to have a copy at home. Meals will be served family style.
Allowances can be made for some dietary restrictions. Please notify us if your child
has food allergies, if you prefer a vegetarian option, or if your child has any other
food related restrictions. We will need a doctor's written verification of food allergies
or restrictions.

Children aged 24 months and older will be served 1% milk. Children 18-23

mont hs will be given whole mildndhealth|l ess t
care provider has requested low-fat milk or a non-dairy milk substitute in writing

(low fat diets for children under age 2 may affect brain development).

Children will eat from plates and use utensils and cups. We understand that this
is a learning time for the toddlers. The curriculum in the classroom will be
helping the toddlers gain self-help skills.

We ask that children not bring food to the center (including candy & gum.)
PLEASE NOTE: We often have children in the center who have allergies to
nuts, including peanuts. Because this can be a life-threatening allergy, our
center is nut and peanut free. Please do not bring any nut or peanut
products (including peanut butter) into the center.
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Rest time begins after lunch for all children enrolled 6 or more hours each day and
for other children showing a need for rest. Resting children are not required to sleep
but are expected to lie quietly and listen to quiet, relaxing music and/or story
records. If your child has a special blanket, please feel free to bring it to school. It
can be left on the child's cot or brought back and forth daily. We ask that you take it
home on a regular basis to launder and that it is marked with your child's name.

REST TIME

For children not assigned to the resting room, a short relaxation time is planned
followed by outdoor play and/or quiet activities.

If you pick up your child during rest time, we ask your cooperation in maintaining a
guiet atmosphere so other children may sleep or rest undisturbed.

NAPPING PRACTICES FOR TODDLERS

Children 29 months of age or younger must follow their own individual sleep

schedule per licensing requirements. Alternative, quiet activities will be provided
for the child who is not napping. All children will be assigned a cot. Sheets and
bedding will be stored separat e f r om ot her chil drenés cots.

TRANSPORTATION

Each parent will be responsible for bringing her/his child to the center and picking
up the child at the appointed time. The center is unable to provide transportation
service for children to or from the center or other schools. Children will only be
removed from the premises in emergency situations. In this event the parent shall
be responsible for transportation. In the event that parental transportation is not
available, emergency transportation will be provided at the parent's expense.

INSURANCE

All enrolled children in the SSCC Preschool and Child Care Center will be covered
by accident insurance. This is an excess coverage accident policy that covers
enrolled children while they are patrticipating in child care activities sponsored and
supervised by the SSCC Preschool & Child Care Center.



SNOW AND/OR HAZARDOUS ROAD CONDITIONS

Here is information you will need in the event that there is snow or other inclement weather,
or other emergency situations, and the college decides to close.

1.

If South Seattle Community College closes, the child care center will also be
closed. If the college decides to open late, then the child care center will also open
late. See exceptions in # 3 below.

We will change our voice mail message on our main number (206) 764-5348
to reflect the college and center decision. We will do this as early in the morning
as we can. The college tries to make a decision between 5AM and 6AM. If there is
not a message when you first check, please try back. If there is a problem with the
phone system (power outages, etc.), our message may not be available.

If there is snow, or other inclement weather related situations, and the college
remains open, please be aware that our staff members must travel a distance to
get here. If child care staff is unable to make it in, then we would need to
close the child care center or open later than usual. We will update
messages to reflect our operational decisions. Child care center number is
(206) 764-5348.

Also, if a limited number of staff members are able to make it in, we will
only be able to serve the number of children that our state licensing ratio
allows. In the event that this happens, we will serve children on a space
availability basis.

If snow or inclement weather begins during the day, the college and/or the
child care center may need to close early. Please keep an eye on the
weather and make sure that we have all of your contact information in the
event that we need to contact you to pick up your child. If you hear an
announcement that the college is closing early, please come immediately
to pick up your child.

We apologize for any inconveniences this may cause. We want to make sure
that our staff is able to commute to and from the campus in safe conditions.

You should be able to receive current information regarding the closure of South
Seattle Community College on the following websites:

The Public Schools Emergency Communications System site:
http://www.schoolreport.org (where closure information is posted first)

Next it should be posted on the SSCC website:  www.southseattle.edu

Other campus phone numbers: information regarding the status of the campus (not
specific to child care): main registration = 764-5300 and Public Information = 764-5308
* Local TV and radio stations may publicize messages the college posts but getting
the information directly and accurately from the above sources, or from the child care
center voice mail (206-764-5348) may be the best way to get the information you
need.


http://schoolreport.org/
http://www.southseattle.edu/

CLOTHING @)@ %

All clothing should be clearly marked with your child's name. Children should dress
appropriately for participation in all preschool activities (messy art projects, outdoor
play - coats and hats are necessary during cold weather). Children should have
clothing that they can easily remove themselves when using the toilet. Complicated
belts, suspenders, or wraps can frustrate and ruin a child's day.

It is a requirement for each child to have a change of clothes that
can be left in their cubby.

TOYS FROM HOME

As a general rule, toys from home are better left at home. The staff cannot assume
responsibility for each child's toy, and often they are easily lost and/or broken. Also,
we have limited shelf space. If your child would like to "show" special items from
home, please talk with your child's teacher about the possibilities.

OFF DUTY CHILD CARE

It is not the mission for the Center to provide childcare for its clients in any

location other than at the Center during regular operating hours. Any

arrangement for childcare which does not take place at the Center is strictly a

private arrangement between the parents and the individual staff member. No

such private arrangements shall be made for childcare during the work shift of

the individual staff member, and no such arrangements may interfere with the

operation of the Center or the individual st aff member 6s job perfo
Parents and staff should understand that such arrangements are not within the

course and scope of the staff memberds job d
free to either accept or reject such requests from parents. Children enrolled in

the child care center shall not be picked up or dropped off by a child care center

staff member.
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SPECIAL ACTIVITIES C\@(f;

* Once a month, the Seattle Public Library Bookmobile comes to campus for the
children's use. Children help select books for use in the Book Corner at school.

* On occasion, videos are planned into the curriculum. Some videos relate to
topics we are currently discussing with the children, while others are favorite
children's stories.

* Qccasionally the children are able to visit and tour other departments on campus
(Aviation, Bakery, etc.). The children are also able to participate in some campus
events (Rainbow Festival, performances, etc.). The children also go on walks on
campus and out to the campus Arboretum. We have Bye-Bye Buggies for the
toddlers which make it easier for them to get out and see the campus! We do not
have off-campus field trips.

* Qccasionally guest speakers or visitors (from campus or off-campus) come to
the center to share information with the children on special topics, give
presentations, or read to the children. Child care staff members are with the
children during these times.

HOLIDAY/BIRTHDAY POLICY

At the SSCC Preschool & Child Care Center we serve a culturally diverse
population. Current educational information supports the idea that children absorb
the most by experiencing their own unique traditions and celebrations with family
members in the home. In order to avoid exclusion of any child or culture, the
teaching staff has developed a holiday policy for our program.

When developing curriculum, the staff will not focus on holidays, nor lead or
promote religious activities, but will plan an all-inclusive program that will support

and emphasizethechi | dé6s devel opment al achievements ar
The goal of our developmentally appropriate curriculum will be to provide all the

children with a wealth of opportunities to explore and appreciate experiences

relevant to their daily lives: {i.e. October (harvest and the changing season),

November (families), December (sharing and contributing to others), etc.}. The

teaching staff will continue to include the celebrations that emerge from the

children.

The staff and cent e rthdays tirdugh hnoackoowledgrhentlofd r e n 6 s b
each childbébs devel opment, growth and accomp

family members to be a part of the group time focused on your child.

Parents are asked not to bring to school any food items or party favors as this may
exclude some children.



