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The Center’s handbook is a collaborative effort between staff, parents, and the Board of Directors. Our goal is to provide quality childcare within a developmentally appropriate learning environment. We strive to ensure that everyone has a positive experience and enjoys their time while in our care. Your suggestions and contributions are always welcome. This handbook is always a work in progress. If you have any questions, please feel free to discuss them with the Executive Director.
History
Canton Day Care Center, Inc. was established in 1977 to meet the need of quality childcare in the community. The Center has collaborated with and continues to maintain several community-based partnerships to fulfill this mission. In conjunction with Head Start, the Canton Day Care, Inc. was the first organization in Canton to provide a preschool program to ensure Kindergarten readiness. In December of 2002 we moved our School Age and Preschool programs together under one roof. In 2000 the Canton community began to formally address the need for quality infant and toddler care.  In May of 2004 we opened our first Toddler room. In December of 2006 we opened our first infant room. In September of 2009 CDCC will be collaborating with United Helpers to establish an Intergenerational Care Facility adjacent to Partridge Knoll on Outer State Street in Canton. 
Our mission is to provide high quality educational early childhood programs that allows each child the opportunity to develop physically, socially, intellectually, and emotionally to his/her full potential. The objectives of the Center are as follows:
· To provide opportunities for children to develop and understanding of their self and others.

· To provide both an indoor and outdoor program that fosters optimal growth and development through opportunities for exploration and learning while protecting the health and safety of the children and adults.
· To provide a program where parents are kept well informed about daily events and are encouraged to be both observers and participants in their child’s development.

· To provide caring staff that recognize and meet the needs of the children while promoting physical, social, emotional, and cognitive development.

· To provide a qualified Director who effectively attends to the needs of the children, parents, and staff.

· To provide a Director who will conduct systematic evaluations of the effectiveness of the programs and staff in meeting these objectives and the Office of Children and Family Services Regulations.

Hours of Operation
The Center is open from 7:30 a.m. to 6:00 p.m., Monday through Friday.

The Center will be closed on the following holidays:

· New Year’s Day

· Memorial Day

· Independence Day

· Labor Day

· Columbus Day

· Thanksgiving Day

· Friday after Thanksgiving

· Christmas Eve: Center will close at noon.

· Christmas Day

· New Years Eve: Center will close at noon.

· New Years Day

If the holiday falls on a weekend, the center will be closed the weekday closest to the holiday.
Inclement Winter Weather

Canton Day Care Center will be open regardless of public school closings or delays. 
The only exceptions would be when the county or State Police issue a no traveling advisory. If the Director determines the weather to be too severe for us to open a notice will be announced on North Country Public Radio 89.5 and TV Channel 7. In the event that a traveling advisory is issued during the day the Center will shut down. Parents will be contacted to pick up their child.
The Center does not provide daycare services for school age children when there are morning delays. When there is a school closure, parents are required to call the Center before bringing their child to assure that there is space. Services will be provided on a first come, first serve basis. 

Admission Procedures:

Admission at Canton Day Care Center, Inc. is an ongoing process and we accept applications year round. Care is provided on a priority basis to meet full time childcare needs. Part-time care may be available for no less than 2 days per week. Waiting lists are routinely updated, checked, and revised to assist parents in placement of their child.
· A pre-admission interview is required between the Director and parent/guardian before admission into the Center. The length of the visit may vary depending upon the needs of the child.   The interview will include:

· Tour of the Center.

· Introduction to your child’s teacher.

· Explanation of policies and procedures.

·  Review of the registration packet.

· The registration packet contains an application, child/family history form, photo permission form, sleeping arrangements form, CACFP form, medical/immunization form, and parent tuition contract. All forms must be completed and returned to the Director before your child can enter our program.

·  A $30.00 registration fee and the first two week’s tuition payment must be paid before services begin. 

Tuition and Fees:

Canton Day Care Center, Inc. requires that a contract be completed prior to admission. . Tuition Fee Statements will be placed in your child’s cubby on a weekly basis. Payment is due the following Monday upon receipt of your statement. A Tuition Box is located outside the Director’s office. Please make payments payable to “Canton Day Care Center”. If paying with cash please submit payment to the Director and a receipt will be given at the time of payment.
Subsidized Child Care through DSS: 

The Department of Social Services assists parents with paying for quality childcare by providing you with a “subsidy” income to help cover a portion of your childcare fees. It is the parent’s responsibility to submit the required paperwork to the Director on a weekly basis. A tuition statement containing your co-pay and any additional fees not covered by DSS will be placed in your child’s cubby. Additional fees may include registration fees, additional hours of care outside those approved by DSS, late fees, and sick or vacation days not covered by DSS. Payment is due the following Monday upon receipt of your statement.  

Delinquent Accounts: 

The goal of the center is to have an open and positive relationship with each family. We understand that family finances may change or be stretched from time to time making it difficult to pay your child care bill. We ask parents/guardians to discuss these matters with the Executive Director.
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Infant Program: (6 weeks-18 months) 1:4 Staff/Child Ratio
CDCC offers a child-centered, family-oriented infant program that is designed to promote a developmental approach to the social, emotional, physical, and cognitive growth of each child. We believe these areas of growth do not evolve separately, but rather support and strengthen each other. We follow the “best practice” standards of quality care in all aspects of our program, including staff qualifications and ongoing training; health; safety and security; program requirements; room arrangements; and the daily routine care and well-being of each infant enrolled in our program. From a foundation of trust and security, care givers encourage independence and experiments. By arousing curiosity and interest, infants are motivated to engage in new challenges. These experiences stimulate the challenging space for various ages of infants, and we continue to modify the space as each infant grows. Teachers keep track of developmental changes and set appropriate goals for each child – goals that serve as guide lines in planning activities for the group and individual child.

In 2008 our infant became a certified “Breastfeeding Friendly” room through the Child and Adult Care Food Program. The room provides an atmosphere that welcomes breast feeding families and allows mothers to continue to breastfeed when they return to work or school. Infants are fed on demand and provide mothers the opportunity to coordinate feeding times with their schedule. Our staff receives training and is very supportive of breast feeding moms. Breastfeeding resources are available to parents.

A separate Infant Handbook is also available on our website, along with further details on our Philosophy and Goals for our youngest children.
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Toddler Program: (18months-36 months) 1:5 Staff/Child Ratio
Active learning occurs when toddlers experiment with their environment. Our curriculum focuses on meeting the child’s basic needs, fostering social-emotional development, developing relationships, and supporting cognition and brain development. Daily lesson planning is designed to foster their active learning by allowing toddlers to explore with all their senses, to use their emerging gross and fine motor skills,  and to explore with curiosity and excitement.
[image: image4.wmf]        Preschool Program (3-5 years) 1:7-1:8-1:9 Staff/Child Ratio

Our preschool program provides an enriched learning environment where learning is facilitated through teacher guided activities and self directed centers. Reading, readiness skills, math concepts, and language development are incorporated into the daily lesson plans. A great emphasis will be put upon interaction with peers and development of socialization skills in a positive manner.

The program offers a Kid Start Wrap Around Program. 
Laugh & Learn: [image: image5.wmf]School Program (5-12 years) 1:10-1:15 Staff/Child Ratio
The After School School-Age Program is designed to complement the daily activities of the school age child. The teacher facilitates quality choices for the individual child and group-directed recreational activities. An emphasis is placed on respect and cooperation. Our program follows the Canton School District calendar. The SACC program provides after school care from 2:30 pm to 6:00 pm.
Toys from Home

The Center has an abundance of materials for children to use each day. We ask that children do not bring any toy, candy, or pocket change. They tend to cause disruption or may pose a danger to another child. CDCC assumes no responsibility for lost or broken toys or other items from home.
Discipline Policy

CDCC has established written disciplinary policies and guidelines as set out by the Office of Children and Family Services. These guidelines include acceptable methods of guiding the behavior of children. Discipline is administered by the staff in such a way as to help each child develop self-control and assume responsibility for his or her actions through clear and consistent rules within the limits appropriate to the ages and development of the child. Discipline is guidance and learning, not punishment. 

When a child’s behavior is harmful to others or seriously disrupts group interaction, the child may be separated briefly from the group. The child will be supervised and supported by a staff member. This brief period is intended as a time for the child to regain self-control before returning to the group. If a child is constantly exhibiting a disruptive behavior, the parent/guardian will be notified. CDCC reserves the right to discontinue services to any child or family if the disruptive behavior continues.

Child Abuse and Mistreatment
CDCC is committed to a safe, nurturing environment for children to grow and learn in a positive manner. Any abuse or maltreatment of child is prohibited! CDCC will not tolerate any form of abuse or maltreatment by an employee; volunteer or parent. All employees are Mandated Reports. Our staff is required to report any suspected incidents to the Statewide Central Register of Child Abuse and Maltreatment.

Accidents/Incident Reports

Children sometimes receive bumps and bruises as part of their daily routines. An “accident report” will be completed by a teacher when a child is injured. When an injury is caused by another child an “incident report” will be completed. Parents will be notified by the staff about the accident/incident and asked to sign the form. All reports are filed in the child’s file. The staff will use basic First Aid procedures to care for bumps and bruises. If more care is needed, the parent will be notified and asked to seek additional care with the child’s physician.

If your child requires immediate medical attention, 911 will be called and the parent will be contacted. Your child will be transported by ambulance to the most appropriate medical facility. If the parent is unable to accompany the child to the hospital the Director or a staff member will and remain with the child until a parent/guardian arrives. 
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Health Policies and Emergency Procedures
Health Care Plan
CDCC is a well child facility and has an approved Health Care Plan that details all the health and safety policies and procedures that are followed in our day-to-day operations. The Director will consult with our designated Health Care Professional when necessary.
The health and well-being of all the children and staff are the utmost importance. It is for the protection of everyone that we must insist on strict adherence to this policy.

If a child becomes ill while in our care, we will notify you and your child must be picked up immediately. Any child sent home must remain out of the Center for 24 hours. If the child returns before the 24 hour period, we reserve the right to decline services. 

When to Keep Your Child Home

If your child shows any of the following symptoms, he/she must remain at home until your child is symptom free for 24 hours.

· A contagious or communicable disease

· Temperature of 100 degrees or higher.

· Severe diarrhea or vomiting.

· Respiratory symptoms; difficult or rapid breathing or severe coughing. 

· Rash: any unidentified rash, undiagnosed or contagious infected sores or persistent itching of the body or scalp.

· Pink eye.

· Ear infection, sore throat
· Head Lice.

· Highly infectious conditions, (measles, chicken pox) will require a physician’s written approval before returning to the center.

*Please notify the staff immediately if your child has a communicable or childhood disease such as measles, chicken pox, mumps, strep throat, head lice, pinkeye, ringworm, or scabies so we can alert the other parents.

Treatment and Medications

The Center is mandated by the State of New York to follow the Health and Infection Control Regulations when administering non-prescribed and prescribed medications. A Medication Permission Form must be completed by both the physician and parent/guardian before any medication can be administered by our designed MAT trained staff. All medication must be in its original container labeled with the child’s name, address, physician’s name, recommended dosage, times, and method of administration. 

For the safety of all the children, please do not store any medications in your child’s bag. Routine checks will be conducted of the children’s cubbies and bags. Regulations require that all medications must be stored in the Center’s medication storage containers.

Nutrition Program

CDCC participates in the Child and Adult Care Food Program and meals meet USDA standards for a healthy and balanced diet. Children will be served breakfast, lunch and an afternoon snack in a family-style environment for a relaxed social experience. The staff will encourage children to utilize self-help skills to gain independence. Staff model correct mealtime manners and habits for the children. The children will be served a portion of all the foods being offered and encourage to try a “no thank you bite” of all foods. Children will never be required to eat foods that they are not comfortable eating. Food is never used as a reward or punishment.
Food Allergies

Children with specific food allergies must have a physician’s written note with recommendations on file. Notices will be posted in the kitchen and classroom.

The parents can provide substitutes.
Our Staff
Canton Day Care Center, Inc. believes that it takes a well trained, dedicated and caring team to present and maintain a quality program for all of our children and the families it serves. The Board of Directors and the administration take great care in the selection and supervision of staff.
Staff Hiring

The center follows the staff qualification guidelines set forth by the NYS Office of Child and Family Services Regulations.  Exhaustive measures are used to determine the character of the person considered for employment. An extensive interview and three personal/professional reference checks are completed. Prospective employees are observed interacting with our staff and children before hire and are subjected to a probationary period once hired. New employees cannot be left alone with children until the Director is confident in their abilities and they have been cleared by the Central Register Clearance System. 
Confidentiality

All employees must sign a confidentially statement agreeing that all personal information about the children and their families will not be discussed outside of the Center, with other parents, or in front of the children. The Director is solely responsible for contacting any professional agencies regarding any concerns with a child at our Center. 

Staff Training

All staff is required by the Office of Children & Family Services to complete thirty hours of training every licensing period. In addition, staff will receive CPR, First Aid and MAT  training.

Volunteers and Interns

The Center collaborates with several community organizations, colleges, and school programs to provide a training ground for hands-on experience working with young children. All volunteers and interns are subject to the same hiring procedures as paid staff members. They can never be left alone with children. Volunteers and interns enrich our program with their various backgrounds, trainings, and knowledge. In return they gain awareness and understanding of child development as well as a valuable work experience. 
Parent Communication/Involvement
Parents are expected to accompany their child into the classroom and sign him or her in for the day, assist their child with removing outer clothing, making sure that the child is comfortably settled into the classroom, and is under the care of a teacher before leaving. Please take the time to verbally communicate any pertinent information about the child’s well being to the teacher in charge and please remember to say “Goodbye.” If your child will not be attending on a scheduled day, please call the Center by 9:00 AM.

When picking up your child be sure staff are aware he or she is leaving. Please sign your child out and check his/her cubby for artwork, dirty clothes, and check his/her daily sheet. Once you have your child ready, you must monitor and help reinforce our policy that children stay with an adult at all times. Children must never run out of the Center unaccompanied by an adult. Cars are constantly arriving and departing and we do not want your child to be at risk of a serious accident. Please guide children safely to you vehicle.

Emergency Release Form

Please be sure that all individuals authorized to pick up your child are listed on the Blue Card and have current phone numbers. Any adult not known by the staff will be asked for a photo ID. This policy is in place for safety of your child. If an emergency situation arises, call the Executive Director or designed staff member with a specific description of the adult picking up the child and have that person be prepared to show photo identification.
Divorce/Separation

The staff and Director want to serve all our families in the best possible way, especially during difficult transitions. Unless we have legal documentation, we cannot presume one parent has more or less rights than the other. It is the responsibility of the custodial parent to provide the Director with a certified copy of court ordered or other legally binding documentation. Custody papers will be kept in your child’s file and staff will be notified of the arrangements.

Parent Visit Policy
Parents/Guardians are always welcomed to visit the Center. Each program has a daily routine so we ask that we are notified in advance of the visit. To maintain structure among the children visits should be no longer than half an hour. Prior approval from the Director must be given if a parent/guardian would like to visit longer.
Parent Volunteers

We welcome parents to come into the classrooms and attend field trips. We encourage parents/guardians to share special skills, knowledge, or hobbies. Please speak with your child’s teacher if you would like to volunteer.

Fundraising

CDCC sponsors regular fundraising events to support our mission. Money raised will be used for program enhancement, equipment and supplies, and improvement to the physical space.
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