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June 2009
Dear Parents,

Welcome to the Commonwealth Children’'s Center! We are committed to forming strong
ties between our parents, children and staff. Our CCC community of caring adults creates
a unique setting for your child. We encourage you to be involved at CCC! There are many
ways to do this. Our open door policy encourages you to visit daily with your child. Since
we are run by a parent board, your expertise and involvement on the board would benefit
our entire center. If you are interested in becoming a room parent, you will perform the
important task of maintaining open communication between your classroom teachers and
other parents. As a private, non-profit center we are always researching new ways to
raise our revenue. If you are a skilled grant writer or fundraiser, or interested novice, we
welcome your help. We seek to empower our children, parents and staff to create the
best possible environment for each child's growth and development.

At CCC, our children thrive through nurturing, consistent relationships with their
teachers. Each teacher has primary children that they observe, document and interact
with. Your child's primary teacher will document daily your child's development in our
communication notebooks. You will meet with your child's teaching team twice yearly in
the toddler and preschool rooms and three times with your infant teachers. At the time
of these conferences, you will receive an observational profile about your child: a
snapshot of how we see your child at that point in time. The teachers will also be
reviewing your child's portfolio with you. This is a compilation of your child's artwork,
pictures we have taken, and perhaps transcriptions of something your child has said.

We hope that you will find The Parent Handbook helpful in familiarizing you with our
mission, philosophy, and as a way to orient you to our policies and procedures. This hand
book was created by parents for parents. Please read this handbook carefully! At the
end of your handbook you will find our school calendar and a sheet for you to sign and
return to us.

We are excited to begin this journey with you and your family and to lay a solid
foundation for your child’'s accomplishments! Please also visit us at our website,
www.commchildcenter.com, to find copies of important documents and links we think you
will find helpful.

Warmly,
Beth Sagan, Executive Director


http://www.commchildcenter.com/

HIGHLIGHTS TO REVISED PARENT HANDBOOK

A new recruitment bonus has been added for attracting new families to the Center where slots are
currently open;

The withdrawal notification section has been revised to clarify return of the 4-week security deposit;
A section on our pilot program for half-day preschool has been added;

The emergency evacuation plan has been substantially revised and now provides, among other
things, for all children to be removed from the Center and to meet at Suffolk University located at 14

Temple Street; and

Our policies for enrolling part-time and voucher children have been added.
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OVERVIEW

The Commonwealth Children's Center is a private, nonprofit, non-affiliated, early childhooc

program that is open to the general public and gives priority of enrollment slots to state empiuyceo.
CCC serves children ages 3 months to 6 years and their families. A parent-governed Board of Directors
runs CCC.

CCC offers infant, toddler, and preschool/kindergarten readiness programs. We believe in emergent
curriculum, where activities are based on the children's interests. Our curriculum is designed to foster
the continued development of each individual child's cognitive, physical, social and emotional growth
through hands-on, active exploration, experimentation, and creative expression.

Statement of Inclusion

At CCC, we are dedicated to improving the lives of young children and their families. We strive to meet
the needs of each diverse learner, adapting curriculum to meet each child at his/her own individual
developmental level. Toilet training status is not an eligibility requirement for enroliment in any classroom.
We are committed to building a strong home/school partnership, as we encourage parents to be involved
in their child's school life. We take pride in welcoming diversity and respecting the uniqueness of each
child, family, and staff member, as they become part of the CCC community.

Mission: The Commonwealth Children’s Center has become a model for early childhood education.
CCC thrives on its unique ability to attract families from economically and geographically diverse
neighborhoods to the rich history of downtown Boston. Our teachers embrace this diversity by fostering
each child’s individuality, creativity and learning style in a nurturing environment with strong home-
school communications. We demonstrate our commitment to public service and diversity by providing
tuition on a sliding scale to state employees and welcoming voucher families to our Center. We ensure
that at the Commonwealth Children’s Center, the children are the center.

History: The Commonwealth Children’s Center was established by a group of state employees
committed to providing on-site childcare for their children and the children of other public employees.
The Corporation was formed in October of 1979; but it was not until 1982 that we secured legislation
authorizing space in the McCormack Building. We began operating in January, 1983 with one classroom
of 8 preschoolers and were in great need of additional space due to the high demand for childcare. Over
the years, we have expanded our program to include three additional classrooms for infants and toddlers
thanks to the much needed support of many State officials and outstanding fundraising efforts and
volunteer hours of parents and staff. Now serving up to 49 children in four classrooms, we intend to
continually enrich our program and to serve as a model for high quality and convenient childcare in both
the public and private sector.

CCC gives many thanks to the invaluable support from: the Women's Legislative Caucus, the Division
of Capital Asset Management, the Bureau of State Office Buildings, the Office of Employee Relations,
the public-employee labor unions, and donations and loans from interested parents and friends.

Philosophy: The Commonwealth Children's Center philosophy is rooted in the belief that the quality of
young children’s lives can be enriched through positive early childhood experiences. Our down town
location supports the high parent involvement we feel is critical for a quality program. Each teaching
team plans the classroom curriculum monthly so the varying developmental needs of each child is met.
Classroom activities are geared to be responsive to children's thoughts, feelings, and environment, as
well as to foster new skills and encourage creative problem solving through conflict resolution



techniques. Group life, which includes such daily routines as eating, preparing snacks, circle, activities,
napping, outdoor play, taking turns, etc., is also considered a rich resource for children's growth and
learning. Each classroom is bright, spacious, and has fully enclosed areas that have been divided into
activity centers for the age group it serves.

Children are seen as active learners with the teachers serving as guides and facilitators who:
% Help children develop a positive self image and experience the freedom to learn and grow
with confidence.
% Foster children's creative self-expression and their ability to communicate
their needs, desires and experiences in a variety of ways.
Support children's development of positive peer and adult relationships.
Create a safe physical environment in which children can discover, explore, and master new
materials, concepts and skills.
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We have an excellent teacher/child ratio in each classroom. Our staff is comprised of early childhood
professionals who meet or exceed state regulations. Each staff member contributes to the planning and
implementation of the curriculum in order to provide a safe, nurturing, and engaging school experience
for each child. Our staff is considered the heart of our program, using their diverse skills and talents to
provide the quality care and education that all children deserve.

Equal Opportunity Statement: In order to provide equal employment and advancement opportunities to
all individuals, employment decisions at CCC will be based on merit, qualifications, and abilities. CCC
does not discriminate in employment opportunities or practices on the basis of race, color, religion, sex,

national origin, age, disability, sexual orientation or any other characteristic protected by law.

ENROLLMENT

The Commonwealth Children's Center offers quality care to children from 3 months to 6 years of age.
The Center enrolls on a year-round basis and staffs the infant, toddler, and preschool classrooms with
this in mind. CCC’s hours of operation are 8:15am-5:30pm. Employees of the Commonwealth of
Massachusetts are given priority over non-state employees for enrollment in the Center. The Center also
recognizes the important developmental benefits which arise as a result of having siblings attend the
same childcare program, and therefore equal priority will be given to employees of the Commonwealth
of Massachusetts and non-state employees with siblings currently enrolled in the Center. In addition,
admission is based on preliminary application date and age ratios in each classroom. In the event that
two families were to have equal priority, the one with earliest date of application would. The Executive
Director shall have the discretion to enroll a lower-listed applicant on the waiting list in preference to a
higher-listed applicant while working in the best interest of the Center. Parents seeking to enroll a child
at CCC should take the following steps:

e Parents are encouraged to make arrangements with the Director to visit the Center.

o Parents fill out and submit a preliminary application form, including the $50 non-refundable
application fee, which officially places your child on our waiting list.

e Upon notification of a space being available, an appointment may be made to meet with the
Director and ask questions, as well as observe in the classroom where the enrollment slot is
available.

e Children are officially enrolled when all necessary enrollment forms (see “Physical” under
Health and Nutrition section) are in and a deposit of four weeks tuition has been made. This
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deposit is held and refunded when a child is withdrawn from/leaves the center if and only if
the child’s parent/caregiver gives the center four weeks written notice of the child’s
departure. If a full four weeks notice is not given, there will be no refund of the security
deposit. It is understood that any interest earned from this money will be used towards the
operating budget of the Center. In the case that the Center terminates a child for whatever
reason, the Center reserves the right to keep the initial security deposit.

e When a child begins attending CCC, a transition schedule will be followed to ensure that
each child has a smooth adjustment into the program. We ask that one parent (or both)
accompany and stay with their child at school on the first day for approximately 1% hours.
On the second day, the parent should again accompany and stay with the child in his/her
classroom and extend the stay to approximately 2% hours. On this day, parents are
encouraged to take a short break to assess separation issues that may occur. On the third day,
the stay should extend for approximately half of the day, with parents again taking a break to
further assess separation. Parents and teachers can then assess whether a child may need
more or less transition time than the allotted 3 days and make arrangements accordingly.

o Upon departure from the Center, parents must notify the Center at least four weeks in
advance of date of withdrawal. This is the time required to properly prepare your child for
leaving and to enroll a new child. Parents will receive a full refund of the security deposit at
withdrawal only when four weeks notice prior to date of withdrawal is given and there are no
outstanding late fees. No partial refund will be considered if less than four weeks written
notice is given. If a child is terminated from the Center, for whatever reason, the Center
reserves the right to keep initial 4-week deposit. The Center also reserves the right to deduct
any outstanding late fees from the security deposit.

o If achild transitions from part-time care to full time care, the difference in the value of the 4
week security deposit is expected to be paid within the first month of the transition. If the
reverse transition is made, and a written request is received from the family, the excess
security deposit will be returned to the family within 10 business days. In the case of a
younger sibling entering the program, the security deposit of the older child may be adjusted
to reflect the discounted tuition rate, with the balance applied to the second child, thereby
lowering the additional deposit required for the second child. No further security deposit
adjustments should be anticipated or expected.

e A mission of the Commonwealth Children’s Center is to welcome voucher families as i$
economically feasible. The feasibility is determined by the budget and available alternative
sources of funding. We strive to have four budgeted voucher slots available at CCC. The
Executive Director and Assistant Director have discretion with regards to voucher
availability, determined by the pool of enrolling children and budgetary constraints.

PART-TIME SLOTS

The Commonwealth Children’s Center offers a limited number of part-time slots in the preschool
classroom. The intent of the part-time slots is to balance parents’ part-time schedule needs while
maintaining a fiscally sound center. Because of the financial impact of not having full enroliment, and
the difficulty in filling the specified days available for part-time students, priority enrollment will be
granted to full-time applicants. Part-time slots will not be actively advertised.

Cost: The preschool part time schedules are MWF or TH. The 2-day rate is calculated at 50% of the 5-
day fee. The 3-day rate is calculated at 70%, and if needed, the 4-day rate is calculated at 90% of the 5-
day fee.



* |t is at the discretion of the Executive Director and the Assistant Director to allocate more than two part-time slots per
classroom.

New Part-time families: New families will be granted part-time slots on a temporary basis. If they
choose to accept a part-time slot, it will be with the following understandings:

e When it is time for their child to transition to a new classroom, there might not be a part-time slot
available.

e If another family applies for full-time admittance, they would receive priority for the slot.

If either of the above circumstances were to occur, the current family would have the opportunity to
switch to full-time and retain their slot, or pass the slot on to a full-time family. Parents will receive 4-
weeks notice.

Current Part-time families: Part-time children enrolled before January 2005, will be able to maintain
their schedules of MWF, TWR, or MTRF without risk of losing a spot to a full-time child. However,
these families must be aware that when their child is ready to transition classrooms, the same part-time
slot might not be available, therefore resulting in a postponed transition or a request for a schedule
change. If a part-time family decides to become full-time, they will only be allowed to return to part-
time if a budgeted slot is available and on a temporary basis, as a new part-time family would.
Currently enrolled full-time children can only move to part-time on a budgeted space-available,
temporary basis as well.

PRESCHOOL HALF-DAY PROGRAM

The CCC Board of Directors has authorized a pilot half-day Preschool program through December
2005. The half-day program was designed to respond to the perceived needs of parents in the
community. The intent is to reevaluate the program after one full “semester”” and make any necessary
changes. All policies outlined in this handbook apply to half-day students as well, with some
modifications as outlined below.

Hours: The half-day preschool program runs from 8:15am-1:00pm daily. Children stay for lunch and
leave prior to nap. Families are encouraged to arrive on time and stay until 1:00. Children picked up
after 1:00pm would be charged a late fee of $5 for every 5 minutes or portion thereof, the same as
current families picking up after 5:30.

Availability:* In an effort to balance enrollment between our full-time and half-day students, we have
established a general enrollment goal of 13-16 full-time students (including two budgeted part-time slots
— MWEF and TR) and 4-7 half-day students, with a maximum of 19 preschool children enrolled at one
time. If half-day slots are full and a current student or a new student wishes to enroll as a half-day
student, both instances would be put on a waitlist, with the current student receiving priority for

placement.
* The Executive Director and Assistant Director have discretion with regards to part-day availability, determined by the
pool of enrolling children.

Cost: Weekly tuition is set at 70% of the Preschool rate on the sliding scale. There are no part-time
half-day slots available (MWF, TR, etc). This is to maintain continuity in the classroom. A security
deposit of $700.00 is required, and would be fully refunded with 4-weeks notice of leaving the program,
as outlined in the Enrollment section.



TUITION

CCC has a strong commitment to affordability for a range of income levels. Tuition varies between the
infant, toddler, and preschool classrooms and is available on a sliding scale fee to state employees. Non-
state employees must pay the full fee. Child-care vouchers are accepted. The biweekly tuition rate is
figured to cover costs on a yearly basis. We cannot offer credit for days missed due to illness or
vacation. Parents are responsible for notifying us in the event of an income change, so that your tuition
can be adjusted accordingly.

Sliding Scale Fee: State employees wishing to take advantage of the sliding scale must submit two
recent pay stubs as proof of state employment and a most recent tax return for income verification, based
on gross annual household income (including any child support, if applicable). After admission, these
items are required in June on an annual basis to continue on the scale.

Sibling Discount: Parents with two or more children in the Center are entitled to a 20% sibling discount
off of the older child(ren)’s tuition excluding the Infant classroom. The 20% sibling discount will be in
effect once both (or more) children are enrolled on a full-time basis. The preliminary application fee is
waived for the sibling(s). However, a 4-week security deposit for each sibling is still required prior to
enrollment. A sibling will be given priority in enrollment decisions equivalent to the priority accorded
children of state employees.

Financial Assistance: Those families in situations of hardship may apply to the Director for financial
assistance. The Executive committee will review such requests based on need. Funds for such requests
are very limited.

Payments: Payments are due by 5:30pm every-other Friday for the current and upcoming week. Parents
are encouraged to set up a direct deposit plan with the Assistant Director for tuition payments. We
accept personal checks and money orders but cannot accept cash or credit cards. Late tuition payments
and bounced checks are disruptive, costly, and make extra work for the staff. A fee of $25 will be
charged for checks received after Friday at 5:30 or for checks returned by the bank. For habitual
problems with returned checks, the Center reserves the right to decline personal checks and accept only
bank checks or money orders after the second offense.

As a small non-profit childcare center, late tuition payments can have a significant impact on the ability
of the Center to meet its financial obligations. Therefore, if a tuition payment is not received by 5:30
PM on Friday, the following steps will be taken:

e First Notice: A handwritten reminder notice from the Director will be given to the parents which
sets forth the amount of overdue tuition and a fee of $25 will be assessed on the overdue
payment.

e Second Notice: If payment (including late fee) is not received within 2 business days of the first
notice, a letter will be sent home by the Director to schedule a meeting with parents to set up
payment plan arrangements. The meeting must take place no later than three (3) business days
after receipt of the second notice. If this meeting does not take place and/or the payment plan
established at such meeting is not followed, the Center reserves the right to deny child’s
attendance until payment is made or to terminate enrollment.

e Third/Final Notice: Upon failure to schedule/attend a meeting to establish a payment plan
following receipt of the second notice, a letter will be sent home by the Director stating that the




child’s enrollment is in jeopardy due to delinquency in tuition payment. Payment (including late
fee) must be made within 5 business days or child will be terminated from Center.

In addition, if two or more weeks of tuition are overdue at any time, the Center reserves the right to
immediately terminate the child from the Center with or without notice. If a habitual problem of late
payment exists, families will be charged an escalating fee of $30 for their second offense, $40 for their
third offense and $50 for their fourth offense. Payment must be timely for a period of two months
before the late fee drops back to $25.

PARENT INVOLVEMENT AND PARTICIPATION

The Commonwealth Children's Center offers several advantages to parents by being an on-site center.
As a private, nonprofit center founded by parents and not directly subsidized by the state, your
involvement is essential in making our program work. We ask each of you to be a part of our
community and contribute to your child's school experience. All families are expected to contribute
financially and with their time.

Each family enrolled at the Center will be expected to participate in volunteering opportunities and
fundraising efforts. For instance, during bake sales, we will ask families to bring in a baked good or
spend a half hour at the bake sale to help sell baked goods. Other opportunities may include, but are not
limited to: volunteering to be a room parent, selling raffle tickets or other items, accompanying the
children on field trips, attending Parent Night and Parent Lunches or Workshops, serving on a
committee, volunteering in their child’s room, purchasing an item on a classroom “wish list,” or
attending our weekend work days. For other opportunities, please see your child’s teachers as well as
the Executive Director or Assistant Director.

Aside from the above efforts, on a daily basis, parents are expected to:
*Read posted notices *Bring home their child's work
*Check their mailboxes *Communicate with teachers and Directors

Room Parent Responsibilities
At CCC each classroom has a room parent who acts as a communication/fundraising
liaison/facilitator, helping to bring each family’s tradition to their child’s classroom. The
designated room parent will receive email addresses of all the parents in the classroom. As
needed, the room parent will forward information to each family regarding parent help for field
trips, social gatherings, wish list items or information regarding center wide events such as
fundraising efforts, social gatherings or board communications.
The room parent will receive information from the team leader of their classroom, the
administrative assistant and the executive director.

SCHOOL CLOSINGS AND EMERGENCIES
In case of inclement weather, please call into 617-727-4802 ext.10 for notification of CCC delayed
opening or early dismissal. This message will be recorded by 6:30 am.

Although our “emergency closings” will continue to be directly linked to the release of non-essential
State Employees, it is reasonable for you to expect that if Boston Public Schools (BPS) are closed for
the day, then there is a high likelihood that CCC will experience a two-hour delay.



This means that if you learn the night before that BPS has cancelled school, you can anticipate at least a
two-hour delay (accepting children at 10:15 AM) that will allow staff adequate time to safely commute
to work. It is also possible that the Center will close for the entire day, at the discretion of the Executive
Director. Please call the above noted phone number if BPS schools are closed to find out if CCC has a
two-hour delay or has closed for the entire day.

If the Governor releases non-essential State employees the morning of the storm, the Center will be
closed for the entire day.

Emergency Closing: If circumstances arise that jeopardize the health and safety of the children (i.e.,
loss of power, water, heat/air conditioning, a national Threat Advisory) the Center may close at the
discretion of the Executive Director, the building supervisor, or Board of Directors. If this occurs,
parents will be notified by telephone and will be required to pick up their child(ren) immediately.

Emergency Evacuation Procedure: In the case of fire, natural disaster, or other situation (Chemical
spill, Bomb threat) where the children need to be removed from the Center, the children will be brought
to:

41 Temple Street, Suffolk Donohue Building, Fourth Floor Lounge

e The Infant room exits through the Infant door. Executive Director helps the infant room
evacuate. Evacuation cribs are labeled.

e The Toddler I room exits through the main door near the water bubbler.
Assistant Director accompanies this room during evacuations.

e The Toddler Il room and Preschool rooms exit through the back door near the children’s
bathrooms.

e CCC proceeds out the front of the McCormack building down the ramp located on the left side
of the McCormack building and turns left to Somerset Street.

e CCC proceeds down Somerset towards Cambridge Street.

e CCC turns left onto Cambridge Street, continues down Cambridge Street, crossing at Bowdoin
Street, continuing on Cambridge Street until Temple Street.

e CCC turns left onto Temple Street and enters the Suffolk University Building at 41 Temple
Street, the Frank J. Donahue Building.

e CCC enters the Donahue building lobby and takes the elevator to the fourth floor Student
Lounge. The elevators can accommodate one crib at a time. The children can comfortably
congregate in the Donahue lobby until all the children slowly proceed in small groups with their
teachers to the Student lounge located on the fourth floor.

e Once the children have reached the 4™ floor student Lounge, Parents will be called to come to
the evacuation site at the Donahue Building.

e The Executive Director will change her message to notify parents of the evacuation. The number
to call is 617-727-4802 x10.

e If the Center is not re-opened, children will be released to authorized emergency release contacts
noted in writing on the emergency contact cards, if a parent is not able to pickup.



e Teachers will carry attendance sheets, evacuation and first aid backpacks. Attendance sheets
must be completed daily and accurately reflect the children present daily in each classroom.

TRANSPORTATION PLAN

Parents are responsible for their children’s transportation to and from the Center for drop off and pick
up. CCC is conveniently located near several MBTA bus stops and train stations. Parents may also
apply for a parking pass which allows for limited parking outside the Center.

DAILY ROUTINES OF THE CLASSROOMS

We strongly encourage all parents to have their children arrive at the Center by 9:30am and attend
regularly to receive the full benefits of the program. We respectfully request that if your child will be
arriving past this time (or if your child will be absent for any reason) that you call and notify your
child’s classroom teachers at the earliest opportunity. This allows teachers to plan for morning activities
and fieldtrips.

GOALS = INFANTS: 3 MONTHS - (13-15) MONTHS
1) To care for infants in a warm, affectionate way that lets each child know that s/he is a

special person, including the physical affection and cuddling that is so important at this stage of
development.

2) To encourage the development of trust between infant and caregiver.
3) To meet each child's emotional and physical needs.

4) To provide opportunities for exploring, learning, and social interaction through a variety of daily
activities.

5) To prepare activities to stimulate the senses recognizing that infants learn through the use of their
senses: sight, hearing, touch, taste and smell.

6) To care for children in small groups, so as to prevent over-stimulation and provide opportunities
for 1 to 1 interaction between children and staff.

7) To provide opportunities for the use of large and small motor skills and development.

8) To establish awareness among staff to always provide for a safe environment.

9) To provide a certain consistency between Center care and home care practices that will be most
beneficial to the infant and will offer the parents an opportunity to influence the kind of care

their child receives. It is recognized, however, that infants may naturally fall into a different
schedule and have different needs once in group care.

INFANT (SEEDLINGS) ROOM DAILY ROUTINE:

8:15-9:30  Greet children and families, Morning snack

9:30-10:00 *Diapers and bottles, clean-up, free play/ individual attention
10:00-11:00  Morning nap

11:00-12:00 Wake up, *diapers, free play, indoor/outdoor time

12:00-1:00  Lunch

1:00 - 3:00  Clean-up, quiet time, individual attention, afternoon nap,*diapers
3:00-4:00 Wake up, *diapers, P.M. snack, clean-up, free play

4:00-5:00 Indoor activities/outdoor play, *diapers

5:00-5:30 Prepare infants for leaving, general clean up, saying good-bye



*Diapering is done as needed.

GOALS - TODDLERS: (13- 15) MONTHS - 3 YEARS

CCC has two different Toddler Rooms. Although both rooms are licensed for 13 months-2.9 years, we
do our best to group children according to their own developmental level. Our “Sprouts” room generally
consists of children aged fifteen months to two years, whereas our “Buds” room generally consists of
children aged two to three years. The design of the classroom and curriculum in the Sprouts room allows
children to explore child-centered activities with close teacher guidance. The design and the curriculum
of the Buds classroom allows children to explore child-centered activities in the forms of “stations” (i.e.,
science table, art center, math table, etc.) with teacher direction as needed. Both rooms strive to provide
a warm and nurturing environment, where children are encouraged to explore and discover.

Our monthly-themed curriculum provides developmentally appropriate activities and materials to
enhance each child’s growth and development based upon their interests. Books, pictures, and songs are
used to stimulate language and cognitive development. Physical development is stimulated with gross
motor activities, manipulatives and outdoor play. Dramatic play and experiences with different art
mediums are provided to foster creative expression. Many different sensory opportunities are offered to
stimulate and develop each child’s senses.

One of our main goals in both toddler rooms is to foster a sense of self-esteem and autonomy. Children
are given opportunities to develop self-help skills, therefore giving them a feeling of accomplishment.
Each child is treated and respected as an individual. Children’s behavior is responded to in a positive
manner. We believe in redirection and positive, specific praise as the way to encourage self-control.

SPROUTS and BUDS ROOM DAILY ROUTINE:

8:15-9:15  Arrival / Free-play

9:15-9:40  Clean-up / *Diapering, Bathrooms / Handwashing

9:40 - 10:00 Circle (stories and songs) / Snack

10:00-10:45 Outside Time

10:45-11:30  Activities (“Stations” for Buds) / Clean-up

11:30-12:00 Songs / Lunch

12:00-12:20 *Diapering, Bathrooms / Handwashing / Quiet Time

12:20-3:00  Rest Time

3:00-3:30 Wake-up / *Diapering, Bathrooms / Handwashing / Snack

3:30-4:15  Outside Time

4:15-5:00  Activities (“Stations” for Buds) / Free-Play / Clean-up

5:00-5:30 Circle (stories and songs) / Quiet Time Activity / Pick-up
*Diapering, Toileting is done as needed.

GOALS 2> PRESCHOOL/KINDERGARTEN READINESS: 3 -6 YEARS
1) To meet each child's physical needs while encouraging independence in self care.
2) To provide an atmosphere in which children have respect for others.
3) To establish respect for the equipment and materials.

4) To provide a relaxed, loving, and calm atmosphere where self-concept is enhanced,
independence and choices are encouraged, and self-discipline is gained in an environment where
s/he knows the limits and expectations.



5) To provide a wide variety of activities, within a routine, where cooperative play is encouraged.
These activities should be drawn from the curricula areas of: art, math, science, cooking, music
and movement, large muscle, social studies, practical life, dramatic play, language arts, and
manipulative activities.

6) To develop in the child an active curiosity about the world in which s/he lives and an enthusiasm
for learning which stimulates exploratory behavior and creativity.

7) To develop in each child an appreciation for beauty and nature.
8) To provide ample opportunity for the use of large motor skills and coordination through
physically active play either indoors or outdoors.

9) To be supportive of parents encouraging involvement, and open and honest communication,
while using tact and discretion.

PRESCHOOL/KINDERGARTEN READINESS (BLOSSOMS) DAILY ROUTINE:
e 8:15-9:15  Arrival / Free-Play
e 9:15-9:40  Clean-up / *Bathrooms / Handwashing
e 9:40-11:00 Small Groups: Focused Areas, Special Project, Morning Meeting (sharing stories,
songs, gross motor)
11:00-12:00 Outside Time
12:00-12:30 Show & Tell
12:30-1:00  Handwashing / Lunch
1:00-1:30 *Bathrooms / Handwashing / Quiet Time
1:30-3:30 Rest Time
3:00-4:00 Wake up / *Bathrooms / Handwashing / Snack / Journals / Stations
4:00-5:00 Outside Time
5:00-5:30 Afternoon Circle / Clean-up / Pick-up
*Children are, as always, allowed to use the bathroom facilities as needed. Toilet training is not
a prerequisite for enrollment in the preschool room.

PLAN FOR CLASSROOM AND PROGRAM TRANSITIONS

Children transition from one classroom to the next as a group each September. Transitions may occur at
other times of the year at the Director’s discretion. Educators assist children with the transition in a
manner consistent with each child’s ability to understand. This may involve discussion and visits to the new
classroom. With parental permission, the child’s current educators collaborate and share information with
the child’s new educators, whether the transition be from one classroom to another or from CCC to another
setting. Educators and parents also collaborate and share information with each other through orientation
meetings. For children already enrolled in the Center, parents attend an Orientation Night in August.
Families new to the Center receive individual orientations prior to their child’s transition.

DIAPERING

Our philosophy when it comes to toilet training is that each child learns at his/her own readiness. This is
a big step in a child’s development, so it is important to remember not to push your child. In most
instances, your child will give you clues indicating that s/he is ready. Timetables you may have read are
guidelines, but remember that all children are individuals. However, we do recommend that children be
working on toilet training when entering Preschool, as we do not have diapering facilities in this
classroom.
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Staff members follow sanitary practices while diapering and toileting children. Children are diapered on
a changing table that is covered with a disposable paper liner. The liner is disposed of and the table is
sanitized with bleach and water after each diaper change. Gloves are worn by staff when they diaper
children. The gloves are disposed of and staff washes their hands after each change.

Diapering and toileting (including toilet training) take place at regular intervals throughout the day.
Basically, they are before morning snack, before outdoor time (if needed), before lunch, after nap and at
any other necessary time during the day. A designated area is provided for diapering and toileting.
Parents are responsible for providing a supply of disposable diapers, wipes, powder and any ointment
that their child(ren) uses.

SEPARATION ISSUES

Separating for both parents and children is a difficult adjustment and the staff sympathizes with you.
During the first few weeks, both you and your child may experience some separation anxiety. We will
work with each individual family to come up with a plan to help both you and your child during this
time of transition.

Children may also experience separation problems during difficult times of the year, due to changing
family situations or transitions of staff at school. This is not something to be overly concerned about.
Again we will work with families to help ease the situation for all. Please be patient, all children adjust
differently. We welcome you to call and check in during the day, but do want to reassure you that
children usually do become happily involved in play within a short time after a parent leaves. (Long,
drawn-out, repetitive good-byes are ultimately more difficult for all. However, we never recommend
that parents sneak out without saying good-bye to avoid an upset). Staff should be used as partners and
resources in discovering a comfortable positive way to say good-bye if this is a difficult time.

WHAT TO BRING TO SCHOOL
e Diapers
e  Wipes
e Powder/Ointment (if used at home)
e Sunscreen (for early spring and summer months)(CCC provides screen with your consent)
e Baby Cup or Bottle (if used at home)

e Lunch brought in an insulated bag with ice pack properly labeled with your child’s name and
placed in child’s cubby upon arrival at school

e Breast milk must be dated and labeled

e Plastic smock for messy activities and lunch

e A few changes of clothing, including socks/shoes (weather appropriate)
e Crib sheets (Infant only)

e Blanket and Pillow (labeled with child's name)

e Soft, small cuddly animal for nap **

e Hats, Mittens, Sweaters and Boots should be worn in the winter months, as we will be going
outside for part of each day
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**Please do not bring in other toys from home. We have a good supply of toys for the children and toys
from home are difficult to share and risk getting lost or broken. Toys that do come from home are kept
in the child's cubby during the day. Books or audio/videotapes from home are welcomed items to share
with others. We ask that no toys, books, audio or video tapes that represent violence, super heroes or
other commercial promotions be brought to the Center. These may promote negative attitudes and
behaviors that we discourage. If you are in doubt, please check with the Director.

CLOTHING

Two full changes of your child's clothing should be kept in his/her cubby at all times. Please check your
child's extra set of clothing periodically to make sure it is clean, complete and seasonally appropriate.
We recommend comfortable, casual clothing, which you would not worry about keeping in perfect
condition. Children often times get their clothing “messy” as they experiment with new materials each

day.

We've found that rubber soled footwear gives the best traction on the linoleum floors and helps in
avoiding unnecessary falls and accidents. Outdoor activities are a part of each classroom's daily schedule
throughout the year. Please be sure that your child comes to school prepared for outside play each day,
even in the winter months. Any outerwear or clothing brought into the Center should be labeled with
your child's full name.

ROUTINES AND EVENTS IN THE CENTER

Attendance: The Center is open from 8:15am to 5:30pm during the week. It is important for your child
to arrive by 9:30am and attend regularly to gain the full benefits of the program and assure stability and
consistency in the classroom and for other children. Please contact the Center by 9:00 a.m.(or at the
earliest opportunity) if your child will be unable to attend. The program at CCC is designed so that there
is a flexible drop off time from 8:15 to 9:15am each morning. It is important that all children arrive by
9:30am at the very latest, so that the classroom activities can begin on schedule. If you must be late,
please call and let us know in advance when your child will be arriving. If you arrive late without
notifying a teacher and your child’s classroom is not in the Center, it is your responsibility to either meet
the class where they are or wait in your child’s room with your child until the class returns.

Release Authorization: Any person picking up your child must be authorized to do so by you in writing,
and listed on the Child Release Form in your child's file. When someone else will be picking up your
child, you must let us know by signing the Child Pick Up Authorization Form on the Parents Bulletin
Board and by telling or calling your child's teacher. Please be sure that the name of the person you
authorize on the sign up sheet also appears on your child's release form. Please inform the person who
picks up your child that the Center will ask them for picture identification before releasing the child to
them.

Drop Off: When dropping your child off, you must sign-in your child, accompany him/her all the way
into the classroom and make some contact with a teacher. Both signing-in and making contact with
his/her teacher ensures that we are aware that your child is accounted for and in our care for the day.
Additionally, this helps your child transition into the classroom and gives the teacher an opportunity to
inform you of any special activities.
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Pick-Up: The Center closes at 5:30pm. Please make contact with the teacher and sign your child out
before you leave. Children should be regularly picked up any time after 4:30pm. Notify your child’s
teacher if you will be picking up early.

Please allow ample time for this transition. Sometimes your child may be in the middle of an activity
when you arrive. It often helps things go more smoothly if you give him/her a moment or two to finish
up. We ask that the children put away what they are doing before they leave the classroom. If you are
in a hurry, let us, and your child, know and we can help you in moving things along. Once you've made
contact with your child we will assume that s/he is in your care. Make sure that your child says good-
bye and that a staff member knows they are leaving with you and signs them out.

Late Pick-Up: The Center closes at 5:30pm. In order to ensure that our program ends in a predictable
way for both teachers and children, we ask that you respect the closing time. Any parent that arrives
after 5:30pm is considered late, even if they have notified us by telephone. Parents will sign a late
arrival form with the time noted and the parents will then receive a late fee notice on their next tuition
statement. Late fee charges are as follows: $5.00 for each five minutes or any part thereof. We know
that it is nice for parents to talk and “catch-up” with one another at the end of the day, however, if it is
5:30pm we ask that you respect that the Center is closed and move your conversation to the lobby of the
building. If you are in the Center past 5:30pm, the Center reserves the right to charge you a late fee as
outlined below.

Any family that is late more than two times in a thirty-day period will be charged an escalating fee i.e.,
$10.00 per five minutes for the third offense, $15.00 per five minutes for the fourth offense, etc. The
escalating fee structure will stay in place for a thirty (30) day period from the date of the third offense.

A family will return to the $5.00 per five minutes after a thirty-day period free of any late offense. If a
late fee has not been paid after a thirty-day period, the late fee amount will be deducted from the family's
security deposit classroom. Families with two or more children will be charged a late fee per child. *If
we deduct money from the security deposit, we expect that the deposit will be replenished in full.

If a child has not been picked up by 5:40pm and the parent has not called, a telephone call will be made
to the parent or pick up person. If s/he cannot be reached at home, school, or work, the emergency
numbers will be called and arrangements will be made to have the child picked up at the Center. If there
IS no response, these steps will be repeated at 6:00pm and again at 6:20pm. At this time, the Director
will be notified at home. If contact has not been made with the parent or emergency contacts by
6:30pm, the Executive Director or Staff Person in charge will call the Boston Police Dept. and a full file
report will be written and placed in the child's file.

Safety: CCC is located in a busy, public building. For the safety of your child(ren) and others, it is
important that your child(ren) walks with you when going to and from Commonwealth Children's
Center. Parents should not allow their child(ren) to run through the lobby of the McCormack Building.
The Center also has a combination lock on each of our entrances. The combinations to these locks are to
be given to Center Staff and parents only. The combinations to these two locks will change periodically.

Birthdays: Parents who would like to have their child's birthday celebrated at the Center should arrange
it with their classroom teacher at least one week in advance. We recommend a special snack, and
discourage overly elaborate celebrations that are not available to all. A gift of a book or small item to
the Center in your child's honor is a nice alternative to an elaborate party.
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Naptime: In keeping with the Department of Early Education and Care licensing regulations, CCC
provides for a rest time each day. Beginning after lunch, each child is set up with his/her own cot or mat
and has one and a half to two hours of rest. Teachers rub children’s backs to help them fall asleep. In
our experience, we have found that most children do sleep after their active mornings at the Center.
Children who do not fall asleep are expected to stay on the cots and rest quietly with the group for a 45
minute time span. If your child has difficulty sleeping, s/he may bring a book or puzzle to their cot/mat.

A pillow, (not for infants) blanket (both labeled with child's name) and soft cuddly toy from home can
help your child settle into the nap routine daily. Parents are responsible for seeing that these are washed
on a regular, weekly basis.

Infants nap on their own individual schedule. To reduce the risk of Sudden Infant Death Syndrome
(SIDS), all infants are put to sleep on their backs in cribs. A blanket may be tucked in, no higher than
chest level. No toys or stuffed animals are placed in infants’ cribs.

PARENT CONFERENCES

Parent/Teacher Conferences are held twice during the year for Toddlers and Preschoolers and every
three months for infants. Additional conferences with your child's teachers or the Director can be
requested throughout the year. Each conference allows staff and parents an opportunity to exchange
information and insight about an individual child in a manner more in-depth than the day-to-day
communications. During these meetings, teachers will share a written observational profile with parents
of the child's school experiences, as well as their development in a variety of areas. For infants and
children with disabilities, staff will complete a written observational profile every three months. Parents,
in turn, are encouraged to discuss any areas of their concern and to share any relevant information about
their child's life at home and/or school. The information will only be released with parental permission.
A copy of the teacher's written observational profile will be kept in the child’s file. These files are
confidential. Parents are asked to make every effort to keep appointments once scheduled.

Parents who have questions or concerns regarding their child or activities in the classroom should feel
free to talk with the teacher at their earliest convenience. Parents should also feel free to talk with the
Director about any matter that concerns them at the Center. If a parent has an issue/concern that the
Director cannot solve, or has an issue/concern with the Director, s/he may send it to the Board. The
Board will review the issue and refer it to the Executive Committee or a Special Committee, as
appropriate, which will try to resolve the issue.

PARENT EDUCATION

The Center and staff will sponsor and/or participate in several workshops throughout the year to support
parents in areas of concern. We will also host a Parent Night in the fall to inform parents about each
classroom program. The Center also will regularly post useful information on our resource board. The
Center maintains a Parent Resource Library of current literature in child development, health, mental
health, parenting, activities for children, and many more topics! Parents may check out these materials
for use at home. We ask that you please return the materials you check out in a timely manner for the
next person.
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HEALTH
CCC has a Health Care Policy available in our foyer for parent review. Each classroom has a copy of
this policy in their first aid back pack.

Staff at the Center will take every precaution to minimize the spread of infection among the children at
the Center by practicing infection control procedures. If your child is sick and will not be attending the
Center on a particular day, please contact us by 9:00 A.M. Your child should not come to school:
e within 24 hours of a fever of, or over, 100.4 F
if s/he has had 2 cases of diarrhea in a 24 hr. period
with throat infection or severe cough
within 24 hours of vomiting
with an undiagnosed or contagious rash
with red, infected eyes
with a severe cold
any time she/he cannot fully participate in classroom and/or outdoor activities.

If you suspect that your child is ill or contagious, please do not jeopardize the health of others by
sending your child to school. Children who are ill often infect other children and staff. We realize it is
very difficult for working parents to take time off from work when children are sick, but please
remember CCC is not a sick childcare program. It is important that each family make plans in advance
on how they will handle their child(ren)’s sick days.

In the event that your child develops any of the symptoms listed above while at school, we will call you
to come and take your child home. Children who become sick at the Center may rest in their classroom
while waiting for their parent. The care received will be based on the type of sickness and anticipated
arrival of the parent and will include any type of first aid procedure needed. If your child seems only
slightly uncomfortable and is not contagious, we may call and simply ask that you come check on
him/her. We do not recommend that sick children be taken back to offices. If your child is well enough
to come to school, your child should be able to participate in outdoor activities.

Infectious IlInesses:

e Rashes - Skin rashes may have a variety of causes and can appear on any part of the body and face.
Any child with an undiagnosed rash cannot attend the Center.

e Sore Throat/Strep - The symptoms of this are usually: a fever, swollen neck glands, and a red, very
sore throat. Your child can return to the Center after being on an antibiotic for at least twenty-four
(24) hours.

e A.LD.S./H.LV. - Commonwealth Children's Center follows the Massachusetts medical policy for
children with A.I.LD.S./H.L.V.

o Allergies - If your child has some type of allergy, no matter how mild, please let the Center know as
soon as possible.

e Colds & Coughs - If your child has a fever and/or a congested productive cough, please keep your
child at home until s/he feels better and symptoms are gone.

e Conjunctivitis - This illness is extremely contagious and can spread within the Center very quickly,
if not caught on time. The symptoms are often red, scratchy, watery eyes and a yellowish discharge
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coming out of the eye. A child can return to the Center twenty four (24) hours after the first
application of the antibiotic.

e Chicken Pox/Mumps/Measles - These are all very contagious illnesses. If you think that your child
was exposed outside of the Center, let us know so that we can watch for signs. Please do not return
your child(ren) to the Center with these illnesses unless they are past the contagious stage and are
feeling okay.

e Ear Infections - If your child suffers from ear infections or has a tube in his/her ear, please let the
Center know. If your child does come down with an ear infection, please keep your child at home
until s/he is feeling better and is able to return to the Center.

¢ Influenza - The symptoms are: listlessness, rubbing eyes, poor appetite, trouble sleeping, fever, aches
and upper respiratory congestion. Children with influenza should not be brought into the Center
because it is a highly contagious illness.

e Head Lice - A child with head lice may return to the Center when free of all nits or scabies and free
of all mites. Children with head lice should not be brought into the Center because it is highly
contagious. The child may return after being evaluated by a physician, physician's assistant or nurse
practitioner, and it has been determined that he/she is considered to pose no risk to the other
children. Nevertheless, the Center may make the final decision concerning the inclusion or exclusion
of the child.

In general, parents will be notified in writing if there are two or more confirmed cases of an infectious
disease in the Center. Exceptions will be made in those cases where one diagnosed case might warrant
notification or when notification is prohibited. The administration will use sample letters from the
Department of Public Health and Child Care Book as a guide when notifying parents. The Center will
ask a parent who calls in sick for their child if there is a possibility that the child could have a case of the
disease in question. We will request that parents notify their pediatrician of the child's sickness and may
ask for a note from the pediatrician before the child returns to the Center.

Pediatric Health Care Consultant: The Director and Staff at the Center consult regularly with our
health care consultant, Dr. Elliot Suarez from Center Pediatrics, (617) 735-8585, regarding general
issues and issues pertaining to specific children at the Center. Such consultations will be handled with
the strictest confidence.

Medication: CCC strictly adheres to the Office of Child Care Services' regulations dictating the
administration of medication in childcare centers. Staff can administer only doctor prescribed
medication with a prescription label bearing the child’s name, and cannot administer the first dose of
any medication. Parents must fill out a medical form to authorize staff to administer such medication. A
written record of all medication administered to a child will be kept and stored in the child’s file. All
medication must be handed directly to a staff person. Medication will NEVER be left in the child's
cubby. After the course of medication has ended, staff will return any unused medication to the parent.
Tylenol will only be administered to children by a designated staff member if there is a prescription
from the doctor. Parents may come to the Center and administer non-prescription medication to their
child themselves if necessary.

Aspirin and non-prescription cough syrup may not be administered to the children by the staff unless
prescribed by a physician. They will NOT be left in children's cubbies. Parents who wish to have their
child receive medication of this kind have the option of dropping by themselves during the day.

16



The Center may ask to contact your pediatrician for prolonged prescriptions, if we observe adverse
effects from medication, or to consult on a potentially dangerous condition.

Topical preparations (such as Desitin or sunscreen) can be administered to children as deemed necessary
by staff as long as parental permission is given.

Educators receive Medication Administration Training, which includes that each staff person must wash
his or her hands before and after administering medication. Training also includes the “5 Rights of
Medication:” right child, right medication, right time, right dose, and right route/method.

Individual Health Care Plans (IHCPs): Any child with a chronic health condition and/or who receives
medication on an on-going or as needed basis (for example asthma, seizure, allergies, etc...), must have
an Individual Health Care Plan. The plan, which is signed by both parent and doctor and renewed
annually, must include the condition, its symptoms, medical treatment that may be necessary while the
child is in care, potential side effects of treatment, and potential consequences to the child’s health if
treatment is not administered. When a child has an IHCP, the parents help train the staff in its
implementation.

Physicals: It is mandatory that your child have a complete physical and up-to-date immunizations
(including Varricella) before starting school or within one month of admittance. Pursuant to the
Department of Public Health and OCCS regulations, all children, regardless of risk, shall be screened for
lead poisoning at least once between the ages of nine and twelve months and annually thereafter until
the age of 48 months. CCC requires a written statement signed by a physician stating that the child has
been screened for lead poisoning and had a complete physical (including immunizations), or a letter
written by the child’s parents stating that they object to such examinations on the grounds that it
conflicts with their religious beliefs. This information needs to be updated annually while the child is

enrolled at the Center.
ALERT!
PARENTS AND STAFF: CCCIS NUT-FREE

As childcare providers and early childhood educators, we take on the awesome daily responsibility of
creating a healthy, safe, and enriching environment for every child enrolled at CCC. Food allergies are
on the rise and many daycare centers have made their centers nut free to protect their children and
staff. Nut allergies tend to be associated with a severe allergic reaction, putting children at risk for anaphylaxis,
which is potentially life-threatening. In a group care situation such as CCC where children are encouraged to
participate in age-appropriate eating and social activities, protecting children from allergens can prove challenging.
We have recently identified one child who has been diagnosed with a potentially severe nut allergy.

To keep this particular child (and other children with food allergies) safe, CCC has adopted certain preventive
measures including:

e posting food allergies prominently in the classrooms and on the eating tables;

e training our Teaching Staff to teach the children to not share food at mealtimes;

e ensuring that the children wash their hands and faces after eating; and

e training all teachers how to administer an Epi-Pen.
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After meeting with the parents of the child with the potentially severe nut allergy and learning about the potential
ramifications if that child is exposed to nuts, the Board also voted that effective April 30, 2007 CCC will be
nut-free.

How You Can Help

While we do not expect you (or the CCC staff) to know all of the ingredients packed into your child's lunch (or
shacks stored in your child's stroller, coat pockets or other places in addition to the lunch pack), please refrain
from bringing to CCC food products commonly known to contain nuts of any kind. This will minimize the risk that
children will share with a child with a nut allergy potentially harmful lunch items or snacks before, during or after
school.

Examples of foods that contain nuts include peanut butter (or other nut-based butter) sandwiches, bags of nuts
and granola bars, candies and some breads or muffins. Some suggested nut-free alternatives are attached to this

ALERT. By no means is this list comprehensive.

What Happens If You Mistakenly Pack a Lunch with Nuts?

We understand that there will be fimes when you (or someone caring for your
child) accidentally packs in your child's lunch a peanut butter sandwich or other
food item that obviously contains nuts. If your child is in the same classroom as
a child with a nut allergy, you will be called and you or your emergency contact will work with the staff to find a
healthy alternative for your child. If your child is not in the same classroom as a child with a nut allergy, your child
will be allowed to eat his/her lunch and a reminder that CCC is nut-free will be sent home to you.

NUTRITION

Parents are responsible for providing their child(ren) with his/her own lunches for school. The Center
provides milk with lunch, as well as water and two nutritious snacks per day. A snack schedule for each
class is posted weekly in the classroom (the schedule is subject to change depending on the availability
of snacks). Please do not allow your child to bring gum, candy, glass containers or any food that is not
part of his/her lunch into the Center. Breakfast should be eaten before children arrive and should not be
brought with them into the Center. Please provide an ice pack for your child’s lunch box and send food
that requires little or no microwave reheating. Below are some ideas for nutritious, easy lunches:

-Rice cakes with toppings -Pastas
-Yogurt/Cottage Cheese -Cereals

-Soy Butter and Jelly Sandwich -Fruit

-Egg Salad or Tuna Sandwich -Cheese

-Bagel with toppings -Tofu
-Turkey/Tuna wraps

-Meat in bite size portions -Soups
-Leftovers: pizza, casseroles, spaghetti, chicken, etc. -Jell-O/pudding
-Vegetables: Carrot sticks, sliced peppers, etc. -Juice

-Beans
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Please DO NOT send in the following:

-Candy -Lollipops
-Cough drops -Gum
-Soda or sugary drinks of any kind -Chips

-Fruit rolls & other fruit confections
-Other items high in chocolate, sugar or sodium
-Any nut products

You and your child may occasionally enjoy going outside of the Center for lunchtime. If you do decide
to take advantage of this option, please make sure that the teachers know your plan ahead of time. Please
have your child back in his/her classroom by 1:00 P.M. You are also invited to arrange with the
classroom teacher to join the class for lunch.

FAMILY EMERGENCY INFORMATION

Each family is asked to maintain a minimum of three updated emergency contact people (other than
parents), within a 20 mile radius, and a Medical Release Form. It is important that we have an
emergency number for you at all times. If you will be away, please let the staff know and leave a
number at your work place where you can be reached. If your work or home phone number changes, it
is essential that you notify the Center immediately.

Should an emergency arise where your child requires medical attention, you will be notified at the
number you have given us. If we are unable to reach you, one, or all of the emergency contact people
you have designated will be contacted. In an emergency necessitating immediate medical attention,
children will be taken by ambulance to Massachusetts General Hospital.

Should a child be injured beyond just a simple bump or scrape, and it is not a medical emergency, it is
the Center's policy to notify the parents so that they can come and check their child. Injuries requiring
treatment of any kind will be followed up by the filling out and filing of an Accident Report on the
incident. This accident report will be placed in a child’s main file. Parents will be given a copy of each
accident report upon request.

CHILD ABUSE AND NEGLECT

Teachers and Directors are mandated reporters of suspected child abuse and neglect. If a staff member
suspects abuse or neglect, that staff person will immediately report the suspicion to the Director or
designee. A call is then made to the Department of Social Services to file a 51-A. Written
documentation will be recorded by team members suspecting the abuse and will be forwarded to DSS
and will also be confidentially kept in the child’s main file at the Center. CCC will cooperate with
involved agencies (DSS and EEC) in all investigations of abuse and neglect.

CHILD GUIDANCE POLICY

Philosophy: It is the Center’s foremost goal to maximize the growth and development of the children, to
protect the group and individuals within each classroom and to foster positive interpersonal relationships
among children, parents, staff, and any visitors of the Center. Staff will set reasonable and positive
expectations for the children, offer a variety of choices, and will provide children with an opportunity to
verbalize their wants, needs, and feelings safely and appropriately. Staff encourages children to develop
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self-esteem and self-control through modeling appropriate behaviors and using conflict resolution
techniques which includes redirecting children.

We strictly prohibit:

e Spanking or any other corporal punishment

e Subjecting children to cruel or severe punishment, such as humiliation, verbal or physical abuse,
or neglect
Depriving children of meals or snacks
Force feeding children

¢ Disciplining a child for soiling, wetting, or not using the toilet; forcing a child to remain in soiled
clothing; forcing a child to remain on the toilet, or using any other unusual or excessive practices
for toileting

Behavior Response Action: CCC may respond with removal, referral, or termination to repeated,
regular incidences of unsafe or inappropriate behavior, or to an isolated, extreme incident that
jeopardizes the safety of the child, his/her peers, or staff members. These behaviors include, but are not
limited to, the following: excessive biting, hitting, kicking, spitting, obscene language and/or gestures,
running from the classroom/street without teacher supervision, throwing objects, self-injurious
behaviors, and climbing on furniture. In case of immediate removal of the child from the Center for the
day, staff will call parents to notify them of the incident(s) and ask that they come pick up their child.
CCC may also refer the child and family to appropriate services (see “Referral” section below), or
terminate the child’s enrollment (see “Criteria and Procedure)

REFERRAL SERVICES
In a case where it is determined that a child may be in need of services through appropriate social,
mental health, educational and/or medical services, the following may be implemented to assist the
child:

1) Teachers and/or Director will observe and record behavior of child in his/her classroom.

2) Teachers will meet with Director to discuss concerns and will brainstorm ideas to develop a plan
of action to help meet the child’s individual needs.

3) Either classroom teachers or Director will schedule a team meeting with parents to discuss
concerns within one school week, at which time the Director will provide a letter to the parents
outlining the reasons for the recommendation for a referral with a list of relevant community
resources/agencies.

4) At the team meeting, parents, teachers, and Director will develop and write a plan of action to
address concerns and meet the child’s individual needs both in the classroom and at home. Team
members (parents, teachers, Director) will follow plan of action and document progress made for
thirty calendar days.

5) Parents may give consent for CCC to make a referral to appropriate agency by signing a
“Release of Information” form, allowing CCC and chosen agency to provide and receive verbal
and written information/documentation with one another to best meet the child’s needs.

6) The team (parents, teachers, Director) will schedule a feedback meeting at the end of thirty
calendar days from start date of plan of action to review progress made.

7) The team (parents, teachers, Director) will continue to maintain open communication to best
meet the child’s individual needs and review and revise plan of action as necessary.
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8) If a child is two years and nine months old or older and receiving (or in need of receiving) special
education, a written notice will be provided to the appropriate administer of special education to
inform them that CCC is serving a child with a disability.

9) If a child is younger than two years and nine months and receiving (or in need of receving) early
intervention, a written notice will be provided to the DPH Early Intervention program to inform
them that CCC is serving a child with a disability.

CRITERIA AND PROCEDURE FOR SUSPENSION AND TERMINATION

Philosophy: Any suspension and/or termination decision will be based upon evaluation of the individual
child’s needs, the Center’s capacity to meet those needs, and the safety and well-being of others in the
Center. Except in extreme cases, CCC will first work with the child and his/her parents to remedy the
situation before considering suspension or termination. CCC firmly believes that a parent’s involvement
is critical to the success of any strategic interventions to modify behaviors. The child’s self-esteem will
be considered in the implementation and transition of any suspension or termination. As with all CCC
policies specific to an individual, each child and family will be treated in a respectful and confidential
manner. Our goal is to ensure that each child receives the appropriate services in the appropriate setting
to support and promote his/her full potential.

Suspension and Termination Criteria: A child’s enrollment at the Center may be suspended or
terminated in any of the following circumstances:

e When a child engages in continued, regular incidences of unsafe and inappropriate behaviors.

e When a parent, for whatever reason, fails to attend either the team meeting or the feedback
meeting during the referral process.

e When a parent refuses to follow through with referrals under the recommendation of the
Director.

e When, at the completion of the referral process, the Director determines that the child’s behavior
cannot be managed safely and effectively given the Center’s in-house resources.

e When an evaluator from an outside agency determines that CCC cannot meet the needs of a
child.

e When tuition is frequently paid late (see “Late Payment” section, p. 4-5).
e When a child is frequently picked up late (see “Late Pick-up” section, p. 12).

e When a parent engages in inappropriate treatment of a child, parent, employee, or visitor of the
Center.

e When a parent repeatedly fails to follow policies and procedures of the CCC Parent Handbook.

In each case, CCC will communicate openly with the parent in an attempt to resolve the situation before
terminating enrollment. CCC will pursue consultation and training, develop a home/school behavioral
intervention plan, make appropriate referrals to outside agencies, and work with community resources to
assist the child and family in order to prevent suspension and termination.

Immediate Termination: CCC may terminate enrollment immediately, without further attempt to
remedy the situation, in certain extreme situations, including, but not limited to, the following:

e When a child or parent engages in extreme behavior that jeopardizes the safety of a child, parent,
employee, or visitor of the Center.
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e When a child or parent physically, verbally, or emotionally abuses or threatens harm to a child,
parent, employee, or visitor of the Center.

e When a child or parent engages in illegal activity in the Center building.

Termination Procedure:

1) Parents will be notified in writing of the reasons for termination. In the case of immediate
termination, this notice may be given after the child is permanently removed from the Center. A
copy of this letter will be kept in the child’s main file.

2) In accordance with EEC regulations, the Director will inform parents about other services
provided by neighborhood or private agencies or HMO’s.

3) When any child’s enrollment in the Center is terminated, whether initiated by the Center or the
child’s parents/guardians, the child’s teachers will help to provide closure for the child and
his/her classmates in a manner consistent with the child’s ability to understand to the extent
feasible given the circumstances of the termination.

4) The Center reserves the right to keep the initial 4-week security deposit given prior to enrollment
in order to have sufficient time to fill the child’s enrollment slot.

LICENSING

Commonwealth Children’s Center is licensed by the Department of Early Education and Care. If you
have any questions about CCC’s history of compliance, you may contact the regional office at

1250 Hancock Street, Suite 120-S

Quincy, MA 02169

Phone: (617) 472-2881

Fax: (617) 472-2722

WWwWw.eec.state.ma.us
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PARENT CONTRACT
with the
COMMONWEALTH CHILDREN'S CENTER

Dear Parents,

The Commonwealth Children's Center requires that you read this handbook from the beginning to the
end and sign this contract afterwards. This contract is written evidence that is kept in your child’s file
that you have read, understand, and agree to the rules and requirements for the Center and are willing to
abide by them.

"l understand that my failure to follow the policies, rules and practices of the Center may result in the
termination of my contract with Commonwealth Children's Center for my child".

PRINT NAME(S)

SIGNATURE(S)

DATE
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