Pathways to Success Childcare Parent Handbook

Welcome to the childcare program at Pathways to Success Academic Campus.  We offer a multicultural program for infants and toddlers 4 weeks to 3 years of age while parents are attending class at Pathways. Enrollment is open to any child that has a parent attending Pathways, provided that the center is able to meet the needs of the child. Pathways students will be given first priority regarding childcare openings.  If additional space is available, then parents attending GED or ESL may apply for a childcare position on a first come first serve basis.  Our center capacity is 16 and if the center is full we will start a wait list and communicate when and if a space becomes available. 

Program Philosophy

Our childcare facility is designed to provide a safe and nurturing environment for infants and toddlers.  Babies and toddlers learn by doing and they acquire knowledge of their world through playful interaction with people and objects. Babies and toddlers are motivated to learn by their own desire to make sense of the world. Recognizing that there is a wide range of development, interests, and abilities among the children in the center, we provide experiences that reflect the differing needs and abilities of all children while respecting the children as individuals. Activities and experiences that contribute to the intellectual, social, emotional, creative, and physical development of the child are designed and provided in a child-centered setting.  
PROFESSIONAL STAFF 
*All staff have working knowledge of Early On Education, and participate in ongoing professional training opportunities.
 *Lead and Assistant Teachers, have current CPR and First Aid Certification as well as Blood Borne Pathogens   

   Training. 

*Staff participate in Safe Sleep and SIDS training. 

  In addition, all staff and non-parent volunteers are required to complete the following screening process before   

  contact with children occurs: 
· Criminal History Check 
· Verification from Department of Human Services they have not been placed on the Central Registry for Child     

  Abuse/Neglect 
· Signed Staff/Volunteer Screening Statement indicating they are  informed of the “Child Protection Law” and   

  their responsibility to comply with the law.  
Enrollment Process

Childcare is provided to students while they attend classes or participate in school sanctioned activities and events during the normal business hours of the center. Student parents must be in class while their child is in the center.

 
The enrollment process requires parents to:

1. Attend Scheduled Orientation

2. Complete Application

3. Provide Immunization Record

4. Complete Child Information Record

5. Complete Release of Information Sheet

6. Sign Parent Notebook Notification Form

7. Turn in Health Appraisal Form (signed by physician within 30 days of enrollment)

8. Make Weekly Payments

9. Read and Sign Handbook Acceptance Form

*It is the responsibility of the parent to provide up to date information regarding her/his child. Failure to provide these items may result in the child’s enrollment being delayed or even cancelled.

*Each time a child receives an immunization while enrolled, it is the parent’s responsibility to provide an updated copy of the child’s shot record within 5 days of receiving the vaccine.

Withdrawal Policy

We reserve the right to request withdrawal for any of the following reasons:

1. Delinquency of payments.

2. Non-cooperation in the part of the child and or parents. Which includes verbal abuse by a parent or child of other children, parents, and/or staff members.  If a serious problem persists and after a conference with the parents, teacher, principal, and director, the director and the principal will make a decision as to whether the child remains enrolled.

3. Inability to adjust to the regulations by parent and/or child.

  Childcare Payment Policy 

Childcare payments are based on a rate of $1.00 per day. Tuition is required whether you attend or not, unless the school is closed. Payments are due the fifth of the following month (September payments due on October 5, etc). If you have an extenuating circumstance that prevents you from paying in a timely manner, please have a conversation with Ms. Chris explaining your situation as well as your plan for handling the matter. Failure to make payment arrangements will result in the loss of childcare.

· We accept cash or checks.  Please make checks payable to “Pathways to Success”.

All payments must be paid by the end of each semester to be eligible for childcare services for the next semester.

Schedule of Operations 

The childcare center is open in accordance with the school calendar.  When there is school for Pathway’s students, then childcare is provided.  GED and ESL parents must follow the Pathways calendar.  If there is class for GED or ESL on days Pathways is closed for classes then alternative childcare arrangements must be made by the parents. Students who are enrolled at Pathways, and are enrolled in the Cosmetology school may use the childcare in accordance with the childcare schedule and hours of operation.  

The hours of operation are as follows:

Monday-Friday: 7:30 – 3:40

If you arrive early, please wait in the “Commons” until we open.  Childcare services are provided while the parents are in class.  Students are expected to come to the childcare and pick up their child immediately following the end of class.  If a student is meeting with a teacher or attending a school sanctioned activity, the student must inform the childcare staff in the morning that they plan on staying later than her normal schedule.  If something unforeseen comes up during the school day, please call down to the childcare (ext. 39247) and let us know any changes in your plans. 

One In- One Out- Request

Repeated separation is very difficult for infants and toddlers and causes them distress and anxiety.  Returning to the childcare throughout the day may feel good to the parent, but it often causes prolonged sadness and readjustment problems for the child. In addition, when we are interrupted throughout the day, then time and attention is taken away from your children.  We must have a safe, secure, and consistent environment for the children in our care. 

It is our expectation that parents will visit the room only twice daily, once when they sign their child in, and once when they sign their child out. Children will be released to their parent only once per day, unless previously arranged with Ms. Chris.  Parents may not check their child out for lunch.  We understand that doctor’s appointments and other appointments come up during the school day and adjustments may need to be made.  Any adjustments to this request must be made in advance and with approval from Ms. Chris or Mr. Weeks. If you wish to observe your child please make arrangements with Ms. Chris. 

There are some exceptions to this rule:


-Newborn/and or nursing mom


 -RAHS appointments


-Caregiver or Director’s request.

Parent’s School Commitment and Responsibilities
1. Parents must be attending class or participating in a school sponsored event while their child is in childcare. Parents must sign out at the main office if they need to leave school for any reason. The main office secretary will call the childcare and let them know you have signed out and are coming to pick up your child. Attendance records of the student and child are compared on a weekly basis. Attendance and commitment to school will be monitored on a regular basis.  Low cost childcare is provided to the student parent based on the premise that the parent is committed to completing his/her education. A $5.00 per hour fee will be assessed to anyone using the childcare for reasons other than class participation. If there are discrepancies between the parent’s and their child’s attendance the following procedure will take place:    

Step 1.  First offense will result in a written warning, and an hourly fee.  Child will not be re-admitted until the fee is paid.  

Step 2.  Second offense will result in a written warning, the suspension of childcare services for one day, and an hourly fee.  The child will not be re-admitted until the fee has been paid.  

Step 3.  Third offense will result in a written warning, suspension of childcare services for 3 days, and an hourly fee.  The child will not be admitted until fee is paid.

Step 4. Forth offense will result in the loss of childcare services for the remainder of the year.   

2. Parents should understand that their child might catch colds and other illnesses. They will also develop immunity to many childhood illnesses and in most cases will have fewer contagious illnesses in their early school years. Colds and other contagious illnesses are spread through germs that are in the air in all settings. Despite our efforts to keep the environment as germ free as possible, you can expect periodic childhood illnesses. Please help in controlling the spread of illness by washing your hands before picking up your child.  Review our health policy and know that you may not bring your child when they have a contagious illness.

3. When your child becomes ill at childcare, a childcare worker, or school representative, will call you out of class. It is policy that you, or someone from your emergency list takes your child home as quickly as possible.  

4. Parents should arrive at 7:30 AM so they can prepare their child for his/her day. If you plan on arriving later than 9:00 AM you MUST call the childcare to let us know you will be arriving late.  Babies/toddlers must be clean, and dressed appropriately. You cannot come in with the nighttime diaper or pajamas, and you must have appropriate clothing for the day.  This includes an extra set of clothes everyday!

5. Please observe the “No Shoes” policy. We want to keep the room as clean as possible for the little ones!

6. Each child must be signed in and out daily. Also please fill out the top portion of the child daily report completely each day and communicate daily with your child’s primary caregiver. 

7. Each parent must  provide the following items daily: 

( Appropriate number of bottles, labeled, dated (time of prep and the day), and covered, baby food where applicable.         

( 2 complete sets of clothes for infants under 6 months, 1 complete set for toddlers.

(  Weather appropriate outdoor clothing (hat, gloves, coat or jacket, shoes, boots, snow suit or pants for toddlers).

(  Diapers (10 per day) we charge $1 per diaper and costs will be added to your bill. 

(  Pacifier

(  Desired cuddle object.

8. Parents should arrive promptly after their last class is dismissed.  If students need to stay after for any other school related activity please let Ms. Chris know. Your schoolwork is a priority and we know things come up during the course of the day.  If you need to stay after school and work with a teacher, please call down to the room and let us know.  Each room has a phone and your teacher can assist you in making the call.

9. Parents are not allowed to have their child in classrooms during school hours unless authorized by Ms. Chris or Mr. Weeks.

Absences

If you plan to keep your child home due to illness, or any other reason, you must notify us no later than 9:00 A.M. or your regular scheduled drop off time. We also expect to be notified if you anticipate being late in dropping off your child in the morning. Call 734-997-1237 ext 39247.

Early Pick-ups

Please notify us when you drop your child off in the morning if you will be picking your child up early that day or if your child has an appointment and will be leaving, and returning again later in the day.

Child Release (to adult other than the parent or guardian)

It is the parent’s responsibility to let the director and their child’s primary caregiver know if anyone on the emergency information card is picking up his or her child from school.  The director, school administrator, or counselor will determine whether the parent needs to leave class to sign out her child.  We will check with the teacher to make sure it is not a disruption to the class and to your studies.

Children will be released only to persons whose names are listed on their child information record.  No child will be released to a person not authorized by a parent to pick up the child.  Per State of Michigan licensing regulations, Pathways must have written authorization for changes in this respect. Please contact Ms. Chris to update or make changes to the contact information. 

Procedure for Release:

1. Advanced notice and photo identification will be required for persons picking up children.  

2. We will not release your child to anyone, including authorized persons on your information card, unless you give us advanced notice. You must fill out a release permission form at the daycare office.  

3. Notify the staff verbally that someone else is picking up your child. 

4. As stipulated by state law and licensing regulations, Pathways to Success Childcare cannot prevent a biological parent from picking up his/her child unless a court order stating otherwise is on file in our office.  Please communicate with Ms. Chris and Mr. Weeks if you have any concerns. We will call you out of class if this occurs.

Resolving Differences

Pathways to Success Childcare strives to build reciprocal partnership with all families to make them feel welcome and valued as part of their child’s educational team. Inevitable, challenging situations come up from time to time; such situations can be viewed as learning opportunities for everyone involved. When situations arise which involves differences between the center staff and family members, the following steps are taken as part of the problem solving approach:

1. Care-giving staff arrange with the director to meet with family members in a private setting away from children.

2. Staff gathers information from the parent/family.

3. Staff clarifies the problem and develops goals cooperatively allowing the student/family members to explain their perspectives. Together as a team we will generate specific goals. 

4. We will brainstorm to generate possible solutions – together as a team to discuss openly ways each team member can support the child to achieve the agreed upon goals.  We will be sure to allow the parent/family to contribute ideas and work together to implement the solutions whenever possible. 

5. Create a written plan of action – include the goals established and a timeline for touching base with all parties involved. We will come up with a follow up plan. 

Meals and Snacks
Chartwell’s provides the food service program for the Ann Arbor Public Schools.  The food service provides breakfast, lunch, fresh fruit and vegetables.  We serve your toddler breakfast, lunch, milk, and juice.  Snacks are provided when children act hungry. Good nutrition is an essential ingredient of quality childcare.

Parents provide formula (or breast milk) in bottles that are prepared at home and brought to the center daily.  Formula, milk, and other perishable foods needing refrigeration shall be refrigerated.  Formula/breast milk shall not be stored longer than 24 hours after opening and bottles no longer than one hour after heating. Foods shall be covered and labeled as to the contents, date of opening, and the specific child for whom its use is intended.  Open jars of baby food will be sent home each night to be used by the parent within 24 hours. We will not keep open jars at the center to be used the next day.

A menu is posted on the parent bulletin board. You can read what meals and snacks we are providing to your children. Communication between caregivers and parents is very important.  Please let us know if your child has any food allergies or sensitivities. Parents must indicate any food allergies or restrictions on the “Child Information Record”. This will be considered when meals and snacks are being planned. 

· A food allergy/restriction list is posted on the fridge for staff review. 

· Childcare breakfast is served in the morning at 8:30 A.M. If you plan to arrive past 8:30 A.M. you must feed your child before you come to the center. 

· If you are breast feeding your child, we will support you and help make accommodations to meet your babies schedule and space needs. 

Health Requirements & Illness Policy
A standard medical (health appraisal) form must be completed by your child’s physician no later than 30 days after initial enrollment at the center.  It is the parent’s responsibility to maintain current health appraisal and immunization records for the child.  Health appraisals are current for up to 1 year from the original date for infants and toddlers and up to 2 years for preschool children.  Information regarding specific immunization requirements can be obtained from your child’s physician or the local health department.  
 You are permitted to complete a nonmedical waiver form once you contact the county health department to receive immunization waiver education. Once this is complete the health department will provide to you a certified current State of Michigan Immunization Waiver Form.
It is important every parent cooperate fully with our health program.  Our policies are designed to protect the well being of all children and to guard, as much as possible, against avoidable absences for health reasons.  When there are symptoms of illness or other indications a child is not well enough to participate in group activities, arrangements must be made for his/her care outside the center.  The Sunshine Room does not have provisions for the care of children who are ill. 
 Proper care at the beginning of an illness can often shorten its duration.  If your child becomes ill at the center, he/she will be isolated, and you or the emergency person listed on your child’s information record will be called, so you can make arrangements to have him/her picked up within 30 minutes. 
In the event your child becomes ill at home or while at the center, it is necessary to keep your child out of the center for a complete 24 hours after all symptoms and signs of illness have passed.  This policy includes, but is not limited to, fever, rash, vomiting, diarrhea, nasal congestion, and eye discharge.  If absence is due to fever, children must be fever free for the 24 hours without aid from a fever reducing medication. If your child is prescribed an antibiotic from his/her physician they should be kept at home for a full 24 hours from the first dose.  
Pathways to Success Childcare staff will use the following guidelines to determine when a child should be sent home from the center.  If you notice your child has one or more of the following symptoms, please keep your child at home to monitor your child’s health for a full 24 hours. 
· Fever – fever is defined as having a temperature of 99 degrees F under the arm or 100 degrees F orally. (center staff will only take temperatures under the arm)
· Sore throat with fever and/or swollen glands
· Rash with fever or unexplainable rash
· Diarrhea – more than twice in one hour or that is oily, bloody or watery

· Vomiting – 2 or more times in 12 hours

· Severe cough

· Eye Discharge – yellow or goopy consistency, white of eyes is pink.

· Yellowish appearance of skin or eyes

Child is irritable, continuously crying or inconsolable which requires more attention than we can provide without compromising the health and safety of the other children.

Please report to the center any illness your child may have.  Your child’s physician must specifically note any special needs, such as allergies or restriction of physical activities. Parents should be aware in circumstances where a physician has limited a child’s physical activities and/or ability to go outside. We cannot provide care requiring the children to be separate from the group therefore; children should be kept at home until they can fully participate in normal daily activities.  

The University of Michigan Health System has a clinic on site for our parents and their children’s use. The clinic is called Regional Alliance for Healthy Schools (RAHS), and provides many services for families:

·  Physical Examinations/Sports Participation Exams 

·  Acute Illness Management (sick care) 

·  Chronic Illness Prevention Education and Management 

·  Immunizations 

·  Adolescent Risk Behavior Assessments and Health Counseling 

·  Individual, Group and Family Counseling 

·  Laboratory Tests 

·  Referrals for Community Resources 

·  Insurance Enrollment 

·  Spanish Translation Services 

·  Nutrition and Physical Activity Program

·  Dental Screenings and Treatment by Mobile Dentists 

We have applications and more information on site if you are interested in signing up. Please ask a staff member for more information.
MEDICATION 
The staff will administer medications to children under the following guidelines:
( Refrigerated medication will be stored in the fridge, in the child’s cubby.

( Medication that does not require refrigeration is kept in the office locked file cabinet. 

( Medication Administration log is maintained for all medications (prescription and over-the-counter).  The   

   Medication Administration log is kept with the medication in the file cabinet at all times.

( Staff members administering medication are responsible to keep records at each dose. 
   Parents must supply the tool used to administer the medication. A medication administration tool can be used    

   for only one child.  Please label the med tool with your child’s name. We will wash the tool after each use if    

   the tool is left over night.
 Center staff will not administer Aspirin, Tylenol, Motrin or similar products to children less than two years of age without a prescription/ written permission from the child’s Physician. If prescribed by the Doctor, the medication will have to be meant for INFANTS.

Prescription Medication:
The staff at Pathways will administer medications to children under the following guidelines: 
 · Medication bottle contains the child’s full name. 
· A licensed Physician has prescribed the medication.
· Contains the date prescription was filled. 
· Contains the expiration date of the medication. 
· The medication is in the original container. 
· A Prescription Medication Consent Form must be completed and signed by the parent/legal guardian.  
· Consent form and administration log are to be kept with the medication at all times. 
Over – the – Counter Medication – (including teething gel):
· Medication is in original container. 
· Medication must contain specific directions for child’s age and/or weight. 
· Container must be labeled with child’s full name. 
· Expiration date of medication must be on the original medication container. 
· Medication must be in a child - proof container (if applicable) 
· An Over-the-counter Medication Consent Form must be completed and signed by the parent/legal guardian.  
· Consent form and administration log are to be kept with the medication at all times 

Products such as diaper ointments, hand cream, sunscreen (SPF 15 or higher), and other such topical ointments require an annual permission form to be completed by the child’s parent/legal guardian.  Parents should seek the advice of their child’s doctor before requesting administration of such products.  It is the responsibility of the child’s parent to provide all items for the annual permission form.  Typical ointment products are not required to be placed in the mediation lock box, but must be placed well out of children’s reach in a secure location. 
 *Special note:  staff must adhere to the directions and age requirements listed on the topical ointment container.  A physician’s note is required for infants under 6 months old or for age groups not specified on the original container. 
Communicable Diseases 
If your child has a communicable disease such as whooping cough, strep throat, measles, chicken pox, pink eye, etc., please notify us immediately. This will allow us to inform the other parents and the Health Department.  A notice of a communicable disease will be posted at the security entrance.  This notice does not give the child’s name.   We are required to report the child’s name and information to the Washtenaw County Health Department.   
 If a child becomes ill at the center the parent/legal guardian will be contacted immediately.  Whenever a communicable disease is present we will use the guidelines set by the State of Michigan and the local health department to determine when a child can return to our program. 

Safe Sleep Policy
The only item allowed in a crib with the baby will be a pacifier – no blankets or any other items. Infants may be swaddled for comfort but the blankets will be removed immediately after placing the baby in the crib.  Babies will be put to sleep on their backs. Parents must provide a note form the baby’s doctor instructing teachers to place the infant on his or her side or stomach , if necessary. Once a child can roll back and forth easily on their own, they may be left on their stomach if they roll over during sleep. 

Infants and toddlers may not sleep in infant car seats, strollers, or swings. If they fall asleep while in any of these, they must be placed in their cribs or mats (for children 12 months or older).

 All of our childcare staff will be trained in Safe Sleep, and shaken Baby Syndrome annually. Staff members will monitor all children in the room while they sleep. 

	Safe Sleep Steps and Checklist
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Protect Your Baby's Life 



Safe Sleep Steps 
1. Baby should sleep alone in a crib, portable crib or bassinet. 

2. Always put baby on back to sleep even when he/she can roll over. 

3. No pillows, blankets, comforters, stuffed animals or other soft things should be in the sleep area. 

4. Keep baby's face uncovered during sleep for easy breathing. Use a sleeper instead of a blanket. 

5. Don't allow anyone to smoke around the baby. 

6. Don't overheat the baby. Dress the baby in as much or as little clothing as you are wearing. 

7. Use a firm mattress with a tightly fitted sheet. 

8. Place baby in the same sleep position every time


Guidance & Discipline Policy

The staff at Pathways to Success Childcare will use positive methods of guidance, which encourage each child to develop self-control, self-esteem, and self-direction.  When children are actively involved in developmentally appropriate learning activities, misbehavior is less likely to occur.  The goal is to assist children in conflict resolution strategies to help strengthen their problem solving abilities. 
The following methods of punishment shall never be utilized by staff in 
accordance with State of Michigan Licensing Regulations: 
· Hitting, spanking, shaking, biting, pinching, or inflicting other forms of corporal punishment 
· Restricting a child’s movement by binding or tying 
· Inflicting mental or emotional punishment such as humiliating, shaming, or threatening a child 
· Depriving a child of meals, snacks, rest, or necessary toilet use 
· Confining a child in an enclosed area, such as a closet, locked room, box or similar cubicle 
 Infant/ Toddler 
· It is developmentally appropriate for infants and toddlers to be curious about their surroundings.  During active exploration of their environment, children may engage in actions, which could cause harm to themselves, others, or the environment around them.  A child’s natural curiosity can override their ability to comply with rules; so we strive to provide a “child – proof environment so children are able to enjoy free exploration of their surroundings.  
· This is a delicate stage in a child’s development; during this stage they are forming a concept of themselves.  Teaching staff attempt to eliminate negatives such as “NO” and “DON’T”, instead using phrases that let the child know what appropriate choices they can make, staff also redirect inappropriate activities. 
· Infants and toddlers do not typically possess the verbal skills needed to express their anger or frustration; instead they may use unacceptable behaviors (aggression, biting, and temper tantrums) to communicate.  It is important to understand these are typical behaviors children this age exhibit.  The goal is to help them learn replacement behaviors. 

· The first step is to try to determine the cause of the behavior and focus on what 

the child needs, rather than on what they are doing or saying.   
Preschool 
During the preschool years children are beginning to understand classroom expectations.  The teaching staff set guidelines through classroom limits, schedules, and teaching strategies geared toward assisting children to become self – confident, critical thinkers and problem solvers.  The teaching staff realizes conflicts will occur with young children.  The teaching staff will use these situations to help children learn conflict resolution strategies and problem solving skills.  Staff model positive techniques by teaching children the importance of listening to other points of view, identifying the problem at hand, seeking solutions, and agreeing on solutions.  It is important for adults to be facilitators in the problem solving effort rather than dictate what the solutions should be. 

Conflict Resolution Strategies 
We utilize the High Scope Approach to resolving conflicts with children.  
The adults working with children can support them by facilitating the six steps of conflict resolution, as developmentally appropriate for each age group. 
1. Approach:  Teachers  place themselves between children, at their level, using a calm  voice 
2. Acknowledge:  Use phrases like “You look really upset” 
3. Ask:  “What’s the problem” 
4. Restate:  “So the problem is….” 
5. Ask:  “What can we do to solve this problem”. Encouraging children to think of 
a solution.  It is important children agree on a solution together. 
6. Follow-up:  “You solved this problem”.  Stay close to offer follow up if needed. 
 Physical Aggression 
When physical aggression occurs the teaching staff stops behavior immediately by positioning themselves between the aggressive child and the victim.  The victim is given immediate attention to be sure they are all right.  Staff position themselves at the aggressive child’s level and clearly state the rule about hurting others. The aggressive child is involved in comforting and taking care of the victim (if the victim allows it). Staff remain calm when dealing with both children.  Both children are given positive attention throughout the incident. 
Temper Tantrums 
When temper tantrums occur teachers make sure the child is safe from harming themselves or others around them and are reminded teachers are there to help.  
The best defense for temper tantrums is planning ahead to minimize them.  
Some strategies include: 
· Give toddlers opportunities to be helpers 
· Give toddlers many opportunities to make choices for themselves 
· Label shelves and materials with pictures so children can easily use them independently 
· Give toddlers a wide variety of toys and materials to play with including items they are familiar with 
· Offer toddlers comfort often (hugs, cuddles, verbal acknowledgement, etc.) 
· Know children’s physical needs and schedules –such as when they 

Biting 
Another typical behavior of infants and toddlers is biting.  Biting can cause a very stressful atmosphere for the children, staff, and for parents.  It is important to remain calm and focus on what may be causing the child to bite.  When biting occurs, the center staff follows these strategies: 
· Respond calmly and promptly 
· Comfort and care for the victim – wash the wound and apply an ice pack to reduce swelling 
· Deal with the biter by stating firmly biting is not all right (do not use tone of voice to punish the child, or become overly dramatic) 
· Encourage the biter to care for the victim (if the victim will allow) 
· Give the biter suggestions for a replacement behavior such as using words 
· Document the biting injury  
· Complete an Incident Report for both the victim and the biter 
· Keep a positive prospective on the biting child 
· Speak with both parents separately  (biter and victim) to seek information and try to help parents understand the situation 
· Continue to observe to identify possible patterns/causes. Shadow the biter if necessary
 Extreme Behaviors 
Occasionally, children’s behaviors go beyond what is typically considered developmentally appropriate.  Non-severe and developmentally appropriate discipline or restraint may be used when necessary to prevent a child from harming themselves, others, or property.   

· Examples of extreme behavior include, but are not limited to: biting, physically aggressive behaviors, destruction of property and/or imposing safety risks to self and/or others around them.
In the event potentially harmful situations persist, a conference with the parent(s), the caregiver/ teacher and the director, will be scheduled to coordinate a behavior modification plan.  Behavior modification planning may include classroom observations, input from teachers and parents, collective goal setting, incorporating replacement behaviors, along with continuous monitoring of progress made. Regretfully, if attempts to eliminate extreme behaviors are not successful, the center staff may request the child be removed from the center to ensure the health and safety of all children enrolled. 
Birthdays 
We generally celebrate birthdays during the lunch or snack period.  If you would like to arrange a special snack for your child’s birthday, please check with Ms. Chris to make arrangements.  We are not permitted to use candles. Parents are encouraged to be a part of the celebration whenever possible.  
 Keep in mind the policy for bringing outside food into the center as required by national accreditation standards: foods brought from home for special occasions must be only whole fruits or commercially prepared packaged foods in factory sealed containers (with ingredients listed).
 Shoe Policy 
All children will need to have at the center at all times a pair of shoes with a closed toe and closed back suitable for active play, including jumping, running, climbing, etc. If children do not have a pair of closed toe and closed 
back shoes they will not be able to participate in active play. If this happens, the center staff reserves the right to ask parents to pick up their child from the center, since we cannot guarantee staffing to care for children not able to participate in planned activities. No “Heely” shoes or flip-flops allowed at anytime. Sandals with back straps (including Crocs) to securely hold children’s feet are allowed provided a pair of closed toe and closed back shoes are available for the child to change into. 
Jewelry and Hair Barrettes 
We request children refrain from wearing jewelry to the center.  It is natural for children to be curious and pull at jewelry while children are wearing it.  If your child has jewelry on while attending Pathways to Success Childcare, the classroom staff will remove it and place it in your child’s bag.  The center cannot be held responsible for lost, stolen, or broken jewelry or barrettes. We need to keep all kids safe and many hair products can turn into choking hazards.
Toys  

We recommend children not bring their own toys or games from home as they invariably present problems.  They may be lost, damaged, or cause conflicts with other children.  However, we understand many children are attached to special items.  We will work cooperatively with families when this occurs, to help the child gently separate from their special belonging.  If an item from home is brought to the center, the center cannot be held responsible if it is lost, damaged, or stolen.  

Objects Not Permitted 
For safety reasons the following items are not allowed at Pathways to Success Childcare
 Guns or weapons (real or pretend)

Balloons 
Money     

Rubber Bands  
Sharp objects    

Candy, Gum, Cookies, or other food  
Any items that may be conducive to violent and/or aggressive play 
EMERGENCY PROCEDURES 
Fire:  Children and staff will participate in fire drill procedures quarterly. Maps showing evacuation routes are posted on the classroom door.   When we evacuate the building, children are moved to Crossroads Church. 
Tornado:  Children and staff will participate in routine tornado safety procedures.  Conditions will be monitored daily during the tornado season.  Whenever a tornado warning is issued all children will take shelter until an “all clear” has been given.  In case of a tornado alert, the center staff will keep the children in a sheltered area near their classroom.  These evacuation and shelter areas are posted on our classroom and in each room in the school. Severe weather drills are conducted twice a year between April and October.
Accidents:  All accidents that occur at the center will be reported to the parent. Our staff will treat minor injuries, scratches, insect bites, and bruises with tender, loving care. 
Teaching staff will complete an incident report for each accident/illness that occurs at the center.  We ask you to check your child’s paperwork daily for these reports, sign the report, and return it to the teacher in charge. 
 Serious Accidents or Injury: 
This policy refers to any accident or injury that cannot be treated by simple first aid. This may include but is not limited to: bone fractures, eye injuries, concussions, or an unconscious child. Parents will be contacted immediately for conditions we feel require medical attention. If we are unable to notify the parents, we will contact the emergency person listed on your child’s information record. In the event of a serious accident we will call 911 for emergency assistance. 
 Bomb Threats/Lockdown:  Children and staff will participate in crisis management drills at least one time per semester.  Not all crisis situations require evacuation from the center.  Various scenarios for lockdown and bomb threats will be practiced so that all occupants are aware of what is expected. Children and staff will only evacuate the facility when Public Safety Officials have advised that this is the safest solution.  Evacuation routes are posted on the classroom door along with Fire and Tornado procedures. The Emergency Response Plan contains specific instructions and details of each of the emergency situations above. Copies of the plan are at each classroom entrance and can be obtain upon request at any time. The Ann Arbor Public Schools has provided detailed instructions as to how to handle these situations. This protocol is posted in the office.
Suspected Abuse or Neglect 
As mandated by Child Protection Law Act No. 238 of the Public Acts of 1975 as amended by the State of Michigan, when child care staff members have reasonable cause to suspect Child abuse or neglect they are legally bound to immediately make an oral report to Child Protective Services.  A written report is 
required within 72 hours of making the oral report.  Please be advised under the mandated reporting laws, staff are required to report any suspicious behaviors or markings.  Child Protective Services are responsible to determine if the report made by center staff should be investigated. This law has been enacted in order to provide the best possible future for children. 
 Change in Family Information
 If there is a change in your address, contact phone number, or family status, please notify us so that we can change our records.  It is especially helpful to know of new family situations that may affect your child.  Changes in a child’s normal routine affect their mood and behavior. We can help your child deal more effectively with new family conditions if we are informed in advance. If your child has special health problems, such as unusual stress, or obsessive fears, please let us know.  We also need to be aware of changes concerning emergency contact persons.  This information is vital to ensure the health and safety of your child.  Please be sure to keep your Child Information Record up-to-date with emergency contact person information and parent/grandparent work and/or school information. 
Pesticide Notification 
In the event that it becomes necessary to apply pesticides at the center a notice will be placed at the main entrance to the center and a note will be sent home with each child at least 48 hours in advance.  The notice will contain a statement that pesticide application is required, the target pest, approximate location of the application, date of application, Pathways to Success Childcare contact information, and the toll-free number for a national pesticide information center. Parents have the right to be informed of pesticide application by first-class mail 3 days in advance of the application.  If you wish to be notified by mail a written request to the office is required.  In the event an emergency situation exists such as possible harm to the children enrolled by the presence of a pest, a pesticide may be applied without providing advance notice to parents.  Promptly following the application a notice will be posted at the entrance door to the center and a note will be sent home with each child. 
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