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Learning Tree is located in the southeast corner of Normandale Community College, which is right down the hall from the main entrance of the college.  In the classroom setting, children learn through a variety of interest centers that include; dramatic play, cognitive and manipulative activities, science, math, art, reading, music and writing.

In addition to the classroom setting, children are able to play indoors in the NCC gymnasiums or outdoors on the Learning Tree Playground.

Licensed by the State of Minnesota Department of Human Services and the City of Bloomington, Learning Tree can care for up to 55 children from infants through school age.  The center hours are from 7:00am – 4:30pm Monday – Friday. (may vary each semester)

































	PROGRAM ORIENTATION



MISSION:
Provide quality childcare to all children regardless of race, creed or color by providing a safe and caring environment with a developmentally appropriate curriculum.  Nurturing, guiding and empowering each child while respecting each family’s individual values, cultures and difference.  

PROGRAM GOALS:
At Learning Tree our belief is that your child learns by doing and experiencing, through freedom of choice and exploration.  The staff plays the role of facilitator, structuring the environment, guiding and redirecting your child toward appropriate behaviors and providing opportunities for social interaction, intellectual growth and emotional expression.  This can be seen both in our schedule of daily activities and in our curriculum format.

Because our program is designed to maximize individual development, our activities focus on the process of learning.  The emphasis is on the experiences of the children rather that the results of those experiences.  For example, painting is more important that what has been painted; building with blocks is more important that what is built.  Each child has his or her own set of possibilities and we help those possibilities unfold.

An outline of the responsibilities of these broad goals includes:

· Develop a respect for individual and cultural differences through discussion and role modeling.
· Help each child to understand and identify feelings and realize that all people share common feelings.
· Encourage each child to build trust in other people.
· Encourage each child to become an independent person.
· Recognize that a child’s self-initiated play is a primary means of cognitive, social, emotional and physical development.
· Enhance the child’s self esteem, self awareness and self confidence by offering many opportunities for a child to succeed, express ideas and understand his/her own emotions and to attain skills to control them.
· Provide opportunities for math, science, reading, memory skills, language development and social science.
· Foster creativity and self expression through art, music and dramatic play.








MULTI-CULTURAL POLICY:
Learning Tree is committed to multicultural education.  This means we share a commitment to human rights, dignity of the individual and social justice.  We strive to create a program that truly reflects the lives of our children, families, staff and community.  By recognizing the impact culture has on families, we will make every effort to provide culturally responsive child care by affirming human differences and the right of people to make choices about their own lifestyle.  We seek to recognize, appreciate and respect the uniqueness of each child.  We make the commitment to multicultural education by:
· Recognizing the beauty, value and contribution of each child.
· Introducing children to other cultures.
· Encouraging children to respect other cultures.
· Increasing children’s ability to talk and play with people who are different from themselves.
· Helping children to be a group member.
· Helping children live happily and cooperatively in a diverse world.
· Helping children recognize unfair behavior and giving them the knowledge to do something about it.
· Providing children of both sexes with equal opportunity to take part in all activities.

LICENSING:
The center is licensed by the State of Minnesota Department of Human Services and the City of Bloomington to provide care for up to 55 children from Infants (6 weeks) to School Age (12 years).  The State of MN Department of Human Services and MVNA regulate the care we provide and review our program through unannounced visits and regularly scheduled re-licensing visits.  We are required to meet their standards for staffing, discipline, health, safety, curriculum, equipment and materials, nutrition, records and reports.

CENTER CLOSINGS:
Learning Tree is open on all days in which classes are in session at NCC.  If Normandale Community College closes due to bad weather, classes are cancelled and the child care center will close.  If this happens in the middle of the day, parents will be notified.

STAFFING:
Learning Tree is staffed by professionals and NCC students with varying degrees of education and experience.  All of our teachers have a Bachelor’s Degree, Associates Degree or CDA in Early Childhood Education or a related field.  Student Workers supplement the staffing and assist our core staff with the implementation of the program.  All staff receive their training previous to employment as well as on-going training to develop and strengthen their skills.  Most of the Professional staff is certified in CPR and First Aid, Shaken Baby Syndrome and SIDS.

Our typical teacher-child ratio is 1:4 for infants, 1:7 for wobblers, 1:10 for multi-age preschool.


REST TIME:
All children in attendance (toddlers and preschool) at 1:00 will be required to rest on a cot.  We will make every effort to provide an environment that is quiet enough for those who need to nap yet not too restrictive for those who do not.  Children who are awake after lying down for ½ hour will go outside (weather permitting) or participate in quiet activities while children who have fallen asleep continue to nap.  All Children will be awakened by 3:00.  

If your child needs a blanket or pillow, you must provide these items labeled with your child’s name.  These must be taken home and laundered weekly.

Please do not bring toys which children will want to play with during rest time.  You may bring a small pillow or stuffed animal to help your child rest.  Teachers assist children in resting by providing soothing music and rubbing backs.  Children are not required to sleep, but are expected to rest quietly on their cots during this time.

Please keep in mind that if children are tired, they will fall asleep on their own and we WILL NOT wake them or prevent them from sleeping based on the request of a parent.  The only things we can do is to NOT rub their back (help them fall asleep).

Please note that we do NOT recommend for children to be dropped off between 1:00 – 2:00.  Nap time is a difficult time to expect a young child to enter the classroom, and can also be too disruptive for those who are napping.

PARKING:
Parents are responsible for picking up a “Child Care Parking Permit” in the child care center office.  This permit will allow you to use the “Child Care Drop Off” spots in front of the college.  In using these spaces, the following rules apply:
· DO NOT park in these spots for more than 15 minutes.  These spots are NOT designed for all day parking.  Any car that is left in this area for longer than 15 minutes may receive a ticket.
· DO NOT leave your car running.  This is an illegal and unsafe practice.
· DO NOT leave children of any age unattended in the car.

SECURITY ENTRANCE:
Learning Tree has a secure entrance to assist us in limiting access to who can enter the center.  Parents of all children will be given a 4 digit code to enter the center.  DO NOT give your code to anyone!  Each parent/alternate pick up person will have their own code.

Friends and relatives who occasionally drop off or pick up your child will have to enter thru the office door.  We need to check the identification of anyone who is picking up your child who is unfamiliar to us.


Please help us make this entrance as secure as it can be, please do not hold the door open for anyone!  If another parent is behind you, let the door close for them to enter their 
code.  If you think that someone is not a parent here, please advise them to go to the child care office door for assistance.









































	ENROLLMENT / BILLING POLICIES



ADMISSION PROCEDURES:
Parents interested in enrolling their child must contact the child care center before the desired semester to be put on the waiting list.  (This must be done before each semester as the list is zeroed out after each semester)  Currently enrolled families will have 1 week priority registration before open registration begins.  Reservation forms will be in the child care office as well as on our website www.learningtreedevelopmentcenter.com.

Due to the fact that we enroll so many students in our program who need to change their schedule each semester, every child in our program must be re-enrolled every semester.  If we do not receive a reservation form back from you, your child will not be enrolled for the following semester.

After the applications are received, we will send confirmation enrollment packets to applicants stating those hours and days which have been confirmed for child care.  If a child is placed on the waiting list for some or all of the desired hours, we will keep parents informed of openings that might occur as those enrolled adjust their schedules.

Once enrolled, all NEW FAMILIES MUST meet with the Director or Assistant Director PRIOR to your child’s first day.  

SCHEDULING OPTIONS:
Hourly Child Care:
	Hourly Child Care is considered 15 minutes – 7 hours.  
Fees will be charged in 15 minute periods, on the ¼ hour only.
	Example – 12:45 – 2:00 (1 hour and 15 minutes) charged for this time only.

Full Day Child Care:
	Full Day Child Care is considered anything over 7 hours on 1 day.  

Full Week Child Care:
	Full Week Child Care is considered anything over 7 hours five days a week.

We do not have a minimum number of hours or days required per week.

HOURS OF OPERATION:
Fall and Spring Semesters:
Our center is open Monday – Friday 7:30 – 4:00 when Normandale is in session.  We 
have extended hours from 4:00 – 5:00 available Monday – Friday, but you need to 
be either at work or in a scheduled class AND have prior approval from the center director.

Summer Session Hours:
Our center is open Monday – Friday based on enrollment.  Our hours will vary each summer session based on what the need is.  


ENROLLMENT AND SCHEDULING PLANNING:
All Reservation Forms will begin on the first day of the new semester.  Fees will be assessed from the first day, unless otherwise specified.  Reservation forms are valid for one semester, excluding finals week.

Schedule changes are permitted without charge during the first week of Fall and Spring Semesters.

EXTRA DAYS / EXTENDED HOURS:
If you need child care at a time that you are not normally scheduled or want to extend a day, follow these instructions:
1. Fill out an Extra Day/Extended Hours Form (purple form) at least two days in advance.  Your request MUST be in writing.
2. Confirm the request has been approved by the classroom teacher and/or director.  Your request must be approved.  Unapproved requests will not be honored.

All schedule considerations must be approved.  The center does not accept children at unscheduled times unless a previous request has been approved.  This is necessary to provide adequate staffing.  Extra Days/Extended Hours may be refused if the classroom is full.  Unscheduled extended time will be charged as a “Late Pick Up” (see section on late pickups.

Multiple child discounts do not apply to extended/extra day requests.

FINALS WEEK:
Because most parents need to change their regular schedules during finals week, your reserved schedule ends on the last day before finals week.  Parents must sign up for hours/days for finals week by filling out a Finals Reservation Form.  Please respond promptly to all requests for changes to that staff can arrange appropriate classroom schedules.  Parents who do not sign up for finals week will not have care for that week.

FINANCIAL ASSISTANCE:
Several funding sources are available to families with limited incomes.  If you believe you may be eligible for funding, please see the director for further information.

BILLING:
We will be parents for child care services weekly.  Your statement will be emailed out every Wednesday.  You will always be paying for the following weeks care.  Please make sure the child care office has your correct email address.


METHOD OF PAYMENT:
In order to ensure proper credit to your account, your check should be payable to “Learning Tree” and include your child’s name in the memo section.

Check, Visa & MasterCard payments are accepted.  We do not accept American Express or Discover Card.
Cash payments are accepted – make sure that you receive a receipt in case of error.

A $40 handling charge will be added for the processing of any check returned by your bank.  If two checks are returned, Learning Tree will no longer accept checks from you.  Payments will need to be made by cash, cashier’s check or credit card.

CHILD CARE FEES:
Learning Tree is an organization that operates primarily on the tuition fees from each child.  Although we always keep a child’s best interest in mind, Learning Tree is in jeopardy when tuition payments are delinquent.

Parents are responsible for paying all child care fees in a timely manner.  If you fall two weeks behind in your tuition, your child will be dropped and your code deactivated.  You will have 1 week to pay the past due tuition.  If you do so, you will be able to return to the center.  If payment is not received, your child care spot will be given to someone on our waiting list, and your unpaid balance will be sent to collections.  Per the Registration Agreement, a 30% fee will be added to the unpaid balance to cover collection costs.

HOLIDAY SCHEDULE:
Tuition payment will be required for the following holidays.  A two-week written notice will not be accepted for these holidays.

Veterans Day, Martin Luther King Day, Labor Day, Thanksgiving Day, Presidents Day

CHILD CARE RATES:
	Program
	Ages
	Student Hourly
	Non-Student Hourly
	Student Full Day
	Non-Student Full Day
	Student Full Week
	Non-Student Full Week

	Infants
	6 weeks – 15 months
	$7.69
	$9.49
	$62
	$65.50
	$248
	$262

	Toddlers
	16 months – 33 months
	$6.90
	$8.85
	$52
	$61.25
	$208
	$245

	Preschoolers
	34 months – 12 years
	$6.40
	$8.48
	$46.25
	$49
	$185
	$196


MULTIPLE CHILDREN DISCOUNTS:
Learning Tree provides parents with more than one child enrolled a multiple child discount.  This is a 10% discount taken off the tuition of the oldest child.  For families with 3 or more children, the 10% discount is taken off of the entire bill.  This discount does not apply to extra hours or late fees.

REGISTRATION FEE:
A $65 non-refundable registration fee is charged at the beginning of a child’s enrollment.  This charge is per child and is a one-time fee with continued enrollment.  (excluding summers)  If you are not registered at Learning Tree for 1 year, you will be required to pay the registration fee again.

If you are using the center for summer ONLY care, the registration fee will be $20.  If care is extended through the regular school year, you will be billed for the additional $45.

TAX INFORMATION:
Letters/Statements for income tax purposes will be mailed out to each family by the end of January.  If you leave our program throughout the year, make sure to update your address with us.

NOTIFICATION OF WITHDRAWAL:
If you have been accepted into our program and choose to withdraw BEFORE the beginning of the semester, you MUST notify the director before the first day of the semester.  If you miss this deadline, you will be billed for two weeks of child care.

If you completely withdraw from our program anytime during the semester or decide to decrease your child’s schedule, a two-week WRITTEN notice is required.  You will be charged for two week of care whether or not your child attends.

LATE PICK UP POLICY (during regular business hours):
The hours that you have reserved for child care are the hours in which your child should be in attendance at the center.  The staff is scheduled according to the children’s schedules throughout the day.  Dropping your child off before your scheduled time or picking up later can significantly disrupt our group size and our child/teacher ratio.

Late fees will be applied to anyone exceeding their scheduled hours.  Anytime you are late picking up your child, or early dropping off without prior approval from the director, a $5 per 10 minute fee will be charged.   These fees are in addition to your regular tuition!  It is important that when scheduling care, you allow adequate time prior to and after class to drop off and pick up your child. (example – if your class starts at 8, don’t put on the reservation form that you are dropping your child off at the center at 8)

If a child is not picked up by closing time, and we are unable to contact the parents or someone you designated as an emergency pick-up person, we will contact the police.

LATE PICK UP POLICY (after regular business hours):
Any parent or guardian who is not in the Child Care Center by closing will be considered late.  The fee charged for late pick up is as follows – 
1 – 15 minutes late:  $15
16 minutes and later:  $1 per minute, in addition to the above charge.

This fee will double after the third late pick up.  

The center sign in/out clock is the official time!

SCHEDULE CHANGES:
You may not substitute your reserved hours for different hours once a schedule has been set.  Each family is responsible for the reserved hours during the semester.  Although you may not switch your child care hours on any given day, you do have the option of requesting extra child care hours, IF SPACE IS AVAILABLE.

A request for a permanent schedule change may be made at any time.  If space is available, we will add the extra hours you need to your permanent schedule.  Any decrease in hours will require a two-week written notice.

NOTIFICATION OF ABSCENCES:
We appreciate an email or telephone call when children will be absent from the center so that we can better plan for the daily program.  If a child is absent due to illness, we need to be informed of this so we can inform other families, if necessary.

If your child is absent for five days without notification and the parent cannot be reached, the child may be dropped from the program.


















	HEALTH AND SAFETY



IMMUNIZATIONS AND HEALTH CARE SUMMARY:
The State of Minnesota requires all children to have a complete immunization record and a Health Care Summary on file before your child’s first day.  

Reexamination:  A new Health Care Summary is required for children already admitted to the program.  An updated report of physical examination signed by your child’s source of health care is required at least annually for children less than 16 months.  When an infant is moving up to the Toddler Room we will need a new physical before they turn 16 months old.  Toddlers moving up to Preschool will need a new physical before they reach the age of 3.

Parents also have a responsibility to inform the center when their child has, or develops, any special medical condition, needs, or allergies so that we can provide for appropriated care and support.  Dietary modification because of special dietary needs shall be made under the direction of a trained health care provider.  Written permission from the child’s parents and the child’s health care provider is required.  

ILLNESS:
If your child has a fever, sore throat, diarrhea, a rash, is vomiting or experiencing any other flu symptoms while at the center, he/she will be isolated from the other children and is made comfortable in a quiet area of the room.  We will contact you or your emergency contact (in the event we cannot find you) to make arrangements for your child to be removed from the center.  It is a goal of Learning Tree to provide a safe and healthy environment for all the children.  If your child exhibits any of the symptoms listed above before coming to the center, please leave him/her home.

Learning Tree follows the State of Minnesota guidelines for Exclusion from Childcare for children with a communicable disease.

	If your child develops at home or at school:
	Then keep him/her home until:

	Fever – 
A temperature of 100 Fahrenheit auxiliary or higher, before fever reducing medication is given
	The fever is normal for 24 hours without fever reducing medication.

	Respiratory Symptoms – 
Difficult or rapid breathing or severe coughing that is constant and prevents the child from participating in activities
	Coughing, breathing difficulties and/or other symptoms no longer affect normal activities.

	Vomiting – 
Vomiting 1 or more times within a 24 hour period
	24 hours after vomiting has stopped, or as stated on the salmon colored exclusion form (given to you if child was sent home from school)

	Diarrhea – 
Having 2 abnormally loose stools that can be contained by a diaper/underwear within a 24 hour period, OR 1 loose stool that cannot be contained by a diaper/underwear within a 24 hour period.  The ONLY exception to this is infants under the age of 6 months who are exclusively breast fed.
	24 hours after the last watery stool, or as stated on the salmon colored exclusion form (given to you if your child was sent home from school)

	Rash or Skin Problems - 
	Rash disappears or is diagnosed as not contagious.
Impetigo – 24 hours after treatment begins and lesion are dry or can be covered with bandages.
Scabies – 24 hours after treatment begins
Chicken Pox – until blisters have dried into scabs, about 6 – 10 days after onset.


	Conjunctivitis (Pinkeye)
Tears, redness of eyelid lining, irritation followed by swelling and discharge of pus
	24 hours after treatment begins.  When returning to school, make sure you bring the note that was given to you when your child was sent home, filled out by your child’s clinic.

	Head Lice – 

	First treatment is complete, no live lice eggs are seen, and you have removed ALL nits (eggs)

	

Strep Throat / Scarlet Fever
	

24 hours after treatment begins and child is without fever.  When returning to school, make sure you bring the note that was given to you when your child was sent home, filled out by your child’s clinic.

	General Lethargy – 
When a child is not able to participate in activities with reasonable comfort and requires more care than the program staff can provide without compromising the health and safety of other children.
	Condition Improves

	Ringworm - 
	24 hours after treatment begins.  When returning to school, make sure you bring the note that was given to you when your child was sent home, filled out by your child’s clinic.  Please keep area covered.



Non-prescriptive medications, such as acetaminophen, cough medicine, cough drops, orajel or aspirin are not administered at the center.  We administer only prescriptive medications under the following conditions:

· A signed and dated Medication Authorization Form completed by the parent/guardian is on file
· The medication is in the original container and labeled with the child’s name, directions for dosage, date and physicians name.

In the event of a medical emergency requiring immediate medical attention, we will call to request police or ambulance service.  We will then call the parent/guardian or the emergency contact person if the parent can not be reached.  The child will be transported to the health care facility listed on his/her enrollment form.  If a child is transported to a medical facility, a staff member will accompany him/her.  

Please keep in mind that children should not be given fever reducers such as Tylenol for any reason just prior to attending Learning Tree.  

Although we try our best to prevent all children from becoming sick, it is not uncommon for children in child care to share illnesses, especially infants and toddlers.  The center is for well children.  Ill children have a difficult time functioning because they do not have the energy to cope with other children and the demands of a busy schedule.  We realize that parents don’t want to miss classes or work, but it is important for a child to stay home, rest and get well if illness occurs.  Your child’s health is assessed up arrival, but if symptoms of illness appear during the day, parents are contacted to pick up the sick child.  If this occurs, we request at least 24 hours or rest, recovery and observation of the child at home (please refer to exclusion chart).

TO HELP ALLEVIATE THE SPREAD OF ILLNESS, ALL CHILDREN ARE REQUIRED TO WASH HANDS UPON ARRIVAL AT THE CENTER AND AT OTHER TIMES THROUGHOUT THE DAY.

CHILDREN SENT HOME FOR ILLNESS:
Children sent home from Learning Tree due to illness may not return the following day.  A child who is feeling ill needs to be in a quiet place where he/she can rest and have lots of attention and tender loving care.

CHILDREN RETURNING AFTER ILLNESS:
Children may return to school based on the Exclusion Chart.  Children returning with any of the previous symptoms or illness will be excluded from Learning Tree immediately.  The decision is at the discretion of the child care staff.

When your child is ready to return and medication is required, a “Medication Authorization” form must be signed by the parent and given to your child’s teacher.

SUPERVISION OF CHILDREN AT LEARNING TREE:
Parents are responsible for the safety and well being of their children any time in which you are together at the center, but LTDC staff will step in if we feel a child is exhibiting an unsafe practice.  Please do not allow your child to wander or run off anywhere in the center without you.

When entering and exiting the center, your child must remain with you at all times.  They should not run ahead to their classroom or run out the main door without you – this is teaching them a very unsafe practice.

We also request that you restrict your children from climbing on furniture/cots (or anything that is not intended for climbing).  We set rules and limits to maintain expectations for children’s behavior while they are under our supervision, so we expect the same from parents when under your supervision.

INSURANCE:
Learning Tree carries general liability insurance for all registered children while they are in the center.  

NUTRITION:
Morning Snack:  9:00 for Toddlers - Preschoolers
Learning Tree provides breakfast/morning snack for all children.  Foods vary from           Cereal, waffles, French toast sticks, cereal bars, donuts, yogurt, fruit, etc…

Lunch:  11:30 for Infants, 12:00 for Toddlers, 12:30 for Preschool
If your child is in the center during the above lunch times, please pack a nutrionally            balanced lunch. 

Lunch is important for children.  It provides vital nutrition which replenishes their energy and helps them through their busy day.  We are required by the State of MN Licensing Division and NAEYC standards to supplement your child’s lunch with whatever food groups may be missing.  All lunches should contain a grain, protein, fruit and/or vegetable and dairy.  We have “lunch ideas” in the office, just ask for a copy.  If we need to supplement your child’s lunch, you will be charged the posted rates for each item.

All foods must be prepared appropriately for the child to eat.  We are allowed by the Department of Health to re-heat food for the children.  (We ask that any food we re-heat has a limit of 3 minutes)  Please put all lunches (labeled with child’s name) into the refrigerator on the appropriate shelf.  

Snack:  3:00 for all children
Learning Tree provides snack for all children.  Snack foods vary from yogurt, cookies, crackers, cheese, animal crackers, fruit snacks, etc…

Learning Tree provides milk at all meals.  Whole milk is given to the Toddlers, 2% is given to Preschoolers.
 
  









































	EMERGENCY PROCEDURES



BLIZZARDS / SNOW EMERGENCIES:
In the event of a blizzard, parents will be notified of program closing by listening to WCCO radio (830am) or Channel 4.  Learning Tree will close when and if Normandale closes.  In the event that blizzards or snow emergencies would necessitate closing the program during the day, the staff will call parents, or a general college announcement will indicate for them to pick up their children.  If parents cannot be reached, the emergency contact will be called.  Food and bedding will be available if an emergency overnight stay is necessary.  At least one staff member will remain until all the children have been picked up.

TORNADO DRILLS:
Tornado drills will be held once a month in each classroom from April to September, and documented.

TORNADOS AND SEVERE THUNDERSTORMS:
When weather conditions indicate the possibility of a tornado, listen to the radio for official watches and warnings.  All staff and children go or remain indoors when under a watch or warning.  If sirens are heard or a tornado/severe thunderstorm warning is announced, all staff and children will proceed to the tornado shelter, which is located in the bathroom/diaper changing area of the Child Care Center.

A battery operated portable radio, flashlights, first aid kit and activity items for children and a blanket will be taken to the shelter.  These items are located in each classroom.

FIRE DRILLS:
Monthly fire drills will be held at varying times and days to all encounters with a variety of activities.  All staff and children participate in monthly fire drills.  A report of this drill will be documented.

ACTUAL FIRE:
First adult at the scene closes off fire area, pulls the fire alarm and pick up the attendance list.  Other adults get the children to safety outside of the building by use of either the primary or secondary fire exits posted in each room.  A count of children will be made when all are outdoors.  The outside meeting place in the playground area.  No one will return to the building until the Fire Department Officials have given approval.

EMERGENCY EVACUATION:
In the event of an emergency alarm (anything other than fire or tornado) is sounded in any building on the Normandale Community College Campus, it is extremely important that each person knows where to go and what to do in order to assure safe and timely evacuation of the premises.  In addition, we want to be able to communicate with parents/guardians about the safety and security of their children.

Staff: 
Learning Tree staff is responsible for the evacuation of the children.  College faculty/staff may be available to assist following the evacuation.  In addition, Learning Tree Staff are responsible for keeping all emergency doors clear, as well as the areas around all sprinkler heads.  Normandale College Staff will be responsible for maintaining inspections, including alarms, fire suppression systems and extinguishers.  

Parents/Guardians:  
It is your responsibility to be aware of the designated safe areas for evacuation as well as keeping your emergency information up-to-date so that you can be contacted by LTDC staff.  We recommend carrying a cell phone or pager at all times.  We will contact you and will need to have access to the lines to do so.

Evacuation Exits:
· All areas on the first floor of each building have outdoor access
· The playground exit has outdoor access
**Our primary evacuation route is directly out the exterior door to the playground.  
**Our Secondary Evacuation Route is through the interior door and out the east college      
    door.  

Designated Safe Area for Evacuation:
	The Normandale Community College Cafeteria has been designated as the safe shelter area.  If it is not accessible, the Fire Commander will make arrangements to provide a MTC Bus for shelter.  This bus will remain on site.  
*** Please remember to allow the child care staff the opportunity to contact you.  Calling in will tie up the same lines that we will need to contact you.

MISSING CHILD:
It is always Learning Tree’s strict policy that no child is ever left alone.  During transitions, a staff person will always leave the room first as a leader, and another staff person will be the last one out of the room to assure that all children follow.

Any trip away from the program site will involve at least two adults. (only exception is our babies who are in strollers.  1 staff person may leave with 1 stroller)

If a child cannot be found after a thorough search of the center, we will notify the police department, Normandale Security and the child’s parents.  The search for the missing child last no longer than 5 minutes before the authorities and parents are contacted.

PERSONS AUTHORIZED TO PICK UP:
Children will be released from the center ONLY to authorized persons whose names appear on the Enrollment Data Form you fill out at registration (who we would contact – not allowed to just come into the center and take child), or on the Child Release Form which needs to be filled out by the parent on the specific day in which someone else is picking up your child.  In addition, anyone who is picking up a child and is unfamiliar to a staff member must show identification before the child can be released.  Anyone who does not provide identification will be turned away.

Children will not be released to a person who is incapacitated or suspected of abuse.  Staff are not expected to jeopardize their own safety, or the safety of children in their care.  If staff is threatened and/or forced to give up the child, the parent or emergency contact person, or if necessary 911 will be called.  If the person who is incapacitated or suspected of abuse is the parent, child protection will be called.

GENERAL SAFETY PRACTICES:
· Teachers, Work Study Students and Volunteers have completed background studies on site
· All staff in the Infant Room have completed SIDS Training
· All teachers have completed First Aid & CPR Training as well as Shaken Baby Syndrome Training
· All staff are mandated to report any suspicion of Child Abuse/Neglect
· Children are supervised at all times and ratios maintained
· Parent Emergency information on file in children’s files and on an emergency directory
· Authorized Pick Up information is on file and in emergency directory
· If we are not familiar with the authorized pick up person we will ask to see ID and will match the persons ID with the emergency directory information provided by the parent
· Each room has a First Aid Kit
· Emergency numbers are posted in each classroom
· Emergency evacuation plans are posted in each classroom
· Emergency Drills are practiced monthly with the children
· Teachers spread out on the playground to ensure adequate and appropriate supervision
· Medication box is out of children’s reach
· Medications administered only with written permission of parents
· Gloves are worn while handling food
· Cleaning supplies are out of children’s reach
· Teachers fill out documentation for accidents, incidents and health related incidents.  Parents are given copies of accident forms
· Teachers follow universal precautions for blood-related accidents and incidents
· Choke tubes are available to test if toys are too small
· Latex-free gloves are available in rooms for emergencies
· Toys are checked frequently and broken toys are discarded
· Emergency numbers and first aid kits are included in backpacks for trips outside of the center
· Daily information sheets keep parents and staff updated and informed regarding the infants - young preschoolers health, mood etc…. (these sheets are available in the preschool room – just ask)
· No small toys are accessible to infants and toddlers
· Health and Safety information is incorporated into the curriculum and taught to the children on a regular basis

PARENTS RESPONSIBILITIES FOR SAFETY:
· Keep current on children’s immunizations and well baby/child check ups
· Keep sick children at home until 24 hours after the disappearance of all symptoms, including the disappearance of fever, Tylenol free
· Tell your child’s teacher in your child has a communicable disease
· Fill out the necessary forms to allow your child’s teacher to administer medications
· Take home medications that we no longer administer
· In your child will not be coming to Learning Tree for sickness or other reasons, please call or email your child’s teacher
· Teach your child good health practices at home (wiping nose with tissues, brushing teeth after meals, flushing the toilet, washing hands frequently, cleaning up after self, etc…) It helps if we are consistent with health practices at home and school
· Keep your locating information current with the office.  State law requires that you have a minimum of 2 different people to contact in an emergency
· Always tell the teachers if someone other than the parent will be picking up your child
· Bring your child to Learning Tree in the appropriate car safety restraints.  Keep children eleven years or younger in the back seat where it is safer.  If we notice that your child is not properly restrained, don’t be offended if we say something to you about it
· Never leave your child in the car unattended
· Do not let your child run ahead of you in the parking lot.  Teach them to stay close for safety purposes
· Please do not “race” with your children in the hall.  Do not let them run ahead of you in the hallways
· Do not ask your child to meet you inside or allow your child to linger in his or her classroom while you go to pick up another child in a different room.  When we see you arrive, we transfer responsibility for keeping your child supervised back to you
· Keep teacher informed about your child’s health, mood, eating habits, family situations or anything that might affect your child’s behavior at school

REPORTING POLICY FOR PROGRAMS PROVIDING SERVICES TO CHILDREN:
Who should report Child Abuse and Neglect?

· Any person may voluntarily report abuse or neglect
· If you work with children in a licensed facility, you are legally required or mandated to report and cannot shift the responsibility of reporting to your supervisor or to anyone else at your licensed facility.  If you know or have reason to believe a child is being or has been neglected or physically or sexually abused within the preceding three years you must immediately (within 24 hours) make a report to an outside agency

Where to Report
· If you know or suspect that a child is in immediate danger, call 911
· All reports concerning suspected abuse or neglect of children in a licensed facility should be made to the Department of Human Services, Licensing Division’s Maltreatment Intake line at 651.297.4123
· Reports regarding incidents of suspected abuse or neglect or children occurring within a family or in the community should be made to the local county social services agency or local law enforcement
· If your report does not involve possible abuse or neglect, but does involve possible violations of Minnesota Statutes or Rules that govern the facility, you should call the Department of Human Services, Licensing Division at 651.296.3971

What to Report
· Definitions of maltreatment are contained in the Reporting of Maltreatment of Minors Act (Minnesota Statutes, section 626.556) and is available for viewing in the child care center office
· A report to any of the above agencies should contain enough information to identify the child involved, any persons responsible for the abuse or neglect (if known) and the nature and extent of the maltreatment and/or possible licensing violations.  For reports concerning suspected abuse or neglect occurring within a licensed facility, the report should include any actions taken by the facility in response to the incident
· An oral report of suspected abuse or neglect made to one of the above agencies by a mandated reporter must be followed by a written report to the same agency within 72 hours, exclusive of weekends and holidays

Retaliations Prohibited
An employer of any mandated reporter shall not retaliate against the mandated reporter for reports made in good faith or against a child with respect to whom the report is made.  The reporting of Maltreatment of Minors Act contains specific provisions regarding civil actions that can be initiated by mandated reporters who believe that retaliation has occurred.

Failure to Report
A mandated reporter who knows or has reason to believe a child is or has been neglected or physically or sexually abused and fails to report is guilty of a misdemeanor.  In addition, a mandated reporter who fails to report maltreatment that is found to be serious or recurring maltreatment may be disqualified from employment in positions allowing direct contact with persons receiving services from programs licensed by the Department of Human Services and by the Minnesota Department of Health, and unlicensed Personal Care Provider Organizations.




	GENERAL OPERATING POLICIES AND PROCEDURES



SIGN IN AND OUT:
Children are to be brought directly to their classroom!!  If you child’s class is not in the center, you need to find them.  We follow the class schedule given to you.  Your child’s class may be in the gym, walking around campus, Japanese Gardens, on the playground or taking a walk outside.  If they are planning on leaving the center at any time other then the scheduled “Outside Time”, it will be noted on the parent’s newsletter or posted on the parent board.  It is very important that you look in your child’s mailbox daily to find this information.  Please record your arrival and departure times daily on the time clock.  This is very important in case of an emergency.  The time clock is a devise to verify which children are in the center.

Please remind your child to wash his/her hands before they go into the classroom to play.

CLOTHING:
Clothing that children wear to school should be comfortable, (no drawstrings) easy to put on and remove, easy to care for and labeled with your child’s name.  Please send your child in play clothes.  We offer art activities, water, sand and outdoor play so children need to wear clothing that allows them to move freely and get dirty.  Teachers cannot and will not be responsible for keeping your child’s “good clothes” clean throughout a busy day in a child care center.

During cooler weather, it is necessary for each child to dress appropriately.  Children will go outside daily unless it is raining or the wind chill/temperature is below 0 degrees.  Boots, mittens, a heavy jacket, snow pants and a hat will be needed to winter play.  (If you fail to provide adequate clothing for outside play, we will contact you to either pick up your child, or play with him/her inside)  Gym shoes (instead of sandals) are appropriate for the summer.

All clothing, bags, diapers and belongings must be labeled with your child’s full name!

Learning Tree discourages clothing and toys that promote violent behavior.

OUTDOOR PLAY:
We believe that children learn best through play and hands on experiences.  We also believe that the outdoors is an extension of the indoor classroom.  We typically go outside twice a day.

Toys, materials and activities are also available outside to enhance the children’s play experience.  If your child is not well enough to play outdoors, he or she is not well enough to attend Learning Tree.



OUTDOOR TEMPERATURE POLICY:
Outdoor play is an important part of our daily curriculum, as weather permits.  It is important for parents to provide the appropriate clothing and outerwear for the weather conditions.  (coat, snow pants, boots, gloves, etc…)  Learning Tree has a few extra hats and mittens, but not enough for everyone.

The staff members use the following guidelines when determining whether to go outside:
	Winter:
· If temperatures/wind chill fall below 0 degrees F (30F for infants), staff will keep children indoors
· Children spend a shorter amount of time outside in the cold temperatures and are monitored closely.  Please make sure that your children are dressed appropriately for outdoor play

Summer:
· If temperatures/heat index approach 95 degrees F (90F for infants) staff will keep children indoors.  Children often participate in water play activities outside in shady areas of the playground
· Children are also encouraged to get plenty of drinks to replenish body fluids.  We ask that you send a bottle/container for water during the summer months.  Parents are encouraged to provide sun screen.  Typically, the length of time spent outside is reduced and often children wait to go outside until late in the day or early morning when the sun is less intense.

All children who are well enough to attend Learning Tree will be taken outdoors for play.  Studies have been consistent that children do not have lowered resistance to colds or other infections because of outdoor play, but are much healthier and have stronger resistance to illness with play out-of-doors.  Parents MAY NOT request for their child to stay indoors while the rest of the group is outside.

BEHAVIOR GUIDANCE:
Guidance techniques are designed and carried out to help the individual child develop self-control and to assume responsibility for his or her actions.  The rules are simple and understandable and redirection, along with an explanation, is a common technique.  

No child will be punished by corporal punishment or verbal abuse.  Please keep in mind, this policy also applies to parents.  Children MAY NOT be spanked or threatened to be spanked at the child care center.

The following behaviors are prohibited (by ALL persons) in all child care settings:
· Corporal punishment, including hitting, spanking, swatting, beating, shaking, pinching and other measures intended to induce physical pain or fear
· Abusive or profane language
· Threatened or actual withdrawal of food, rest or use of the bathroom
· Any form of public or private humiliation, including threats of physical punishment
· Any form of emotional abuse, including shaming, rejecting, terrorizing or isolating a child
If a parent has concern about another child’s behavior, we ask that you discuss your concern with the appropriate head teacher or director.  Under NO circumstances will you be allowed to approach the child in an effort to deal with the situation yourself.  We consider this method to be completely inappropriate and will not be tolerated.

Please remember that young children need to experience of interacting with other children on a consistent basis.  Learning how to share and cooperate with others is a very difficult process for young children, and aggressive behavior will occur.  Although we do not allow this behavior to persist, it does take time for a child to learn a more acceptable way of dealing with his/her anger and frustration (using appropriate words to express feelings)

The following procedures will be followed when addressing persistent unacceptable behavior that requires increased staff guidance and time:

1. Staff observe and record child’s behavior and staff response
2. Develop a Behavior Modification Plan to address a child’s behavior in consultation with a child’s parents, other staff and professionals when needed.  The plan will set short and long term goals.  Parents must be actively involved in seeking at participating in the Behavior Modification Plan.  If the inappropriate behavior continues and parents are not involved in seeking a solution, the child’s care may be terminated.

The above procedure should be followed for children who are separated from the group 5 or more times in one week or eight or more times in two weeks or when the safety of children and staff are involved.

CONFLICT RESOLUTION:
We encourage children at all age levels to solve their own problems.  On a daily basis, children are challenged to resolve conflicts with other children and their environment.  Depending on the age group, a teacher will intervene at different times to assure safety.  By not constantly and prematurely interrupting, adults allow children to work through situations and develop their own solutions.  Adults only intervene when guidance is apparently needed.  This empowers the child to take care of situations and interactions alone.

APOLOGIES:
While learning to socialize, children encounter peer conflicts that sometimes result in hurting another child.  Many adult’s first reaction is to have the child say “I’m Sorry”.  A child needs to understand their own feelings and begin empathizing with other children’s feelings before using the abstract concept of being sorry in a genuine way.  Insisting on an apology teaches a child how to please an adult rather than gaining an understanding for others.  

When a conflict arises between non-verbal children, we start the understanding process by modeling appropriate behavior and talking about how the other child feels.  As children acquire language, we continue the process by helping the children with the words they need to express their feelings.  The teacher facilitates the process by suggesting ways the aggressive child can help the upset child.  For example, a child who has pushed another child on a cement path will be asked to get a wet paper towel or an ice pak to help the injured child.  This helps them to make amends.  There is a point in cognitive and social-emotional development when a child understands being sorry, and it is then that we encourage apologies to start.

BITING:
No behavior elicits as much parental concern as biting because the experience is both frightening and painful for the child involved.  Helping a child work through this behavior is a challenge for parents, staff and other children.  The center staff always attempt to evaluate causes and develop appropriate solutions.  Here are some developmental insights of the problem:
· Biting is a common behavior among toddlers
· Very young children lack the verbal ability to express strong feelings, and when frustrated bit the object of frustration
· We attempt to stop bites before they happen.  If a teachers senses anger and sees one child move closer to another with teeth bared, the teacher may intervene saying “You are really mad and want that toy, but I’m not going to let you bite”
· Toddlers often bite to relieve discomfort from teething.  As an alternative, teething rings may be offered
· Biting is not a personal issue directed at someone, it’s more of a case of the bitten child being at the wrong place at the wrong time
· Young children’s egocentric view of the world prevents them from understanding that it hurts others to be bitten
· There is no magic solution, resolution is usually an extensive process
· By preschool, children should no longer be biting, but using verbal communication to express feelings.  If biting does occur in preschool, parents meet with teachers to discuss ways to help the child

SUSPENSION AND TERMINATION:
Learning Tree reserves the right to suspend or terminate a child’s care if the child’s behavior endangers the safety of the child, other children, staff or property three or more times in three months.  Inappropriate behavior includes, but is not limited to: hitting aggressively, kicking, head butting, pinching, spitting, throwing objects, inability to participate in planned activities, or demands 1:1 attention because of inappropriate behavior which puts the classroom out of ratio.




WITHIN A THREE MONTH PERIOD:
First Incident:
The parent will be notified and the child will need to leave the center for the remainder of the day.

Second Incident:
The parent will be notified and the child will need to leave the center for the remainder of the day and the following 2 days.

Third Incident:
The parent will be notified and the child’s care will be terminated.

Learning Tree Staff can help as a resource and referral source to agencies in the community.  Please talk to us about any concerns and ask us questions.  We believe that appropriate behavior leads to success in school and life.  We want to support your child and your family toward a successful future!

SHARING TIME:
The purpose of sharing is to encourage interests in life, to build self-esteem, self-image, self-discovery, awareness, social skills, knowledge and enhance vocabulary.  Show and Tell can be fun for children – a part of the person may be shared with others in more than one way.

Staff will decide on scheduled sharing days, and then will let you know through monthly calendars.  On their day, each child can bring something to school.  During group time, the staff will allow children to play, share and/or talk about what they brought.

Staff recognizes the child’s private property.  Therefore, no child is forced to allow another child to play with their property.  The items are stored in the child’s cubby, and are taken home at the end of the day.

Children may bring an item on sharing day, or they may choose to just talk about something, or just watch and listen.

Guns and war-related items are not allowed.

CONFERENCES:
Conferences may be scheduled as needed by either a parent or a teacher at a mutually convenient time.  Conferences will be held twice a year.






CHILDREN WITH SPECIAL NEEDS:
It is necessary to have prior approval of the Director before leaving a child with special needs.  The Director will determine if the center can meet the needs of your child on an individual basis.

PHOTOGRAPHS:
You will be notified in advance anytime that photographs are taken for promotional purposes.  You must sign a consent form for photographs to be taken of your child.

PETS:
Pets allowed at Learning Tree include fish, guinea pigs, gerbils, hamsters, rats, mice or domestic rabbits.  Any other type of animal requires approval from our Health Nurse.  All pets will be enclosed in cages, except when the children are handling them.

If pets are present at the program, parents will be informed at the time of enrollment.  If there is a child allergy, we will find alternate housing for the pet.  Pets are seen as an educational resource for children.  The children will learn to care for and handle to pet in an appropriate manner.

BIRTHDAYS:
You are welcome to bring a special snack for your child to share at school on his/her birthday.  Any snacks brought in must be store bought and arrive in an unopened package.  

**Due to child allergies, we ask that all special snacks are peanut free**

Parents can ask the teachers in advance for the number of children who will be in attendance on the day you wish to bring a snack.  You are welcome to join your child during this snack time.  Please remember we cannot light birthday candles in the center.

ITEMS BROUGHT FROM HOME:
Our center maintains a generous supply of materials and equipment for the children to use.  Therefore, children are asked to keep toys and other personal items at home.  This helps to avoid hurt feelings in an item is lost or broken.

In addition, please do not bring gum, candy or money into the center.  These items will be either thrown away or placed in your child’s cubby.  Please help your child understand these rules.

VISITORS:
Parents are encouraged to visit their child at anytime.  Visitors authorized to be at the program other than parents of an enrolled child must check in at the office.




DATA PRIVACY:
The only persons permitted to see your child’s records will be the parent or legal guardian, child care staff working directly with your child, legal representatives and the Community Services Department.  

Information will not be given to others without written consent from the parent or legal guardian.  It is the policy of this program not to disclose the names of children who may have caused injuries to other children while at the program.  This is a safeguard for the data privacy of each family.

We will not verify your child’s enrollment/attendance to anyone in person or via the telephone without your consent.

GRIEVANCE PROCEDURE:
Learning Tree asks that any client with a grievance about the operation of our program present it in writing to one or more of the following within 15 days of the event:
	
	Barb Watson, Director of Learning Tree Development Center
	Catherine Breuer, Student Services at NCC

All information relevant to the grievance will be gathered and any findings reported in writing within 15 days.























	PARENT INVOLVEMENT



HOME – SCHOOL COMMUNICATION:
We value our relationship and communication with parents, as we serve as partners in the care of your children.  We encourage you to let us know anything that might help us in our work with your child – a move, developmental or medical needs, the birth of a baby, divorce or separation, death in the family, a new pet, etc…  All are examples of information that can be helpful to us.

Teachers will share information with you about your child’s day on a regular basis.  Although we want you to be aware of certain situations and behaviors your child may be exhibiting at the center, we don’t expect you to “fix it” or to punish your child.  We will handle situations that arise but just want parents to be aware of what we are doing in the classroom as it pertains to your child.

A monthly newsletter is distributed to provide information concerning center curriculum, policies, announcements and general information about young children.  Please read these newsletters so you can remain informed about center policies and procedures.  Important information about billing and enrollment are also included in newsletters.

To enhance parent-teacher communications, we ask that you refrain from talking on your cell phone while dropping off or picking up your child.

CONFIDENTIALITY:
Confidentiality of information is a very important aspect of our program.  Sometimes we encounter situations such as a parent who expresses a concern about another child’s behavior.  This typically happens during parent conferences.  Although we understand your concern for the welfare of your child, we cannot discuss detailed information about other children and families with you. Please keep in mind that children develop at very different rates and it’s not realistic to expect all children to “behave” the way you expect them to.  What is disturbing to one parent is not as upsetting to another.  As professional staff, we have to decide what behavior is unacceptable and beyond what is considered typical for that age.  Please know that we are always working with individual children and families but we cannot disclose this information to you.  Parents need to be assured that we won’t discuss their child’s development or progress with others so this applies to your child as well.

PARENT CONFERENCES:
Parents are invited to speak with classroom teachers or a director at any time concerning center matters or your child’s development.  It is best to talk directly to your child’s teacher if you have concerns regarding your child or their classroom, and to a director if you have concerns about a staff member, center policy or procedure.

We strongly encourage all parents to sign up for a conference at the designated time during fall and spring semesters.

PARENT CONCERNS:
As a child care center we are in a community of children, parents and staff all interacting and sharing our lives together.  In a community, people work closely together and hopefully interactions are positive, helpful, kind and understanding.  Yet it is to be expected that from time to time, people experience some conflict, concerns and difficulties.

We recognize that parenting is one of the most difficult, intense and rewarding experiences in your life.  We want you to share your thoughts, hopes and dreams for your child.  You want what is best for your child and we know it is your job to advocated and protect your child.

We, as a staff, may make mistakes, create misunderstandings, and occasionally misinterpret shared information.  When these mistakes occur, we want for you to tell us.  As a staff, it is our goal to offer your family the best child care services possible.  In order to meet our goal, we need your input, your suggestions, your questions and concerns.

When you have a concern, please remember – 
· Teachers want the parents to feel very satisfied with the care their child is receiving
· Talk to the teachers directly whenever possible.  If you feel comfortable, ask your child’s teacher first about any concern.  Teachers prefer you talk with them directly, but understand if you would prefer talking with the director
· Be assured that teachers do not hold a grudge against your child or “take it out” on your child after you have expressed a concern.  We would not hire anyone at the center that would react in such an inappropriate manner.  Actually, after expressing a concern, your child’s teacher will be more conscientious about your issue and try to improve
· Sometimes we cannot make changes you may request due to other restrictions, but we always want to hear your suggestions.  We promise to consider them seriously and respond to you in a timely manner.

PARENT VISITS:
Parents are welcome to visit the center at any time, but keep in mind it may be difficult for a child to cope with separating from a parent for a second time during the day.  Children typically assume they will be picked up from the center anytime they see their parent.  It is difficult for them to understand that although you are leaving, they are expected to stay.

Special talents or interests you might wish to share are always welcome.  Please talk to your child’s teacher about this.




PARENT ADVISORY BOARD:
The Learning Tree Development Center Advisory Board serves in an advisory capacity to the Director by providing assistance with creating center policies.  The board meets Bi-Monthly during the academic year.  If you are interested in serving as a parent representative for one academic year, please contact the director as soon as possible.

PARENT RESOURCE LIBRARY:
Learning Tree maintains a resource library containing various parenting books which are available for you to check out.  The books are available in the child care center office.  We have books dealing with topics such as toilet training, death, guidance, ages and stages, etc..  Feel free to ask a staff member for assistance.  All books must be returned to the center by the designated due date or you will be charged for the cost of the book.  For your convenience, we have a list of books available in the office.
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