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Wee Knights Child Development Center provides quality childcare, without
discrimination, to all families. Communication between staff, parents and children is
essential to providing quality child care. Please feel free to discuss any concerns with
the director.

Purpose of Ministry

Welcome to Wee Knights Child Development Center. We are a ministry of Algoma
Christian School. Our goal is to provide healthy childcare through spiritual, social,
physical, emotional, and intellectual growth experiences.

We believe that God values each child in a unique way and that each child possesses
special talents, needs, and feelings about themselves and the world around them. Our
program will give each child many opportunities to become creative, independent
thinkers, to gain confidence in all areas, and to recognize that he/she is a child of God.

Wee Knights Child Development Center is a Christian-based center and will
incorporate Biblical principles in all aspects of care.

Non-Discrimination

Wee Knights Child Development Center is designed for children from birth through 12
years. Wee Knights Child Development Center accepts all children on a first come,
first serve basis and does not discriminate on the basis of race, gender, religion, or
national origin.

All children deserve a high-quality early childhood education that is responsive to their
families, communities, racial and cultural backgrounds. Wee Knights Child
Development Center is committed to respecting each child’s culture and diverse needs.

Family Involvement

We believe that family involvement is essential to a child’s growth and development.
We encourage all families to actively participate in our daycare community to enhance
the learning experience of each child. We value open communication and encourage
students to share their thoughts, questions, and feedback. Regular updates will be
provided through newsletters, emails, and parent-teacher conferences. We do have a
suggestion box in the vestibule and we welcome feedback at any time.

Visiting the center is encouraged, as long as it does not disrupt the child’s day, or the
rest of the classroom.
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Home L.anguage

We recognize the importance of each child’s home language as a vital part of their
Identity and cultural heritage. We foster an inclusive environment where children are
encouraged to speak and engage in their home language alongside English. We
incorporate children’s home languages in daily activities, including storytelling, songs,
and games, to promote language development and appreciation for diverse cultures.

Children with Special Needs

Wee Knights Child Development Center will accept children with special needs
whenever possible. The staff will work with the child’s physician, therapist and other
professionals and will make referrals to appropriate settings when necessary. The more
information provided about the child and resources he or she requires, the better the
center will be able to meet those needs. If Wee Knights Child Development Center is
unable to meet the needs of the child, we will give a two week notice so you can find
more appropriate care.

Wee Knights Child Development Center may terminate the contract without giving any
notice if the parent/guardian does not comply with the center’s rules and regulations.

Student Confidentiality

Information pertaining to the child and his or her family is kept confidential at all times.
Occasionally, records may be reviewed by agencies for information that is vital to the
child’s well being. Student files are kept confidential and are monitored by the staff to
maintain current records.

Hours of Operation

Wee Knights Child Development Center is open year-round, Monday through Friday
from 6:00 am to 6:00 pm.

Day Care Closures

Wee Knights occasionally closes for various reasons such as staff illness, inclement
weather, power outages or other reasons we may not be able to predict. It is important
that every family has a plan for if we have to unexpectedly close.

Wee Knights will close for inclement weather under the discretion of the director. You
can find out if we are closed on Wood TV8, WZZM 13 and Fox 17 online and news
channels. The director will give notice by E-mail and Brightwheel as well.
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Holiday Closures

The center is closed on major holidays including:

Thanksgiving Day

Friday after Thanksgiving
Christmas Day

New Years Day

Good Friday

Memorial Day

Fourth of July

Labor Day

At director’s discretion, there may be an additional day that we will be closed during a
holiday week if the holiday falls in the middle of the week (i.e., New Years Day falls on
a Thursday, the director may choose to close on Friday). The 2 day minimum will still
apply, however, we will allow you to choose an alternate day for which your regular
schedule does not apply.

Vacation Policy

Each family is allotted two weeks of vacation annually at no charge. Weeks can be
divided into two, one-week blocks, or two weeks consecutively.

The term “week” refers to your child’s normal attendance schedule. For example,
if the regular schedule is 5 days, and only 3 days are taken for vacation, that will
be considered a full week vacation.

Vacation is to be used for pre-planned purposes only - not general absences.
Vacation time follows the calendar year (January - December).

Notification of vacation plans must be given at least two weeks in advance.
Vacation time does not roll over year to year. Unused time by December 31 will be
forfeited.
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Enrollment & General Center Rules

Admission & Dismissal Policy

Wee Knights is committed to fostering a nurturing and respectful learning environment.
We reserve the right to dismiss a child from the program under the following
circumstances:

e Failure to comply with Wee Knights policies by parents or children

e  Disruptive behavior affecting classroom harmony

e Harm caused to staff or other children

e  Unfulfilled tuition obligations

Classroom Ratios & Caregiver Assignment

Wee Knights maintains appropriate caregiver-to-child ratios to ensure quality
supervision and care:

Classroom | Ratio
Infants (Birth-1 year) | 4:1
Littles (1-2 years) | 4:1
Toddlers (2-2.5 years) | 4:1
Toddlers (2.5-3) | 8:1
Juniors (3 years) | 10:1
Seniors (4 years & up)| 18:1

Each child will be assigned a primary caregiver within their designated classroom who
will be their consistent provider during attendance.

Classroom assignments will be in accordance with availability. No special requests will
be granted, unless under extenuating circumstances and at director’s discretion.

Potty Training Requirement

Children enrolling in the Four-Year-Old Preschool Program must be fully potty
trained or have only occasional accidents. If this requirement is not met, Wee Knights
may reassign the child to an age-appropriate classroom.

Health Records & Immunizations

The following documents must be submitted prior to the child’s start date:
e  Complete physical examination record signed by a physician
e  Current immunization record
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These documents must be updated annually and as immunizations are administered.
Families opting out of immunizations must obtain a State of Michigan waiver before
enrollment.

Registration & Schedule Guidelines

To confirm your child's enrollment, the following must be completed no later than one
week prior to the start date:

e Payment of the non-refundable $150 registration fee

e  Submission of all required enrollment materials

Attendance must meet the following minimum requirement:

e Two days per week, with each day consisting of at least four hours. Failure to meet
this threshold will result in a charge equivalent to two four-hour days.

e Submit a fixed schedule for the year, with one change admissible for the summer
months.

e Schedule change requests may be granted as a special accommodation and require a
24-hour notice, but changes are not guaranteed and are at the director’s discretion.

We reserve the right to deny care for the week if the scheduling policy is not followed.

Wait List

Due to high demand for childcare services, Wee Knights Child Development Center
may establish a waitlist when program capacity is reached.

e Admission from the waitlist is determined on a first-come, first-served basis,
taking into account the child’s age and classroom availability.
e Families will be contacted in the order of their placement on the waitlist.

e Priority enrollment is extended to siblings of children currently enrolled at Wee
Knights.

Arrival & Departure

Children may only be released to individuals listed on the authorized pickup list
provided by parents. Only designated persons must present photo identification - no
exceptions will be made to this policy.
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Tuition

Invoicing & Weekly Charges

e Tuition statements will be available through the Brightwheel App.
e Payments may be made weekly or bi-weekly via:
o Check (payable to Wee Knights Child Development Center)
o Cash or money order
o Credit/debit card (3.5% surcharge applies)
o Tuition is posted every Friday for the upcoming week of care.
e Charges are based on the scheduled care days for your child.
e Unpaid accounts will result in suspension of care until payment is received.

Delinquent Accounts

e Accounts unpaid for 30 days will prompt a meeting with the director to evaluate

continued enrollment.
e For recurring insufficient fund check returns, a $35.00 fee will be charged.
e After two returns, payment must be made via certified bank check or cash.

Holding Fee Policy
e A child’s spot may be reserved for:
o  Summer - $150.00
o School year - $150.00
e The holding period is up to 6 months.
e [fcare is not resumed within this time, the family will be contacted and may be
moved to the waitlist at the director’s discretion.
e The holding fee is non-refundable and does not apply toward tuition.

Government Assistance

Wee Knights accepts government childcare assistance. Parents are responsible for any
balance not covered by assistance. Failure to pay the remaining portion may result in
termination of services. Your child cannot start until we receive confirmation of their
name being added to our DHS roster seen on the State of Michigan website.

Additional Tuition Terms

A tuition statement is available upon request.
Tuition is still required for:
e Periods of absence by parent choice
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e No refunds or credits will be issued for withdrawal from the program. A written
notice of two weeks is required for withdrawal.

e In the event of an emergency (i.e.: power outage, fire, tornado, or other unforeseen
circumstances), early dismissal may be initiated to ensure the safety of all children
and staff and the following will apply:

o If the center has been open for at least four (4) hours:
The day will be considered complete, and no refund or credit will be
issued.

o If the emergency occurs before four (4) hours of operation:
The center will close, and a refund or credit will be issued for the missed
day.

Early Arrival / Late Pickup Policy

Children arriving before or after their scheduled time may be subject to an additional
fee. Wee Knights closes promptly at 6:00 PM. All staff and children must vacate the
building by this time. Late pickups (without prior notice) will result in a fee of $1.00
per minute after 6:00 PM. If delays occur, contact the center at: Main Office: (616)
678-5399, or email weeknights@algomachristian.net.

Parent/Teacher Communication

Brightwheel

Wee Knights Child Development Center utilizes Brightwheel, a secure online platform
designed to enhance parent-teacher communication, streamline administrative
processes, and foster meaningful connections throughout the child’s day. Brightwheel
allows teachers and parents to receive messages, pictures, videos and updates
throughout the day while they are in care.

Our implementation of Brightwheel reflects our commitment to:

e Providing real-time updates and notifications about your child’s activities
e Strengthening engagement between families and classroom educators

e Increasing operational efficiency to allow teachers more focused time with
children
e Offering parents added peace of mind by keeping them informed and connected

Account Setup Instructions

Upon completion and submission of your enrollment paperwork, you will receive an
email invitation from the Center to register with Brightwheel.
To begin:

e Visit the Brightwheel website: www.mybrightwheel.com
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Click on “Register”

Follow the instructions to access your child’s profile

Your username will be the email address provided to the Center
Your password will be created by you during the registration process

Should you experience any difficulties with account setup or access, please contact the
Center’s administrative office for assistance.

Contact Information & Updates

It is the parent's responsibility to keep the Center informed of any updates to the
following:

Home and work phone numbers

Address changes

Authorized pick-up contacts on the Child Information Card
Alternate contact numbers if not present at your primary worksite

For enrollment questions, updates on allergies, or other general inquiries, please contact
us at: weeknights@algomachristian.net or by phone at 616-678-5399.

Curriculum

Our program uses Experience Early Learning, a research-based, play-centered
platform, designed to nurture the whole child through hands-on exploration and
intentional teaching practices. Nationally recognized and aligned to state standards,
Experience Early Learning Curriculum, cohesive with the Brightwheel App, keeps
parents connected and informed throughout their child’s time at the Center.

Key Features:

e Whole-Child Development: The cross-disciplinary model supports a child’s
on-going social-emotional, physical, language, and cognitive growth.

e Monthly Themes: Engaging, age-appropriate units that inspire curiosity and
real-world connections.

e Daily Learning Plans: Pre-planned activities support literacy, math, science,
art, and music development.

o Assessment & Observation: Integrated tools within Brightwheel help teachers
track developmental progress through observations and documentation.
Observations can also be shared with parents through the Brightwheel App.

e Family Engagement: Parents receive real-time updates, photos, and learning
insights via the Brightwheel App, promoting transparency and involvement.
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Daily Schedules

Infants - 6 Weeks - 1 Year (or developmentally appropriate)
6:00 —8:00  Arrivals

8:00-9:00  Breakfast

9:00 — 10:00 Morning Naps, if needed

9:00—9:45  Curriculum Activity & Bible Story/Songs
9:45—-10:00 Snack

10:00 — 10:30 Arts/ Crafts/ Sensory

11:00 — 11:30 Outside/ Gross Motor

11:45-12:30 Lunch

12:30 - 3:00 Nap Time

3:00—-3:30  Snack

3:30-6:00  Free Play

Diaper changes are every 2 hours according to when the child arrives or if they are BM.
Infant schedules can vary for each child, depending upon his or her individual needs
(i.e. bottles, naps, etc.).

Littles - 1 Year to 2 Years

6:00 — 8:30  Arrivals/Breakfast
8:30-9:00  Circle Time (Language)
9:00 — 10:00 Curriculum Activity
10:30 — 11:00 Outside/Inside gross motor play
11:00 — 11:30 Bible Story & Songs
11:30 — 12:30 Lunch

12:30 —3:00 Nap/Rest time
3:00-3:30  Snack

3:00 —4:30  Free Play

4:30 —5:00  Outside/Activity

5:00 - 6:00 Free Play

Diaper changes are every 2 hours according to when the child arrives or if they are BM.
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Toddlers - 2 Years to 3 Years

6:00 — 8:30  Arrivals/Breakfast

8:00 — 8:30  Sensory/Gross Motor
8:30-9:00  Circle Time (Language)
9:00 — 10:00  Curriculum Activity
10:50 — 11:30 Outside/Inside gross motor play
11:40 — 11:45 Bible Story & Songs
11:45—-12:30 Lunch

12:30 - 3:00 Nap/Rest time

3:00 -3:30  Snack

3:30-4:30  Free Play

4:30 —5:00  Outside/Activity

5:00 - 6:00  Free Play

Diaper changes are every 2 hours according to when the child arrives or if they are BM.
When a toddler is ready to begin potty training, the teacher and parent will work
together to establish a plan to achieve the potty training goals for the child.

Preschool 3 & 4 Years

6:00 —7:45  Arrival and Free Play
7:45-8:00 Clean Up

8:00 - 8:30  Breakfast

8:30-9:00  Circle Time

9:00 - 9:45  Curriculum Activity
9:45-10:00 Bathroom Break

10:00 - 10:45 Recess (Outside, weather permitting)
10:45 - 11:15 Bible

11:15-11:45 Curriculum Activity
11:45-12:00 Storytime

12:00 - 12:30 Lunch

12:30 - 12:45 Bathroom Break

12:45 - 2:30 Rest Time

2:30—-3:00 Bathroom Break / Snack
3:00 - 6:00  Free Play/Table Choices

13 1/06/2026



Wee Knights Child Development Center Parent Handbook

School Age/Latchkey Summer or Breaks
6:00 —9:00  Arrival/Breakfast

8:00-9:00  Free Play

9:00 - 10:00 Craft

10:00 — 10:30 Snack

10:30 — 11:15 Recess

11:15 - 11:30 Washing Hands and getting ready for lunch
11:30 — 12:30 Lunch

12:30 — 2:30 Quiet Time (Rest with a book or quiet activity)
2:30-3:00  Snack

3:00 -4:00  Sensory

4:00 —4:30  Recess

4:30 - 6:00  Free Play

Schedules vary at times, depending on the needs of each child.

Daily schedules are subject to change.
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Safety Drills and Emergency Preparedness

To ensure readiness and minimize risk, Wee Knights has procedures in place should an
emergency arise at the Center during the hours children are in care. Practice drills will
be conducted with children throughout the year to familiarize them with emergency
routines in a calm and reassuring manner. The main drills that are practiced are the
following:

Tornado Watch

In the event that the National Weather Service issues a tornado watch, Wee Knights
Child Development Center will closely monitor weather developments via radio and
online resources. Standard daily operations will continue; however:

e All out-of-center activities, including field trips, will be cancelled.
e Parents who wish to pick up their child early during this time may do so at their
discretion.

Tornado Warning

If a tornado warning is issued by the National Weather Service, the Center will initiate
immediate emergency shelter procedures:

e FEach classroom teacher will escort their students to the designated shelter area,
as outlined in the evacuation plan posted near each exterior exit.

e Teachers will bring their attendance rosters and perform a head count to ensure
all children are present and accounted for.

e All staff and children will remain in their assigned shelter location until an
official “all clear” is announced.

Fire Drills

Wee Knights will conduct a fire drill once a quarter. These will be in accordance with
the rules for the State of Michigan.

Other emergencies, including, but not limited to power outages, lock downs or medical
crisis, will be handled according to the procedures in place. A copy of our Emergency
Procedures are available in the office for your reference.
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Health & Illness Policy

To promote a safe and healthy learning environment, Wee Knights Child Development
Center follows comprehensive health and wellness procedures.

Enrollment Requirements

e A physician’s examination and up-to-date immunization records are required
prior to enrollment.
e Records must be maintained and updated as immunizations are administered.

Daily Health Monitoring & Exclusion Policy

Staff will observe each child for signs of illness. If symptoms develop during the day,
The child will be isolated from their peers, and a parent or guardian will be contacted
for prompt pickup within one hour. If a child is sent home for a health concern, they
must not return before 24 hours has cleared from the time the symptoms have cleared.
(i.e. sent home at 10:00am on Tuesday, they may not return until Thursday morning)
Children should not attend the Center if they exhibit any of the following conditions:

e General Symptoms:
e Fever >100.4°F within the past 24 hours, especially if accompanied by

behavior changes or other symptoms
e Severe lethargy, unexplained rash, persistent irritability, or crying
e Uncontrolled coughing, difficulty breathing, or wheezing
e Green discharge from nose or eyes

e Gastrointestinal Symptoms:

e Diarrhea: Three or more watery stools or frequency not attributable to
diet

e Blood in stool without clear cause

e Vomiting: Exclude for 24 hours or until medically cleared

e Communicable Conditions:
e Children with confirmed or suspected communicable illnesses must
remain at home until they meet medical and/or health department criteria
for return. These include:
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Conditions

Return Criteria

Chicken Pox or Hand, Foot and
Mouth

When all lesions have dried and
crusted.

Strep Throat / Streptococcal

After 24 hrs of antibiotics and no

fever

RSV, Shingles, Herpes Simplex

When the rash is crusted and

physician authorizes return.

Head Lice

After removal of all nits

Impetigo, Conjunctivitis

After 24 hrs of treatment initiation

Scabies

After completion of treatment

Tuberculosis

Physician clearance and appropriate

therapy has begun

Measles, Rubella, Mumps

After specified post-onset intervals

Hepatitis A

One week after symptom onset or

per health department

Additional illnesses requiring exclusion may include pertussis, mouth sores with
drooling, abdominal pain associated with fever, and unspecified respiratory illnesses.
For illnesses such as Shigella, Salmonella typhi, or E. coli O157:H7, clearance
requires resolution of symptoms and, in some cases, negative stool cultures.

Children may return to care once symptom-free for 24 hours or when all criteria

specific to the condition are satisfied.
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Reporting Requirements

Parents must notify the Center if their child has a confirmed communicable illness,
such as chicken pox or strep throat. This enables necessary reporting to the health
department and protective action for other children and staff.

Emergency Health Protocol

In the event of an accident, injury, or sudden illness:

e Staff will attempt to contact the child’s parents or guardians.
e Ifunreachable, the child’s pediatrician and emergency contacts will be called.
e In a perceived medical emergency, 911 will be contacted immediately.

An administrative staff member will remain with the child until a parent or medical
professional arrives. Authorization to act on the child’s behalf is provided via signed
emergency consent forms in the enrollment packet.

Please also notify the Center if your child will be absent due to illness, including
symptoms, so that appropriate health documentation may be submitted.

HEALTH CARE SERVICES PLAN

Wee Knights Child Development Center ("Wee Knights" or "the center")

must protect enrolled children and provide them with a healthy, safe, and nurturing
environment. Wee Knights Child Development Center is equipped and staffed to
manage only well-child care. Wee Knights accepts children with special needs for
care, as long as this center is the best choice to meet the child's special needs. Parents
will complete the registration packet for enrollment. The packet contains forms for
contact information, emergency care consent, immunization records and other forms.
All employees must observe the health care services plan at all times to protect the
general well-being of all.

Admission to Facility

A. Immunizations, Child Physicals, and Health Care Information
1) Health information for each child is required by state childcare regulations. The
registration packet includes:
a) Child health history, including date of last physical
b) Consent for emergency care
¢) Immunizations status - due on first day of attendance
d) Authorization for pick up (form filled out by parent or legal guardian)
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We update forms with new medical information on the first of every month

Parents are required to submit new health information as it becomes available at the
intervals recommended by the American Academy of Pediatrics.

Children are accepted only if they are fully immunized for their age, to protect all
children in our care and to protect our staff.

We keep a certificate of immunization status on file for each child to comply with
licensing standards.

Infants, toddlers, older children, and adolescents shall be immunized as specified in
the Recommended Childhood Immunization Schedule developed by the American
Academy of Pediatrics (AAP), the Advisory Committee on Immunization Practice
of the Centers for Disease Control and Prevention (CDC), and the American
Academy of Family Practice (AAFP).

Children whose immunizations are late or not given accordant to the schedule shall
be immunized as recommended by the American Academy of Pediatrics.

Because of frequent changes, an updated schedule is published by the AAP every
January and shall be consulted for current information.

Requirements for immunization include, but are not limited to:

a) Diphtheria

b) Tetanus (DPT)

c) Measles

d) Mumps

e) Polio

f) Pertussis

g) German Measles (Rubella)

h) Hepatitis B

1) Varivax (Chicken Pox)

j) Required immunizations may change per the American Academy of Pediatrics

10) Certificate of immunization is property of the parents and will be returned upon

termination of enrollment.

11) Non-immunized children (incomplete immunization due to age) will not be

accepted for care during an outbreak of a disease for which they are susceptible (eg.
Measles or mumps).

12) All references to hand washing include a minimum of 15 seconds of washing for

B.

staff and children.

Staff Immunizations

1) Childcare providers shall be current for all immunizations routinely recommended

for adults by the Advisory Committee on Immunization Practices (ACIP) of the
Centers for Disease Control and Prevention (CDC). All childcare providers shall
have:
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i) Completed a primary series for tetanus and diphtheria, and shall receive
boosters every 10 years.

i1) Been immunized or certified immune by a health care provider against
measles, mumps, rubella, poliomyelitis, and hepatitis B following guidelines
of the ACIP.

111) Additionally, influenza immunization is recommended for people 50 years
of age and older and pneumococcal polysaccharide vaccine is recommended
for people 65 years of age or older.

2) The center annually recommends influenza immunization for all staff.

Routine Health Maintenance

A. Daily Health Observations

Daily health observations will be made and recorded.
o The center will keep these on file for an extended period of time.
o Health observations will be made by administration and/or lead teachers.

B. Nutrition

The center will provide nutritious snacks that meet state and federal guidelines.
Parents can provide a breakfast if they wish to not have their child eat the
breakfast served at the center. Parents will need to provide a lunch that can be
served at the center, or may participate in the hot lunch program served by the
school.

Ingredients for all snacks will be posted in a central location.

On the 1st day of the month (or the next business day), the menu for the next

month will be posted.

E. Sleep

1) The facility shall provide an opportunity for sleep and rest. The
facility shall make available a regular rest period for school-aged children, if the
child desires. For children who are unable to sleep, the facility shall provide time

and space for quiet play.

1) Unless the child has a note from a physician specifying otherwise, infants
shall be placed in a supine (back) position for sleeping to lower the risks of
Sudden Infant Death Syndrome (SIDS). Soft surfaces and gas-trapping
objects such as pillows, quilts, sheepskins, soft bumpers or waterbeds shall
not be placed under or with an infant for sleeping. When infants can easily
turn over from the supine to the prone position, they shall be put down to
sleep on their back, but allowed to adopt whatever position they prefer for

sleep.
i1) Unless a doctor specifies the need for a positioning device that restricts
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movement within the child's bed, such devices shall not be used.

ii1) All children shall have access to rest or nap area whenever the child desires
to rest. These rest or nap areas shall be set up to reduce distraction or
disturbance from other activities. The facilities shall provide for rest areas
For children who need to rest off schedule, including children who become
ill, at least until the child leaves the facility for care elsewhere.

F. Diapering and Toilet Training Procedures:
1) Upon arrival, staff will ask parents when the child was last changed and will record
it on the chart.
2) Caregivers must check diapers at least every two hours or as needed.
1) Staff will change wet or soiled diapers immediately.
i1) Staff will follow the diapering procedure.
ii1) Parents provide disposable diapers for their child.

G. Diapering Procedures:

The following diaper changing procedure shall be posted in the changing area, shall be
followed for all diaper changes, and shall be used as part of staff evaluation of
caregivers who do diaper changing. Child caregivers shall never leave a child alone on
a table or countertop, even for an instant. A safety strap or harness shall not be used on
the diaper changing tables. If an emergency arises, caregivers shall put the child on the
floor or take the child with them.

Step 1: Get organized. Before you bring the child to the diaper changing area, wash
your hands, gather and bring what you need to the diaper changing table:

* Fresh diaper, clean clothes (if you need them);

* Wipes for cleaning the child's genitalia and buttocks removed from the

container or dispenser so the container will not be touched during diaper

changing.

* A plastic bag for any soiled clothes.

* Disposable gloves (put gloves on before handling soiled clothing or diapers);

* A thick application of any diaper cream (when appropriate) removed from the
container to a piece of disposable material such as facial or toilet tissue.

Step 2: Carry the child to the changing table, keeping soiled clothing away from you and
any surfaces you cannot easily clean and sanitize after the change.

* Always keep a hand on the child.

* If the child's feet cannot be kept out of the diaper or from contact with soiled
skin during the changing process, remove the child's shoes and socks so the
child does not contaminate these surfaces with stool or urine during the diaper
changing.
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* Put soiled clothes in a plastic bag and securely tie the plastic bag to send the
soiled clothes home.

Step 3: Clean the child's diaper area.

* Place the child on the diaper change surface and unfasten the diaper but leave
the soiled diaper under the child.

* Lift the child's legs as needed to use disposable wipes to clean the skin on the
child's genitalia and buttocks. Remove stool and urine from front to back and
use a fresh wipe each time. Put the soiled wipes into the soiled diaper or
directly into a plastic-lined, hands-free covered can.

Step 4: Remove the soiled diaper without contaminating any surface not already in
contact with stool or urine.

* Fold the soiled surface of the diaper inward.

* Put soiled disposable diapers in a covered, plastic-lined, hands-free covered can.

* If gloves were used, remove them using the proper technique and put them into
a plastic-lined, hands-free covered can.

* Even though gloves were used, use a disposable wipe to clean the surface of the
caregiver's hands and another to clean the child's hands, and put the wipes into
the plastic-lined, hands-free, covered can.

* Check for spills under the child. If there are any, dispose of the soiled paper in
a plastic-lined, hands-free covered container and place a fresh paper under the
child's buttocks.

Step 5: Put on a clean diaper and dress the child.
* Slide a fresh diaper under the child.
* Use a facial or toilet tissue to apply any necessary diaper creams, discard the
tissue in a plastic-lined, hands-free covered can.
* Note and plan to report any skin problems such as redness, skin cracks, or
Bleeding.

Step 6: Wash the child's hands and return the child to a supervised area.
* Use soap and water, no less than 60 degrees F and no more than 120 degrees F,
at a sink to wash the child's hands, if you can.
* If a child is too heavy to hold for hand washing or cannot stand at the sink, use
commercial disposable diaper wipes or follow this procedure:
1. Wipe the child's hands with a damp paper towel moistened with a drop
of liquid soap.
2. Wipe the child's hands with a paper towel wet with clear water.
3. Dry the child's hands with a paper towel.
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Step 7: Clean and sanitize the diaper-changing surface.

* Dispose of the disposable paper liner used on the diaper changing surface in a
plastic-lined, hands-free covered can.

* Clean any visible soil from the changing surface with detergent and water, rinse
with water.

* Wet the entire changing surface with the sanitizing solution (e.g. spray a
Sanitizing solution - one Sani Tab tablet to one gallon of tap water, mixed fresh
daily).

* Put away the spray bottle of sanitizer. If the recommended Sani Tab dilution is
sprayed as a sanitizer on the surface, leave it in contact with the surface for at

least 2 minutes. The surface can be left to air dry or can be wiped dry after 2
minutes of contact with the Sani Tab solution.

Step 8: Wash your hands according to the center procedure and record the diaper change
in the child's daily log.
* In the daily log, record what was in the diaper and any problems (such as a

loose stool, and unusual odor, blood in the stool, or any skin irritation). Report
as necessary.

H. Toilet Training Procedures:

1) Wee Knights Child Development Center accepts children who are not yet

toilet training. When a parent determines that their child is ready to begin using the
toilet, the staff will assist the child to maintain consistency between home and
school behavior. The following guidelines are useful in determining if a child is
ready to be toilet trained:

1) The child can express the need to go to the bathroom to the parent or to the
teacher.

i1) The child does not need to wear diapers, even at naptime.

2) Toileting and washing routines are an important part of the child's needs and provide
a variety of learning situations such as: waiting, self-awareness, courtesy,

responsibility, independence, cleanliness, sensory awareness, physical satisfaction,
helping others, following directions, sharing, etc.

3) It should be a pleasant, leisure experience, rather than one in which the child is rushed
and prodded.

4) Initially, all children should be accompanied to the toilet whether they go in groups or

individually. It is up to all the teachers to determine how much assistance each
child needs.

5) The child needs to know that we, as understanding adults, know that toilet accidents
are just accidents. We make as little fuss as possible.

6) The teacher will wear disposable plastic gloves when assisting a child after an
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accident. Soiled clothes will be placed in a plastic bag and sealed.
7) We help the child into clean clothes in a calm and pleasant manner and sincerely
reassure them that it is all right.

I. Formula & Breast milk Procedures
1) All breast milk and formula must be labeled with:
1) Child's name
i1) Day's date
ii1) Preparation time
2) Refrigerate breast milk and formula immediately upon arrival at the center.
3) All infant foods must be labeled with the child's name and date.
4) No medication may be added to breast milk or formula
5) Staff members must wash their hands and disinfect food preparation surfaces.
6) Food preparation areas must be kept separate from diaper changing and wash areas.
7) Bottles must be prepared at home and brought in with labeled caps.
8) Discard warmed, unused formula after one hour to prevent bacterial growth. Do not
reheat or reuse unconsumed portions of formula.
9) Thaw frozen breast milk overnight in a refrigerator and heat in warm water prior to
feeding. Frozen breast milk that has been stored for more than three months or
without a date will not be accepted.
10) Thawed breast milk must not be refrozen.

11) Do not heat formula, breast milk or baby food in the microwave oven, as there is the

possibility of a bottle exploding or of hot spots which could burn a child's mouth.
Microwaving also destroys the essential components of breast milk.

12) Warm bottled breast milk separates from formula bottles.

13) All bottles will be kept off the floor and out of the reach of children.

J. Equipment:

1) All equipment is inspected regularly by the director and maintained for cleanliness
and good repair.

2) The staff is responsible for reporting any concerns about equipment to the director.

3) On the 1st of the month (or closest following business day), the director will check
for recalled toys and equipment at www.cpsc.gov and will immediately dispose of
any offending equipment.

4) The director will check equipment:

1) Toys and play equipment have no sharp edges or points, small parts, pinch
points, chipped paint, splinters, or loose nuts or bolts.

i1) All painted toys are free of lead.
i11) Toys are put away when not in use.
iv) Toys that are mouthed are washed and sanitized after each use.
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v) Children are not permitted to play with any type of plastic bag, latex balloon,
or latex/vinyl gloves.

vi) Children under 4 years of age are not permitted to have band aids that they
can detach and thereby create a potential choking hazard. Gauze and tape should
be used for bandaging instead. Unlike band-aids, gauze and porous tape rarely
form complete airway plugs.

vii) Toys are too large to fit completely into a child's mouth and have no small,
detachable parts to cause choking. No coins, safety pins, or marbles for children
under 4 years of age.

viil) Infants and toddlers are not permitted to eat small objects and foods that
may easily cause choking, such as hot dogs, hard candy, seeds, nuts, popcorn, and
uncut round foods such as whole grapes and olives.

ix) Toy chests have air holes and a lid support or have no lid. A lid that slams
shut can cause pinching, head injuries, or suffocation.

Xx)  Shooting or projectile toys are not present.

xi) Commercial art materials are stored in their original containers out of
children's reach. The manufacturer's label includes a reference to meeting ASTM
standards.

xii) Rugs, curtains, pillow, blankets, and cloth toys are flame-resistant.

xiii) Sleeping surfaces are firm. Waterbeds and soft bedding materials such as
sheepskin, quilts, comforters, pillows, and granular materials (plastic foam beds
or pellets) used in beanbags are not accessible to infants.

xiv) Hinges and joints are covered to prevent small fingers from being pinched or
caught.

xv) Protrusions such as nails or bolts are not present.

xvi) Cribs, playpens, and highchairs are away from drapery cords and electrical
cords.

xvii) Cribs, playpens, and highchairs are used properly and according to the
manufacturer's recommendations for age and weight. Cribs have no corner posts.

xviii) Cribs have slats placed 2-3/8 inches apart or less and have snug-fitting
mattresses. Mattresses are set at their lowest settings and sides are locked at their
highest settings.

xix) Toys are not hung across the cribs of infants who can sit up.
xx) Rattles, pacifiers, or other objects are never hung around an infant’s neck.
xx1) Five-gallon buckets are not accessible to infants and toddlers.

Inclusion, Exclusion and Dismissal

K. Signs and Symptoms

1) The parent, legal guardian, or other person the parent authorizes shall be notified
immediately when a child has any sign or symptom that requires exclusion from the
facility.

2) The center shall ask the parents to consult with the child's health care provider.
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3) The childcare provider shall ask the parents to inform them of the advice received
from the health care provider.

4) The advice of the child's health care provider shall be followed by the center staff.

5) With the exception of head lice for which exclusion at the sign of the first nit a facility
shall temporarily exclude a child or send the child home as soon as possible if one or
more of the following conditions exists:

1) The illness prevents the child from participating comfortably in activities as
determined by the childcare provider.

i1) The illness results in a greater need for care than the childcare staff can
provide without compromising the health and safety of the other children as
determined by the childcare provider;

1i1) The child has any of the following conditions:

a) Fever, accompanied by behavior changes or other signs or symptoms
of illness until medical professional evaluation finds the child able to
be included at the facility.

b) Symptoms and signs of possible severe illness until medical
professional evaluation finds the child able to be included at the facility.

Symptoms and signs of possible severe illness shall include:
1. Lethargy that is more than expected tiredness

Uncontrolled coughing

Inexplicable irritability or persistent crying
Difficult breathing

Wheezing

b ol o

6. Other unusual signs for the child.

c) Diarrhea, defined by 3 or more watery stools, decreased form of stool
that is not associated with changes of diet, and increased frequency of
passing stool, that is not contained by the child's ability to use the
toilet. Children with diarrhea illness of infectious origin generally
may be allowed to return to childcare once the diarrhea resolves,
except for children with diarrhea caused by Salmonella typhi, Shigella
or E. coli 0157:H7. For Salmonella typhi, 3 negative stool cultures
are required. Children whose stools remain loose but who, otherwise,
seem well and whose stool cultures are negative, need not be excluded.

d) Blood in stools not explained by dietary change, medication, or hard
stools.

e) Vomiting illness (two or more episodes of vomiting in the previous 24
hours) until vomiting resolves or until a health care provider
determines that the cause of the vomiting is not contagious and the
the child is not in danger of dehydration.

f) Persistent abdominal pain (continues more than 2 hours) or
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intermittent pain associated with fever or other signs or symptoms.

g) Mouth sores with drooling, unless a healthcare provider or health
department official determines that the child is noninfectious.

h) Rash with fever or behavior change, until a physician determines that
these symptoms do not indicate a communicable disease.

1) Purulent conjunctivitis (defined as pink or red conjunctiva with white
or yellow eye discharge), until after treatment has been initiated. In
epidemics of no purulent pink eye, exclusion shall be required only if
the health authority recommends it.

j) Pediculosis (head lice), from the end of the day until after the first
treatment.

k) Scabies, until after treatment has been completed.

1) Tuberculosis, until a health care provider or health official states that
the child is on appropriate therapy and can attend childcare.

m) Impetigo, until 24 hours after treatment has been initiated.

n) Strep throat or other streptococcal infection, until 24 hours after initial
antibiotic treatment and cessation of fever.

0) Varicella-Zoster (Chicken Pox), until all sores have dried and crusted
(Usually 6 days).

p) Pertussis, until 5 days of appropriate antibiotic treatment (currently,
erythromycin, which is given for 14 consecutive days) has been
completed.

q) Mumps, until 9 days after onset of parotid gland swelling.

r) Hepatitis A virus, until 1 week after onset of illness, jaundice, or as
directed by the health department when passive immunoprophylaxis
(Currently, immune serum globulin) has been administered to
appropriate children and staff members.

s) Measles, until 4 days after onset of rash.

t) Rubella, until 6 days after onset of rash.

u) Unspecified respiratory tract illness.

v) Shingles (herpes zoster).

w) Herpes simplex.

x) RSV, until the Physician determines return time.

L. Center Decisions

1) The center shall make the decision about whether a child meets or does not meet the
exclusion criteria for participation and the child's need for care relative to the staff's
ability to provide care.

2) If parents and the center staff disagree, and the reason for exclusion relates to the
child's ability to participate or the caregiver's ability to provide care for the other
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children, the childcare provider shall not be required by a parent to accept
responsibility for the care of the child during the period in which the child meets the
provider's criteria for exclusion. The Kent County Health Department will be
contacted if needed.

M. Procedure for isolation of ill children and parental contact:

1) Staff will immediately isolate a child who is ill or exhibits signs or symptoms of a
communicable disease and notify the parents to pick up their child.

2) Special care shall be given to hygiene and sanitation while the child is isolated.

3) Staff will contact the child's pediatrician or emergency contact if the attempt to reach
the parent is unsuccessful.

4) In extreme cases, staff will call 911 and accompany the child to the emergency room.

5) An administrative staff member will take personal responsibility for the child until
he/she is picked up.

6) Staff will make sure parents sign the form in the enrollment package authorizing
Wee Knights Child Development Center to act on behalf of the parent/legal
Guardian in a medical emergency.

N. Communicable Disease Policy:

1) The administrator reviews the signs and symptoms of illness, proper hand washing,
and disinfection procedures with all staff members at staff meetings and at initial
training.

2) Staff members shall not report to center if they exhibit signs of a communicable
disease.

3) The administrator reserves the right to request a physician's note for a staff member
to return to work.

4) A staff member must observe children entering their group for any signs or symptoms
of the aforementioned.

5) An isolation area with an appropriate sleeping surface shall be provided to each child
who shows symptoms of illness, and the child shall be properly supervised.

6) The administrator is responsible for alerting the parents or legal guardian of the
child's illness. The parent is responsible for picking up the child within a reasonable
amount of time.

7) Parents are considered active partners in the care and education of their children.

8) The child may return to the center after the illness has abated within the
aforementioned time frames.

9) Parents should notify the center as soon as the child becomes contagious.

O. Staff Exclusion and Dismissal
1) A facility shall not deny admission to or send home a staff member or substitute with
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illness unless one or more of the following conditions exists. The staff member shall
be excluded as follows:

1) Chickenpox, until all lesions have dried and crusted, which usually occurs by
6 days.

i1) Shingles, only if the lesions cannot be covered by clothing or a dressing, until
the lesions have crusted.

iii) Rash with fever or joint pain, until diagnosed not to be measles or rubella.

iv) Measles, until 4 days after onset of the rash (if the staff member or substitute
is immunocompetent).

v) Rubella, until 6 days after onset of rash.

vi) Diarrhea illness, three or more episodes of diarrhea during the previous 24
hours or blood in stools, until diarrhea resolves; if E. coli 0157:H7 or Shigella
is isolated, until diarrhea resolves, and two stool cultures are negative.

vii) Vomiting illness, two or more episodes of vomiting during the previous 24
hours, until vomiting is resolved or is determined to result from
non-communicable conditions such as pregnancy or digestive disorder.

viil) Hepatitis A virus, until 1 week after onset or as directed by the health
department when immunoglobulin has been given to appropriate children and
staff in the facility.

ix) Pertussis, until after 5 days of appropriate antibiotic therapy (which is to be
given for a total of 14 days) and until disease preventive measures, including
preventive antibiotics and vaccines for children and staff who have been in
contact with children infected with pertussis, have been implemented.

x) Skin infection (such as impetigo), until 24 hours after treatment has been
initiated.

xi) Tuberculosis, until noninfectious and cleared by health department officials.

xii) Strep throat or other streptococcal infection, until 24 hours after initial
antibiotic treatment and end of fever.

xii1) Head lice, from the end of the day of discovery until after the first treatment.

xiv) Scabies, until after treatment has been completed.

xv) Purulent conjunctivitis, defined as pink or red conjunctiva with white or
yellow eye discharge, often with matted eyelids after sleep, and including eye
pain or redness of the eyelids or skin surrounding the eye, until 24 hours after
treatment has been initiated.

xvi) Haemophilus influenza type b (Hib), prophylaxis, until antibiotics treatment
has been initiated.

xvii) Meningococcal infection, until all staff members, for whom antibiotic
prophylaxis has been recommended, have been treated.

xviii) Respiratory illness, if the illness limits the staff member's ability to provide

an acceptable level of childcare and compromises the health and safety of the
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children.
xix) Childcare providers who have herpes cold sores shall not be excluded
from the childcare facility, but shall:
a) Cover and not touch their lesions.
b) Carefully observe hand washing policies.
c) Refrain from kissing or nuzzling infants or children, especially
children with dermatitis.

P. Special Medical Conditions:

SEIZURE CARE PLAN

1) If a child has a history of seizures or epilepsy, the parents/guardian will provide the
center with a seizure care plan. The center shall ensure that all caregivers receive
training in handling seizures. If a child in care has epilepsy or a history of febrile
seizures that are not considered a form of epilepsy, the child's seizure care plan shall
include the following:

1) Types of seizures the child has (such as partial, generalized, or unclassified),
as well as a description of the manifestation of these types of seizures in this
child.

i1) Could precipitate a seizure (examples include swimming and falling
from a height).

1. Recognizing and providing first aid for a seizure.
2. Guidelines on when emergency medical help should be sought
for the child who has epilepsy, such as:
a) A major convulsive seizure lasting more than 5 minutes.
b) One seizure after another without waking up between seizures.
c) The child is completely unresponsive for 20 minutes after the
seizure.
i) Documentation in the child's health report that indicates:
1. Whether the child has had a history of any type of seizures.
2. Whether the child is currently taking medication to control the
seizures.
3. What observations caregivers should make to help the child's
clinicians adjust the medication.
4. The type and frequency of reported seizures as well as seizures
observed in the facility.
5. Plans for support of the child with epilepsy and the child's family.
2) Staff members shall be trained in and shall be prepared to follow, the prescribed
procedure when a child has a seizure. These procedures include proper positioning,
keeping the airway open and knowing when and whom to call for medical assistance.
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All staff members shall be instructed about the relevant side effects of any anti-

convulsion medications that children in the center take and how to observe and report
them.

3) Telephone numbers for emergency care shall be posted.

FOOD ALLERGY CARE PLAN

1) When a child who has had a diagnosis of food allergies by a health professional
attends the childcare facility, the following actions shall occur:
1) Each child with food allergies shall have a special care plan prepared for the
facility by the child's source of health care, to include,
a) Written list of the food allergens
b) Indications for a reaction to the allergens
c) Names, doses and method of administration of any medications, e.g.,
EpiPens or antihistamines.

i1) The caregivers shall receive training on and demonstrate competence, and
implement measures to,

a) Reduce exposure to the allergens
b) Recognize reactions
c) Treat acute episodes
ii1) All Staff shall be informed to not feed any child unless the staff member
knows for certain who the child is.
iv) To prevent cross-contamination, food for the allergic child (ren) will not be

prepared on the same surfaces as food for non-allergic children.
2) Staff members will be encouraged to read labels.

3) Telephone numbers for emergency care shall be posted.

ASTHMA CARE PLAN

1) When a child who has had a diagnosis of asthma by a health professional attend the
childcare facility, the following actions shall occur:

1) Each child with asthma shall have a special care plan prepared for the facility
by the child's source of health care, to included:
a) Written instructions regarding how to avoid the conditions that are
known to trigger asthma symptoms for the child.
b) Indications for treatment of the child's asthma in the child care facility.
c) Names, doses, and method of administration of any medications, e.g.,

inhalers, the child should receive for an acute episode and for ongoing
prevention.

1) Based on the child's special care plan, the child's caregiver shall receive
training, demonstrates competence in, and implements measures for:
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a) Preventing exposure of the asthmatic child to condition likely to
trigger the child's asthma.

b) Recognizing the symptoms of asthma.

c) Treating acute episodes.

i11) Parents and staff shall arrange for the facility to have necessary medications
and equipment to manage the child's asthma while the child is at the childcare
facility.

iv) Properly trained caregivers shall promptly and properly administer prescribed
medications according to the training provided and in accordance with the
special care plan.

v) The facility shall notify parents of any change in asthma symptoms when that
change occurs.

vi) The facility shall try to reduce these common asthma triggers:

a) Prohibiting pets (particularly furry or feathered pets).

b) Prohibiting smoking inside the facility or on the playground.

c) Discouraging the use of perfumes, scented cleaning products, and
other fumes.

d) Quickly fixing leaky plumbing or other sources of excess water.

e) Ensuring frequent vacuuming of carpet and upholstered furniture at
times when the children are not present.

f) Storing all food in airtight containers, cleaning up all food crumbs or
spilled liquids, and properly disposing of garbage and trash.

g) Using integrated pest management techniques to get rid of pests (using
the least hazardous treatments first and progressing to more toxic
treatments only as necessary).

h) Keeping children indoors when local weather forecasts predict
unhealthy ozone levels or high pollen counts.

Medication Administration

Q. Permissible Medications
1) The administration of medicines at the facility shall be limited to:
1) Prescribed medications ordered by a health care provider for a specific child,
with written permission of the parent or legal guardian.
i1) Nonprescription (over the counter) medication s recommended by a health
care provider for a specific child or for a specific circumstance for any child
in the facility, with written permission of the parent or legal guardian.

R. Medication Labeling
1) Any prescribed medication brought into the facility by the parent, legal guardian, or
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a responsible relative of a child shall be dated and shall be kept in the original
container.
The container shall be labeled by a pharmacist with:
1) The child's first and last names.
i1) The date the prescription was filled.
111) The name of the health care provider who wrote the prescription, the
medication's expiration date.
iv) The manufacturer's instructions or prescription label with specific, legible
instructions for administration, storage, disposal.

2) Over-the-counter medications shall be kept in the original container as sold by the
manufacturer, labeled by the parent, with the child's name and specific instructions
given by the child's health professional for administration.

3) All medications, refrigerated or un-refrigerated, shall have child-resistant caps, shall
be kept in an organized fashion, shall be stored away from food at the proper
temperature, and shall be inaccessible to children.

4) Medication shall not be used beyond the date of expiration.

S. Administration of Medication
1) Any caregiver who administers medication shall be trained to:
1) Check that the name of the child on the medication and the child receiving the
medication is the same name.
i1) Read and understand the label/prescription directions in relation to the
measured dose, frequency, and other circumstances relative to administration
(Such as in relation to meals).
ii1) Check the expiration date.
iv) Administer the medication according to the prescribed methods and the
prescribed dose.
v) Observe and report any side effects from medications.
vi) Document the administration of each dose by the time and the amount given.

T. Parental Responsibilities

1) Parents must sign the center's Authorization to Dispense Medication form. This form
is only effective for the duration of the prescription for prescription medication. The
form is effective for the duration provided by the parents for nonprescription
medication.

2) Parents are requested to dispense their child's medication if it appears difficult to
administer due to the child's emotional/physical condition, or due to difficulty in
administration.

3) Parents must sign the center's authorization to apply sunscreen or insect repellant
form. This form is only effective for the duration provided by the parents for the
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specified sunscreen or insect repellant, which will be provided by the parents.

U. Medication Management

1) Medication will only be given with prior written consent of the
child's parent/legal guardian.

2) Injections will not be administered, unless by a registered nurse or parent.

3) Staff will file all records involving dispensation of medication in each child's file
upon completion.

4) The parent/guardian must complete the authorization for the medication form.

5) Non-prescription medication will only be given when the above conditions are met,
except when the non-prescription medication is accompanied with a written consent
from a parent and a legally authorized health care provider and with written
instructions specifying:

1) The child's name - first, last and middle initial if needed
i1) The dose and frequency
ii1) Length of time (ie., days to be given)
6) Storage of medicine
1) Internal medicines are kept separate from external medications
i1) All medications are kept at the proper temperature
ii1) All medications are kept inaccessible to children.
iv) Internal medications are kept in the office or in the refrigerator on the top
shelf.
v) External medications are kept in diaper bins or in the office.

7) The administrative staff is responsible for administering medications and keeping
documentation of the date and time that the medication was given.

8) Sunscreen and insect repellant will be treated like medication and will only be applied
with parental consent.

9) Sunscreen and insect repellant will be supplied by the parents and labeled with the

child's name.

Sanitation, Disinfection, Maintenance

V. Hand Washing
1) The facility shall ensure that staff members and children who are developmentally
able to learn personal hygiene are instructed in, and monitored on, the use of running
water, soap, and single-use or disposable towels in hand washing.
2) All staff, volunteers, and children shall follow the center hand washing procedures at
the following times:
1) Upon arrival for the day or when moving from one childcare group to another.
i1) Before and after:
a) Eating, handling food, or feeding a child.
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b) Giving medication.
c) Playing in water that is used by more than one person.
ii1) After:
a) Diapering.
b) Using the toilet or helping a child use a toilet.
¢) Handling bodily fluid (mucus, blood, vomit), from sneezing, wiping
and blowing noses, from mouths, or from sores.
d) Handling uncooked food, especially raw meat and poultry.
e) Handling pets and other animals.
f) Playing in sandboxes
g) Cleaning or handling garbage.
h) Applying insect repellent or sunscreen.

W. Hand washing Procedure
1) Children and staff members shall wash their hands using the following method:

1) Check to be sure a clean, disposable paper (or single-use cloth) towel is
available.

i1) Turn on warm water, no less than 60 degrees F and no more than 120 degrees
F, to a comfortable temperature.

ii1)) Moisten hands with water and apply liquid soap to hands.

iv) Rub hands together vigorously until a soapy lather appears, and continue for
at least 10 seconds. Rub areas between fingers, around nail beds, under
fingernails, jewelry, and back of hands.

v) Rinse hands under running water, no less than 60 degrees F and no more than
120 degrees F, until they are free of soap and dirt. Leaving the water running
while drying hands.

vi) Dry hands with a clean, disposable paper or single use cloth towel.

vii) Turn tap off with a disposable paper or single use cloth towel.

viil) Throw the disposable paper towel into a lined trash container. Use hand
lotion to prevent chapping of hands, if desired.

X. Hand Washing for Infants

1) Caregivers shall provide assistance with hand washing at a sink for infants who can be
safely cradled in one arm and for children who can stand but not wash their hands
independently.

2) A child who can stand shall either use a child-size sink or stand on a safety step at a
height at which the child's hands can hang freely under the running water.

3) After assisting the child with hand washing, the staff member shall wash his or her
own hands.

4) If a child is unable to stand and is too heavy to hold safely to wash the hands at the
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sink, caregivers shall use the following method:
1)  Wipe the child's hands with a damp paper towel moistened with a drop of
liquid soap. Then discard the towel.
i1) Wipe the child's hands with a clean, wet paper towel until the hands are free
of soap. Then discard the towel.
1i1) Dry the child's hands with a clean paper towel.

Y. Nose Blowing

1) Staff members and children shall blow or wipe their noses with disposable, one-use
tissues and then discard them in a plastic-lined, covered, hands-free trash container.

2) After blowing their nose, they shall wash their hands.

Z. Cuts and Scrapes

1) Cuts or sores that are leaking body fluids shall be covered with a dry dressing to
avoid contamination of surfaces in childcare.

2) The caregiver shall wear gloves if there is to be any contact with a wound.

3) If an individual has a cut or sore that is leaking a body fluid that cannot be contained
or cannot be covered with a dry dressing, that person shall be excluded from the
facility until the cut or sore is scabbed over or healed.

AA. Blood and Bodily Fluids

1) The center will follow these standards:

1) Use of non-porous gloves is optional unless blood or blood containing body
fluids may be involved. Gloves are not required for feeding human milk or
cleaning up spills of human milk.

i1) Gowns and masks are not required.

ii1) Sufficient barriers include materials such as disposable paper towel that is
moisture resistant, and non-porous gloves.

2) The staff shall be educated regarding routine precautions to prevent transmission of
blood borne pathogens during the first month of work in the facility and at least
annually thereafter.

3) The staff training shall comply with requirements of the Occupational Safety and
Health Administration (OSHA), where applicable.

4) Procedures shall include:

1) Surfaces that may come in contact with potentially infectious body fluids
must be disposable or of a material that can be sanitized. Use of materials that
can be sterilized is not required.

i1) The staff shall use barriers and techniques that:

a) Minimize potential contact of mucous membranes or openings in skin
to blood or other potentially infectious body fluids and tissue
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discharges and
b) Reduces the spread of infectious material within the child care facility.
ii1)) Such techniques include avoiding touching surfaces with potentially
contaminated materials unless those surfaces are sanitized before further
contact occurs with them by other objects or individuals.

a) When spills of body fluids, urine, feces, blood, saliva, nasal discharge,
eye discharge, injury or tissue discharge, and human milk occur, these
spills shall be cleaned up immediately, and further managed as
follows:

b) For spills of vomit, urine, human milk, and feces, all floors, walls,
bathrooms, tabletops, toys, kitchen counter tops, and diaper-changing
tables in contact shall be cleaned and sanitized as for the procedure for
diaper changing tables in Step 7.

c) For spills of blood or other potentially infectious body fluids,
including injury and tissue discharge, the area shall be cleaned and
sanitized. Care shall be taken to avoid splashing any contaminated
materials onto any mucus membranes (eyes, nose, mouth).

d) Blood-contaminated material and diapers shall be disposed of in a
plastic bag with a secure tie.

e) Floors, rugs and carpet that have been contaminated by body fluids
shall be cleaned by blotting to remove the fluids as quickly as possible,
then sanitized by spot-cleaning with a detergent-disinfectant, and
shampooing, or steam-cleaning the contaminated surface.

BB. Schedule of cleaning and sanitizing

1) Utility gloves and equipment designated for cleaning and sanitizing toilet
learning/training equipment and flush toilets shall be used for each cleaning and shall
not be used for other cleaning purposes.

2) Utility gloves shall be washed with soapy water and dried after each use.
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Classrooms/ Child Care/Food Areas Clean | Sanitize | Frequency

Countertops/tabletops, floors, door, and X X Daily and when soiled.

cabinet handles

Food preparation & service surfaces X X Before and after contact with food
Activity. Between preparation of raw
and cooked foods.

Carpets and large area rugs X Vacuum daily when children are not
present. Clean with a carpet cleaning
method approved by the local health
authority. Clean carpets only when
children will not be present until the
carpet is dry. Clean carpets at least
monthly in infant areas, at least every
3 months in other areas and when
soiled.

Small rugs X Shake outdoors or vacuum daily.
Launder weekly.

Utensils, surfaces and toys that go into the X X After each child's use, or use

mouth or have been in contact with saliva or Disposable, one-time utensils or toys.

other body fluids.

Toys that are not contaminated with body

fluids. Dress-up clothes not worn on the head.

Sheets and pillowcases, individual cloth X Weekly and when visibly soiled.

towels (if used), combs and hairbrushes, wash

cloth and machine-washable cloth toys. (None

of these items should be shared among children.)

Blankets, sleeping bags, cubbies X Weekly and when soiled.

Hats X After each child's use or use disposabl{
hats that only one child wears.

Cribs and crib mattresses X Weekly, before use by a different child|
and whenever soiled or wet.

Phone receivers X X Weekly

Toilet and Diapering areas

Hand washing sinks, faucets, surrounding X X Daily and when soiled.

counters, soap dispensers, doorknobs

Toilet seats, toilet handles, doorknobs or X X Daily, or immediately if visibly soiled.

cubicle handles, floors
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Toilet bowls X X Daily

Changing tables, potty chairs (Use of potty
chairs in childcare is discouraged because of X X After each child's use.
high risk contamination).

Mops and cleaning rags X X Before and after a day of use, wash
mops and rags in detergent and water,
rinse in water, immerse in sanitizing
solution, and wring as dry as possible.
After cleaning and sanitizing, hang
mops and rags to dry.

Waste and diaper containers X Daily

Any surface contaminated with body fluids: X X Immediately
saliva, mucus, vomit, urine, stool, or blood.

CC. Rags and Disposable Towels Used for Cleaning

1) Disposable towels are preferred for cleaning.

2) If clean reusable rags are used, they shall be laundered separately between uses for
cleaning. Disposable towels shall be sealed in a plastic bag and removed to outside
garbage.

3) Cloth rags shall be placed in a closed receptacle until laundering.

DD. Odors

1) Odors in toilets, bathrooms, diaper changing and other inhabited areas of the facility
shall be controlled by ventilation and sanitation.

2) Chemical air fresheners shall not be used.

EE. Waste Receptacles
1) Waste receptacles in toilet rooms shall be kept clean and in good repair, and emptied
daily.

FF. Use of Toys that can be Washed and Sanitized

1) Toys that cannot be washed and sanitized shall not be used. Toys that children have
placed in their mouths or that are otherwise contaminated by body secretions or
excretion shall be set aside where children cannot access them. They must be set
aside until they are washed with water and detergent, rinsed, sanitized, and air-dried
by hand or in a mechanical dishwasher. Play with plastic or play foods shall be
closely supervised to prevent shared mouthing of these toys.

2) Indoor toys shall not be shared between groups of infants or toddlers unless they are
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washed and sanitized before being moved from one group to the other.
3) Thermometers, pacifiers, teething toys, and similar objects shall be cleaned and
reusable parts shall be sanitized between uses.
4) Pacifiers shall not be shared.
GG. Procedures
1) Cleaning products and their use - all will remain on the surfaces for a minimum of
three minutes before wiping.
1) To clean all surfaces where children eat, to clean diapering areas and hard
surface toys, use:
a) 1 Sani Tab tablet to 1 gallon of water (minimum 70F)
i1) To clean dishes, utensils, pans, etc., use:
a) Sani Tab tablet to 1 gallon water (minimum 70F)
ii1l) When Sani Tab is used, staff must do the following daily:
a) Mix and fill all cleaning spray bottles to be used.
b) At the end of the day, empty all spray bottles.
2) Cleaning, disinfecting, and laundering:
1) To reduce the risk of spreading diseases, staff will clean toys, sleeping cots,
and other inanimate objects daily.
ii) Any toy that cannot be easily wiped off or washed daily should not be in the
center.
ii1) Weekly cleaning schedule must be posted in each classroom.
3) Cleaning procedures:
1) Plastic toys in the preschool room(s) are placed in a bath of sanitizing solution
of bleach and water on Tuesday and Thursdays or more frequently if needed.
i1) Toys in the infant and toddler rooms are sanitized daily.
ii1) Toys that cannot be easily dipped can be sprayed and left for three full
minutes before drying.
iv) Childcare laundry (bibs, etc.) will be washed daily or more often if soiled.
v) Floors are washed and disinfected daily or more frequently if needed.
vi) Cribs, swings, and infant seats are washed and disinfected daily or after use.
vii) Toilets and hand washing sinks are washed and disinfected daily.
viii) Tables used for food serving are washed and disinfected before and after
each meal and snack.
ix) Furniture, rugs, and carpeting are vacuumed daily in all areas.
x) Powder and chemicals that leave harmful residues are not used. Carpets are
steam cleaned following the use of any chemical spot cleaner.
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HH. Hand Washing
1) Hand washing is the single best way to reduce or stop the spread of bacteria/germs
that causes a child to be ill. Staff will wash their hands and teach or help children to
wash their hands according to the following schedule:
2) Staff will wash their own hands:
1) Upon arrival at the childcare center.
i1) Before handling foods, cooking activities, eating and serving food
ii1) After toileting self, children, and diaper changing.
iv) After handling or coming in contact with body fluids such as mucus, saliva or
urine.
3) Children will be directed or assisted in hand washing
1) Upon arrival at the childcare center.
i1) Before meals or cooking activities.
ii1) After toileting
iv) After outdoor play
v) After coming in contact with body fluids
4) How hand washing is done at the center:
1) Soap, warm water and individual disposable towels are available for staff and
children.
i1) Turn on water and adjust the temperature.
ii1) Wet hands and apply liberal amounts of soap.
1v) Rub hands in wringing motion from wrists to fingertips for a period of not less
than 10 seconds.
v) Rinse hands thoroughly.
vi) Dry hands using an individual disposable towel.
vii) Use a hand-drying towel to turn off water faucets.

Handling Accidents and Injuries

I1. First Aid
1) Wee Knights Child Development Center requires that all staff be trained in
age appropriate Cardio Pulmonary Resuscitation (CPR) and First Aid Training.
2) The center director or administrator is responsible for ensuring that our first aid kits
are fully stocked.
1) First Aid kits contain:
a) First Aid Gauze
b) Sterile Gauze Pads
c) Tweezers
d) Cotton Balls
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e) Adhesive Tape
f) Band-Aids in a variety of sizes
g) Small Scissors
h) Clean Disposable Gloves
i1) First Aid Kits are located in the office.
111) Staff members should carry mini first aid kits and gloves in a "pocket pack"
whenever they go outside. The mini kit includes:
a) Band-Aids
b) Clean disposable gloves
c¢) Sterile Gauze Pads

JJ. Minor illness management
1) Staff members will do the following when an accident or incident occurs (ie., small
cuts, bruises, sprains or bumps)
1) Follow necessary actions for the injury or illness as specified in the
First Aid Manual.
i1) Document the incident and treatment on an accident/incident report.
ii1) The incident is reported to the parent by receipt of the accident/incident
report.
iv) If the injury is serious, the parent should be notified immediately.
v) All parties who are witnesses to the incident should document the occurrence.

KK. Emergency Policy
1) Emergency telephone numbers for the Fire, Police, EMT, and Poison Control Center
must be posted near each telephone in the center.
1) Staff members must take the following actions in the event of a
life-threatening emergency.
i1) One staff member stays with the injured child and, if necessary, provides first
aid.
iii) The child's teacher or designated staff member contacts 911 and will:
a) Describe the situation.
b) State the physical location of the emergency.
c) Give a telephone number and stay on the line until told to hang up.
iv) The emergency response team and /or parent will determine emergency
transportation for any necessary medical care. A staff member will go and
remain with the child until the parent(s) arrive. A staff member will bring
the child's file to the hospital should it be needed by medical personnel.
a) The teacher in charge will complete an accident/incident report form
as soon after the incident as possible.
b) The parent will sign the incident report form. Copies will be given to
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the parent and kept on file at the center.

c) These reports will be reviewed by administration in June and
December.

LL. Health Resources

1) The primary health resource for children is their family physician. Other resources
available to the center and families are the local Red Cross, the Department of Public
Health, and Public Health Nurses, Local Hospitals, and Emergency Rooms.

2) Telephone numbers and contact for the above agencies are kept on file in the center
by the administration.

Reporting

MM. Reports to Licensing and Health Department

1) The Office of Children and Adult Licensing Family Independent Agency will be
notified on the required form within five days in the event that a child has an accident
or illness that results in hospitalization or death.

2) The Division and Department of Public Health will also be notified in the event of
certain communicable diseases such as parasite infestation, head lice, measles,
tuberculosis, etc.

NN. Notification to Parents about Exposure to Contagious Diseases
1) The center director shall follow the recommendations of these standards, the
facility's health consultant or the local health authority regarding notification of
parents of children who attend the facility about exposure of their child to a
communicable disease. When notification is recommended, it shall be written and
shall include the following information:
i) The diagnosed disease to which the child was exposed, whether there is one
case or an outbreak, and the nature of the exposure ( such as a child in same
room or facility).

i1) Signs and symptoms of the disease that the parent should watch for in the
child.

1i1) Mode of transmission for the disease.
iv) Period of communicability and how long to watch for signs and symptoms of
the disease.
v) Disease-prevention measures recommended by the health department (if
appropriate).
vi) Control measures implemented at the facility.
2) The notice shall not identify the child who has the communicable disease.
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00. Notification from Parents about Contagious Diseases or Other Problems

1) Upon registration of each child, the facility shall inform parents that parents must
notify the facility within 24 hours after their child or any member of the immediate
household has developed a known or suspected communicable disease as required by
the health department.

2) When the child has a disease requiring exclusion or dismissal, the parents shall inform
the facility of the diagnosis.

3) The facility shall encourage parents to inform the caregivers of any other problems
which may affect the child's behavior.

4) These diseases require reporting from the parents:

1) The child has any of the following conditions: fever, lethargy, irritability,
persistent crying, difficult breathing, or other manifestation of possible
severe illness.

i1) The child has diarrhea with blood or mucus in the stool(s).

ii1) The child has E. coli 0157:H7, Shigella or Salmonella infection.

iv) The child has mouth sores associated with drooling.

v) The child has a rash with fever and behavioral change.

vi) The child has purulent conjunctivitis.

vii) The child has tuberculosis.

viii) The child vomits 2 or more times during the previous 24 hours.

ix) The child has impetigo.

x) The child has streptococcal pharyngitis.

xi) The child has scabies.

xii) The child has pertussis.

xiii) The child has hepatitis A virus infection.

PP. Child Abuse and Neglect

1) The facility shall report to the department of social services, child protective services,
or police as required by state and local laws, in any instance where there is reasonable
cause to believe that child abuse, neglect, or exploitation may have occurred.

2) Caregivers and health professionals shall establish linkages with physicians, child
psychiatrists, nurses, nurse practitioners, physician’s assistants, and child protective
services who are knowledgeable about child abuse and neglect and are willing to
provide them with consultation about suspicious injuries or other circumstances that
may indicate abuse or neglect. The names of these consultants shall be available for
inspection.

3) Childcare workers are mandated to report suspected child abuse and neglect.

4) Caregivers who report abuse in the settings where they work shall be immune from
discharge, retaliation, or other disciplinary action for that reason alone, unless it is
proven that the report was malicious.
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5) Caregivers shall know methods for reducing the risks of child abuse and neglect.
They shall know how to recognize common symptoms and signs of child abuse and
neglect.

6) Employees and volunteers in center shall receive an instruction sheet about child
abuse reporting that contains a summary of the state child abuse reporting statue and

a statement that they will not be discharged solely because they have made a child
abuse report.

QQ. Ongoing Staff Training
1) All new staff members will receive training in health care procedures prior to
beginning
employment as part of their orientation.
2) There will be ongoing training available on a continuing basis.
3) Training will consist of a review of the Wee Knights Child Development Center
health care policies and practices.
4) Training includes, but is not limited to:
1) Emergency Procedures
a) Medical
b) First Aid
c¢) Poison
d) Fire
e) Tornado/Severe Weather
i1) Illness policy/communicable diseases
1i1) Safety precautions
iv) Cleaning and Sanitizing
v) Diapering and Hand Washing
vi) Food handling procedures
5) Wee Knights Child Development Center will use outside resources and resource
materials to educate staff in healthcare procedures.
6) Administration will keep a record of all staff training.

Sources

Caring for Our Children, National Health and Safety Performance standards: Guidelines
for Out-of-Home Childcare. Second Edition American Academy of Pediatrics,
American Public Health Association and National Resources Center for Health
and Safety in Child Care at University of Colorado Health Sciences Center at
Fitzsimons, 2002.

http://nrc.uchsc.edu/CFOC/HTMULVersion/Title.html

Keeping Healthy, National Association for the Education of Young Children, 1999.
Brilliant Beginnings
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Disclaimer

Wee Knights Child Development Center will take the necessary precautions to contain
and prevent the spread of contagious illnesses or diseases. However, Wee Knights
Child Development Center cannot guarantee that contagious illnesses or diseases will
be completely contained or will not be spread to other children. The parents must
recognize that, while in our care, it is possible that the child may be exposed to a
contagious illness or disease. The directors have the right to have a child seen by a
physician before returning to the center in the case of a communicable illness.

Sunscreen and Insect Repellant

In the warmer weather months, we ask parents to supply sunscreen and insect repellant
in the original, manufacturer’s bottle, labeled with the child’s name. Parents also need
to sign a sunscreen / insect repellant application permission form before the staff can
apply sunscreen and insect repellant.

Clothin

e Children should wear comfortable clothing that could get messy. We do lots of
hands-on activities and play outside.

e Children who walk must wear shoes. Sneakers are recommended.

e Parents are asked to supply an additional set of clothing labeled with their
child’s name and placed in a Ziploc plastic bag.

e During the winter months, appropriate clothing for outdoor play is
recommended.

e Children must follow the Algoma Christian School dress code:

o Children may not wear short shorts, spaghetti strap tops, or dresses that
are above the knee during the school year.

o During the summer spaghetti straps are acceptable.

o Appropriate attire for the summer will be any clothing that is not
offensive. (Offensive meaning: short shirts showing mid drift, short
shorts, inappropriate logo shirts, etc.) Please remember that we are
housed in a Christian School.

o Please make sure that pants are pulled up so that the back sides are not
showing.

e The center cannot be held responsible for lost clothing or possessions. The
center cannot be held responsible for clothing that is damaged while the child is
admitted.
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Birthdays

Birthdays are special for children and will be recognized by the center at the request of
the parents. Birthday treats are welcome. Please remember that we are a nut free
facility. So that all children may participate if you bring a treat, please check with the
Lead Teacher to make sure of any food allergies.

Things From Home

Items such as toys, candy, gum, money, play guns or other pretend weapons and
balloons are prohibited and should be left at home. If any items are brought in, Wee
Knights Child Development Center will not be responsible for breakage and
replacement. Wee Knights Child Development Center reserves the right to take any
item that is perceived potentially harmful to someone in the school. If in doubt with a
toy please leave it home.

Meals

The center will provide breakfast and 1 snack in an 8-hour day. Any known food
allergies, or copies of any restricted diet, approved by the child’s physician, must be on
file at the center. An alternative snack will be provided for children with allergies.
Menus will be posted outside the door of each room, alternative snacks will be listed
for those children with allergies. We ask parents whose child will be with us for an 8
hour day or longer to provide lunch for their child, including a drink.

We are a_nut free facility, so please do not send in any item that contains nuts or is
made in a facility that processes nuts. (Examples: Yogurt with Reese’s pieces,
Nutter Butters, granola bars, etc.) A good alternative to peanut butter is Wow
Butter or sun butter. If an item has a nut allergy label we are not able to serve it,
additionally if an item is suspected, we will remove it from the child’s lunch due to
the severity of this kind of allergy.

Please make sure to put their name on their lunch as well as any container that needs to
be returned. This includes all food, containers, lunch bags, drinks and bottles. Wee
Knights is not licensed to prepare food, all food must be completely prepared, in a
container and only need heating to serve. This includes mac and cheese bowls, ramen
or canned goods. We have a microwave if food needs to be heated and a refrigerator if
food needs to be kept cool.

Algoma Christian School has a hot lunch program. You may purchase hot lunch for
your child at the regular student fee. Lunch includes a main food item, two sides and a
drink. Menus are available each month. If you enroll after the menu’s due date, you
will need to wait until next month. If your child is absent the day that they are to
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receive hot lunch, the money will not be reimbursed. You will not be able to alter days
once the menu’s due date has expired. It is the parent’s responsibility to keep track of
what lunches they ordered, this information is kept in the cafeteria with the lunch staff
and is not readily available to Wee Knights.

We are committed to promoting the health and well-being of all children in our care.
We recognize that proper nutrition is vital for growth, development, and overall health.
Our nutrition policy aims to encourage healthy eating habits and provide nutritious
breakfast and snack options. We try to emphasize the use of fresh ingredients whenever
possible to enhance nutritional value. Our menu will minimize the use of added sugars
and artificial dyes in order to do our best to provide wholesome food options.

Nap Time

There is a required period of rest during the day for all children; this is a state licensing
requirement. Each child is assigned his or her own mat, cot, or crib for sleeping. Your
child/children are welcome to bring a favorite blanket, small travel pillow (no full size
pillows), or stuffed animals to sleep with. Please provide a blanket if your child is over
the age of one. Some children will sleep, while others will rest. This is the time when
staff will be working on items for the classroom; they will be unable to sit with your
child/ren during this time. Naptime will vary in different age groups.

Infants are allowed to sleep on demand. Infants will not be allowed blankets or stuffed
animals in their cribs.
e Infants 0-2 months can use a swaddle or sleep sack with a swaddle attachment.

e Infants 2-12 months can only use a sleep sack as long as it's not a swaddle and
they have their hands free, (it has to zip up).

Toddlers and Preschoolers are required to rest. Your child is not required to sleep
during this time. If your child does fall asleep, due to licensing regulations, we
are not allowed to wake your child until rest time is complete.

Medications

All medications brought into the center by parents must be in the original container
with a pharmacy label affixed clearly indicating the child’s name, doctor’s name,
medication name, required dosage, expiration date and directions for administering the
medication. The medication must be presented to the director/Lead Teacher along with
a medical permission form completed and signed by the parent.

All medications will be administered by the Lead Teacher or someone on staff who is
trained to do so. Medications will be administered only at designated times per the

48 1/06/2026



Wee Knights Child Development Center Parent Handbook

prescription label and will be documented.

Non-prescription medications (like acetaminophen or an antihistamine) will only be
administered when accompanied by written permission from parents and will be
administered based on dosage guidelines.

Under no circumstances will medication be administered that is not properly labeled, in
the designated container, or without a signed permission form signed by the parent.
This includes diaper creams, lotions, lip balm, etc. Eucerin Lotion, Neosporin,
Neosporin for lips, Chap Stick, Vaseline and Hydrocortisone Cream are supplied by
Wee Knights Child Development Center and can be applied to your

child with a Medication Permission Slip signed by the parent.

Bumps and Bruises

If your child incurs a minor injury, such as a skinned knee or a slight cut (situations

that are not an emergency), you will receive an accident report describing how it
happened and the action taken by a qualified staff person. In the event of an emergency
requiring more than first aid attention, you will be contacted according to the
instructions on your enrollment form. We ask that you authorize the center to take
whatever emergency measures deemed necessary for the medical care and protection of
your child. Should an accident occur, a written report will be provided.

Licensing Agency

It is the right of the licensing agency to perform their duties as follows:

e Interview children or staff and to audit child and staff records without prior
notices or consent.

e Observe the physical condition of the children, including conditions that could
indicate abuse, neglect, or inappropriate placement and, if determined
necessary, provide protective custody and/or have a licensed medical
professional physically examine the child (ren).

Please be assured that your child will be comforted and protected.

As a parent, you can always expect Wee Knights Child Development Center to adhere
to all county, city and state regulations governing safety, fire, nutrition and child/staff
ratios.
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QOur Responsibility in Reporting Suspected Child Abuse and Neglect

We take our responsibility very seriously. Abuse and neglect, whether physical or
emotional, can happen in all types of families, from all walks of life and in varying
degrees. The damage to children can last a lifetime and certainly affect their
self-esteem and development process. When abuse occurs, both children and parents
are the victims and need support, understanding and help. Wee Knights Child
Development Center staff has been trained to recognize the signs and symptoms of
abuse and neglect. Therefore, the law requires us to report suspected cases. Parents
may ask the directors for a confidential referral to outside intervention and suggested
resources for prevention and assistance in dealing with this sensitive subject.

Should abuse or neglect be suspected, these steps are the usual course of action:

e Staff members are mandated reporters and will report suspected abuse or
neglect to the proper agencies.

e Staff members will discuss the suspected case with the directors.

e The director and staff will observe the child, talk with the child and further
seek to determine if abuse or neglect is a possible cause. These findings will
be documented in the child’s file.

e The directors may discuss their concern with the child’s parent(s).

e The staff and the directors, in conjunction with the administration, will
determine if there is a need to notify the Child Protective Agency. The staff
member involved is entitled to make an independent report.

e A social worker or representative of the CPA may visit the child at the center
or in the child’s home.

e To protect the children in our care, the following measures are taken:

e Extensive screening of all staff members, including criminal background
checks.

e Close observations and performance evaluations of staff.

e Monitoring the classrooms, activities and staff members with unannounced
visits.

Child Guidance and Classroom Management / Discipline

Our first approach to discipline at Wee Knights Child Development Center is through
positive methods using appropriate guidance. Our teachers act as guides to your child
to model correct behavior in the classroom. Appropriate guidance includes redirection,
diversion and substitution.

e Redirection occurs when a child needs a break from a current activity and can
refocus energies in a positive experience.

e Diversion occurs when we intercede in a situation by providing alternative ways
to continue.
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e Substitution encourages a child to move to another activity that will provide the
same response to their needs.

Wee Knights Child Development Center teachers use these techniques according to the
child’s age and maturity. Children in early childhood programs learn through
experience. By trying activities in a variety of ways, children build a memory of how it
works, why it works, and what to do next. These stages of growth and development are
valuable ability builders as children associate with other children and adults in their
world. Concerns observed in the classrooms by teachers will be discussed with the
directors and brought to your attention individually. The goal in early education is to
help children grow toward independent thought and actions. The ability to acquire
self-control will be an expected outcome by the end of the preschool year.

Wee Knights Child Development Center teachers will appeal to their better nature with
love and explain rules and restrictions for activities so children will learn safe limits.
Teachers will teach the child awareness of personal consequences through kindness and
will allow students to work out differences, and offer suggestions if students have
difficulties. Teachers will communicate approval for cooperative and correct play and
will help students think of better ways to accomplish tasks. Good manners will be
modeled and used in the classroom. Teachers will use positive reinforcements such as
rewards to encourage the children to help with clean up and other tasks in the
classroom.

Wee Knights Child Development Center teachers believe in praising appropriate and
positive behaviors. They take into account that every child is an individual. Responses
to unacceptable or negative behaviors might include redirecting the child to another
activity or reasonably discussing the problem.

Wee Knights Child Development Center teachers will have expectations and enforced
rules. Children will be able to make choices. Teachers will use positive language —
what can a child do rather than not do. Teachers will give clear messages, be
consistent, and provide encouragement and model appropriate behaviors.

Wee Knights Child Development Center teachers will use redirection and intervention
as a tool of classroom management. A child may only be excluded from activities if

they are a danger to others or themselves. If a child is not able to complete an activity
due to safety they will be given an age appropriate alternative as a form of redirection.

Wee Knights Child Development Center teachers will acknowledge children’s feelings,
anticipate problems, recognize differences and create a trusting environment. Teachers
will allow students to be creative and allow students to take risks. Teachers will create
an atmosphere of belonging and help children focus on solutions. If an infant or toddler
bites, teachers will try to figure out the cause of the biting. If a preschool age child
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bites, and has good language skills, they will be automatically sent home for the day. If
there are 3 or more incidents where the child has been sent home for the same offense,
they will be dismissed from the center.

Wee Knights Child Development Center teachers will meet the needs of every student.
By making sure that children are rested, fed and healthy they will be given
opportunities to develop in active, emotional, intellectual, spiritual, and social ways, the
children should be happy, well-adjusted as they enjoy their lives and the people around
them.

Special Information For Parents Of Infants And Toddlers

Medication must be prescription only. Medication forms must be filled out before any
medications can be administered to an infant. Non-prescription medication is permitted
only with a parent’s note that includes specific instructions. This includes diaper
creams, lotions, lip ointments, etc.

Please label any items brought into the center with your child’s name and date. The
center will not be responsible for lost or stolen items.

e Infants

Please be sure that your child has the following items at the center daily labeled
with his or her name:

Blanket (12 months and older)

Diapers (full unopened package)

Diaper wipes (full unopened package)

Ointments — with permission granted and labeled. (No powder or sprays
are allowed)

Change of clothes

e Baby food

Linens will be washed at the center daily or weekly depending on the child’s schedule.

Please bring all belongings to school in a tote bag. Make sure that everything is
labeled, especially pacifiers, baby bottles and caps. We ask that all bottles be
accompanied with a labeled cap. Please bring a clothing attachment to attach your
child’s pacifier to his or her clothing. This avoids the spreading of germs. We cannot be
responsible for any unlabeled items. If your child’s pacifier is not attached to them, it
will be left in the cubby or the pacifier holder near the front of the room.

Infants are fed, changed and napped on demand unless otherwise instructed by parents.
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For Bottle-Fed Infants

e We ask that all food be supplied by the parents, until the child is old enough to
eat what is supplied by the center.

e Please prepare formula bottles at home and label them before bringing them to
the center.

e Bottles need to be prepared by the parents in an assembled bottle and labeled
with the date, pump date, name of child and contents (formula or breast milk).
All parts of the bottle need to be labeled.

e We will only use the bottles once; we will not reheat them.

e Formula and breast milk left in a bottle at the end of a feeding will be
discarded.

e We cannot feed the children from commercial baby-food jars.

e Infants that are too young to sit in a highchair will be held in a semi-sitting
position or placed in an infant seat for feedings.

e Infants will be held when a bottle is given.

e Parents are encouraged to visit the center to feed, play and interact with their
infant. You are welcome to come into the center to breast feed your infant at
any time.

Safe Sleeping Position

In accordance with the recommendations of the American Academy of Pediatrics, we
Place infants on their backs to sleep. Infants will not be able to have blankets, stuffed
animals or any other item that may cause suffocation in their crib while they are
sleeping. They may use swaddles to keep warm while sleeping up to the age of 3
months then they may use sleep sacks. Parents must make sure that their child is able to
sleep in a crib when they start. If they need to be in an upright position when sleeping,
we must have a doctor's slip with specific directions as to why they need to be up right.

Diapers and Formula

We ask parents whose children wear diapers to please supply a full-unopened package
Of diapers (labeled with first and last name) and one unopened box of baby wipes
(labeled with first and last name) to accommodate the child’s needs. We will send a
note home when it is time to replenish any items.

Any ointments to be used need to be labeled and have written authorization. No sprays
or powders are allowed. Please consult with the director regarding all regulations
Pertaining to infant care when registering your child.

Parents are required to provide a nutritional diet for their infants. Food must be labeled
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with the child’s first and last names and will be refrigerated daily. All bottles must be
prepared by the parent and brought into the center each day labeled with first and last
names. Unused portions of bottles will be discarded within an hour of opening them.
Please fill the bottles with only the amount of formula your baby will drink at each
feeding. Please do not leave bottles, food, or formula at the center. All left over food
items that are not taken home will be discarded.

Toddlers

In addition to the standard policies, the following items are needed for toddlers who are
not toilet trained. Parents are responsible for bringing in:
e A box of diapers labeled with your child’s first and last name. Replace as
needed.
e Baby wipes — labeled with your child's first and last name. Replace as needed.
e A change of clothes — labeled with first and last name. Please include extra
socks and shoes labeled with first and last name. It is very important that you do
not put your child in clothing items that hinder their learning. (Onesies, long
dresses, pants that are hard to get up, clothing with lots of snaps, etc.)
e Sweater or Jacket labeled with first and last name— suitable for indoor and
outdoor temperature changes.

e Covered sipping cups with the lid and the cup labeled with first and last name.

Toilet Training Procedure

It is best to start toilet training when your child recognizes their diaper needs to be
changed. At this point, children may be ready to learn and be able to control their
bowels or bladder. Beginning to toilet train early will simply cause frustration for the

child and place unnecessary pressure on them. Toilet training is generally
recommended for children between the ages of two and three years old.

A child’s cues and mannerisms initiate toilet training. These cues may include:

Verbal requests

Gestures of pulling pants down
Leading caregiver to the bathroom
Squirming in place

Pointing gestures

Teacher’s responsibilities include being sensitive to these cues by:

e Asking the child to use the potty
e Assisting the child on scheduled visits to the bathroom
e Frequent verbal reminders throughout the day
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e Posting pictures of sequencing potty routines
e Communication with parents

This growth period is a natural progression of independence. It is not viewed as a time
to shame or humiliate a child who may have an accident or mishap during the stages of
potty training. All efforts by the child will be positively acknowledged with praise and
encouragement.

While using the bathroom, all children will be supervised and assisted when needed.
The children will flush the toilet and will be assisted in washing their hands with soap
and water. If the child was assisted, the caregiver will also wash her own hands.

If the child does have an accident, the teacher, using gloves, will assist in changing the
child’s clothes. Parents are responsible for bringing in extra underwear, pants, shirts,
socks and shoes (labeled). These belongings are to be kept in a Ziploc plastic bag in
the child’s cubby. The center may have extra clothes in case the parent forgets to
provide them. If a child is sent home in clothes provided by the center, parents are
asked to launder and return them. Soiled clothing will be sealed in a plastic bag and
returned to the parents at the end of the day.

Toilet training is an exciting process for both the parent and child. We want to
encourage communication between the staff and parents so we can work together as the
child strives for independence.

Termination of Enrollment Knights Child Development
Center

In certain circumstances it may be necessary to discontinue a child’s enrollment. This
decision is based on the best interest of the child concerned, other children in the class
and the well being of everyone in the center. Every effort will be made to correct a
problematic situation before a final decision is made (ie, moving the child to another
class, redirecting behaviors, providing choices, separate children who are not getting
along or other interventions).

Termination of enrollment may be a result in the following:

e Abuse (verbal or otherwise) to other children, staff, or property, by the child or
parent.
Continued violation of policies by child or parent
Disruptive or dangerous behaviors by child or parent
The center’s inability to meet the child’s needs or the parent’s expectations.
Non-payment of tuition.

This is a partial list and management reserves the right to end the enrollment of a child
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at any time. Whenever possible, prior notification of two weeks will be provided to the
parent in the event of enrollment termination. Wee Knights reserves the right to
terminate without notice if parents and administration cannot reach an understanding.

Withdrawal From the Center

Parents may choose to withdraw their child (ren) at any time from Wee Knights Child
Development Center. Tuition, holding or registration fees will not be refunded. The
administration asks that two weeks prior notice be given to the director in writing.

56 1/06/2026



Wee Knights Child Development Center Parent Handbook

Signature Page

Please submit this page with your registration
materials.

We (D), , have read

the parent handbook and understand my part in my child’s
development

at Wee Knights Child Development Center. I will follow all of the

guidelines that have been put forth to me in the Wee Knights Child

Development Center handbook.

Mother/Guardian

Father/Guardian

Date

Director

Date
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