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Dear Families,

Welcome to our child care center! Eldora Children’s Center Inc (ECC) is run by a
private non-profit board made up of four community members, and three parents who
have the best interest of the center in mind and care greatly about its future. The
center is licensed by the lowa Department of Health & Human Services (HHS). ECC
offers care for children primarily ages 6 weeks to 6 years. Some programs for
elementary school age children through 5th grade may be available with limited
enrollment due to staffing and room capacity. These programs for school-age children
may include a before and after school care and summer care. Children who have been
identified with services under an Individualized Educational Plan (IEP) or special needs
may receive educational and/or other services. These services may be provided through
an alternative program, another district, AEA resources, and/or by other providers.

The employees and board members of ECC are pleased to welcome you and your
child to this center. We hope this booklet will introduce you to our programs and
expectations. Whether it is for infant, toddler, preschool, junior kindergarten, or school
age care; we are here to meet your needs. The staff at ECC strive to provide a healthy,
safe, and family-type environment for your child. We are happy to serve you and your
child.

ECC operates a child care program year-round. We offer 3 year old preschool
programming during the school year which coordinates with the E-NP school year
calendar. We employ quality persons in roles of director, teachers, child care assistants,
and cooks. Volunteers may also help from time to time. All persons working and
volunteering in this center are subject to required background checks. ECC will follow
all rules and regulations assigned to us through HHS and state licensing.

Our warm, caring, professional child care staff maintain a positive and
stimulating atmosphere where each child is loved and respected. Your child is very
special, and our staff will attend to his/her personal and developmental needs.
Participation as a partner in your child’s early learning experience is very important.
We encourage you to visit the center at any time. Please feel comfortable in contacting
the director and/or teachers regarding concerns affecting your child or policies in this
Parent Handbook.

We are looking forward to an exciting and enjoyable time together while we
serve you and your child.

Sincerely,

Eldora Children’s Center Board & Employees
Office (641) 939-3926

Fax(800) 948-4026
eccdirector@southhardin.org



mailto:eccdirector@southhardin.org

Mission Statement

The purpose of Eldora Children’s Center is to empower children to become confident,
respectful, lifelong learners. Our mission is to help children see the world as an
invitation to learn, grow, live fully, and to see a world full of possibilities that are within
their reach. Our commitment is to provide a loving, nurturing, and safe place for
children to begin their journey.

Philosophy

We believe that children are unique and special in their own ways. Each child develops
and matures at his/her own pace. It is important that each child be allowed to express
him/herself and recognize his/her own individual differences. We believe that children
learn best through active exploration and interaction with peers, adults and their
environment.

Our center and its programs are designed and implemented to provide children with a
safe, yet stimulating environment. We address physical/motor, social/emotional, and
intellectual/cognitive/language needs of early development stages. Children are given
multiple opportunities, appropriate materials, and a loving environment in which to
develop fully.

We believe our staff of dedicated professionals will care about the children and provide
a positive experience for the children and families. We encourage the children to feel
safe and confident about themselves, so they can build self-esteem and independence.
We will direct the children in their learning and discovery process.

We believe that families are the child’s primary source of information. We encourage
you to be actively involved in your child’s learning. Families are an integral part of
each child’s education. Caregivers and families should be partners in the child’s
education. We want to promote and accomplish parent involvement. Open
communication, working hand-in-hand with families, is a major part of our philosophy
at ECC.

We are pleased that you chose our children’s center to care for your child. While he/she
is at ECC, he/she will get much love and affection. We take pride in our business and
continually strive to earn the trust you have placed in us.



Goals

To help the child develop self-expression through music, dramatic play, storytelling,
creative art media, manipulative toys, and other forms of play.

To help the child develop intellectually through a balance of free-choice activities
and teacher-directed activities.

To help the child develop courteous and thoughtful behavior.

TO help the child learn to follow simple directions and to expand his/her attention
span.

To help the child develop social skills through group participation and interactions
with friends.

To help the child develop his/her skills in communication.

To help the child experience success through developmentally appropriate activities.
To help the child develop good health habits and to provide for his/her physical
fitness through a variety of activities.

To help the child develop a respect for other children and adults.

To help the child develop responsibility through rules and given tasks.

To help the child develop a positive self-image, self-esteem, and self-confidence.
To help the child become independent and to develop self-control.

To provide a safe place for your child’s care in a happy environment while the child
needs to be away from the family home.

To give your child appropriate attention and quality care.

To give the after school child stimulating activities that will compliment his/her

school day.



Welcome

During the first few weeks of child care do not be overly concerned if your child
happens to show any of the following behaviors:

« Is shy and clings to you.

« Is aggressive and won’t share.

« Hits and doesn’t take turns.

« Cries easily.

« Resists using the child care bathrooms/has accidents.

« Doesn’t talk much about the activities of the day.

These are all symptoms of adjusting to a new situation, and will ease as your child gets
used to the child care program, teachers, new friends, and the routines of the center.
Please be sympathetic and supportive.

You can help by:

o Letting your child bring in a favorite security object.

o Letting your child just stand and watch, knowing observation is one way of
participating.

« Not putting pressure on your child to produce something to take home.

« Allowing lots of time for personal routine and a pleasant ride to child care.

« Having a cheerful, positive attitude as you leave, such as saying “goodbye, I'll see you
later alligator!”.

« Encouraging talk about child care by asking specific questions such as: “Did you play
withthe  today?” or “What was for snack today?”.

« Remember the more relaxed the parent, the more relaxed the child will be.

Enrollment

Please feel free to visit the center any time before or after your child is enrolled. As a
licensed child care center ECC complies with all the child care regulations set forth by
HHS. A link to Child Care Licensing Standards and Procedures are available upon
request.

Our center is designed, equipped, and staffed with your child in mind. We have an
“extended family” atmosphere of caring and open communication. We strive to provide
the best early childhood experience for your child.

The following enrollment policies have been established to provide your child the
maximum protection and to comply with the State of lowa Licensing Standards.



1. Parents must provide ECC with the information included in the registration packet
this includes:

« Parental Emergency Consent

« Developmental Level Questionnaire

 Release Authorizations

o Immunizations/Physical Fax Consent

« Payment Policy

« Late Policy

 Tuition Express Automatic Payment form

o CACFP Enrollment Paperwork
2. Any child, ages 6 weeks to 12 years, having completed registration procedures is
eligible for enrollment, regardless of race, color, national or ethnic origin, or religion.
3. Child Care Services payment contract must be completed and signed by person
responsible for child care payment.
4. Payment of non-refundable registration fee.
5. Parents must report to the center any changes in address, phone, and place of
employment. Please remember to make any changes in emergency notification persons.
6. Emergency Action sheets will be required for children with special needs such as
allergies, medical assistance, or other procedures requiring staff to intervene with your
child.
7. If your child has asthma or diabetes, we must have a written medical plan in your
child’s file. This procedure must also have steps that the staff are to follow in case of an
asthmatic or diabetic attack..
8. Each child needs a copy of their last physical in their file as well as immunization
records or certificate of immunization exemption form (medical or religious) if
applicable. Child’s physical on file must be dated within the last year. If your child is
not participating in immunizations for any reason we are required to have an
exemption form on file.

Non-Compliance Policy

Child care services will be cancelled for failure to provide the required forms and/or
records. Any other non-compliance of Eldora Children’s Center policies may be grounds
for cancellation of services.

Discharge Policy

In the event it is determined that your child is not ready for the group experience or if
his/her needs are not best met in the group setting, we may ask for a confidential
conference with you to discuss possible options.

Educational Equity Policy Statement



Eldora Children’s Center is committed to providing a welcoming and inclusive
environment for all children and families. We do not discriminate based on sex, race,
national origin, religion, age, marital status, or disability in our programs, activities, or
employment.

Our curriculum and teaching practices are designed to reflect the cultural and racial
diversity of our community and the wider world. We strive to expose children to a
variety of careers, roles, and lifestyles, and to foster respect, understanding and
appreciation for people of all backgrounds. Through our lessons and activities, we aim
to reduce stereotypes, eliminate bias, and support every child.

Child Care Hours & Days of Operation

Eldora Children’s Center is open Monday through Friday from 6:00 am to 6:00 pm. We
provide care primarily for infants six weeks to 6 years of age with some programs
through 5th grade. Our center is open year round (12 months), but will be closed for
specific holidays/dates. Advanced notice of those days will be given so families have
time to make other child care arrangements.

The following holidays will be observed and Eldora Children’s Center will be closed:
New Year’s Day, Memorial Day, Fourth of July, Labor Day, Thanksgiving, the day after
Thanksgiving (Black Friday). Additionally, Eldora Children’s Center will be closed
December 24th through January 1st every year. Should any holiday fall on a weekend
Eldora Children’s Center will close on the Friday prior or Monday following to observe the

holiday.

The following holidays are paid holidays: New Year’s Day (1/1), Memorial Day,
Independence Day (7/4), Labor Day, Thanksgiving Day, the day after Thanksgiving
(Black Friday), Christmas Eve Day (12/24), Christmas Day (12/25), and New Year’s Eve
Day (12/31). If your child is contracted for the day which the holiday lands on or is
observed; you will be required to pay your regular contracted amount. Absent/Vacation
Days may not be used on the above dates. Families will not be required to pay for
12/26-12/30 during our Christmas closure. Absent/Vacation days may be used on the
12/26-12/30 closure days.

If the center closes for inclement weather; payment will still be required.
The center reserves the right to close for designated periods to complete maintenance

which is otherwise unable to be completed while operating. Announcements of
maintenance closures will be made prior to those dates.



Payment Policy

Please read in detail the payment policy included in your child’s enrollment paperwork.
Payment for services are due weekly or biweekly. Billing is completed on Monday for
the current week. A print out of your charges and payments is placed in your billing
folder each week. All families of Eldora Children’s Center are required to be enrolled in
Tuition Express, our automatic payment program. Tuition Express is a safe and
convenient payment processing system which allows for secure, on-time tuition and fee
payment to be made from the families’ bank account or credit card. Bills will always be
posted on a Monday (Tuesday if Monday is a holiday) - payments will always be
processed on a Wednesday. Utilizing this system helps Eldora Children’s Center ensure
that there are no lapses in care provided to your child(ren). Eldora Children’s Center
reserves the right to withdraw families from care when payment has not gone through
and resolution has not been reached.

Payment obligations are based on the hours that you agree to use child care, not on
actual attendance. Payment is due whether your child is present or not. Remember you
are paying for your child’s space at daycare and this space must be secured by your on
time payment.

Each full time child (defined as 32+ hours per week) is allowed one week of their
contracted hours of care to use for Absent/Vacation time each year. After your Absent/
Vacation hours are used your contracted payment will be due regardless of attendance.

Eldora Children’s Center reserves the right to terminate our services to any family
falling more than two weeks behind in payment. Any account that is left unpaid will be
handled through small claims court.

If you are unenrolling from care with Eldora Children’s Center; a two-week paid notice
of withdrawal is required.

Registration Fees and Tuition

Two non-refundable activity and supply fees are charged each year in the center to
cover paper work and other costs involved in registering each child. The dates those
charges will be made are 1st Monday of January and 1st Monday of July. The tuition
rates are figured at an hourly basis but totaled using each child’s contracted weekly
hours. A breakdown of the fees is included in the registration packet. Eldora Children’s
Center provides only contract care. Families must pay for the same days and hours each
week in order to hold their child’s spot. Any overage outside of those hours (early drop



offs or late pick ups or drop in days) will be subject to charge according to current
payment policies.

Parent Custody Rights

If a parent or guardian has lost/limited custody rights, we need to have a copy of the
court order to place in the child’s confidential file. This is for the child’s protection.

Without this official documentation; we cannot legally stop a parent from taking or
visiting the child.

Drop-Off

Parents or an adult must accompany each child into the building every morning, sign
the child in at the sign-in book, and drop the child off in the appropriate room. Do not
drop off children prior to 6:00 am. The children are not allowed to come into the
building alone or sign themselves in. This is for their protection.

According to the licensing regulations, “each child shall have direct contact with a
person upon arrival for early detection of apparent illness, communicable disease, or
unusual condition or behavior which may adversely affect the child or the group.”. If
any of these things are determined, the child must go home immediately.

Please contact the staff when your child will be absent or arriving at a different time. If
no contact is made; the staff may not be able to accept your child for care until
scheduled hours.

Pick-Up

All children must be picked up and signed out by an adult. Anyone, including all
parents, who is to be allowed to pick the child up MUST be listed on the Pick-Up
Permission form in order to be allowed to pick up the child. To avoid confusion, it is the
responsibility of the parent signing the child into our center to properly fill out this
form. In a custody situation, the parent signing the child into our center takes full
responsibility to ensure this is in accordance with their specific court agreement. If a
parent who is not listed contests this, they will not be allowed to pick the child up until
the parent signing the child into our center gives approval. If the contesting parent can
offer proof he/she is indeed the legal parent or guardian and has legal rights to pick the
child up, we will allow that parent to offer his/her own Pick-Up Permission form and
lawyers for both sides will be contacted. The center reserves their right to not allow any
individual onto our property for Drop-Off or Pick-Up if he/she has created a problem.
Anyone not recognized by sight will be asked for a picture ID. In the event anyone out
of the ordinary is to pick up the child, please alert the office in writing prior to that
time. If the pick-up person is not on the list or the staff didn’t receive written notice,



the child will remain at the facility until a parent can be contacted. It is the parents’
responsibility to notify the Director and make changes on the pick-up permission form
whenever necessary.

Late Pick Up/Early Drop Off Policy

Families must remain in accordance with the contract hours they have turned in for
their child. It is imperative for your care providers to know when your child is arriving
and departing each day to ensure that we provide adequate staffing to maintain our
state mandated child-to-teacher ratios. It is each families responsibility to ensure that
their child’s contract is set at the most realistic times for their circumstances. If you are
unable to drop off or pick up according to your contracted times; please make alternate
arrangements for drop off/pick up persons for the day. You may also reach out to the
Director to see if the center has availability to make a permanent change to your child’s
contract. We understand that occasional emergencies may occur causing delays for pick
up or the need for early drop off. Families will have 3 “passes” per year for late pick ups
or early drop offs where ECC will only charge for the additional care provided at the
regular rate. After those 3 passes; a Late Fee or Drop In fee of an additional $5 per 15
minute block per child will be added to your bill if your child is dropped off or picked up
outside of their contracted drop off or pick up time.

Check In/Out

Upon arrival and departure, parents must sign in and sign out their child/children with
the correct time on the correct day.

Intoxicated or Substance-Impaired Pick-Up Person

Any individual arriving at Eldora Children’s Center in an obviously intoxicated,
substance-impaired, or incapacitated state will be asked not to leave the premises with
the child/children. The staff will ask the individual if there is someone else that may be
called to come and pick up the children. If the individual refuses to call another person
to come and pick up the child and ultimately leaves the premises with the child, the
staff will contact the local police. If the staff have reason to believe that the parent was
substance-impaired, the staff must act in their role as mandatory reporters and file a
child abuse report.

Physical and Certificate of Immunization

Physicals and immunization cards need to be presented on or before the first day the
child attends the center. These will be kept on file. A physical is good for one year for
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1-year olds to preschool aged children. Children already in school will be given a
Statement of Health Status form for the parent to sign and complete. This should be
updated on a yearly basis. If a child is not participating in immunizations we are
required to have an medical or religious exemption on file in place of the immunization
card.

Medication and Illness

Any time a child is prescribed medicine or taking over the counter medications; the
parents / guardians should make all efforts to plan to administer at home when possible
and feasible. When medication is required within the times the child attends care - the
below acts as the guidelines to which we will administer medication.

All medication to be given to the children MUST be in the original bottle with the
instructions on it. All non-prescription medicine must have the child’s name written on
it or a permanent sticker with the child’s name written on it. A medication form needs
to be filled out prior to the administration of any medicine. Medication brought in by
parents which has not been drawn by staff members from the original bottle will not be
administered by the staff member and must be given by the parent/guardian themself.

Medications (Over the Counter or prescribed) must have an accompanying doctor’s
note including: the reason for medication, medication name and dosage, purpose for
the medication, administration specifics of time to administer and special instructions,
and an “end date” not to exceed 1 year from prescribed date where the doctor must
review the order and reinstate it if needed.

The doctors note for any medication should be given to the Director immediately so
that the Director can ensure proper procedures are followed and proper training and
directions are given to staff members providing care for your child to ensure continuity.
The note can be emailed or turned in to the office.

If your child’s medication requires additions which are not included in regular care (a
specific food or drink to be taken at time of medicine); parent must provide that item to
the center.

Only employees trained in Medication Administration will be permitted to dispense
medication to a child.

A child who is ill (or has a temperature of 100.3 degrees or above) should be kept at
home. All children shall have direct contact with a staff person upon arrival for early
detection of apparent illness, communicable diseases, or unusual condition or behavior.
When we determine a child is sick or contagious while in our care, that child will not be
permitted to attend daycare and should be picked up immediately. You or a backup
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caregiver must pick up your child within 1 hour from the first call. If picked up past the
1 hour time marker; you will be charged an additional rate of $5.00 per 15 minutes.
Please have a backup caregiver on call to keep your child in case you are unable to miss
work or class. In addition, if the parent is unreachable, we will call the emergency
contacts listed on the Medical/Dental Emergency form. The center reserves the right to
request the child see a physician or have a physician’s note prior to returning.

Supervision

Eldora Children’s Center is licensed by the Department of Human Services. While your
child/children are in our care; we adhere to the following ratio requirements in regards
to supervision of your child/children.

Infants (6 weeks - 2 years): 1 teacher to 4 children
2 Year Olds: 1 teacher to 7 children

3 Year Olds: 1 teacher to 10 children

4 Year Olds: 1 teacher to 12 children

5 Years & Up: 1 teacher to 15 children

Per HHS’s regulations ratios are able to change under particular circumstances for the
first 2 hours of the day (6 am-8 am) or the last 2 hours of the day (4 pm-6pm) if there is
only one teacher present on the premises.

All employees under 18 years of age will always be accompanied by an employee over
the age of 18 years of age when supervising your child/children. The exception to this
rule per HHS; employees aged 16 years may be allowed to supervise a group of school
aged children unattended by an employee over 18 years of age.

The playground is considered an extension of the classroom with the same supervision
standards and ratios, unless stricter standards are required by state licensing. Staff
members should know how many children are in their care at all times, and consider
other supervision challenges which the outdoor environment presents. Staff should
position themselves so that at least 2 areas of the playground can be viewed and are
easily accessible. Staff should move about the playground, depending on where the
children are at any given point in time, while continuing to interact with the children.
Staff should consider individual children’s needs, including high risk behavior. If there
are areas that cannot be supervised by sight, they should be blocked off and
inaccessible.

Staff use Transition Tracking to track the children throughout the day, including during

transitions (i.e., moving from the classroom to the playground, while transitioning to a
different space within the center, etc.). Through this practice, teachers are required to:
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* Know the names and the number of children in their care at all times.

» Use Transition Tracking to account for the children in their care.

» Conduct and record transitions with Face to Name Roll Call.

» Conduct a Head Count whenever a transition through a door or gate occurs.

» Conduct periodic Head Counts throughout the day, in addition to those required
during transitions.

Appropriate Clothing

It is recommended that your child have a full change of clothes at the center with your
child’s name marked on each article. During potty training times, we recommend
several changes and a plastic bag for wet articles. During the cold months of the year
make sure your child comes to the center with snow pants, boots, hat, and mittens as
the children will play outside daily. To prevent injuries the children are not permitted
to wear open toed sandals or flip flop type shoes. To prevent the spread of any diseases,
the children are required to wear shoes all day except during nap time or while playing
on the infant/toddler carpeted areas.

Toys Brought From Home

Toys, money, and food brought from home are not permitted in the center as they can
cause disputes and can be broken or lost. Exceptions to this will be show-and-tell days
or sleep items. The daycare is not responsible for stolen, lost or broken personal items.
Personal items need to be labeled with the child’s full name. Weapons (or weapon like
toys) are never allowed at ECC.

Discipline Policy

Children attending Eldora Children’s Center are expected to follow a few simple rules to
help keep the center safe for everyone. These rules are designed to protect the rights and
property of others while helping each child develop the skills to make positive choices.

1. If a child has difficulty following the rules, a teacher may guide them to a different
space or activity to help them regain focus and calm. This time away from the
situation is intended to be supportive, not punitive, and will last no longer than one
minute for each year of the child’s age. For example, a 3-year-old may have up to
three minutes before rejoining the activity.

2. Children will be encouraged to use compromise and discussion to resolve their
conflicts.
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3. [If a child hits, bites, or physically hurts other children or staff; the parent(s) or
guardian(s) may be asked to meet with the Director and/or staff members to discuss
the concerns and agree upon a plan of action.

4. Open communication between staff and parents is essential in working towards
making this a safe environment for all children.

Consistent Daily Schedule

Your child’s needs will be met by providing a daily schedule, which includes established
routines, yet is flexible enough to encourage spontaneity and take advantage of any
new learning experiences.

Sample Daily Schedule

(Schedule is just an idea of how a day would go; times listed are the times that we
always serve meals & the time that we generally have nap time.)

Free choice activities in the opening room.
Breakfast (7:30-8:30 am)

Free choice activities continue as children are separated into age groups in their own
rooms.

Large group gathering on the carpet for cognitive and language skills.

Learning centers in small groups with projects, stories, puzzles, blocks, manipulative
toys, games, science/math, dramatic play, art, books, and sensory tables.

Clean up, use restroom, wash hands, and the children help prepare/serve nutritious
snack. (10 am-10:30 am)

Large group gathering on carpet for finger plays, songs, creative dramatics or story.
Large motor activities outside or inside if weather is inclement.
Lunch (12 pm-12:30 pm)

Prepare for nap/rest time on cots ( 1 pm - 3 pm). Nap times are only in the Orange, Red,
and Green Room. Purple and Blue room do not participate in nap time, but if parents
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wish for their child to have a nap; they can be sent to the Green room to rest. Purple or
Blue room may instead do “Quiet Time” activities after lunch to give the children a
little time to relax.

Wake up, use restroom, and learning centers.

Clean up, use restroom, wash hands, and the children help prepare/serve nutritious
snack (3 pm - 3:30 pm) (3:30 pm - 4 pm for school aged children).

Large motor experiences outside on the playground or inside games.

Combining of children and free-choice activities in the closing room.
Nutrition Services

The center serves a breakfast from 7:30 am to 8:30 am, morning snack at 10 am, lunch
at noon, and an afternoon snack at 3 pm (and 3:30 pm for school-aged children coming
from school). Any child arriving at the center after these times should be fed the
corresponding meal at home. Our goal at Eldora Children’s Center is to make mealtime
relaxing and fun while teaching children acceptable table manners and healthy lifetime
eating habits. Nutritious foods are served for meals and snacks, which offer a wide
variety of foods from basic food groups. Menus are posted at the check in station.

The center follows the lowa Child and Adult Care Food Program Guidelines (CACFP) for
all meals and snacks. Parents are required to complete the CACFP enrollment forms in
this packet. All CACFP enrollment information will be kept confidential.

It is asked that meals and snacks not be brought from home; however, birthday or
holiday treats that are prepackaged are welcomed when there are celebrations. Notify
staff of your plans before bringing any snacks for your child’s class to ensure the safety
of all children. Some children may have food allergies, and the teacher can make
suggestions for a nutritional and safe snack.

The center will provide one specific type of formula for infants as well as baby food. If
you choose to use a different brand, you are encouraged to bring your own. Infants are
to try new foods at home first, at least 3 times, before we will offer them at the center. If
you choose to provide breastmilk, please bring it in bags labeled with the child’s name
or initials and the date they were pumped and let the staff know how they were kept
(fridge, refrigerator, freezer, or deep freezer) so they can know when they need to have
it used by.

15



Eldora Children’s Center needs to be aware of any eating habits due to religious reasons
or doctor’s orders. If your child requires a diet change different from that which we are
required to serve; the Director has paperwork you will need to fill out. Your child is not
required to eat his/her entire plate or every food, but to meet CACFP’s requirements
they will always be served everything. We encourage all children to try new foods. It
takes at least 20 time of trying a food to make it a habit. The teachers and students will
help each other by modeling our eating. We will only be serving creditable foods as
designated by the USDA and CACFP guidelines.

Please inform the Director and staff of any food allergies your child may have. Action
Plans and Diet Modification paperwork will need to be completed.

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA)
civil rights regulations and policies, this institution is prohibited from discriminating
based on race, color, national origin, religion, sex, disability, age, marital status, family/
parental status, income derived from a public assistance program, political beliefs, or
reprisal or retaliation for prior civil rights activity, in any program or activity conducted
or funded by USDA (not all bases apply to all programs).

Persons with disabilities who require alternative means of communication for program
information (e.g., Braille, large print, audiotape, American Sign Language, etc.) should
contact the state or local agency that administers the program or contact USDA through
the Telecommunications Relay Service at 711 (voice and TTY). Additionally, program
information may be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program
Discrimination Complaint Form, AD-3027, found online at How to File a Program
Discrimination Complaint and at any USDA office, or write a letter addressed to USDA
and provide in the letter all of the information requested in the form. To request a copy
of the complaint form, call (866) 632-9992. Submit your completed form or letter to
USDA by:

1. Mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410

2. Fax: (202) 690-7442
3. Email: program.intake @usda.gov

This institution is an equal opportunity provider, employer, and lender.
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Infants: Parents will be responsible for providing diapers, wipes, pacifiers, bottles (if
you prefer to use a different type than daycare uses), and extra clothing. Let us know
your infant’s schedule for feeding, naps, playtimes, etc. We will do our best to keep
things as close to possible to their home schedules; while keeping in mind that there
are many children that we are caring for. The center will provide infant cereals, and
infant pureed foods. If you choose a different brand you may bring your own.

Toddlers and Older: Parents will be responsible for providing diapers, pull-ups, and
wipes (if not toilet trained), blanket or stuffed animals (if needed for nap time), and
extra clothing.

Curriculum

We selected a curriculum for each room based on the developmental needs of the
children in each separate room and the Iowa Learning Standards for those ages. The
curriculum includes activities in the following areas: large and small motor, cognitive,
social and emotional, science, art, sensory/discovery, blocks, dramatic play, library,
music and movement, and cooking. Lessons are posted in each classroom. We have also
adopted the Creative Curriculum for the Preschool and Center. Each lead teacher of the
classrooms (older infants and up) creates a weekly themed lesson plan with fun and
exciting activities each day.

Visiting the Center

You are welcome to visit your child at the center at any time. If you are coming to eat
lunch with your child, please let us know in advance. Persons not listed on the pick-up
permissions form will not be allowed to visit your child. In a custody situation, please
note that the same procedure will be followed as listed in the pick-up section. You can
also call or message on ProCare Connect to see how your child’s day is going. The best
time to call and speak to your child’s teacher is during nap time, since the teacher’s first
priority will always be to the students.

Rest Periods/Safe Sleep Policy

Your child’s day at Eldora Children’s Center is well planned to provide many exciting,
active learning experiences. A rest period is scheduled each day to balance those active
times. Staff will require that all children lie down and rest quietly during this time as it
is very important. Children will not be forced to sleep, but will be encouraged to lie
quietly for a period of time. The length of time children need to rest varies by child.
School-aged children need opportunities for quiet activities, even if they do not wish to
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lie down. Cot covers are provided and washed each week by staff at the center, more
frequently if dirtied. Parents of children older than one need to take blankets and
pillows home each Friday to wash for the next week. Children under the age of one year
shall be placed on their backs when sleeping. All licensing standards will be enforced,
including NO blankets in the cribs for children under 1 year of age. Your infant will
receive tummy time several times during the day, but not during nap time.

All staff, substitute staff, and volunteers at Eldora Children’s Center follow the safe
sleep recommendations of the American Academy of Pediatrics (AAP) and the
Consumer Products Safety Commission (CPSC) for infants to reduce the risk of Sudden
Infant Death (SIDS). SIDS is the sudden death of an infant under 1 year of age, which
remains unexplained after a through investigation.

« Infants will always be put to sleep on their backs.

« Infants will be placed on a firm mattress, with a tight fitted sheet, in a crib that meets

the CPSC federal requirements CFR 1219 for full-size cribs and CFR 1220 for non-full

size cribs.

* No toys, soft objects, stuffed animals, pillows, bumper pads, blankets, quilts,

sheepskins or loose bedding will be in the crib or draped over the crib.

» Devices such as wedges or infant positioners will not be used. The AAP has found no

evidence that these devices are safe and their use may increase the risk of suffocation.

» Sleeping areas will be ventilated and at a temperature that is comfortable for a lightly

clothed adult.

« If extra warmth is needed, sleep clothing will be used as an alternative to

blankets.

» Only one infant will be placed in a crib to sleep.

 No crib toys, mobiles, or musical/night light crib attachments will be used in the crib.

« Infants may use a pacifier during sleep. It may not be attached to the infant’s clothing

by a string, cord, or other attaching mechanism that might be a strangulation risk.

« If the infant falls asleep anyplace other than a crib (i.e.: bouncy chair, while being
held, or arrives to care asleep in a car seat) the infant will be moved to a crib
immediately.

o Our child care program is smoke free and smoking is not allowed in Iowa child care

« businesses.

» Sleeping infants will be actively observed by sight and sound.

« When infants are able to roll back and forth from front to back, the infant will be
placed on their back for sleep and allowed to assume a preferred sleep position.

« Awake infants will have supervised “tummy time” several times daily. This will help
strengthen their muscles and develop normally.

Toilet Training
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During the important toilet training phase of childhood, it is helpful if home and center
work together. Every effort will be made by staff to coordinate and reinforce toilet
training started at home. We will not begin toilet training at the center until the parent
confirms that the child is ready and both the child and parent(s) are actively working on
toilet training at home. Communicate with your child’s teacher to initiate and begin the
potty-training process.

Parents need to provide staff with at least two complete changes of clothing, including
socks, and adequate supply of underwear and/or training pants for the day. If the child
is just beginning toilet training he/she may wear a diaper at rest time until better
bladder control has been attained.

Weather Conditions/Cancellations

ECC Preschool: Our center follows the discretion of the E-NP elementary school in
closing for inclement weather. If E-NP elementary classes are cancelled, then the ECC
Preschool classes are cancelled. If E-NP Elementary classes are delayed two hours or
more, ECC Preschool will be cancelled.

Center: The center does not typically close when E-NP closes for inclement weather as
we realize that parents will still need somewhere for their children to go. We do not
anticipate closing the daycare often, but in extreme cases it may be necessary to close
to ensure that the staff and families make it home safely. All attempts will be made by
employees to reach families who were scheduled for the day via ProCare Connect, texts,
and phone calls should the need to close arise.

Hygiene

In order to promote good hygiene habits, we will require hand washing when children
enter the center, before and after meals and snacks, after using the bathroom and other
times (after painting, playing in the sensory table, playing outside, etc.).

Fire and Natural Disaster

Our center has established special procedures to deal with such emergencies as fire and
natural disasters. The Fire Marshall inspects ECC on a regular basis. Fire and tornado
drills are held regularly. During severe weather, we check for emergency information
through the Sheriff’s office.

Fire Evacuation Plans:

*Red Room exit through either emergency exit door, evacuate to west lot, and await
further instructions.
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*Purple Room exit through either emergency exit door, evacuate to west lot, and await
further instructions.

*Blue Room exit through emergency exit door, evacuate to west lot, and await further
instructions.

ECC’s current tornado shelter spots are as follows:
Tornado Shelter Plans:
*Red Room shelter in classroom restroom.

ePurple Room shelter in classroom restrooms.
«Blue Room shelter in classroom storage room.

Parking

Families may park in the Eldora Children’s Center parking lot located on the east side
of our building. This lot is an ECC Only parking zone designed for you to drop off and
pick up your child.

Family Involvement

The main door will have postings about: upcoming events, special events, fundraising
events, and holiday closures. The parent sign-in station will have postings about:
menus, confirmed illnesses within the center, and other articles of interest.

ECC produces a newsletter each month. The newsletter is sent to parent emails. The
newsletter may include information about activities and upcoming special events. It
may also include messages or request for families.

As we stated before, parents are invited to visit the center at any time. On some
occasions, such as field trips, parents’ help may be requested.

Mandatory Reporters

All of the staff at Eldora Children’s Center are Mandatory Reporters of child abuse. The
ECC and Preschool Licensing Standards and Procedures handbook states that in the
course of working with a child; if the Director or an employee has reason to believe that
the child has suffered sexual abuse, physical abuse, or neglect he/she must report
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immediately to the Department of Human Services. A copy of the licensing standards
and procedures handbook is available from the Director, if you would like to review the
guidelines that the center must meet.

Staff Requirements

Full Time & Part Time Staff:

« Mandatory Reporters Certification

o Child & Adult CPR

o First Aid

« Universal Precautions

« Essentials in Child Care

« Passport to Early Childhood Education Teacher and Staff Orientation

o Child and Adult Care Food Program Annual Trainings

« Fingerprints & Background Check (prior to beginning employment and maintained)

« 10 Contact hours of training upon hire

10 hours annually of other child care related professional development for IQ4K
(Towa Quality for Kids)

Thank you so much for taking the time to carefully read this manual and for choosing
the Eldora Children’s Center as your child care provider. We are committed to providing
quality care to the children and parents we serve. Please feel free to contact the
Director with your thoughts, questions, or concerns.
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