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Welcome!
WELCOME to the Lolie Eccles Early Education Center. We are glad that you have chosen the YWCA Utah to meet your family’s needs. We look forward to building a partnership together in caring for your child. Our goal is to offer your child and family a loving, supportive environment and a high quality early education. We maintain an open door policy; please feel free to stop by and visit your child and their classroom.  We encourage and welcome parent volunteers.  
The Parent’s Handbook is a guideline to help you understand what to expect from the program.  The program’s policies and procedures contained within this handbook coincide with Utah state licensing and NAEYC standards.  

Please take the time to read the entire Parent’s Handbook and familiarize yourself with our policies.  If you have any questions or comments, please feel free to talk with the director or a teacher anytime.  In addition, all of our staff have a classroom e-mails and a classroom telephone if you prefer to communicate with them in that way.   
Thank you again for choosing the Lolie Eccles Early Education Center for your child’s early education.  We are excited to have you join our community.  
Sincerely, 

Bree Murphy

Director of Lolie Eccles Early Education Center, MS 
Mission, Goals, and Statement of Philosophy

The YWCA is dedicated to eliminating racism, empowering women and promoting peace, justice, freedom and dignity for all.  The YWCA Lolie Eccles Early Education Center believes in working in conjunction with families to nurture the healthy development of young children.  

YWCA Lolie Eccles Early Education Center believes in offering a program based on developmentally appropriate practice.  We follow the statement made by the National Association for the Education of Young Children (NAEYC).  

“NAEYC believes that a high quality early childhood program provides a safe and nurturing environment that promotes the physical, social, emotional, and cognitive development of young children while responding to the needs of families.”

Developmentally Appropriate Practice contains two parts:

1. Age Appropriateness—Research tells us that there are universal and predictable sequences of growth and change in children.  These changes occur in all areas of development:  physical, emotional, social, and cognitive.

2. Individual Appropriateness—Each child is a unique person with his/her own pattern and timing of growth, personality, learning style and family background.

Goals of Lolie Eccles Early Education Center 

 Provide a warm and nurturing setting that responds to each family’s culture

· Treat each child as an individual.

· Each child learns to accept and respect each other’s differences.

· Each child realizes that she/he is part of a community

(
Each and every child will have a better opportunity to develop self-esteem, be appreciated, and respected.

(
Through learning centers each child can become aware of her/his own cognitive skills, language, social-emotional development, physical development, and creative potential.

·  Provide selected materials, equipment and furnishings to support the center’s curriculum, program goals, and foster the achievement of desired outcomes for children.  

· On-going professional development for staff in the field of early childhood education.

· Provide open-lines of communication with parents and staff. 
Philosophy
Children

Here at the YWCA Lolie Eccles Early Education Center we strive to create a safe, inclusive and socially just child-centered environment where children celebrate diversity as they learn to understand, value, and create a society where all people are treated equally.  Each child’s individual needs, personality, cultural background, and family traditions are valued and supported. 

Children’s learning is fostered through daily opportunities for hands-on, active exploration and discovery in a variety of learning and play activities.  Independence is encouraged by children choosing and creating individual play experiences.  Their self-esteem is promoted through positive, supportive interaction with teachers and volunteers and many opportunities for the mastery of age appropriate skills.  

The YWCA Lolie Eccles Early Education Center staff follows the belief that all families have strengths:  

Strengths based assumptions of:  

· Strengths-based Assumptions of Mom and Dad 

· All parents want to be good parents 

· Most parents want to be better parents than their own parents were

· Every parent is doing the very best they can at the moment 

· No parent wants to be judged for their parenting inadequacies 

· Parenting is stressful and we all need support to be the best parents we can be….. 

· Strengths-based Assumptions of Kids

· All children want to feel loved and safe 

· All children want to receive positive affirmation of their choices and behavior

· All children want and need to be taught right and wrong 

· Every child is doing the very best they can at the moment

· There is no right way for a child to respond

Staff

YWCA Lolie Eccles Early Education Center’s commitment is to be unsurpassed in Early Childhood Education, never growing outdated in our early childhood practices.  Each staff member possesses differing levels of education, tenure, and administrative or teaching credentials.   We will continue challenging ourselves as professionals to provide the children in our society with the highest in early childhood education available to the community we serve.
All staff are required to pass an annual criminal background check, take CPR and First Aid, and receive a Food Handler’s Permit.  Classroom observations and training is offered to staff upon hire.  In addition, staff meetings, workshops, and seminars are offered for continual teacher training.  
Presence of at least one staff member successfully trained in pediatric first-aid training, including managing a blocked airway and providing rescue breathing for infants and children, will be present with each group of children.  CPR and First Aid is updated as needed.   
Parents

Through parents and teachers working together to build strong partnerships we can help a child accomplish his/her very best and reach his/her full potential.  We have many activities scheduled throughout the year to promote parent participation. It is through proven research that a child does their most important learning from birth to five year’s old.  We are here to help you with that endeavor.
· Parent Advisory Board: The Center asks parents to volunteer as a member of our Parent Advisory Board.  The Board meets quarterly or as needed to take leadership roles such as, spear heading family activities, center fundraisers, teacher appreciation week, and other activities that the Board deems appropriate and reasonable. If you would like to volunteer, please email Bree at bmurphy@ywca.com. 
Community

Through serving others we learn to love ourselves. We stay involved in our community by participating in humanitarian projects such as: collecting items for the less fortunate, participating in food drives, recycling used goods, and learning how to care for the world we live in. 
Administrative Expectations
Admission Procedures
Admission to LEEEC is based on space availability without regard to race, religion, national origin, or ancestry.  We accept children six weeks to five years of age.  Admittance for any child into LEEEC is decided when the Director, teachers, and parents agree that the program will meet the individual needs of the child and that the child’s admittance will not be detrimental to the group as a whole.  
Admission Steps 
The required admission steps are below.  Until all steps are completed, LEEEC is neither legally bound to provide care for your child nor hold a space for enrollment of your child. 
1.  A tour of the facility and the classrooms is completed by parents or guardians:

· Waiting list form submitted and $25 waitlist fee is paid. 

2. Complete an intake appointment (via email or in-person). 
3. The program application is submitted one week prior to first day and the registration fee is paid.  

4. Your child starts on his/her scheduled first day in the program (arrangements are made by Director or classroom teacher).  

Enrollment Priorities
1. Currently enrolled students moving up from previous age group. 
2. Siblings of any currently enrolled child.

3. Staff members of the YWCA.

4. Children from the waiting list.  

Registration, Required Paperwork, and Getting Started 
Enrollment paperwork will be emailed or given to families during the intake appointment.  Before a child can be enrolled in the program, an enrollment packet  must be completed and turned in with the non-refundable $100.00 registration fee one week prior to beginning the program.  
The required records are needed prior to enrollment:   
· Program Application 
· Child Health Assessment-to be completed annually or when information changes.  
· State of Utah Department of Health, Unified Health Appraisal Form-completed by your child’s health care provider.

· Immunization Records-need to be updated according to the recommended immunization schedule posted by the American Academy of Pediatrics, the Centers for Disease Control, and the Academy of Family Practice.   Your health care provider can fax a copy of the immunization records or a copy can be made at the center. 

· Information regarding your child’s interests and family.  
Upon registering your child, you will need to choose a four digit pin code number and give it to the director to enter into the computer.  The director or another staff member will provide instructions for using the keypad and entry code process for checking your child in and out. You can change your personal code at any time by notifying the child care office staff.   
The center encourages families to spend time in the class prior to their first official day. This allows an easier transition into a new space and children also become acquainted with the inner workings of the class and his/her new classmates.  The center director will set up a meeting with newly enrolled families to meet their child’s teachers and answer any questions.
Immunizations 
Your child must have his or her immunizations at the intervals required by local and federal authorities.  Please talk with the Director if you have questions.  
Immunization Schedule 

	Age 
	Birth
	2 Months
	4 Months
	6 Months
	12-15 Months
	2 Years
	4-6 Years

	Hep B 
	X
	X
	
	X
	
	
	

	DTP/DTap
	
	X
	X
	X
	X
	
	X

	Hib
	
	X
	X
	X
	X
	
	

	Polio 
	
	X
	X
	X
	
	
	X

	MMR*
	
	
	
	
	X*
	
	X

	Chickenpox
	
	
	
	
	X*
	
	X

	Hep A 
	
	
	
	
	X*
	X
	X

	Td
	
	
	
	
	
	
	

	Prevnar
	
	X
	X
	X
	X
	
	

	Rotovirus 
	
	
	
	X
	
	
	

	Influenza 
	
	
	
	Yearly
	
	
	


*Must be received on or after the 1st birthday.  Otherwise, the immunization may need to be repeated in order to be effective.   
Children’s Supplies & Comfort Items: 

To help make your child’s transition easier, we ask that you bring the following items:  

Under 12 months





Two years 
A blanket and/or a sleep sack



Blanket or cuddle toy
2 or more changes of clothes



A change of clothes
Diapers and wipes





Diapers, pull-ups and wipes
Breast milk or formula and baby food 


Appropriate outdoor attire
One or two bottles and a pacifier

12 months to 24 months 




Three years 
Blanket or cuddle toy




Blanket or cuddle toy
A change of clothes 




A change of clothes 
Diapers and wipes





Pull-ups (if still potty training)
Sippy cup or bottle 





Appropriate outdoor attire 
Baby food and snacks
Pacifier (if needed)

Appropriate outdoor attire 




Four & Five years 









A change of clothes 









Appropriate outdoor attire 

Please bring these items with you or leave them at the program each day.  All breast milk, formula, or other food and beverages brought from home must be labeled with your child’s first and last name and date it entered the facility.  

Clothing

The children engage in daily experiential education activities. Because of the nature of these activities and outdoor play, please expect your child to come home with soiled clothing.  He or she was encouraged to explore and play.  
Parents are encouraged to dress children in sturdy, comfortable play clothing. Closed toe shoes with treaded bottoms are most appropriate for a child who is running and climbing on playground equipment. Label all clothing and personal items with your child’s name using permanent marker if possible. The YWCA will not be responsible for lost items.

Children will spend time outside each day unless the weather is bad or ozone/particulate matter levels prohibit it, so please provide appropriate outdoor attire.  We recommend leaving snow pants, gloves, and a hat at the center.  Please pack a bag with an extra change of clothing that can be kept in your child’s cubby.
Items From Home

 Please refrain from bringing in toys from home. They are often sources of conflict between children and may result in the toy being broken, or lost. We provide our program with adequate developmentally appropriate equipment to meet the needs of all the children. If a toy from home gives your child a sense of security, please speak to the teacher about bringing the toy to the program. Toys or blankets from home must be clearly labeled with the child’s first and last name and kept clean by the parent. Do not allow your child to bring a weapon of any kind real or pretend, cosmetics, real or pretend, or valuables (jewelry, money, etc.). If a child has a drink, treat or food when they arrive we ask that they eat them before entering the building. Teachers cannot be held responsible for items brought from home.
Communication Policies and Practices 

Parents and staff must work together in a collaborative manner for your child to have a successful experience.  Effective communication is one vital component of building a strong relationship.  We encourage you to raise concerns about the program when they arise and give feedback to staff and administrators when you feel it is necessary.  We have expectations not just for our staff, but for our parents as well.  Communication must be done appropriately, respectfully, professionally and courteously at all times.  
If we feel at any point that a family and/or parent is jeopardizing the well-being of the program or has behaved in a manner that has been interpreted as inappropriate, or unprofessional the family may be asked to leave the program.  

Parents are asked to inform staff of any change in home situations, family death, family catastrophe, etc., that may impact their child’s day to day well-being.  We cannot fully meet a child’s needs if we are unaware of the need, cause and/or reason for the need.  All information given to program staff will be kept confidential and will only be shared with persons who work directly with your child(ren) if we feel they must know.  If you have a concern and wish to keep it private, please come meet with the program administration and let us help.  We can then work together to find a mutually satisfying solution and communicate only what’s necessary to your child’s teacher, who can then incorporate that into the classroom.  The collaboration between LEEEC staff and you can be done effectively for the best interest of your child.  
Program administration and staff communicate primarily via e-mail when possible.   During the admission process and in your paperwork, parents are asked to provide e-mail addresses for each parent so that we may add you to contact list.  It is very important that you are checking this e-mail on a regular basis and that you inform administration of any change to your e-mail account.  
Each classroom has a direct line that you can call whenever necessary:
 Classrooms







 Lady Bugs: 801-537-5503


LEEEC: 801-537-5502

Butterflies: 801-537-5504


Program Administrator: 801-537-5502

Lion’s Den: 801-537-5505


Chief Program Officer: 801-537-8625

Polar Bears: 801-537-5506

Fax: 801-355-2826

Monkeys: 801-537-5507


Business Office: 801-537-8604

Pre-k: 801-537-5508
PROGRAM EXPLAINED

Days and hours of operation: The program is available Monday through Friday between 7:30 AM and 5:30 PM. Please pick up your child prior to 5:30 PM. It is very stressful for children when they realize they are the only child left. Please call if you will be late or are deviating from regular pick up time so we can let the teacher and child know.   

Helping your child enjoy the early education experience:  The goal of the center is for teachers and families to work together to help their child(ren) participate successfully in the program.  Teachers will work with parents to create an inclusive environment with a family if the center’s professional values and practices differ from a family’s values and practices.  If you feel that your family’s values and practices are not being honored a meeting can be arranged with the director and the teacher’s to ensure that we are providing an inclusive environment for your family.  Parent interest in their child’s accomplishments is directly related to a child’s interest in learning. Take time to look at the things your child brings home. Plan to spend a few minutes when you bring and pick up your child allowing them to share their environment and friends. Show and tell your child you enjoy knowing about what they did and how they did it.  We value family participation. If you, or another family member, have a skill, talent, or family tradition that would be appropriate to share with young children, please let your child’s teacher know. 

Tuition and Fees 
Tuition Policies 

1. A deduction from tuition will not be given for holidays or vacations.  
2. A $25.00 service fee will be charged for all returned checks.  
3. Tuition for the first month, or first two weeks of care, depending on billing preference, is due on the first day care is received.  
4. Tuition Payment:  Tuition is due by the 15th of each month to secure continuous child care and preschool.  Tuition is paid in the main YWCA office, by phone, or in the drop box located at the reception desk of the Lolie Eccles.
a. Alternate Payment Arrangements:  We are more than happy to work with families that need to make their payments in installments (i.e. flex plans, DWS clients, or participants that are paid bi-monthly).  If you are unable to pay your entire bill by the 15th of every month please talk to the business office for alternate payment arrangements in order to avoid the late fee.  Families can also set up reoccurring credit card payments monthly.  A 3% service charge will be added to all credit card payments.  

b. Late Payment Fee: Monthly child care payment will be due on the 15th of the month unless you have made arrangements with the business office. A $25 late fee will be assessed to your child care account if you have not paid by the 15th. Please contact the business office if you have any questions (801-537-8604).
c. Outstanding Balances:  We enjoy working with your child and want them to have a lasting experience.  If you are unable to pay your tuition, we need you to contact the business office within five business days past the 15th day of the month to either pay your bill in full or set up a payment plan.  You may also be contacted by the accounting department regarding your outstanding balance.  If we have not heard from you by the end of the month your child care may be terminated until your balance is paid in full.  Although we enjoy working with your child and want them to have a lasting experience, we can not guarantee your child’s spot if they are asked to leave.   
Activities Fee  

An activities fee will be charged annually in September in the infants, 2’s, preschool and pre-k classrooms to help offset costs of field trips, special programming and materials.   Activity fees are as follows: $25.00 (Infants) $75.00 (Polar Bears), $100.00 (Monkeys) and $200.00 (Pre-k Explorers).  Kindergarten will be charged a book, supplies, and activities fee of $500.00.  
Waiting List Fee

A non-refundable waiting list fee of $25.00 is required to join the waiting list. The waiting list form and full fee are required before joining the waiting list.  

Registration Fee
A one-time registration fee of $100.00 is required to enroll in the infant through kindergarten programs. YWCA residents do not pay the registration fee. 
After Hours Late Fee
Children must be picked up by 5:30pm.  An After Hours Late Fee of $2.50 per child for every minute after 5:30pm.  The After Hours Late Fee is payable to the LEEEC and will be billed to your tuition.  The Center will then pay the teacher for his or her extra time.  Please be considerate it of teacher’s time.  They have schedules and appointments that they need to keep after work, and they plan on leaving at 5:30pm.  If the child is in the building at 5:30pm, then upon arriving, a parent has 5 minutes to pick up the child, collect the child’s belongings, and exit the building or the After Hours Late Fee will be charged per minute child until the family exits the building.  Continued late pickups will result in your possible expulsion from the program.  
WIJ children will be taken to their advocate after 5:00pm, and other children will be turned over to law officials if children are not picked up within 30 minutes, in accordance with Child Care Licensing Rules.
Withdrawal 
In all cases, of withdrawal, a 30 day written notice is required.  The notice needs to be given to the Director in writing via email (bmurphy@ywca.com) or letter.  If a 30 day notice is not given, you will be required to pay the tuition for the full thirty days.   
Attendance
LEEEC practices an open door policy.  All currently enrolled families are welcome to visit or volunteer anytime.  We understand that your time is limited and we do not require a minimum of volunteer hours per year, however, we encourage you to bring your talents and expertise into the classrooms to teach and encourage the children to learn and discover the world and all it has to offer.  
Arrival and Departure 
LEEEC offers off street parking in our parking lot.  In addition, there is parking on the street in front of the building.  Please do not block the walkway with your car to allow all families access to safe passage (especially in the winter) to the center.  If you plan on staying and visiting for a while, please do not park on the street.  You will get a ticket after two hours.  The parking lot and parking in front of the building is an idle free zone, please help us keep the air clean for our children.  
Upon arrival and departure parents are required to use the pin pad at the door to check their child or family in, and then take their child to their classroom teacher. The center uses a computerized system to track enrollment and attendance. 
 To help keep you child safe, an adult must accompany the child into the classroom and remain with him or her until he or she is accepted by a teacher.  Each child will have a space for their back packs and personal items. Please inform the teachers or director before you leave of any change in your normal schedule and a phone number where you may be reached.  Be sure the teacher is aware of this information.  
We encourage all children between the ages of 1 year and 3 years old to be dropped off before 10am every day, unless there is a special circumstance.  We have always encouraged families to drop off their children before 10am in every class.  We have found that it is very hard on the children when they come in late in the day because they miss morning activities and go right in to lunch and nap.  In the preschool and pre-k classes we encourage families to drop off their children at or before 9am, so the children begin to get accustomed to a more structured school type setting and do not miss out on important morning programming.  The teachers plan curriculum and educational activities in the morning to help prepare the children to enter kindergarten.  Please refrain from bringing your child during naptime, which is from 12:00pm to 2:45pm.  This prevents interference with the routines of other children enrolled.  

We ask that you inform your child’s teacher if you are going to arrive or depart at an “out of normal routine” time.  This helps us plan accordingly with staffing and program activities.  This would include information about doctor’s appointments, vacations, illnesses, and other issues that occur during a time that they would normally be attending the program.  
Check-Out Authorization:  If someone other than the custodial parent or guardian is to pick up your child, please make sure the person is an authorized pick-up individual listed in your enrollment information, or be sure to notify the staff in writing who will be picking up your child. Staff will require picture identification from unfamiliar people picking up children. You will need to give your pin code to the person picking up your child.  In case of emergency or unusual plans, parents needing an adult not on the authorized pick-up list must furnish the teacher with a written authorization or give verbal confirmation over the telephone.  The LEEEC takes safety seriously and we ask that parents do not let other people through the door.  All people entering the child care need to have authorized access.  
Days of Operation The center is open Monday through Friday from 7:30am to 5:30pm, 12 months of the year except the following days:

· New Year’s Day



Independence Day 
· Human Rights Day 



Pioneer Day
· President’s Day



Labor Day 
· Professional Development Day (March)
Thanksgiving Day and the day after 
· Memorial Day



Christmas Break: TBD each year.  
· Teacher Work Days (March, June, August, and November)



 
If the holiday falls on a Saturday, the center will be closed on Friday; if the holiday falls on Sunday, the center will be closed on Monday. The center may have reduced hours of operation between Christmas and New Years based on the needs of the families enrolled.  All program closures will be emailed to parents on a calendar every January.  Please use this calendar and plan ahead for all closures.  Note: LEEEC Administration reserves the right to make changes and/or additions to the program calendar as needed.  
Snow Days
Snow days will be determined if the director feels it is not safe for the staff to come to the Center or if the Salt Lake City School District is closed.  If we have a snow day, we will notify you by phone or email.  
Special Days and Holidays
The YWCA LEEEC recognizes that holidays are a time of strong memories and feelings. We serve a diverse ethnic, religious, racial, and economic population, and recognize that everyone celebrates these times of the year in different ways.  Because of this diversity, we place our main focus on the seasons of the year and not let the holidays drive the curriculum.  We do, however, welcome a variety of cultural activities and celebrations here at our center.  We value the cultures and traditions of the families that make up our center community, and we encourage all families to share some of their traditions in our celebration of the seasons. We will annually update your family information page in order to best serve your children within your family’s cultural context. It is our hope to be inclusive of all families as we teach children to be accepting of others and gain an appreciation for the diversity that makes up our center.  
Classroom Parties, Birthdays and Special Occasions:   There may be occasions throughout the year that classrooms have celebrations involving food or special treats.  If you would like to celebrate your child’s birthday or other special occasion at school, please talk with your child’s teacher.  We encourage families to bring in age appropriate party favors or trinkets (tattoos, bubbles, stickers, etc.) or fruits and vegetables instead of birthday treats (cake, ice cream or other sugary foods).  We meet the Utah State health codes regarding foods served to children.  Food must be whole fruits, vegetables, or commercially prepared packaged foods in factory sealed containers.  Please do not send invitations to children’s parties held outside the child care program to be distributed at the center unless the entire class is invited. Please label the food with the children’s first name, last name, and the date.  Also, due to the choking hazards of latex balloons, they will not be permitted either blown up or deflated.  
Absences 
Full tuition will be required anytime a space is to be held for your child.  Your tuition is based on a yearly fee.  This fee is broken down into biweekly or monthly payments for your convenience.  We staff the center full-time regardless of attendance.  Therefore, no credit is given for center closures, holidays, or days that your child is absent.  Regular attendance is important for your child and assists them in adapting to separation from parent, and the program.
Transitions
Transitions are done at the end of August and begin with the Pre-K class and finish with the infant class at the end of September.  During Back to School Night the teachers of each class will make sure you receive a welcome packet which explains their classroom, practices, and curriculum.  Your child’s current teachers will help them prepare for the change by sending them to visit the classroom, playing with the children in their new class, and have them spend time talking with the staff of that next class.  
Basic Needs
Nap and Rest Time
Infants 6 weeks to 12 months nap on their own schedule.  The teachers will work with you to mimic their home schedule however, if an infant is tired he or she will be put to sleep.  Infants are always placed on their backs to sleep to help prevent SIDS.   They will be removed from their cribs when they are awake.  Awake babies will only be left in their crib up to 15 minutes to give them time to go to sleep or go back to sleep.   
All children ages 1-4 years old are asked to participate in quiet time for at least one hour, though children not sleeping after 15-20 minutes will be provided with quiet activities on their cots.  Each child is assigned a cot or crib and they will be spaced at least 36 inches apart. 
If you have a child who is between the ages of 1year and 4 years old, please refrain from bringing your child to the Center during their classrooms nap time to avoid disturbing the children who are sleeping.  Please check with your child’s teachers for specific nap times.   

Group size: Children are divided during the day into groups according to their age. The size of the group is determined by the room space, the age of the children, number of staff, state licensing rules, and accreditation standards.   Our program meets the NAEYC standards for adult to child ratio. 
Class








Teacher to Student Ratio

Infant Classroom






1:4 (Class size 2:8)


(6 weeks- 12 months)
Toddlers







1:4 (Class size 2:8)
(12 months-24 months)

Two Year Olds






1:7 (Class size 2:14)
Preschool 







1:9 (Class size 2:18)
Prekindergarten






1:10 (Class size 2:20)
Kindergarten and after school




1:10(Class size 2:20)          
Diapers and Toilet Training  
Infants:

The center allows commercially available disposable diapers or pull-ups.  Children who require cloth diapers need to have an absorbent inner lining that must be contained within an outer covering made of waterproof material that prevents the escape of feces and urine.  Parents are to bring a labeled diaper bag with diapers, wipes and a change of clothing for their child in the infant program. Infants will be changed routinely (at least every 2 hours) and as needed to avoid being left in soiled or wet diapers.
2-year olds:

Teachers always follow the child’s lead regarding toilet learning for the two year old group. No pressure is ever put on a child to use the toilet, but children who seem ready are encouraged to move in this direction. Parents and teachers should be in communication on the issue of toilet learning. During toilet training, parents are asked to have a few complete changes of clothes in their child’s cubby each day in case of accidents.  
Preschool:
Children moving from the 2 year class up to the preschool class will need to be toilet trained. If a child is not toilet trained prior to entering the Preschool Program, parents are expected to work with the teachers in a training program. Children are free to use the toilet throughout the day. There are also scheduled bathroom times before and after outside play and before and after meals. 

Pre-K: 
Children moving from the preschool program to the pre-k program will be expected to be fully potty trained.  A child that is fully potty trained should be able to identify the need to go potty, can verbally communicate that need, can venture to the bathroom on their own without the need to be coaxed, can dress and undress himself/herself, and typically does not have more than 2 accidents per week. 

 If a child experiences physiological and/or cognitive special needs that do not allow them to meet the expectations outlined above a meeting should be scheduled with the teachers and the Director to ensure that we are best supporting the child.  
Health
Hand Washing 
Upon arrival we ask that parents to wash their children’s hands before they enter the classroom using the basic hand washing method: 

•
Using liquid soap and running water;

•
Rubbing hands vigorously for at least 20 seconds, including backs of hands, wrists, between fingers, under and around any jewelry, and under fingernails

•
Dry hands with a single use paper towel from a covered dispenser.  Avoid touching the faucet with just washed hands.  

Food and Nutrition Policy
We are required to provide snack and a meal to all children ages toddlers through Kindergarten no more than three hours apart.  Snack and meal times are as follows (individual classroom times vary):  AM Snack: 8:30-9:15am, Lunch: 11:15-12:30pm, PM Snack: 2:30-3:00pm.

Snacks are not served all morning because it may interfere with activities.  If you would like your child to have snack, please have him/her here before or during snack time.  Menus and Meals are prepared in the YWCA kitchen staff, and meet the Federal Food Program nutritional requirements. A menu is posted in each classroom.  Infants and toddler meals will be served per child’s needs. If your child does not yet eat table food, you may provide baby food.  

All staff and caregivers have Food Handler’s permits.  All staff, caregivers, and children are required to wash hands prior to and after meal times using the recommended hand washing procedures.  

Due to many children being allergic to peanuts and tree nuts, and because of the severity of the allergy the center strives to be nut free, however, there may be instances that families bring in non-dairy milk substitutes that contain nuts (almond milk) to give to their child.  In addition, we recognize that many children have allergies or dietary needs to milk/lactose, eggs or other food allergies.  We will try to make reasonable accommodations for children with special health care needs.  Please refer to the information below for specific allergies: 

•
Peanuts/Tree nuts:  We do our best to keep nuts out of the classroom.  The center does not serve food that is prepared with peanuts and tree nuts.   In some instances the center uses packaged food (crackers or other items) that may be manufactured in a facility that processes peanuts and tree nuts.  We ask that families provide additional snacks when crackers or other items are served or families are welcome to bring in snacks and lunch for their child(ren).  

•
Milk/Lactose, eggs, and other allergies and food restrictions: If your child is unable to drink milk the center requires that you bring in a healthy non-dairy milk substitute and sign Parent Non-dairy Milk Substitution Request Form.  If children are unable to eat the meals we provide, the kitchen will try to provide an alternative food option.  Families are encouraged to bring alternate options in instances that the kitchen is unable to provide a food alternative.  
Infant Feeding: The staff will work together with parents in following and maintaining an

infant’s feeding schedule. Please discuss your child’s feeding schedule with the infant 

staff.  We welcome nursing mother’s to come in and breast feed their babies.  There are chairs located in the classrooms that are available for nursing mothers. Breast milk can also can be left at the center to be given to the child. Nursing mothers who come 

to the center to feed their baby, should also leave extra breast milk or formula at the center to be used if needed.

Caregivers are not allowed to put anything other than breast milk, water, or formula into baby bottles.  Children ready to eat cereal or solid foods will need to eat sitting in a high chair or bouncy seat. 
Child Allergies and Chronic Illness: 
To maintain a healthful environment we follow NAEYC’s criterion (5.C.04) which states: Staff maintain areas used by staff or children who have allergies or any other special environmental health needs according to the recommendations of health professionals.  

We strive to maintain a safe environment and meet the needs of all families.   If your child has any special health needs such as special dietary needs, allergies, or chronic illness (e.g., asthma, allergies, hearing or vision impairments, feeding needs, neuromuscular conditions, urinary or other ongoing health problems, seizures, or diabetes) in most cases, the center requires written instructions from a health care professional and/or an emergency plan to care for your child and keep them safe. A meeting will be set up with the teachers and director to ensure that we understand procedures for medical needs of your child.  

Severe Allergies: 

We will do our best to accommodate children with allergies and chronic illnesses with the understanding that we will balance the needs of all children.  If your child has a severe allergy (tree nut and peanut are the most common) the center will provide reasonable accommodations to keep your child safe. 
 

•  If you require additional accommodations please set up a meeting with the director and the classroom teachers to create an individual classroom plan.   
Injuries: 
The teacher will care for minor injuries. Soap, water, bandages, and ice will be used in most cases.  The parent will be notified in cases of more severe bumps or cuts and asked to come to the Center.  The parents will be responsible for any further medical care.  
In case of emergency, the parent will be called.  The doctor on your information sheet will called if we cannot reach you or another adult you have authorized to handle emergencies.  Parents must sign a form authorizing Lolie Eccles staff to secure emergency medical treatment in the event a parent cannot be reached.  If there is any change in emergency medical information, please notify the director at once.  It is important that we have correct phone numbers at all times so we always have a way to contact you.  If you have not listed a preferred hospital, then your child will be taken to either Primary Children’s Medical Center or LDS Hospital depending on the care needed.  
Medication Policies and Practices

 Medication will only be administered with the written permission of a parent and doctor.  A Medication Administration Form is available from your child’s teacher. The information must be written on the Medication Form at the time of sign-in.  This includes over-the counter medication such as Motrin, Tylenol, and Benadryl.  Please give your child’s medication (must be in its original container) to a teacher to be properly stored.  Unused portions will be returned to the parents or destroyed when expired.
We are happy to keep a doctor’s note on file which allows the use of over-the-counter medications with a specified beginning and end date.  Please fax it to Attn: Bree at 801-355-2826.  A Medication Administration Form will need to be filled out before every use.  All medications, whether store bought or prescribed, must be in its original container with dosing instructions clearly printed.  We will not administer any medication without specific dosing recommendations or prescribed dosing instructions; never an excess of those recommendations.  

Please notify your child’s teacher of any allergies/sensitivities your child may have.  If your child develops allergies while at the center, please inform the director and teacher immediately.  

Illness:

For the protection of your child and the other children and teachers, please keep your child home if there is ANY sign of illness.  Children will be sent home from school if they have a temperature of 101 degrees Fahrenheit, show signs of a contagious disease…vomiting, diarrhea, an unexplained rash, or conjunctivitis (pink eye), or if they are inconsolable.  Parents must pick up ill children immediately.  

We ask that you inform us if your child has been exposed to or has a communicable disease.  When your child is out due to such an illness, you must bring a signed clearance from your doctor before your child is readmitted to the Lolie Eccles Early Education Center.  If your doctor provides antibiotics, your child must have taken the first dose at least 24 hours prior to returning to the Center.  
Health Services-Exclusion from Classroom
These are the guidelines used in deciding whether to exclude a student from school.  Communicable diseases are the most contagious from the few days before symptoms appear and the first few days of the symptoms.  Ill students may be sent home until they are well or until treatment is satisfactory. 
	Communicable Disease 
	When to bring your child back 

	Fever 101 degrees Fahrenheit or above 
	When fever is gone for 24 hours w/o medication. 

	Nausea, vomiting, or abdominal pain 
	24 hours after last vomiting episode. 

	Diarrhea, unless on medication that causes diarrhea 
	24 hours after stool has returned to normal. 

	Unusual drowsiness 
	Until child can participate in normal activities. 

	Sore throat, acute colds, persistent cough, or runny nose (non-allergenic)
	24 hours after starting medication.

	Red, inflamed, or discharging eyes (non-allergenic)
	Until eye drops are used.  If it is conjunctivitis, 24 hours after starting eye drops.  

	Swollen glands around jaw, ears or neck
	When permission from doctor is granted.

	Suspected impetigo, head or body lice 
	After first treatment and no live lice or nits are found.  

	Any skin sore oozing of fluid, yellow pus in blisters, or pus that has odors
	Until sores have dried into scabs.

	Earache 
	Once on medication.

	Any other symptoms that suggest acute illness, including not being able to participate in normal activities.  
	When child is better and able to participate in normal activities.  


**Adapted from Salt Lake City-County School Health and Procedures Manual 
48 Hour Exclusion From Program Policy
In the event your child is sent home and returns after the 24 hour period, but still displays symptoms of the illness, we will require that you keep them out for 48hours.  This 48 hour policy will apply for all subsequent exclusions for the illness within a 10 day period.  
If your child has a communicable disease, please inform us as soon as you know the name of the disease.  We are required to post a note informing other parents of the illness.  Posting include the name of the disease and the classroom or age group exposed.  If the illness is serious, we also have to contact the Salt Lake Valley Health Department.  Please give us as much information about the disease as possible.  

Air Quality and Ozone Restrictions 
Due to the fact that many young children are sensitive to poor air quality and high ozone levels found outdoors during the winter and summer months, Lolie Eccles has policies regarding when to keep children indoors.  Below are our cutoff readings; if/when these levels are reached; we restrict children from playing outdoors.  

Particulate matter (PM 2.5): 35.5 ug/m or higher in the winter months. 

Ozone Level: 0.06 or higher during the summer months.   
Lolie Eccles staff checks the Utah Department of Health website (www.airquality.utah.gov) just before heading outside each day when the air quality or ozone level is questionable.  
Safety
Emergencies
In case of an emergency where we have to evacuate the building, we will take children to the Green Johnson building-1st (322 E. 300 S.), Café located at the McCarthy Residence-2nd (300 E. 325 S.), Kathleen Robison Huntsman Apartments (located directly south of the Center)-bomb threats, or the green space (located behind the Center) when the buildings are inhabitable.   In case of an emergency where we need to evacuate the campus, we will take the children to Central City Recreation Center located at 615 S. 300 E., (801) 559-1550.  If none of the buildings are safe, then we will go to the building designated by the fire department.  If it is possible to call you, we will as soon as we can.  A note will be posted on our door to provide you with directions to our new location.  

We will close the Center if the power is out for 2 hours or if access to clean running water has failed.  If power goes out, we no longer have access to the main phones. We will use cell phones to call you.  Please list an out-of-state contact in the event of a natural disaster. Once we start calling parents it can take an hour or more to call everyone.  

Accident and liability insurance coverage is maintained for children and adults.  A certificate of insurance is available for review. 

Confidentiality and Security 
Confidential information about your child and your family is kept in your child’s file which is kept locked at all times.  The Director and teachers have access to the files when needed.  The only other individuals who have access to this information are the child’s parents or legal guardians and regulatory authorities upon request.  Any records of your child’s assessments are kept on site. Emergency information is taken on field trips or given to head teachers in case of an emergency Center closure that may be determined outside of Center hours such as a snow day. All staff is asked to keep child and family information confidential.  Confidential information shall only be released to other schools or professionals with a signed release from the parents.  
Security of the building and children is taken very seriously.  The Center is monitored by security cameras.  The entrances to the building are locked and monitored by staff.  Teachers and staff monitor who is coming to the door and whether they are familiar people.  If staff or teachers do not recognize the individual(s), they will not be buzzed in and a staff member will meet them at the door or use the call button to learn of the reason(s) for being at the facility.
All paperwork given during the registration process will ask for you to specify who can pick up your child other than parent(s) or guardians.  When they arrive, they will be asked for a photo ID and the file will be double checked for their name(s) as an authorized person to pick up your child.  
Your child must be picked up and signed out by you or another authorized adult on the registration form.  Names of other adults may be added at any time-with written authorization from the parent or guardian.  Authorized adults will be asked for picture ID until staff recognizes them by repetition before a child is allowed to leave the school.  

Values in Society
The YWCA Utah and Lolie Eccles Early Education Center strive to create a campus free from violence and we do not allow any play or toys that would encourage violent behavior.  This would include toy guns, swords, weapons, or behavior that would suggest aggressiveness or violent behavior.  If toy or real guns, swords, or weapons are brought to the Center, they will be confiscated by the teacher or director.  The items will be returned at the end of the day.  
We ask parents to be aware of the television, movies, and videos they select for their children.  Media violence, whether in cartoon form or not, is inappropriate for young children. Children learn from what they see on T.V. and they like to act it out with their friends.  

Lolie Eccles believes in gender equality. When we discuss professions with the children, they are referred to without gender bias.  Children are treated as individuals 

and expectations are based on ability and interests rather than stereotypical roles.  

Lolie Eccles supports each family’s dynamic and structure.  We do not allow discrimination by children, staff, volunteers, or parents.  Each child’s family structure is supported through the use of materials, such as: child appropriate books, pictures, displays, etc. which feature a variety of different family dynamics and structure.  

Guns and Drugs
Our policy in the program is that guns and drugs of any kind are not allowed in or on the Center premises.  Please leave all guns either at home or in your car, if it is for occupational use, while you bring your child into the program. No smoking or drinking alcohol is allowed on the Center premises.  
If play or real weapons are brought to school by the children, they will be confiscated immediately. Only play guns will be returned to the parents.  Real weapons will be over to the police.  Lolie Eccles does not take responsibility for any kind of weapons brought to school.  
Classroom Practices 

Curriculum

The Lolie Eccles curriculum is a compilation of the Creative Curriculum and Starfall Curriculum frameworks, and the National Association for the Education of Young Children. Our curriculum is…

· Integrated, Systematic, and Scaffolded: Young children learn best when they can make connections across many disciplines. Therefore, math, early literacy, social studies, science, social-emotional development, creative arts, physical movement, health, and technology (Pre-K) are integrated throughout the curriculum. Children retain new information when it connects with previous knowledge and experiences.  New information is presented in a logical and linear fashion, beginning with simple concepts and moving to advanced understanding through a continuum where skills and concepts are reviewed, revisited, and expanded.    
· Standards-based: Our curriculum frameworks establishes clear and developmentally appropriate goals for children’s learning that follows Utah’s Pre-K state standards and Pre-K Common Core Standards. 
· Balanced Instruction and Exploration: The teachers facilitate learning using various methods. Direct instruction (age-appropriate) provides a framework to ensure that children receive target skills, concepts, and strategies.  Learning Center and Exploration times provide children time and opportunity to explore and experiment with what they have learned.  
Assessments and Screening Tools 
Regular ongoing assessments and screening tools will be completed on your child.  These assessments are used to monitor developmental progress and any potential concerns.  Children’s assessments are also used to plan classroom lesson plans each week.  This allows teachers to incorporate the interests and needs of each child in their classroom.  
We use the Ages and Stages (ASQ-3) developmental screening tool in all of our classrooms.  You can learn more about this tool at: www.agesandstages.com. The ASQ-3 is a simple tool that asks a variety of questions in several different developmental areas.  Questions are to be answered “yes” the child does this on a regular, consistent basis; “sometimes” the child does this; and “no” the child does not do this.  Each answer is assigned a point value.  Scores are added up and transferred to a score sheet.  
At the end of each assessment is a simple score sheet.  If your child’s score falls on the clear area, then your child is progressing at a normal rate of development.  If your child has a score that falls in the gray area, then we focus working with your child in that area.  Sometimes it simply means that your child needs more time to pick up these skills and he or she may progress as we would like to see in the next month or so.  We have activities that you can use with your child to help them learn these skills, too.  
If your child scores in the gray area, then we will monitor your child’s progress to see if there is any improvement.  If we see a concern, then we will set up a meeting to talk about the concern and help you with some options that may be beneficial to your child. 

The children are assessed as they go about their normal day. For some of the questions, the teacher will have to sit with the child and ask questions or have them complete certain activities.  The ASQ-3 is completed every six months, unless the teacher identifies a concern, and then it is completed as needed

Each staff person is trained on how to score the assessments and how to interpret the results.  Assessments are tracked monthly so that we can follow your child’s progress closely. We encourage parents to take part in the assessment process by completing them at home.    
Teaching Strategies GOLD assessments are used in the 2’s, preschool and Prek programs.  Teaching Strategies GOLD is an authentic, ongoing observational system for assessing children from birth through kindergarten. It helps teachers to observe children in the context of every day experiences, which is an effective way to learn what they know and can do. Teaching Strategies GOLD is based on 38 objectives for development and learning that include predictors of school success and are based on school readiness standards. The objectives are aligned with the Common Core State Standards, state early learning guidelines, and the Head Start Child Development and Early Learning Framework. These objectives are at the heart of the system; teachers use them to focus their observations as they gather information to make classroom decisions. You can learn more about Teaching Strategies GOLD at: http://teachingstrategies.com/assessment/. 
Other forms of assessment include: records of language, home notes, observations of your child, videos, work sampling, samplings of artwork and projects, pictures, and general interactions with your child.  Assessments of your children are ongoing to help us be aware of your child’s needs and interests.  Combining the information gathered from you and your child, we are able to provide your child with an education that is challenging and stimulating without being overwhelming. 

Files are kept confidential and information is discussed with parents, teachers, and the director to ensure that we are using the information to guide our curriculum and overall program improvement.  If assessment results require referral or follow-up the teacher and the director will meet with parents to talk about their options.  The center refers families to the Children’s Center, DDI Vantage, Primary Children’s Medical Center, and Shriner’s Hospital.  The center does not share information about a child with other relevant providers, agencies, or other programs unless we have written permission from the parent or guardian.   Using informal and formal assessments, teachers plan curriculum according to the needs of the children in their classroom.  
Parent Conferences and Classroom Meetings: 
Parent teacher conferences will be held twice a year.  During the conference your child’s teacher(s) will let you know how your child is doing in all areas of his or her development.  This is an opportunity for you to find out how your child progressing and if there is anything that you as a parent can be doing at home with your child.  We find that children grow best if their parents and their teachers are working together to make them successful.  Please plan on attending all PTC’s.  Preplanned conferences take place every spring and summer.  Sign-up sheets will be posted on the classroom door and be made available at least one week in advance.   
Conferences that are not preplanned, but as needed, will take place anytime the parent and/or staff feel it necessary.  If a child is suspected to have a developmental delay or another special need, a conference will be scheduled to discuss the concern and review the documentation.  We will provide options of steps to be taken and resources for further assessment.  Our staff is here and always willing to meet with you anytime you have a concern, suggestion, or idea for the classroom, curriculum, or overall program improvement.  
A Classroom meeting will be held in the fall to allow you to get to know the teachers, other parents and talk about how the classroom is running and provide opportunities for you to ask questions and voice your opinions.  
Special Needs Policy: 
Accommodations will be provided as necessary for students with disabilities and/or special needs.  This includes Individualized Education Program (IEP)’s, Individualized Family Service Plans (IFSP)’s, or other types of plans.  Program staff will meet with all necessary family members and professionals to make every reasonable accommodation to help children with special needs.  We will also review these plans at least annually, or as needed, to make sure practices, strategies, and/or information are current, progressive, and beneficial to the child.  Lolie Eccles reserves the right to refuse service to children with special needs if we feel it is an unjust burden on the classroom and/or program as a whole. 

Field Trips and Walks:

Children one year and older take several field trips throughout the year.  Prek and kindergarten take field trips weekly.  They travel with their classes all over the caller and must be planned at least one week in advance by the teacher who is in charge of the field trip.  Larger field trips which include mist of the children enrolled in the program will be planned further in advance by the director and/or teacher.  Parent participation will be requested. 

We have several modes of transportation we use to travel to destinations: YWCA vans, walking, UTA bus, TRAX, Frontrunner, or charter bus.  At least two alternate times are scheduled when catching the UTA transportation in the event we miss the first scheduled time.  The teachers always take snacks and water on field trips for all of the children.  Older children will be asked to bring a backpack with a water bottle and other necessary items.  
In case of an emergency, one or more of the teachers is required to carry a cell phone to call for the necessary help. All staff members are certified in CPR and first aid.  Each classroom will be responsible to carry a backpack that contains a first aid kit, materials for bodily fluid kits, and emergency phone numbers and medical release forms for all children.   
Lolie Eccles will pay for all enrolled children to attend field trips.  Parents and siblings are welcome to join us on any field trip.  We do ask that if you do attend you pay for yourself and any child who is not currently enrolled in the program.  You will need to sign a permission slip acknowledging that you are aware that your child is going and when.  

Children take walks through the neighborhood with their teachers whenever possible or necessary.  Walks are considered field trips, however, in order to save you from the excessive forms, we have walking permission slips in each classroom that only needs to be signed once.  Please plan on your child taking a daily walk at some point between 9:00 am and 11:00 am or 2:30 pm and 4:30 pm as long as the weather permits.

Please note: Parents can reserve the right to choose whether or not they would like their child to participate in walks or field trips.  If you decide not to have your child participate, you will need to make alternative arrangements for them.  They are not allowed to attend or stay at the facility if their class is not present (i.e. cannot be left with another age group, stay behind with program staff, or be dropped off once their class has already left). If you arrive late on a field trip day and they have already left, you will be required to transport your child to the field trip destination and find your child’s teacher and class. Children may not be dropped off to another class.  
Photographs:
We enjoy taking pictures of the children to document their growth and development. Each teacher has a different way of using these photographs whether it is for your child’s assessment folder, posters, or numerous other methods.  Part of the consent form allows us to use these pictures strictly for use at LEEEC. 

At times we may ask to use your child’s pictures beyond Center use.  We will send home a separate photography release form in which you can decide how we use the pictures.  We like the opportunity to publish the children’s pictures (without identifying information) on our website and on brochures, so that we show a more accurate representation of what we do and offer at Lolie Eccles.  We may also ask you to use pictures or video footage on behalf of our partners and will need your permission.  Please fill out the photography release form in your child’s application packet.  If you have further questions about how we use pictures and video footage, please talk with the director.  

Child Behavioral Guidance Policy
Behavioral Expectations
The best way to address challenging behaviors is to try and prevent them from happening. This is done in several ways at Loile Eccles: 

· Meet a Child’s Basic Needs (Physiological and Biological)

· A child’s basic needs must be met or behavioral difficulties will definitely arise.  These would be things like: eating, drinking, shelter, temperature of environment, toileting, and health and safety.  

· Offer Effective Classroom Environments

· Effective classroom environments begin with a well-organized and engaging classroom that includes developmentally appropriate practices (DAP) activities, and materials.  When children in a classroom are engaged with the interesting activities and materials that are appropriate for their developmental levels, they will be less likely to engage in challenging behaviors. 
· Schedule Accordingly

· Children like predictability.  Creating and teaching the daily schedule helps communicate to the children the organization of daily activities and events.  Providing a predictable daily schedule with basic needs and classroom environments in tact will help prevent the occurrence of challenging behaviors.  

· Implement Rules, Rituals, and Routines Consistently

· A critical component of the environment that decreases the likelihood of the challenging behaviors is providing rules, rituals, and routines. These provide structure for everyone in the classroom, including the adults.  A ritual may be a song (clean up, clean up), a rhyme (2 more minutes), a game, kinesthetic movement or any other transition activity used in a predictable manner used to communicate, foster community in the classroom, or remind children of the expectations. 

Creating a well-designed classroom that is engaging and developmentally appropriate creates a positive and welcoming classroom, communicating to children how to behave appropriately.  When children understand what is expected and are provided the opportunity and support to engage in appropriate behaviors, they are more likely to choose this behavior, reducing the likelihood of challenging behaviors.  When and if a challenging behavior occurs, and the above practices have proved ineffective by our staff, the following discipline will take place and in this order: 
1. Positive communication methods (redirection);

2. Logical consequences (offering choices) and if necessary;
3. Warning (may use 1,2,3 counting) 

4. “Time Away” or Take a Break (children over 2); 

Note to Parents: If a child continues to behave in a disruptive or dangerous manner, parents will be asked to have an Early Intervention Meeting with the teachers, and the director to establish a behavioral management plan. Sometimes we must refer a family/child to another program that may have the appropriate resources for a child with special behavioral needs that cannot be met by LEEEC staff. 

Discipline Policy
We believe that all discipline should be firm, fair, and consistent.  Children tend to have a more positive reaction to the discipline when they know what to expect.  We use several methods of discipline here at the Center.  Below you will find the methods that we use depending on the age child.  The teachers also incorporate their own methods to supplement our policy. 
1. Positive Communication: Positive Communication is used when the child is doing something that he/she is not supposed to be doing. We work with the child by finding a new, appropriate activity for the child.  
2. Logical Consequences (alternatives to punishment): Using logical consequences allow children to make choices and then accept the responsibility for that choice. Logical consequences are directly related to a behavior and need to be implemented by a caregiver.  Logical consequences should be used daily.  
3.  Warnings: A child will be given three chances to change his or her inappropriate behavior, unless the child is hurting someone.  
4. “Time Away,” “Take a Break,” or “Time Out”: A child two years and younger will have a time away if he/she has not followed the other discipline methods or if the child is hurting someone.  Time-away is lasts for one minute for every year of the child’s age.  
a. The purpose of discipline for children is to teach coping skills and discourage inappropriate behavior.  “Time Away” is only used after other methods have been tried without success.  It is a last resort technique for a child who is harming another or in danger of harming themselves.  When time away is used infrequently and properly (1 minute per year based in their age, time away may give a child the opportunity to calm down and regain control.  Used often or inappropriately, time away may be ineffectual.  
b. The early years are a time for children to develop confidence and self-control. When adults create an environment that respects each individual child, they set forth a message that the world is a warm, friendly learning place.  Positive discipline techniques that combine caring and direction are a part of this healthy environment.  Adults should look for meaningful ways to show children why harmful and aggressive acts are unacceptable.  
c. Before a time away is given, make sure the following: 

i. Adults avoid using time away for infants and toddlers. Very young children should not be isolated, nor should they be ignored or left without proper stimulation. Infants and toddlers who do not understand why their behavior is unacceptable should be redirected to more acceptable behaviors or activities.  

ii. Expectations of a child’s behavior are realistic. A general knowledge will help you identify when they are behaving appropriately.  When adults give children realistic goals, children feel good about themselves and are more likely to cope successfully with stressful situations.  

iii. Consequences must immediately follow the child’s behavior.  When children experience immediate repercussions for harming others, they understand more clearly why we are disciplining them.  Whenever possible, adults should offer children positive alternatives to their actions (asking a child to rebuild a block tower that he knocked down is more effective than removing him from the area entirely). 

iv. Time-away should not be humiliating, nor should it make children feel threatened or afraid.  There should not be a special chair or area assigned for the time-away. This reinforces that the idea that the time-away is a punishment and may cause undue anxiety.  Adults should never make a child feel ridiculed or isolated during a time-away.
v. Children feel safe with the knowledge that people care for them.  Remember that children imitate adults’ behavior.  Screaming, hitting, or ridiculing a child for bad behavior is not an effective way to teach self-control.  
1. Time-away/Time-out is not used as a punishment, it is an opportunity for a child to clear his or her mind and rejoin the group or activity in a more productive state.  Teach a child how to solve their own problems with love and support, and time-away may no longer be necessary. 
5. Biting or scratching: if biting or scratching occurs, the child is removed immediately from the situation to time-out and told in a normal tone of voice, “no biting or scratching.” Attention is given to the child who was hurt. If biting continues, additional help for the behavior may be needed, and in extreme cases the child may be asked to leave our program. For each incident, parents of the “biter/scratcher” will be notified as well as parents of the “bitten/scratched.” 
The teacher will talk with the director about any extreme behaviors with the child.  When necessary, the parents may be asked to meet with the directors for an intervention meeting about the behaviors and asked for any ideas on dealing with these behaviors.  
If you are uncertain about anything you have read in this policy, please call the Director at 801-537-5502. 
Grievance Policy

Should you at any point have concerns regarding your child’s care or if you experience

a difference compared to what we’ve outlined above, please know that every attempt

will be made to find a solution for your family.  You’re invited to take the following steps: 

· Meet with your child’s teacher or the program administrator, who can be reached at 801-537-5502.

· If you were not satisfied with the response, you may meet with the YWCA 

     
Chief Program Officer. She can be reached at 801-537-8625.
· If you have a state licensing issue, you may contact the licensing board at 

     
801-538-9296.
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