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Lane Child and Family Center Parent Guide

We are glad you have joined us at Lane Child and Family Center. e |00k Forward to serving your £amify.

The Lane Child and Family Center is a state-licensed child care program serving students, staff, and the community. The
Center serves as a teacher preparation school for Lane Community College’s Early Childhood Education (ECE)
program. Dual goals of excellence in child care and structured learning opportunities for students of the ECE program
are our primary focus. Working in cooperation with Lane’s Early Childhood Education faculty and instructors provides
our program with a wealth of high quality early childhood practices and staff.

The Center consists of five classrooms. Every classroom is supervised by two Lead Co-Teachers. Our teachers have
extensive training in Early Childhood Education, and share a combined total of over 100 years teaching experience! The
Lead Teachers are assisted by ECE practicum students, co-op parents, and teacher aide volunteers allowing for low
adult-to-child ratios. The Center’s administrative staff as well as the ECE Faculty and Instructors play an important role
in the oversight of classroom teachers and assistants. Everyone working with the children has passed the required
Central Background Registry and is trained in Food Handling.

PROGRAM PHILOSOPHY

The philosophy of our program is to encourage and support the optimal development of each child through a play-based
emergent curriculum that emphasizes exploration and discovery. Emergent curriculum allows learning activities to
evolve from the interests of the children and parents. Emergent curriculum includes interests from the Center teachers
and the Early Childhood Education (ECE) practicum students working in the classroom. Both adults and children have
initiative and make decisions. The power to impact curriculum means teachers negotiate between what interests the
children and what is necessary for their education and development. Emergent curriculum offers an engaging way for
children to learn through play, doing, and self-directing. In all aspects of program planning, the priority is for each child
to develop a positive self-image.

We believe that all areas of development (cognitive, social-emotional, physical, language development and creative) must
be considered, planned for, and represented in the classroom. This process is facilitated through the teachers observing
and documenting the rich and varied interests of the children. We strive to promote and implement a strong learning
foundation for the children, their families and all students in the Early Childhood Education community.
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LANE CHILD AND FAMILY CENTER CONTACT NUMBERS

Administration, Bldg #24 Child and Family Education 541-463-5519 or 541-463-5517
Georgia Soto Child & Family Center Coordinator 541-463-5794
Michel Ronning Administrative Coordinator 541-463-3522
Sue Norton Management Coordinator 541-463-3301
Young 3’s Bldg #25 541-463-3076
Preschool | Bldg #25 541-463-3175
Preschool 2 Bldg #26 541-463-3188
PreK | Bldg #26 541-463-5524
PreK 2 Bldg #27 541-463-3183

GENERAL CENTER INFORMATION

Hours of Operation

The Center follows the Lane Community College academic calendar and is open Monday-Friday from 7am to 5:30pm.
Parents may sign their children in any time after 7:00am, but not earlier. Half-day morning schedules start at 7:00am and
end at 12:00 noon. Half-day afternoon schedules start at 12:00 noon and end at 5:30pm. Parents with a 12:00 noon class
may sign their child in at | 1:50am. Summer hours/weeks may vary.

School Closures

The Center is open year around but is closed for the following holidays: Veteran’s Day, Thanksgiving, Winter Break,
Martin Luther King Day, President’s Day, Spring Break, Memorial Day, Labor Day, Staff In-Service Day, and
Independence Day. Please note the Center is also closed the last Friday of final’s week each term.

Visits and Observations

Our Center has an open door policy for all custodial parents/guardians. You are welcome to visit and observe your child
at any time during open hours. The observation rooms are dedicated spaces for the Early Childhood Education and
meeting spaces for the Child and Family Education staff. The observation rooms may also be utilized by parents to
observe their child when available. The Observation rooms are not to be used for study space or unauthorized meeting
space. Parents must sign in and out at the Center office before and after observations. All other visitors to the
classrooms or observation rooms MUST be authorized, provide identification, and sign in and out at the Center office.

Communication with Families

We believe open and mutual communication is the key to a successful relationship between center staff and our families.
We encourage the opportunities to communicate regularly with families and other caregivers so that their perspectives
can be incorporated into our understanding of their child’s development.

We will communicate with you in a variety of ways, including brief discussions upon drop-off/pick-up; messages in the
parent ProCare computer system and in parent mailboxes; our Center newsletter; by email; or by phone. Parents
should also look for information posted on the sign-in sheet, classroom door, or computer area. We especially enjoy
the opportunity to communicate with parents each term at our family social events.

Teachers are accessible by phone and/or email and during their weekly planning time to answer questions, schedule
classroom volunteering, or discuss effective ways for staff and parents to handle changes and challenges, such as a new
sibling, a move, an extended illness, parents’ separation, etc. The program coordinator is also available for parents to
discuss issues or concerns, or to share information. We are also happy to schedule a conference to meet with parents if
they have a concern or would like to share information regarding their child.



Confidentiality

Under the Family Education Rights and Privacy Act, records related to Center children and their families, and
information contained in those records, are only to be shared with other staff or College officials if that person has a
legitimate educational interest. Requests for release of information from individuals or agencies must have parental
permission. These files include enrollment forms; health assessments provided by physicians; results of any screenings
conducted at school by outside consultants; incident reports; reports of diagnostic assessments released to the school
by parents; and individual education plans. Staff documentation of conference reports; Child Progress Planning Reports;
Developmental Continuum Assessment Individual Child Profiles; children’s behavior and development, including
specialized records for children whose special circumstances require extra classroom documentation, are kept in
classroom locations accessible to teachers but out of the reach of children and out of sight of classroom visitors.
Employees are not to share information regarding children and families with other ECE students, children, or families.

Individuals that would have access to a child’s file include the following; classroom teachers, parents or guardians, center
staff, and licensing regulatory agencies. Staff will only share information about family situations, special needs, and other
sensitive issues with other staff on a need-to-know basis. Early Childhood Education students, student workers,
volunteers, and other adults working within the Center are only informed of such sensitive issues when they are a part
of keeping the child safe, supporting the child’s inclusion, or when the information might impact their coursework. Staff
will keep all children’s files and family information in a locked cabinet. Children’s files would only leave the Center due to
an IFSP meeting at an alternate site for child with special needs.

Parent Involvement

Parents are valued in our program and can contribute by becoming involved in a variety of ways. Each term the
classrooms invite families into the classroom with events focused on sharing activities with families to encourage building
relationships and connecting with other parents. Many family members contribute their talents to the Center by co-
oping, attending field trips, or volunteering in the classrooms. Parents are also welcome to join the Child and Family
Education Advisory Committee, which meets once per month, to discuss the goals and progress of the Center.

Center Survey

Parents and staff are invited to participate in the annual Center evaluation survey. The family and staff feedback directly
impacts the school’s quality improvement process for enhancements to be implemented for the next school year.
Parents and staff are notified of the results of the survey.

FEES AND BIILING INFORMATION

Billing Procedures

Parents will be billed for the entire term at the beginning of each new term based on their child’s schedule. The schedule
you requested and are billed for is the space that is reserved for your child, whether you attend that entire schedule or
not. If you are a student parent receiving Title IV you will automatically have your child care deducted from your
financial aid disbursement at the beginning of each term (Title IV is a selection choice on your Financial Aid to allow your
award payment to disburse to any account charges).

Parents can access their child care billing accounts through MyLane. You may pay your child care bill on-line through
MyLane, or by using the drop box located at Enrollment Services in Building #1. Payments cannot be accepted in the
Child and Family Center office. College policy states that “All prior term charges must be paid in full before new
charges may be incurred for a new term’”’. What this means for you is that your child will not be able to return for
childcare the next term if you have any prior term charges, including, but not limited to the final billing of the term and
any and all charges assessed by the college.

Please note there are no refunds or discounts for absences due to illness or vacations. No refunds will be made for
holidays or unplanned school closures such as inclement weather or campus evacuation.
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Billing to Outside Agencies

Regardless of which outside agencies may be providing financial assistance to a particular family, the parent is ultimately
responsible for the payment of child care services provided. We will be happy to process the necessary paperwork,
claims, and vouchers you need. However, it is the responsibility of the parent to keep current on any fees, co-payments,
and deposits required.

Billing Schedule Changes

All schedules must be submitted in writing on the Schedule Request Card to the Center office. Schedule changes will be
accommodated on approval of the Center office staff. Approved changes will take effect one week after the schedule
change is submitted in writing and approved by office staff.

Late Pick-up Fees
e Half-Day Morning Schedule Families: Parents with this schedule are expected to pick up their child by 12:00
noon. Picking up your child any time after 12:00 noon will be considered late. Parents who are late will be billed
for an extra half day of care based on their child’s current schedule.

e Late Pick-Up After Closing: The Center closes promptly at 5:30pm. Picking up your child any time after 5:30pm
will be considered late. Parents who are late will be billed for an extra half day of care. This fee will be based on
their child’s current schedule.

Child Care Scholarship and Funding Assistance Programs
There are many opportunities to reduce the cost for childcare and to apply for scholarships and grants. Please stop by
the office for additional information or visit the web page at www.lanecc.edu/cfe.

Withdrawal
e By Parent: Enrollment is for the entire school year, June through June. If you choose to withdraw your child
from care at any point during the school year, you need to give two weeks written notice to the Administrative
Office. If you withdraw from care without giving a two week notice, you will be billed for two additional weeks
of childcare.

e By the Director: Our program may not be an appropriate match for all children or families. In some situations, it
may be determined that the needs of a child may go beyond the program’s service delivery capacity. In such a
situation, staff will coordinate with parents to obtain additional guidance, observation, or evaluation from an
outside agency, in a time frame determined by the Child and Family Center. The evaluative information will be
required in order for the child to continue to be enrolled.

CLASSROOM INFORMATION

Classroom Assignments and Transitions

Children will be assigned to specific classrooms by the Child and Family Center Coordinator. To maintain continuity of
relationships between children and teaching staff, children will remain with the same classroom for the year unless the
teachers and parents agree that a classroom change is appropriate. The sense of community created in the classrooms
enables teachers to have deeper relationships with the children and families, provide meaningful and individualized
learning activities, and consistent supervision and care for the children.

Transitions between classrooms will be coordinated with parent and child visits prior to the transfer to ensure the child
is supported as they join a new environment. This transition period is individualized to ensure the child’s well-being.



Transition from Home to School

The transition from home to school can be made easier for your child if you can establish a positive goodbye routine,
such as:

Consistent arrival time.

Helping your child put their coat away in their cubby.

Checking in with the staff.

Helping your child get involved in an activity.

Remembering to always say “Good-bye” to your child before leaving.

Arrival and Departure

Hand washing is the #| preventive measure to avoid the spread of disease. Please assist your child with hand washing
upon arriving each day before joining the class. Parents are REQUIRED to sign in and sign out their child on both the
computer (ProCare Checkln) and the paper attendance form. Children must arrive in the classroom under the
supervision of the parent/authorized person, and be signed in before the Center assumes responsibility for the child.

Please make certain that the teacher in charge is aware of your child’s arrival and departure as our classrooms and
playgrounds are full of activities. We want to ensure your child has arrived safely and is released from our care to the
appropriate pick-up person. There is a great deal of traffic in our parking lot. Watch carefully and teach your child to
wait for an adult before entering the parking area.

Parents must pick up their child by the appropriate pick-up time. Morning parents are considered late at 12:01pm and
afternoon parents are considered late at 5:3 | pm. Late parents will be billed an additional /2 day of care. Please also note
that the Center closes and the doors lock automatically at 5:30pm. If a parent does not pick-up their child at closing,
Center staff will attempt to contact the parents or authorized persons listed on the child’s registration form. If we are
unable to contact an authorized person within one hour after closing time, the Lane County Sheriff or Child Protective
Services will be contacted.

Absences and Late Arrival
Please phone your child’s classroom if they will be absent or will be more than 30 minutes late. This allows for planning
for materials, activities, and meal counts.

Holidays/Special events

Instead of our primary celebratory focus being on holidays, we choose to celebrate the events that are relevant to the
children’s daily lives. We encourage each family to share their heritage through stories, food, and celebrations year
round. This helps us build a sense of community by celebrating our similarities as well as our differences.

Birthdays can be very special events for some families while other families do not celebrate them. To respect all families,
we do not celebrate children’s birthdays at the Center. Due to many children’s various food allergies, outside food is
not allowed to be brought into the Center. We realize that many of your children’s friends will be at preschool, so
please talk with your child’s teachers for ideas to include their friends in a celebration.

Tooth Brushing
At least once daily teachers will provide the opportunity in the classroom schedule for tooth brushing and gum cleaning
to remove food and plaque. Toothbrushes are provided each term at no cost to families.

Extra Clothing

Every child will need to have at least one complete change of clothing in his/her cubby. Water play in the summer, rainy
days in the winter, toileting accidents, or messes from mealtimes and activities all require a clean change of appropriate
clothing. Please check your child’s cubby regularly for soiled clothing, and to replace out-grown or out-of-season
clothes.



Diapering Procedures

Clothing that is soiled by urine or feces will be immediately placed in a plastic bag (without rinsing or avoidable handling
due sanitation) and sent home that day for laundering. Staff will check the children for signs that diapers or pull-ups are
wet or soiled at least every two hours when children are awake, and when children first awaken from rest. The toileting
log is located on the shelf near the changing table if you would like to check on the frequency of toileting or progress of
toilet training. Diapers are provided by the Center at no additional charge.

Toileting

Children may use the toilet at any time. The staff will work with families of children transitioning from diapers to using
the toilet. ECE practicum students and classroom aides assisting with toileting are closely supervised by Center staff at
all times. Young preschoolers can be more prone to toileting accidents, so we ask that you bring your child to school
wearing easy-to-change clothing. Please avoid children’s clothing with complicated fasteners or belts. Clothing that is
soiled by urine or feces will be immediately placed in a plastic bag, without rinsing or avoidable handling, and sent home
that day for laundering.

Rest/Nap Time

Rest/sleep is essential for the health and well-being of all children. The Center provides children with sheets and cots for
rest time; your child may choose to bring a blanket, pillow, and “lovey” from home. The classroom staff will assist
children in preparing for nap by reading stories and playing soft music. On occasion, there may be children who have
difficulty resting quietly. If this becomes a pattern of behavior a meeting will be scheduled with parents to discuss
options which may include requiring parents to pick up their child during nap so that other children may sleep/rest
peacefully.

Please note, we are unable to accept children for care between 12:30 and 2:00pm to ensure rest time is not disrupted.
Please arrange with classroom staff if you must pick-up your child for an appointment during nap time between 1:00 and
2:00pm.

Toys from Home

Children may bring one “lovey” to rest with. All other toys should remain outside the classroom. Toys from home can
get lost or damaged and are not always appropriate for the classroom. Also, other children may want to play with your
child’s toy and this can cause stress for some children. Please note that we are not responsible for any lost or stolen
toys that are brought from home. Absolutely no weapons or weapon-play will be allowed at school.

Field Trips and Transportation

Our younger classrooms often take advantage of the good weather days and take “walk about” field trips. Destinations
and the time of scheduled return will be posted in the classroom. If you anticipate an early pick-up time for your child,
be sure to inform staff because a sunny day may initiate a spontaneous “walk about” campus and we don’t want our fun
adventure to be an inconvenience to a parent.

Our older preschool classrooms take occasional off-campus field trips to enhance children’s learning opportunities.
Parents will be notified in advance of any off-campus field trip planned and will sign a permission form for each field trip.
When taking a field trip staff bring each child’s emergency contact information, first aid supplies, and a cell phone for
emergencies. Children will be transported by a Head Start or Lane Transit District bus. The adult/child ratio on field
trips will be a minimum of one adult to four children. Child and Family Center staff will supervise groups of children at
all times and only staff members will take children to the toilet while on a field trip. Parents are always welcome to
participate on our fieldtrips.

Media Use
The use of television, film, video tapes and audio tapes is limited to developmentally appropriate programming.



Pets/Animals

Pets or visiting animals must be prearranged, have documentation from a veterinarian or an animal shelter to show that
the animals are fully immunized, and that the animal is suitable for contact with children. Teachers will supervise all
interactions between children and animals and give children instruction on safe behavior when in close proximity to the
animals. Teachers will make sure that any child who is allergic to a type of animal is not exposed to that animal. Reptiles
are NOT ALLOWED in the classroom. Please do not bring your pet to the childcare area when you come to drop off
or pick up your child.

MEALS AND SNACKS

Mealtimes

We provide breakfast, lunch, and afternoon snack on a daily basis. All meals are prepared on site and are included in the
price of care. To ensure your child is able to participate at mealtimes, please have your child arrive before meal time. If
your child attends the program in the afternoon only, they will need to have eaten lunch prior to arriving at school. If
your child is going to miss a meal within her/his regular schedule, please call in advance so we may advise the cook
regarding the meal count. Meals are served at the following times: Breakfast 8:30-8:50am; Lunch 11:30-11:50am; and
afternoon snack 2:30-2:50pm. Menus are posted in the classrooms for parents and are available online on the Center
website. Parents may also request a paper copy of the menus to take home.

Medical food allergies or medical food intolerances

If your child has a diagnosed medical food intolerance or allergy, parents must have the USDA form “Medical Statement
for Food Substitutions” completed by a USDA recognized medical authority and returned to the Center office. The
Medical Statement for Food Substitution forms are available in the Center office and must be filled out correctly prior to
the child’s first day of care in order for substitutions to be made. Although not all food allergies can be accommodated
by our Center, our cook can accommodate substitutions for common allergies such as: nuts, wheat, and dairy. Due to
the various food allergies we do not allow outside food to be served at the center. If a child with special needs requires
a special feeding plan, staff will document the type and quantity of food consumed and provide families with that daily
information.

Please note: The Center cannot accommodate substitutions that are not allergy related and authorized by the appropriate USDA
medical authority on the approved USDA form.

In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from
discrimination on the basis of race, color, national origin, sex, age or disability. To file a complaint of discrimination,
write USDA, Director, Office of Civil Rights, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410 or call toll
free (866) 632-9992 (Voice). TDD users can contact USDA through local relay or the Federal Relay at (800) 877-8339
(TDD) or (866) 377-8642 (relay voice users). USDA is an equal opportunity provider and employer.

SUPPORT STAFF

Co-op parents, student volunteers, student workers (work study, learn to earn)

Additional supporting adults are hired and scheduled in the classrooms by the Center Coordinator. The Center
Coordinator will provide a general orientation to the Center program philosophy and goals and all adults in the
classroom must abide by the Center policies. Additional adults are considered support staff in the classroom and Center
teachers are responsible to guide their work by developing a list of responsibilities or housekeeping duties. These
support staff are not involved in bathroom routines or diaper changing other than for their own child.

Specialists/Consultants
The Center staff work together with specialists and consultants to support the individual needs of children in our
program. VWe make every effort to coordinate and communicate effectively with the support team so that children
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receive the best possible services. Support teams often include the parents, staff, and specialists. Children’s individual
goals are developed and supported in the classroom. If specialists or consultants need to work with the children out of
the classroom, a parental permission form is required.

SAMPLE DAILY SCHEDULE

7-8am Extended Care (Location: PS2 Building 26)
8:05-8:25am Free Choice Activities

8:25am Hand Washing

8:30-8:50am Breakfast

8:50-9:30am Free Choice Classroom activities
9:30-10am Outside Exploration

10-11am Circle-/Planned Activities

I1-11:10am Clean-Up

I1:10-11:25am Outside Exploration

I'1:25am Hand Washing

[1:30-11:50am Lunch

I1:55am-12pm Teeth brushing

12-12:40pm Outside Exploration

12:40-1pm Toileting/Story Time

I-2pm Rest Time

2-2:25pm Table top activities

2:25pm Hand Washing

2:30-2:50pm Snack

2:50-4:35pm Free Choice/Outside Exploration/Activities
4:35-4:45 Clean-Up

4:45-5:30 Extended Care (Location: PS2 Building 26)
CURRICULUM

"Curriculum is everything that happens in school or child care." (Claudia Eliason, 2008.) As we plan for the children's
development in the Child and Family Center we use theories and methods which incorporate Emergent Curriculum and
individual and age appropriate learning goals known as Developmentally Appropriate Practices (DAP). Emergent
Curriculum and Developmentally Appropriate Practice are very child-centered approaches. This type of curriculum
requires good observation and assessment skills, and is part of "best practices” in early childhood education. Emergent
curriculum includes interests from the children, teachers, families and the practicum students working in the classroom.
Both adults and children have initiative and make decisions. The power to impact curriculum means the adults provision
the environment and add provocations of what interests the children, and the children expand their knowledge by
actively exploring materials. Teachers and practicum students take time to reflect on the play observed and, as a team,
make plans for extending the learning for that child or group of children. Family home values, beliefs, experiences, and
children’s home language are taken into consideration when developing the curriculum. This ongoing observation and
assessment allows staff to adapt and modify the curriculum to support individualized learning opportunities for children.

Goals and Objectives

The curriculum guides teachers to integrate assessment information with curriculum goals to support individualized
learning. The goals and objectives interwoven in the curriculum provide direction for planning an organizational
structure. Goals and objectives guide teachers’ ongoing assessment of children’s progress and planning for
developmental learning opportunities and activities.



Curriculum Goals
Emergent curriculum offers an engaging way for children to learn through play, doing, and self-directing. Through
emergent curriculum our goals for children are:

To be aware of and learn to express constructively one’s feelings, needs, and abilities.
To hear and respect the feelings, needs, and abilities of others.

To experience new things safely with one’s peers.

To explore one’s own interests.

To learn to make appropriate choices based on experience and cause and effect.

To develop the areas of language, cognitive, physical and social/emotional.

Developmental Objectives
Below are our learning goals for the children in each of the following domains.

e Self-Esteem & Independence: Developing self-help skills and learning responsibility for actions and words.
Encouraging each child's pride in individual characteristics, families, experiences, and accomplishments.

¢ Interaction & Cooperation: Developing social skills and peer relations, listening to others views, turn-taking,
following directions, rules and routines, group participation, care for materials, and conflict resolution.

e Language & Communication: Developing expressive and comprehension skills beginning with oral and
progressing to written language; building literacy and language activities that support individualized learning and
consider family’s home languages and community perspectives.

e Discovery & Exploration: Learning through questioning, observing, and experimenting with varied materials
related to diverse themes.

e  Physical Capabilities: Developing small and large motor skills and coordination through a large variety of indoor
and outdoor materials and equipment.

e Artistic Expression and Appreciation: Cultivating each child's ability to express ideas and emotions through art,
music, movement, and drama.

Through these goals children develop a sense of themselves as competent learners, strategies for collaborating with
peers and adults, approaches to communicating their ideas verbally and visually, means of discovering new ideas about
physical properties, skills for small motor manipulation of tools and materials as well as large motor actions, and means
for expressing their creative ideas through drama, movement, music, and visual arts.

Anti-Bias Curriculum

Anti-bias curriculum is a process to help children develop and strengthen their self and group identities, while interacting
respectfully with others in a multicultural environment. The diverse community of families and student teachers in the
Center allows the children to experience different cultures, individual attributes, languages, and family dynamics.

The center implements an emergent and anti-bias curriculum in each classroom supported by a large variety of
multicultural and bias-free books, dolls, and learning materials. In addition, we create classroom environments where the
children and families can find themselves represented in the classrooms. This curriculum helps build children's pride in
their family and cultural identity, and provides activities that build self-esteem in children.

We are committed to providing an inclusive environment that reflects and affirms all families and cultures. These
strategies help to create a welcoming, safe, and inclusive environment that truly reflects the lives of our children,
families, staff, and communities.



CHILD ASSESSMENTS

The Center uses the Creative Curriculum Developmental Continuum as our formal assessment tool to document and
track children’s development. We supplement this with portfolios providing samples of children’s work and informal
observations completed by the teaching staff. The continuum, along with the portfolio, includes developmental
milestones to assist us in providing individualized learning activities and goals for children. Teacher training as well as
parent conferences are supported by the overall classroom environment. The purpose of assessment at the Lane Child
and Family Center is to support the children’s learning using a variety of methods such as observation, checklists, and
the individually administered developmental continuum for each child.

Assessment Procedures

The purpose of child assessments is to provide information that will assist teachers in curriculum planning, designing
goals for children, planning learning activities, and monitoring the progress of individual children. Children enrolled in the
Center will be assessed within three months of enrollment using the Creative Curriculum Developmental Continuum
and informal data collection methods. Child assessments will be completed and Parent/Teacher Conferences offered in
Fall and Spring terms. Child assessment results and information shared during Parent/Teacher Conferences will be kept
strictly confidential. To maintain confidentiality, all children’s portfolios will be stored in a locked file cabinet. Parents are
always welcome to view their child’s educational portfolio. If there is a concern regarding a child’s development, teaching
staff will assist the parents with the referral process to get the child evaluated by the appropriate agency for support
services.

Child Portfolios

The child’s developmental file, or portfolio, will consist of the completed Individual Child Profile, anecdotal notes,
observations, photographs, samples of work, and notes on the child’s progress. The portfolio records their interests,
skills, and abilities, and growth in physical, socio-emotional, language, and cognitive development and will be shared with
parents during the Parent Teacher conferences.

Child developmental assessments will be conducted using formal and informal data collection methods. Information will
be gathered using skills checklists, observations, and samplings of children’s work. The formal assessment tool we use to
gather developmental data is the Creative Curriculum Child Assessment Continuum. The Child Assessment Continuum
is a comprehensive developmental assessment tool that gathers information on all areas of children’s development,
including cognitive skills, language, social, emotional, and physical development. In addition to the formal assessment,
families will be asked to provide developmental information on the Child and Family Questionnaire. This questionnaire
encourages families to share information about their child’s interests, abilities, developmental progress, or challenges at
home to assist with the assessment process and planned learning activities. In addition, families will be asked to provide
developmental information through ongoing conversations with teaching staff and during Parent/Teacher Conferences.

Parent Teacher Conferences

Families are invited to participate in Parent/Teacher Conferences with their child’s teacher. These Conferences are
offered during the Fall and Spring terms each year and will be scheduled within three months after the child’s
enrollment. We will offer appointments during different days and times to try accommodate family schedules.

At the Conference, we will review the Child Progress and Planning Report. Parents will receive a copy to take home and
one will be placed in their child’s file. These Reports will be reviewed at subsequent conferences and used to identify the
children’s interests, strengths, and needs and to create goals and track children’s milestones and development.

Conferences and ongoing two-way communication with teachers and parents help create the bridge between home and
school and support us as a team in meeting your child’s individual needs. We encourage families to share their interests
and goals for their children and we acknowledge that there may be occasions when family values and practices may differ
and we will work together with families to ensure children are successful. Parents are always welcome to request
additional conferences with their child’s teacher if they have a concern or want to discuss their child’s progress.
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Uses of Assessment Results

Results of Individual Child Profiles and ongoing assessments are primarily used to shape the current year’s program
planning and to discuss individual children’s developmental progress with parents so that we can work together to best
support each child’s growth. Teaching teams will meet weekly to interpret and use assessment results to align
curriculum and teaching practices to the interests and needs of the children. The assessment results will be used to
create learning activities within the classroom and to allow staff to track the developmental progress of the children in
the program, evaluate the curriculum, and to adapt the environment and teaching methods to improve the overall
curriculum. This information will allow for both short and long term program goals for improvement.

HEALTH AND MEDICAL PROCEDURES

Medical Information

Within six weeks after a child begins the program, and as age-appropriate thereafter, we require a Health Care
Summary signed by your child’s physicians documenting the dates of services to show that your child is current for
routine screening tests and immunizations according to the schedule recommended, published in print and posted on
the Web sites of the American Academy of Pediatrics, the Center for Disease Control of the US Public Health Service
(CEC-USPHS), and the Academy of Family Practice.

If your child is overdue for any routine health services, you will need to provide evidence of a scheduled appointment
for those services before the child’s entry to the program and as a condition to remain enrolled in the program. The
exception to this would be for immunizations for which you are using religious exemption. Parents are required to
update their child’s Health Care Summary whenever there are updates or changes to medical information, including
immunizations or physical exams.

Serious Medical Conditions

When a family enrolls a child with a known serious medical condition that might require special emergency care, the
family will be required to have the health care provider give written instructions for possible treatment and emergency
care.

Immunizations

All children must have current immunizations on record and updated as required to attend the center. Parents who
choose not to have their child immunized must sign a religious exemption. A physician must provide a signed statement
for medical delays or exclusion for an immunization.

lliness policy

The Center adheres to the Child Care Division Guidelines regarding health policies for reducing exposure to illness.
While children may seem to have mild symptoms at home, these same symptoms often increase when their activity level
increases at school. Children who are ill will not be accepted. If your child becomes ill at school they will
need to be picked up within 30 minutes. If for any reason you are unable to pick up your child yourself, it is your
responsibility to make arrangements for one of your authorized persons to pick up the child within 30 minutes of being
notified. To return to care, children must be well enough to participate in all indoor and outdoor activities.

Children with the following symptoms will be sent home or not accepted for care for the day:
e Complaints of severe pain, stiff neck or headache, difficulty breathing, abnormal wheezing, or pale listless
behavior.
e Rashes with the characteristics of a contagious disease (severe, weeping or puss-filled), or unusual yellow color
to skin or eyes.
e Pink eye or infections in the eye: Your child will need to be on medication for 24 hours and have no eye
discharge before returning.
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e Stomach flu symptoms (diarrhea, vomiting, or nausea.): We ask that you keep your child home until they have
retained solid foods, and are back on their regular diet. They must be free from these symptoms for 24 hours
prior to returning to school. Diarrhea is considered having more than one abnormally loose, runny, or watery
stool.

e A morning temperature of over 100 degrees: Children will not be allowed in care with a fever that has been
minimized with medication to reduce a fever.

e Head lice, scabies, ringworm and/or any other contagious condition: Your child must be free of lice and all nits
removed before they will be allowed to return.

e Colds: Occasional runny noses are common in young children. However, if your child is constantly sneezing,
coughing, or has a continuous runny nose, we ask that you keep them home for the day. The child may return
to school when all of these symptoms slow up.

Injury/Accident Involving a Child

At all times, children will be supervised by at least one staff member that has up-to-date training in pediatric first aid that
includes rescue breathing and choking/blocked airway. Minor injuries will be treated with first aid by the teaching staff
and/or center director. Parents will have an accident report form to view and sign at the time of pick-up. Parents will be
contacted by phone with any injury that requires them to pick up their child.

At the time of enrollment, parents are required to sign an authorization for any emergency medical, dental, or surgical
treatment that medical personnel deems necessary if a parent or legal guardian cannot be reasonably located when the
child is brought for treatment. In a medical or dental emergency, the Child and Family Center reserves the right to call
an ambulance and any available physician at the parent’s expense.

Medication Administration

Parents must complete and sign a Medication Authorization form before staff can administer medication to their child.
Any prescription medications to be administered at school must be provided to the Center by the parent in the original
container, with a legible label from the pharmacy indicating the child’s first and last name; date medication was filled;
name of medicine; dosage; number of days and the time the medication is to be given; expiration date of medication;
doctor’s/nurse practitioners name; pharmacy name and telephone number.

Staff will not administer over the counter medications; samples must be accompanied by a doctor’s written prescription.
Inhalers and any medicine to be administered long term needs to be approved by the center coordinator. Medications
are to be given only to the child indicated on the label. A separate authorization is required for each medication and
each episode of illness. The label constitutes the physicians/nurse practitioner’s order. Ve encourage parents/guardian
to give as many doses as possible at home.

All medication will be kept in locked container and inaccessible to children. When administering the medication staff will
document on a Medication Administration Log;
e That the RIGHT child received the medication,
That the RIGHT medication is administered,
That the RIGHT dosage is given,
That the medication is given at the RIGHT time and
That the medication is given by the RIGHT method.

SAFETY PROCEDURES

Release of Children

Children will be released only to parents and individuals that parents have listed on the Emergency Contact Form. The
teacher will verify photo identification of any person, other than the parent/guardian, who picks up a child. Any
changes made to the Emergency Contact form must be made by the parent in person. Children’s safety
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comes first. In case of separation or divorce, legal evidence of the parent granted custody must be on file at the
Center.

Building Security

The outside classroom doors are secured at all times. Parents and authorized pick-up persons will be issued a door code
during the enrollment process. Door codes allow access to all the classrooms during all business hours. Parents have the
right to access anytime their child is in care during normal hours of operation. Each parent and authorized pick-up
person will also be issued a computer code for ProCare to sign the child in and out of care daily. For security, door
codes and ProCare codes are not to be shared with any additional people. The office staff can assist with door entry if
you have someone picking up your child on an occasional basis.

Emergency Evacuation Plan

In the event of a building evacuation, the children will be taken to the Center for Meeting and Learning (CML) in Building
19. The staff will make every attempt to contact you through your emergency contacts. It is vitally important for you to
inform your child’s teacher and the office staff of any contact changes.

Fire and Emergency Drrills

All classrooms practice fire drills each month. We also practice other emergency drills such as earthquake, gas leak, or
lockdown. If you arrive for drop-off or pick-up during an emergency drill, please wait in the parking lot until the drill is
over. During a fire drill, all classrooms will evacuate.

Lockdown Procedures

In the event of a lockdown the outer doors to all the classrooms will remain locked. Children and staff will move to the
interior of the buildings away from the windows. Please do not try to enter the building. Parents will be notified in
advance or a note will be on the classroom door to inform of drills.

Severe Weather

The Center follows the closing routines established by the College. Information about college closure due to severe

weather conditions will be announced on KLCC 89.7 FM as well as other local radio and television stations. Parents

need to keep in close communication with the Center when changing weather conditions may warrant early closure.
Parents need to pick-up children immediately if the Center needs to close during adverse weather conditions.

Responding to Environmental Conditions

Children are given the opportunity to play and explore outside and enjoy the fresh air each day. Please ensure that your
child wears clothing that is layered for warmth in cold weather. Gloves and mittens are provided by the program.
Parents provide rain coats and boots to help their children stay comfortable and enjoy their outdoor experiences.
Children are provided large motor activities indoors if the heat index or wind-chill factor makes play outdoor
unavailable.

During outdoor play in the sunny months the Center provides and teachers apply a sunscreen or sun block with UVA
and UVB protection of SPF |5 for all children with the sun screen medication consent form on file. Teachers encourage
the children to wear hats and other protective clothing, to take breaks in the shade and drink plenty of water. Our
outdoor areas have covered shade and there is always some shade available in the pavilions and play structures. During
the hottest parts of the day in the summer and on afternoon sunny days staff members will direct children to these
shaded areas for play.

Weapons and Firearms

Per Lane Community College policy, no weapons or firearms are permitted anywhere on campus. On rare occasion,
weapon discharge can be heard in the far vicinity of the property surrounding Lane Community College. In this unusual
circumstance, children playing on the playground will be brought inside for safety and security.
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BEHAVIOR MANAGEMENT GUIDELINES

General Behavior Guidelines

The Center’s Discipline and Guidance guidelines are developmental; that is we believe that children progress through
different stages as they grow, and we must use guidance techniques suited to each particular stage. The teachers and
staff at the Center use positive discipline and redirection in the classroom. We encourage positive behavior and self-
regulation through modeling and working with the children. Modeling appropriate behavior, using positive directions,
giving choices when possible, and being consistent are all principles we use. The Center environment, schedules,
routines, and activities are all designed to foster positive behavior management.

All staff members guide and support children throughout the day as they gain control of their bodies, learn to use
language to communicate needs, practice working through frustrations, take turns, and play cooperatively with peers.
Teachers often recognize the possibility of potential problems before they occur and can redirect the child's behavior
before it becomes unacceptable.

To ensure that parents are informed of their child’s daily activities and behaviors, staff will make time to talk with
parents about what their child did during the course of the day. Only classroom teachers will discuss discipline with the
child’s parents. Children’s behavior will not be discussed with other parents.

Some positive guidance techniques staff implement to support children are:

e Provide limits in a calm, consistent, and respectful manner, voice, and tone which allows the child to grow in
self-control and self-esteem.

e Focus on what children can do, rather than what they can’t do (Use your walking feet inside the classroom.)

e Respond to a child’s challenging behavior, including physical aggression, in a manner that provides for the safety
of the child and others in the classroom.

e Help children learn to identify both positive and negative emotions, as well as to express them appropriately.

e  Work with children to develop conflict resolution skills necessary to solve their disagreements in an appropriate
manner.

e Help children express themselves and acknowledge their choices.

e Help children describe problems, evaluate their actions, verbalize alternatives, and consider the perspective of
others. Children are guided and supported as they learn to accept the natural consequences of their actions.

Steps for Addressing Problem Behaviors

Center staff will use positive guidance techniques and redirection. In rare circumstances, a child may exhibit non-typical,
out-of-control behavior. This behavior would be one in which the staff needs to intervene to help the child to gain
control of themselves. Teaching staff will work with other teachers, the Center and Management Coordinators,
community professionals and parents to help find a resolution. We will analyze possible reasons or function for behavior
challenges and make whatever adjustments in the environment that we can to support the child and family. Staff will
follow the steps to assist in the behavior guidance and document the process.

Staff will communicate with parents regarding their child’s behavior at the Center daily. If a child begins to exhibit out-of-
control behavior, parents will be notified and a parent conference scheduled. Staff will complete the Incident/Behavior
Report form to document parental notification. If the behavior does not improve, staff will contact the Center
Coordinator and schedule observations of the child. The Management Coordinator may contact a community
professional as needed to conduct additional observations. Observations will be shared with the child’s teacher and a
plan developed to address the concerns and assist the child to have appropriate behavior in the classroom.

A meeting will be scheduled with the parents, teachers, Center Coordinator and any additional community professionals
as appropriate. If the results of an outside evaluation suggest the need for accommodations for special needs, the CFC

14



will provide these or other appropriate, accommodations as long as they are not an undue hardship on the center as
outlined in the Americans with Disabilities Act (ADA).

Follow up will occur as needed to result in positive and successful behavior for the child. The Center Coordinator, staff,
and parents will meet and monitor progress as needed. On the rare occasion that the intervention strategy is not
successful, the Child and Family Center may ask the parents to find an alternative educational placement for their child.
Written documentation of all the above steps will be provided to the parents and placed in the child's file.

We acknowledge that parents may use various discipline and behavior guidance techniques at home. However, while in

the vicinity of the Center, if anyone engages in a practice prohibited by the program we will take necessary steps to
assure that there is no reoccurrence of the practice.

MISCELLANEOUS PROCEDURES

Compliance Agreement
All parents will sign a Compliance Agreement at the time of orientation, stating that they received, read, understand, and
agree to follow the center guidelines and procedures.

Commitment to Nonviolence

Absolutely no form of verbal or physical punishment will be used in our Center. Children will never be threatened or
subjected to physical punishment, psychological abuse or coercion, or derogatory remarks. In addition, teaching staff will
never withhold nor threaten to withhold food or toileting as a form of discipline.

To help us keep children safe and free from harm, families will also not be permitted to threaten, hit, or verbally criticize
children while here. We encourage you to discuss with staff members the ways positive discipline can be used at home.
Please also help us provide a nurturing environment by ensuring your child does not come to our Center in clothing that
reinforces violent characters or actions. Your child may not bring a weapon (toy or real) to school.

Reporting Child Abuse

All Lane Child and Family Center staff are considered mandatory reporters by the state of Oregon and are required to
report suspected child abuse or neglect to the Department of Human Services. We will work with DHS and families, as
appropriate, to ensure the health and safety of children in the program. When a report is made, we will continue to
work with and support the child and family. The report will be treated confidentially.

License and Inspections
All current inspections and certifications from the Oregon Child Care Division (CCD), Lane County Health
Department, and the Fire Marshall are kept on file and available for view by parents upon request.

Complaint Procedures
Lane Child and Family Center staff appreciates hearing your feedback as issues come up. We strive to bring all concerns
to a satisfactory conclusion for all parties involved. All complaints will follow the steps outlined below:

e Parents/Guardians are urged to communicate directly with their children’s Lead Co-teachers.

e You may schedule a conference with the Lead Co-Teachers to further discuss concerns.

If your concerns are unresolved to your satisfaction at the classroom level, please contact the Child and Family Center
Coordinator, Georgia Soto at 541-463-5794. Your concern will then be investigated at the earliest opportunity and you
will be contacted within five working days for a follow-up meeting. Parents/Guardians may request a response in writing.
Parents are strongly encouraged to meet with all parties involved. If you are not satisfied with the resolution you may
contact the Management Coordinator. Center office staff will make an appointment for you or get you contact
information.
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Questions pertaining to the quality of care or specific licensing infringements may be addressed to the Lane County
Child Care Division (CCD) licensing specialist at (541) 688-0933. Any parent/guardian who has reason to suspect abuse
by a staff member may report his/her concern to the Department of Human Services or the Police Department.

Parent/Guardian Behavior

If a parent or guardian exhibits behavior that is detrimental to the health and well-being of the children or staff in a
classroom, or negatively interferes with the normal functioning of the classroom, s/he will be given one week’s notice
and asked to find alternate childcare services. In an instance in which a parent (or other adult) is deemed verbally or
physically hostile or abusive, exhibits erratic behavior, or is considered to pose a potential threat to others, child care
may be terminated immediately. The Center reserves the right to take measures to maintain a harmonious and safe
Center environment. Public Safety will be contacted as necessary in such instances.

Tobacco-Free Campus Policy

Lane Community College is a Smoke-Free campus. Please refrain from smoking on or near the Child Care Center or in
the child care parking lot. Smoking is only allowed in four designated areas in the outer perimeter of campus. These four
designated smoking areas are located in Parking Lots B, L, M and N.

16



