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                          ManagerCECLC@outlook.com 

                             ProgramCECLC@outlook.com
“This is an Equal Opportunity Program.  Discrimination is prohibited by Federal law.  Complaints of discrimination may be filed with the USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building, 1400 Independence Avenue, SW, Washington DC 20250-9410 or call (202-720-5964, voice and TDD)”    “Agriculture, USDA, Washington, 20250-0700.”
TO ALL PARENTS: 

Welcome to Creative Environment Children’s Learning Center or CECLC! This Handbook is intended to facilitate your understanding of the operation of the Center.  The policies, procedures and programs outlined in this handbook are regularly

 








reviewed and improved. We urge you to carefully read this and address any of your concerns to our Executive Director. We 

believe in building a partnership between home and the classroom, therefore it is important that you are totally informed. We 
will always welcome your ideas and give consideration to all your suggestions. 
Here at 
CECLC, we strive to provide a safe, warm and nurturing environment for your children. Beyond that, specific programs, which promote the physical, social, emotional and intellectual needs of your child have been developed.  These programs must and do meet criteria established by the New York State Department of Social Services, specifically the Office of Children and Family Services, which is the regulatory agency for all licensed childcare in New York State. As a licensed childcare center, we are under the careful scrutiny of this agency and are accountable for all activities that occur within the scope of the Center’s programs.  A copy of the current regulations as they pertain to childcare is available for your review. 

The management and employees of CECLC all share a common commitment and understanding of the needs of all 

children. We will work to provide your child with any specific assistance you feel is required. Understanding that the major responsibility of raising children rests with the parents, the employees will strive to strengthen and enhance the efforts being made at home.  They welcome your comments and participation. 

We hope that both you and your children benefit from the time spent at Creative Environment. Providing the best care possible is an evolutionary process. Open communication between all is necessary to enable us to continue to grow as a meaningful child-care provider.  

Thank you for choosing Creative Environment Children’s Learning Center! 

Cordially, 

The Board of Directors 
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The Basics 

General Information 

Creative Environment Day Care, Inc. (CEDC) was established in 1982 in Macedon, New York as an independent, 501 (c) 

(3) not-for-profit childcare center governed by a community-based Board of Directors. The management and employees are comprised of an Executive Director, Program Director, Associate Director, Nutrition Coordinator and full and part-time Teachers and assistants. 
At its inception, Creative Environment rented space from the First Baptist Church in Macedon.  This location provided a home for the Center’s services for the first 15 years. In 1997 a new facility was constructed which was designed specifically for use as a child day care center.  A consortium of public and private grants, local contributors and long-term financing funded this beautiful new building. In 2011, the Center changed its name to Creative Environment Children’s Learning Center (CECLC).
We are a licensed childcare center, providing full day child care service to Infants, Toddlers, Pre-School and School-Age children, ages 6 weeks through 5th grade. Hours of Operation are 6:00 a.m. through 6:00 p.m. CECLC is recognized throughout the community for its high standards of childcare. Employees and management regularly attend specific early childhood workshops to enhance their knowledge and skills that will, in turn, benefit the children being served. 

Clients of CECLC span the entire family income spectrum. The use of the center by families with low and very low-income levels is supported through assistance from the New York State Department of Social Services.
Philosophy 

At CECLC, we believe that children learn and grow through experience.  Children are naturally curious and should be allowed to explore the world within their own capabilities through active involvement with materials and the environment.  We recognize that children learn through play and that their development is progressive and has many facets:  cognitive, emotional, physical, and social. We strive to observe and provide opportunities for growth in all of these areas.  We address each child's physical well-being and development by providing plenty of exercise, rest and a balanced diet. 

Since it is our belief that praise and encouragement are more effective in promoting desirable behavior than negative or punitive discipline, we emphasize emotional support and positive reinforcement. Our goal is to help children achieve and maintain inner controls over their behavior and to develop a healthy self-esteem. 

The parent is the first teacher and primary influence on the child.  We understand that we do not reduce the parent's responsibility, rather we serve to compliment and encourage the parent-child relationship. Families and employees work together to provide a 
general support system for each child so as to promote his or her healthy development. 
Mission Statement 

Creative Environment is a nonsectarian, childcare center for the purpose of providing quality care for children as they develop physically, socially, emotionally and intellectually.  The individuality of each child is respected and encouraged. 
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Creative Environment 
Core Values Statement

We Value: 

SAFETY by: 

   Making the health and well being of children our #1 responsibility 
   Controlling the access to our facility to protect our children and staff 
   Continuously training employees on regulations and policies 
   Providing a healthy, clean, emotionally safe atmosphere 
CHILD DEVELOPMENT & EDUCATION by: 

   Employing skilled teachers who foster a warm nurturing environment 

   Understanding that the laughter of happy children is essential to their growth 
   Providing lesson plans, field trips, activities and other learning opportunities 
   Only exposing children to appropriate materials, behavior and language 
   Accepting children’s differences in an inclusive environment 

RESPECT by: 

   Believing in the inherent worth, and contribution of all employees, parents, teachers, children and volunteers 
   Displaying personal pride in Creative Environment and in ourselves 

   Being considerate to each other in our actions and words 

   Providing rewards and recognition for CECLC employees and volunteers 
   Demonstrating respect for others, for property and for rules 

COMMITMENT by: 

   Being the daycare of choice in the Macedon community for over 30 years 
   Recognizing the volunteer efforts of parents and community members 
   Working closely with schools and local organizations and businesses 
   Providing scholarships to CECLC alumni 

   Having employees who care about making a difference in a child’s life 

COMMUNICATION by: 

   Encouraging parents and teachers to share information about children for better understanding 
   Being open and honest in all interactions between parents, teachers, staff and children 
   Creating and reinforcing clear policies for our business 

   Being available just to listen 

PARENT-TEACHER RELATIONSHIPS by: 

   Promoting a Supportive Relationship between parents and teachers 

   Providing consistency for children between home, school and daycare 
   Knowing parents really appreciate how much the teachers do 
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Schedule and Holidays 

CECLC Hours: 6:00 a.m. to 6:00 p.m., Monday through Friday.  While we provide 12 hours of childcare daily and want to be flexible to accommodate your schedule, we ask that when at all possible you maintain a consistent drop off and pick up schedule.  This will always allow us the opportunity to provide adequate staffing for all our children. 

CECLC is open year round, except the following days: 

Labor Day 

Thanksgiving Day 
Friday following Thanksgiving Day
Christmas Day 

New Year’s Day 
Memorial Day 
Independence Day 

Tuition is charged for the above anticipated closed days.  Depending on the circumstances, (i.e. A closing due to severe weather or floating holidays), the Executive Director or Board of Directors may choose to close CECLC on additional days.  Tuition is charged for those days. 

Absences 

If for any reason your child will not be attending CECLC on any day, we ask that you call to notify the Center so we won't be expecting and planning on your child for meals.  Also, it will ensure us that all is well with your child.  Payment is still required, unless you will be using an available vacation day, as indicated in the Financial Policies section. 

Snow Days 

During inclement weather, it is our intent to remain open if at all possible.  If CECLC must close, announcements will be made on 
local television and radio stations. CECLC will also be open until 6:15 p.m. in case of bad winter weather at no charge to the parents, provided the parents call to notify us that they will be arriving late. All arrivals past 6:15, even with notification, will be charged a minimum of $15 per child for the first 15 minutes (6:15-6:30) and an additional $1.00 per minute fee, per child after the first 15 minutes. 
Picking Up and Dropping Off of your Child 

Every day when your child arrives and when she/he leaves, it is essential and mandatory that you sign her/his name on the "Sign In/Sign Out" form which is located in her/his classroom. 

Note that children will not be released to anyone unless authorized by a parent.  We must have written authorization for changes made on the authorization list.  CECLC will ask for picture identification from all individuals who the employee does not recognize.  Please advise all individuals on your list of this rule so they are prepared to cooperate with us in this necessary safety precaution. 

Due to the extended hours of our service, your child may spend a portion of her/his day at the beginning and at the end of the day in designated "opening and closing" rooms.  This is done to maximize the efficient utilization of employees and space.  It also allows the children to be involved in group activities as soon as they arrive as opposed to waiting for other, later arriving children to join the group. 

If your child is not in her/his own classroom when you come to pick her/him up, it is recommended that you first "Sign Out" your child on the "Sign In/Sign Out" form, pick up your child's belongings, and then pick up your child at the designated room.  If your child is not in the usual designated room, e.g. if they are playing on the playground, a sign indicating where the class is will be posted in her/his classroom. 
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Picking Up and Dropping Off of your Child (cont’d) 

CECLC closes promptly at 6:00 p.m. Parents must arrive in time to pick up and be out of the building by 6:00 p.m.  A late fee of $15.00 per child for the first 15 minutes (6:00-6:15) plus an additional $1.00 per minute fee per child is charged if your child is not picked up on time. This will be charged to your account.  Please respect the feelings of your child and the teachers. Your child worries and is upset if you are late, especially in the winter when it gets dark early.  The teachers also must be able to leave on time to get to their own homes and families. In the event of a snowstorm, ice storm or dangerous road conditions, CECLC will remain open until 6:15 p.m. without additional charge to parents, provided that the parents call to notify the Center of the need for a late pick up. All arrivals past 6:15, even with notification, will be charged an additional $1.00 per minute fee, per child. 

In the event that a parent has not picked up their child by 6:30 p.m. and has not notified CECLC, the employees will: 

Call the parent(s); 

Call the Executive Director; 

If contact cannot be made with a parent: 

Call those listed for emergencies on the blue card and on the Application for Admission 
If no one can be contacted: 

Call the Department of Social Services (as directed by DSS). 

About The Staff 

Qualifications 

We have assembled an experienced, caring staff with excellent education credentials.  Many hold Masters degrees, Bachelor degrees, Associate degrees or CDAs. All staff have been finger printed and cleared through a New York Sate central registry, as well as have passed a rigorous 6 point background check. Their references have also been thoroughly checked.  
Staff Orientation and Staff Development 

All staff have been orientated to the roles and responsibilities of their positions.  They attend staff meetings, In-services, 
conferences and visit other centers. Our licensing requirements mandate that all staff complete a minimum of 30 hours of relevant training every 2 years.
Volunteers 

CECLC utilizes a variety of volunteers to assist the staff.  In no case does this reduce the ratio of teachers to students.  The volunteers are in addition to the normal staff requirements. We offer volunteer opportunities to high school and college students looking to enter the childcare field or to fulfill class requirements. We also participate in the Foster Grandparent Program, which provides volunteer opportunities to retired individuals who still want to give to their communities. Volunteers also undergo a background check and after age 18 are also fingerprinted.
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Off-Site Staff Hiring 

CECLC staff are not allowed to be personally hired by any current parent for childcare duties within the Center’s operational hours of 6:00 a.m. to 6:00 p.m. Monday through Friday. They may, however, work for families outside of the Center’s regular hours.
CECLC staff are not allowed to transport any children other than their own to and from CECLC. 
About the Program 

The Curriculum 

CECLC will provide a curriculum that encourages children to be actively involved in the learning process.  Children 
should experience a variety of developmentally appropriate activities through the utilization of various materials. Each child will be encouraged to pursue their own interests in the context of life in the community and their world.  Curriculum focuses on the development of the physical, social, cognitive and emotional development of each individual child and includes the building of each child's self-esteem and acceptance of their peers through multicultural experiences. This helps us ensure your children are as best prepared for kindergarten as possible when that time comes.
All lesson plans and programming are approved and overseen by our Program Director. 

Physical Environment 

Rooms are arranged in order to provide a sense of comfort, where care givers have the opportunity to be with the children in a relaxed and enjoyable fashion, yet structured in a manner which is conducive to children learning through a multitude of play experiences. 

Daily Routine 

Part of helping the child grow and learn is the establishment of certain simple daily routines.  We ask that you follow the same routines every morning: 

1.
Bring your child to her/his classroom and sign her/him in.

2.
Help your child off with her/his coat, boots, etc.

3.
Give your child a hug and a kiss and let them know you'll be back a little later;

(If someone else is going to pick your child up, let your child as well as the teacher 

know who it is (in writing) and make sure they are on our list of authorized people.)
 4. 
Give the teacher any special notes or instructions for the day; (ie: if your child 

woke up not feeling well, did she/he eat breakfast, is something worrisome going 

on at home, etc.)
Your childcare providers have been specifically trained to address the appropriate social, emotional, intellectual and 

physical needs of your child.  While these may vary in each age group, certain daily routines are followed regardless of 
age. 

The teachers encourage language development first by being good listeners.  Words that strengthen both language and conceptual growth are used.  Use of pictures, stories, songs, finger plays and nature walks are used to stimulate and reinforce the teacher's efforts. 
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Daily activities, including messy play, are planned which will encourage your child to play and interact with other 

children of the same age.  Additionally, certain activities are planned which will allow each child the opportunity to work independently.  This fosters an early independence and self-confidence.  The teachers will encourage your child to choose activities and to stay with that activity for a reasonable length of time. 

Your child will be encouraged to find her/his own solution to problems rather than have one imposed by an adult.  In addition, "talking about a problem" is stressed as a more effective means of conflict resolution than crying or becoming physically demonstrative.

The physical setup and program of your child's room is designed to provide experiences and choices which will help 

her/him discover and appreciate his/her own abilities, as well as learn to respect the efforts, needs and abilities of others. 
Learning to share is important. Your child will be encouraged to share and take turns. While all the children learn about 
and practice sharing, they will also learn to respect the personal possessions of others and learn to ask before taking. 

Children are asked not to bring in toys from home, unless requested by the teacher for a special event or activity, or if the toy is something your child sleeps with during nap periods. Please make sure that your child understands that she/he will be expected to share any toys that are brought from home. Please support the teacher if she/he makes this request in your presence. Electronic devices are not allowed in the classrooms at any time. CECLC is not responsible for lost or broken toys.

In addition to learning to share material things, your child will be encouraged to share ideas.  As your child reaches 

Toddler age, Circle Time will be used each day to provide all children the opportunity to discuss important things in their lives.  This is also an opportunity to learn new concepts; colors, shapes, numbers, letters, days of the week and 
months of the year.  Group problem solving will be encouraged as your child's age and comprehension levels increase.
It is important to learn and respect other's ideas while being given an opportunity to develop and expand each child's own. We encourage family Circle Time at home.  Sample daily schedules for each program can be found in the program 
description sections. Lesson plans are approved by our Program Director each week and are displayed on Parent Bulletin Boards within each classroom. 
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Program Description - Infants 

The CECLC Infant Program is committed to addressing the individual physical and emotional needs of each infant.  Our 

teachers are trained to provide a warm, secure and loving environment for the infants entrusted to our care.  Each infant is provided individual attention, stimulation and nurturing. 

The Infant Program is based upon the ages and needs of the children in the room.  Each child is provided his/her own crib, as well as a crib sheet.  Parents are encouraged to send a special sleep sack or toy from home for nap periods. 

CECLC recognizes the importance of mealtime, for both babies and nursing mothers, and to that end have a private space 
available so that the working mom can feel free and comfortable to continue nursing once her infant starts attending 
CECLC.  For children who are not nursing or who are supplementing, CECLC will provide both premium and gentle varieties of iron fortified infant formula as well as infant cereals and jar foods. All bottles are labeled for each individual child.

Parents are required to provide diapers, either cloth or disposable. Wipes will be provided by the Center.

Although infants are on no set schedule, the following is a sample of a typical day in the Infant Program: 

Changing of diapers (hourly or as needed) 

Feeding on demand 

Nap times 

Large motor exercises 

Social-Emotional Activities Music time 

Story book time 

Outside Play (weather permitting) 

Program Description - Toddler 

The CECLC Toddler Program is committed to meeting the individual physical, social and emotional needs of each child enrolled in this program. To this end, a safe, comfortable and loving environment is created within each room. 

As Toddlers, children experience many new things in their lives and go through many changes. More structure is introduced at this level. The children eat, sleep and snack at the same time each day.  Free time is provided so that each child has an opportunity to explore and be creative independently. Individual "centers" exist within each room which help stimulate children’s creative and intellectual development and allows them the ability to make their own choices. A Toddler's daily schedule would follow an outline similar to below: 
6:00 - 8:30 a.m.
Arrival 

7:00 - 8:00 a.m.
Breakfast

8:00 - 9:30 a.m.
Child directed play, teacher directed activities


9:30 -11:30 a.m.
Circle time, centers, “Big Room”, outdoor play

  11:45 -12:15 p.m.
Lunch

  12:30 - 3:00 p.m.
Nap time

3:00 - 5:00 p.m.
Outdoor play, snack, story time

5:00 - 6:00 p.m.
Free play, departure 

*Toilet training and diaper changes occur on a continual “as needed” basis throughout the day.
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Program Description - Preschool 

Preschool encompasses ages 3 through 5. While age alone does not determine which group a child is in, factors such as child development, maintaining previous groupings and parent wishes are considered when possible.  Each child's individual needs and requirements will be assessed by the preschool staff and the Executive Director. Children will be assigned the room and teacher which will provide the best opportunity for her/his personal growth and development. 

In Preschool, children are exposed to art, math, science, cooking, music, movement, dramatic play, language arts and large and small motor development. Children are encouraged to ask and find out "why?" Sharing with and caring for others is reinforced in daily activities.  A typical daily schedule is as follows: 

6:00 - 8:30 a.m.
Arrival 
 7:00 - 8:00 a.m.
Breakfast

8:00 - 11:30 a.m.
Circle time

Free developmental time

Center based activities
Music and movement

Outdoor play

12:00 - 12:30 p.m.
Lunch

1:00 - 3:00 p.m.
Nap/quiet rest period
3:00 - 6:00 p.m.
Snack

Outdoor play 
Art projects 
Table toys and manipulatives 
Clean up time 
Departure  

Program Description - School Age 

The School Age Program is designed as a structured child care program for children enrolled in Kindergarten through 5th grade before and after school, during holidays and vacations. Transportation is provided by the Palmyra-Macedon Central School District.
During vacations and holidays these children have an opportunity to attend full time and a schedule of activities is designed that will challenge, entertain and stimulate them. This program utilizes various community recreational offerings including the school playground, field trips and the public library.
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Diversity 

CECLC is committed to diversity.  We will never discriminate in regards to our children, our families or our staff on the basis of race, color, national origin, sex, age or disability.  In an effort to incorporate diversity in the program we use a wide range of toys, books, music and food.  In accordance with NYS Childcare Regulations, we also make every reasonable accommodation necessary to enroll children with disabilities. 

Clothing 

Please be sure all belongings are clearly marked with names, and please be sure to bring all items to your child’s own cubby.
Your child will be most comfortable in simple washable, durable and clean clothing.  Play clothes are most appropriate so your child will not have to worry about getting dirty. Try to avoid complicated fastenings. Because we can get messy and because weather often changes throughout the day, please provide an extra set of seasonally appropriate clothing.   

Unless the weather is very inclement, your child will participate in daily outdoor activities that include playground time, 
nature walks and field trips. Therefore, it is important to bring boots, hats, a scarf and mittens and snow pants every day 
in the winter and a swimsuit, towel, water shoes and water bottle in the summer if age appropriate. A change of clothes 
in reserve is appropriate at all times for your child.  You are responsible for cleaning these clothes when necessary. 

Play shoes should be worn so the child does not have to worry about getting dirty. Open-toed sandals are not allowed for play in the Big Room or for outdoor play. Dirt, gravel, granite, “rubbies” and sand often find their way into sandals and the likelihood of injury to your child’s feet is too great to risk.  Sneakers are ideal for any indoor activities year round and outdoor activity in the appropriate season. 

Nutrition 

CECLC is a PEANUT FREE ZONE!
Our Nutrition Coordinator prepares all meals and snacks. Our menus must meet strict USDA guidelines and are reviewed by a licensed dietitian. CECLC makes every effort to use fresh seasonal fruits and vegetables, whole grains and lean proteins. We participate in the CACFP program, sponsored by the Department of Health, which allows the Center reimbursement for the number of healthy meals served. This program is income based, and parents are required to fill out an income form during enrollment and during re-registration. 
If your child has a food allergy, you must provide the teacher and Executive Director with a doctor's statement detailing which foods your child must AVOID as well as the expected reaction if the child is erroneously fed the food.  We will provide you with CECLC's menu in advance and if there are foods scheduled which your child should not eat, then we will substitute the allergen appropriately. Please feel free to discuss your child's specific dietary needs with our Executive Director and Nutrition Coordinator. We will try to accommodate all special needs. 

If your child is lactose intolerant, we will gladly dispense the milk substitute in its original container you provide from 
home. A doctor’s note is also required.
Menus are posted on the CECLC Community Board in the main lobby. 
Meals are served at specific intervals throughout our day. All children who are present during these times are served/offered nutritious food. If your child is not in attendance during these specified times, (IE. you are running late for breakfast), you may call the Center and request that our staff hold your child’s serving for a few extra minutes. Please make every effort to ensure this is not a regular occurrence.
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Outdoor Play 

Unless the weather is very inclement, your child will participate in daily outdoor activities that include playground time, nature walks and field trips to community recreational offerings and the Macedon Public Library. Please be sure to send seasonally appropriate clothing and footwear.

Field Trips 

Field trips will be scheduled by our Program Director in order to enhance classroom learning and to provide authentic learning experiences. We will walk to local places such as the Macedon Fire Department or the Macedon Library. Field trips may also include visiting a pumpkin patch, farm, museum, etc. Transportation by Pal-Mac school buses will be provided if necessary. Parents must provide a labeled car seat for all children under the age of 4. While on field trips our children and staff wear CECLC t-shirts. They enable us to keep a close watch on our group. 

We will try our best to offer chaperoning opportunities. Parents are always encouraged to chaperone when space is available, but remember we may not be able to accommodate all parents on all field trips. Please speak with the Program Director to volunteer for a trip. Parents will be informed in advance of any field trip. Signed permission slips are required and are signed at registration or during a move up to the Preschool Age group. Field trips are at the expense of the parent. Any child who will not be attending the field trip must have alternate care for the day, as all program staff will be accompanying the group.
Nap Time 

Infants, Toddlers, and Preschoolers have nap times built into their daily schedules. Infant crib sheets are laundered on site. Blankets and pillows and nap mats for Toddlers and Preschoolers are sent home weekly to be laundered. A child of any age may bring in a favorite stuffed animal to use during the nap or rest period. Any child who does not fall asleep will be offered quiet activities.
Our Partnership with Parents 

Parents are considered an integral element in the overall success of the programs at CECLC and are encouraged to visit and participate in various activities with their children. Open communication is maintained between the Center and 
parents to ensure the knowledge of their children's various activities.  Parents are encouraged to participate in regularly scheduled parent teacher conferences as well as informal daily "visits". 

Communications 

We encourage parents and teachers to share information about children for better understanding of what is happening at home and daycare.  We have an open-door policy and encourage parents to call or visit to “check up” on their children.

Our website, bulletin boards, social media pages and monthly newsletters provide parents and the community at large information about CECLC and our programs.
Parent Teacher Conferences 
Formal parent teacher conferences are held a minimum of once a year.  However, we welcome your input and will gladly meet with you at a mutually convenient time to discuss your child's progress and your ideas, should you need to meet more frequently.  
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Resources 

Our administrative team is able to provide parents with a variety of resources. We have access to many books and articles, as well as community support organizations.
Parent Involvement 
Parents are urged to be involved in not only their child's specific program but with CECLC as a whole. Parents are welcome to join us on field trips, for holiday parties and special activities. If you are interested in any of these, please see your child’s teacher or the Program Director. Sibling who are not enrolled in the specific programs you are volunteering in are not permitted to join these activities.
Parents are strongly encouraged to volunteer by participating on the Board of Directors, on committees, and on special projects. Applications to join the Board of Directors can be obtained in the office.

Parent Visitation 

Parents (and close friends, family) are encouraged to visit their children at CECLC.  These visits enhance the program by promoting continuity of care as well as communication between CECLC and the child's home.  Please be aware that 
visiting during nap time or visiting throughout the entire center may be disruptive to others. If you would like a tour of the rest of our facility, our administrative team will be happy to show you around. 

Birthdays 

If you would like to provide a birthday “treat” for your child, please contact your child's teacher in advance to make the necessary arrangements. We also request that if you are providing a consumable treat, the nutritional content of the treat being provided is carefully considered. Parents are also strongly encouraged to do something other than a “treat”. Consider reading to the class, donating a book in your child’s name, or doing a special project or activity with the class!
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Discipline 

Discipline is handled in several ways at CECLC; but most importantly, it is used to help children and ensure their safety. 
Used appropriately, discipline is a way for children to learn self-control, limits and boundaries and to secure their own self-esteem.  Discipline is not punishment but rather the redirecting of a child's behavior or energies into different, more positive avenues. 

A child's positive self-concept will always be kept in mind so that when dealing with a child we will never embarrass, 
humiliate, or demean a child. We will not generalize about behavior or actions and children will not be labeled according to such behaviors or actions.  

Studies have indicated that a child or group of children will more accurately receive messages from an adult who speaks 
clearly, firmly (not sharply) and to the point.  Understanding that it is not necessary to try to reinforce a point by going 
over something several times, we try not to be too wordy.  Our method is to simply state what has happened and why it 
was inappropriate in a calm, level toned voice.  The only time we use a raised voice is if a child's safety is in immediate 
jeopardy. 

There are several ways we can prevent many situations that require discipline: Careful planning of daily routines, activities 
and the classroom environment eliminate the confusion, uncertainty and boredom that often promote inappropriate behavior. 
A classroom that works smoothly, with a definite schedule usually has fewer discipline problems than one that does not have
 clearly established rules. 
Classroom rules are vital to the well being of the classroom atmosphere and to each child's sense of security.  If a child always knows what is expected and always knows certain limits, she/he will exhibit more consistently acceptable behavior. 
Careful supervision by each classroom teacher and anticipation of potential problems help curb the need for discipline later.  A child can be redirected to another classroom area if she/he has difficulty coping with a particular activity or 
situation.  Awareness of possible personality conflicts among children (leading to outbursts in the classroom) and putting some space between them can eliminate another likely source of conflict. 
Helping children to deal with their peers in an appropriate manner (teaching them to share, for example) gives them the tools for proper socialization. 

A quiet area of the room can also be helpful for children who have become overly stimulated and excited. In most instances, a brief time to “wind down” is all it takes to calm a child who is agitated or acting out. We believe in giving every child the opportunity to make amends with friends and to rejoin the group as soon as they are ready and able.
In rare instances, a child may be brought to the office, not as punishment, but as a break from the situation that is causing stress to the child, the teacher, or the other children. The administrative team can help the child to calm down, to talk through the situation and to decide on a solution. The child is able to rejoin the group when the child and the teacher agree that safe behaviors will be used in the classroom.
When discipline is necessary, we never, under any circumstances, allow corporal punishment.  Corporal punishment is considered abuse and maltreatment of a child. An employee who uses corporal punishment in any manner is subject to immediate and irreversible dismissal. 

At all times, staff and administration are required to abide by NYS OCFS regulations which prohibit the use of most physical responses, verbal abuse, and humiliation of any type. We request all families to follow the same requirement while they are in the Center.
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Inappropriate Behavior
At times, children may demonstrate a pattern of challenging behaviors that are not easily managed with the disciplinary measures explained above. In the case of inappropriate or unsafe behaviors that require more serious intervention, the following procedures will be followed.

If a child requires more than 15 minutes away from the group in order to regain control of the behavior, the parent or guardian will be notified and the incident will be documented by the staff.

If, in the judgment of the staff and administration, a child’s behavior prevents him or her from coping with the demands of a group situation on a particular day, the parents will be called to take the child home for the remainder of the day.

If a pattern of disruptive or destructive behavior develops, either physical or verbal, the parents will be required to meet privately with the classroom staff and the administration in order to develop a mutually agreeable plan to address the behavior. If such a plan cannot be agreed upon, the parents may be asked to remove the child from the Center. If a plan is developed but is not successful after a reasonable period of time, the parents will meet with the classroom staff and administration again. A new plan may be developed or the parents may be asked to remove the child from the Center.
In an extreme situation, should the conduct of a child put at risk the safety or well-being of other children or staff, the members of the administrative team have the authority to suspend a child from the Center until such time that a meeting can take place. It is the immediate responsibility of the administrative team to notify the Executive Board members and the child’s parents or guardians of the suspension and the need to meet. No single administrator shall make the decision to suspend a child without the agreement of the entire administrative team.
No child will be dismissed from care at the Center without such meeting between the child’s parents or guardians, the Center Director, at least two representatives of the Board of Directors, and any other necessary staff (administrators and classroom teachers). Discussion at the meeting will include a review of the extreme conduct and any preceding behavioral concerns. Finally, a determination will be made whether the Center is the best environment for the child (in which case a behavioral plan must be established) or whether alternative care will need to be sought.

Any family being dismissed from the center will be given a two week grace period within which they must find alternate care for their child.

Biting
Typically observed within the Infant and Toddler programs, biting is a typical developmental stage for many children. Although the behavior is undesirable and can cause conflict for parents if it exceeds a few weeks, it is not our first instinct to immediately remove a child for doing so.
In most cases, additional supports such as added supervision when available, teething aids, a change in sleep schedule, or a doctor’s request for teething medications will usually curb the behavior.

In rare instances, biting is not so easily curbed. In these instances we require a meeting with the parents of the child who is biting. A behavioral modification plan will be created and will include a date for follow up. If necessary, in the event that the biting does not cease, the Director will request a meeting with the Board President to discuss the situation and to create a plan of action which takes into account the needs of the child who is biting, as well as any other children who may be affected by the behavior.

Only if the Board and the Administration feel that all avenues have been exhausted and the biting still continues to be excessive, will a child be removed from the center.
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Confidentiality 

Confidentiality includes but is not limited to: parent’s financial records and the educational and health records of a child. 

Information is not shared other than with the appropriate staff or authorized state agencies when necessary. A signed parental request will be required to release information to anyone other than the aforementioned agencies. 

Publicity 

Parents will need to complete a media release during enrollment. CECLC will only use photographs, names or personal information used to identify any children with written consent from a parent or guardian.
Rights of Non-Custodial Parents 

All mailings, conferences, emergency contacts and authorizations used in case of accidents will be issued as directed by the custodial parent. All parents are encouraged to attend conferences and other functions but it is the responsibility of the custodial parent to inform the non-custodial parent of such arrangements. Without an official custody order or restraining order on file, CECLC must legally grant both parents access. 

Health and Safety 

Required Medical Records 

Medical records are required at admission, with the exception of School Agers. A list of the required medical information will be provided by CECLC.
CECLC requires that parents update their child’s physical and immunization records on a yearly basis (more frequently for infants). We are required to submit immunization records to the Department of Health each year. Physical forms can be found in the office.




















































         
Administering Medication 

In 2004, New York State made changes to day care regulations to include information regarding administration of 

medication in the day care setting.  These changes include specific information that is required from parents and health care providers before medications can be administered.  This information includes: 

Child’s name 

Licensed prescriber’s name 

Name of medication and dosage 

Frequency medication is to be administered 
Method of administration (oral, topical, etc) 
Length of time to be given 

Reason for medication 

Most common side effects or reactions 
Special instructions or considerations 

If your child needs to receive medication at the day care center for any reason, you must speak with an administrator to receive instructions regarding this information and paperwork, as well as other regulation requirements. 
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Regardless of the type of medication (over the counter or prescription) a form will need to be completed by the parent and health care provider, and will be valid for 6 months, unless otherwise specified by the physician. At that time, the form will need to be renewed. A form is needed for each medication that may need to be administered in the 6-month time frame.  Identification of the symptoms that will necessitate administration of medication needs to be identified and as complete as possible. If CECLC does not see symptoms as listed, they will NOT be allowed to administer the medication. Copies of forms are available in the office and on our website.
All medication must be brought in the original packaging and labeled with the child’s first and last name.  Staff at CECLC have been trained in these regulations and may request more information as necessary. 

Sickness Policy 
CECLC does not have the employees nor the facilities to provide care for children who are too ill to take part in regular activities as set forth in our NYS OCFS Health Care Plan.  Therefore, we are not allowed to provide care for your child if she/he has had a temperature of 101 degrees Fahrenheit or higher (over 100 degrees in children under 6 months of age).  Should your child’s temperature register at or above 101 degrees, we will call you to arrange for your child to be picked up. Should your child have a standing medical order for fever-reducing medicine, we will ask you at this time if you would like us to administer it prior to your arrival.

Other symptoms which would warrant us sending your child home include 2 or more uncontained stools (diarrhea) in diapered children, or 2 or more episodes of diarrhea which soil a toilet trained child’s clothes. Blood or mucous in the stools which is not explained by dietary change, medication or hard stools is also cause for your child to be sent home. A confirmed medical diagnosis of salmonella, E. coli, or Shigella infection would also warrant exclusion from the center until your child’s primary care physician clears them to return to care. Children who vomit more than two times within 24 hours, unless the vomiting is determined to be caused by a non-infectious condition will also need to be sent home. Unless otherwise specified, children must remain out of care at the center until they are symptom free for 12 hours. This includes fevers (without medication), diarrhea and vomiting. 
It is very important that parents tell teachers if their child "seemed off" during the night.  If your child has been exposed to a communicable disease you must report this to the child's teacher.  If your child has been exposed to a communicable disease at CECLC, the teacher will notify you. It is extremely important to tell your child’s teacher if he or she has received any medication prior to arriving at the Center.
Whether or not your child exhibits contagious symptoms, if your child’s teacher determines that he/she cannot fully participate in daily activities, CECLC will call parents to pick up their child. 

NYS OCFS, Wayne County Department of Health and the CDC can alter exclusion guidelines in an emergency situation, such as a pandemic. CECLC will provide updates to parents in such a situation.
For the protection of all CECLC children and employees, a child with any of the following symptoms or illnesses should not be brought to the Center. If a child becomes ill at CECLC, the parent will be contacted immediately and requested to pick up the child. The executive director /designee can refuse/accept/send home any child based on circumstances and 
information available at the time of the incident. Please turn to the next page to refer to the chart regarding illnesses. 
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	Sickness
	When to Stay Home
	When to Return to CECLC

	Pinworms or Scabies
	Onset of symptoms
	Until treatment is started

	Impetigo
	Onset of symptoms
	Until treatment is started

	Chicken Pox
	Onset of symptoms
	After all lesions have crusted

	Measles
	Onset of symptoms
	After illness subsides, 4 days after rash disappears

	Mumps
	Onset of symptoms
	5 days after onset of parotid gland swelling

	Hand, Foot, Mouth Disease
	Onset of symptoms
	Upon physician’s recommendation

	Hepatitis A
	Onset of symptoms
	Upon physician’s recommendation

	Rubella
	Onset of symptoms
	6 days after rash appears

	Strep Throat
	Onset of symptoms
	24 hours from start of medication

	Whooping Cough
	Onset of symptoms
	7 days after start of therapy

	Fever
	Temperature greater than 101° , 100° under 6 months
	After 12 hours of normal temperature without medication

	Vomiting
	2 times or more within 24 hours
	12 hours after last episode

	Diarrhea
	2 times uncontained
	12 hours after last loose stool

	Conjunctivitis (Pink Eye)
	Eyes are irritated, goopy, draining
	24 hours after starting medication

	Head Lice
	Until all nits are removed
	24 hours after completed treatment AND after all nits are removed.

	Pain
	Persistent symptoms
	After illness subsides
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Emergency Procedures 
Parents will be called immediately if their child is sick or injured. Please see that our records are kept up-to-date as to your 
location and contact information during the day.  In case of emergency, if the parents cannot be reached, we will proceed with getting medical attention for the child as we see appropriate. Your signature on the “Consent to Seek Medical Care” form gives us this authority.  We document everything and continue to try to reach you. 

Incident Reports:  During the course of a normal day, children have various mishaps (e.g., scrapes, bumps and bruises.) 
After attending to the child, employees are required to complete an Incident Report Form outlining the nature and scope 
of the injury and what was done for the child. This form is reviewed by an administrator. The original is placed in the child’s cubby for your information and a copy is placed in the child’s file. If you have a question about any information found on these forms, please call the Center.
Fire Drills:  As required by law, fire drills/inspections are conducted on a monthly basis to ensure compliance. 

Intruder Drills: CECLC conducts specific “Lockdown drills” twice annually.
Shelter In Place Drills: CECLC conducts mandated drills for the purpose of sheltering in place (natural disaster) twice 
annually.

Emergency Evacuation Procedures:  In the event that we need to evacuate our building, we will first walk to the Macedon Library and Town Hall. In the event that we need to evacuate our building and the immediate area, the 

Palmyra-Macedon Central School District will bus the children and employees to a safe area determined by the Office of Emergency Preparedness, Wayne County.  Parents will be notified from that safe area as to pick-up procedures. 

Security Provisions 

An “Access Control” system consisting of key fobs, electronic locking mechanisms, and a video intercom is in place to ensure the security of the Center and the safety of the children and staff.

The office staff is at their desks to check anyone entering the building. People picking up children are required to show a photo ID when asked. Visitors utilize the sign in/sign out sheets as a tool for knowing who is in the building. 

If there is any change in custody arrangements, please notify CECLC. We require written proof of such arrangements.
While on field trips, children and staff wear CECLC t-shirts to enable us to keep a close watch on our children. 
Child Abuse & Maltreatment Reporting 

Our regulatory agencies require that all employees within child care centers are mandated reporters of suspected abuse and neglect. They are required to report to the state central register and to notify the Director. The public number for reporting should a parent have the need is 1-800-635-1522. All reports are made confidentially and in the best interest of the child. Mandated Reporters are NOT required to discuss reports with parents.
Child to Teacher Ratios 

The following are New York State mandatory child/employee ratios: 

Infants:

              4:1, Group size maximum of 8

Toddlers:
5:1, Group size maximum of 12 (3 employees)

3 Years:
7:1, Group size maximum of 18 (3 employees)

4 Years:
8:1, Group size maximum of 21 (3 employees)

5 Years:
9:1, Group size maximum of 24 (3 employees)

School Age:
10:1, Group size maximum of 27 (3 employees)
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Financial Policies 

Registration 

CECLC’s Executive Director, Associate Director or Program Director may register children.  Due to licensing
regulations there is medical, financial and personal information required at the time of enrollment. Without all required 

information and payments, a child cannot be enrolled at the Center. The administrative team holds the information obtained 

in the strictest of confidence.
Tuition 

At the time of enrollment, a non-refundable enrollment fee is required. 
An annual re-registration fee is required for all enrolled children. This fee is payable in August when registration forms are due. 

All tuition must be prepaid according to the tuition policy, outlined in your enrollment folder. Certain programs are eligible for 

Vacation Days and these days can be used at the parents’ discretion. Please refer to the current tuition rates for the correct allotment. 

Fees
The following is a list of rules pertaining to fees: 
Late fee of $5.00 per week will be charged if tuition is not received by Monday at 6:00 p.m. 

Late pickup fee is a minimum of $15 per child for the first 15 minutes (6:00-6:15) plus an additional $1.00 per minute after the first 15 minutes, per child, added to accounts when a child is picked up after hours.

Insufficient checks will be assessed a $35.00 fee and will not be re-deposited until this fee is paid. 

Suspension of Services
After 2 weeks of non-payment, CECLC will suspend services until the account has been paid in full.
Schedule Changes

Schedule changes may be requested, in writing, to the Director. Such requests will be considered on an as-needed basis and will be granted only if CECLC’s current availability allows AND if your tuition account is currently paid in full. Schedule changes require a fee of $35.00 as such requests often impact more than one classroom and because they alter current availability for prospective families. You are essentially re-registering your child. Drop-In Care is not subject to a Schedule Change fee.
Withdrawing from CECLC 

Two weeks written notice for withdrawal is required as this will afford CECLC the opportunity to fill the vacancy.  You will be responsible for all fees during this time. If you fail to give 2 weeks’ notice before withdrawing your child, you will owe 2 weeks tuition from the date that you give notice. 

Fundraising Efforts 

Occasionally we will invite parents to help with a fundraising project. As a not-for-profit corporation, we rely on fundraising and donations as they enable us to enhance the quality of the program by purchasing equipment. Fundraising also helps keep tuition affordable.  When you see a fundraiser, we hope we can count on your support.

Our Commitment to You 

We want you to know that we take our commitment to quality day care and parent satisfaction very seriously.  If we can serve you in any way please let us know. 

We also realize that this handbook may not cover every issue that arises.  It is for that reason we need open communication and your ideas and suggestions. 
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