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EXECUTIVE SUMMARY

This section of the business plan will provide a brief overview of the child
care program, highlighung and summarizing the primary elements of the business
plan’s contents. The purpose of a business plan is to describe the child care center,
explain who the center will serve, and outline its competition. In addition, it lays
out the center’s marketing strategy (how the center will maintain full occupancy),
and explains the financial operations of the center. The business plan should
provide the reader the ability to understand the child care industry itself, as well as
the details about your specific child care center.

The business plan should be credible, clear, and authoritative. It should site
specific “sources” of information that are within the plan. Business plans are
usually 10-15 pages in length (excluding the introduction and any supporting
documents) and it should be typed (single or double spaced) without grammatical
or typographical errors.

The sections of a child care center business plan include:
* The Business Introduction
e The Business Organization Section
* The Management/Operations Section
s The Marketing Section
s The Financial Section
e Supporting Documents

Simply stated, in developing a Child Care Center Business Plan, you are
developing a “road map” for your center. You are defining where you are going,
and how you will get there,



BUSINESS INTRODUCTION

% Provide a history and description of the business
» How and why did you enter the child care field?

< Mission Statement
» Who are you and what do you do?
e What services do you offer?
« Who do you serve?

< Research market feasibility
s [s there a need for child care in the area where your business will be
located?

* How much of a need is there and how much of it will you serve?

< Competition
» Who is your competition?
e What services do they offer; what are their strengths and weaknesses?
» Are they a threat to your business?

< Industry trends
o What does the child care industry itself look like at this time: is it
stable or declining?

< Potential market

» (Given what's known about the above issues, what is the potential
demand/need for your facility?



BUSINESS ORGANIZATION

% Legal

s Will the center be a sole proprietorship, a partnership, ora
corporation”

* Will it be profit making or a non-profit organization?

*  Will it have a board of directors?

* Will it be employer sponsored or supported, or funded by state or
local agencies?

* Who will determine the policies and budget?

< Insurance
» 'What types of insurance will you carry (liability, fire, theft, health,
accident) and through whom?

< Tax and bookkeeping system
* What records do you need to maintain?
e What system will vou use?

< Regulation, licensing, and/or government issues
» What licensing regulations are there for your industry?
e What are the zoning regulations for your location?
» What local building code requirements must you adhere to?



MANAGEMENT/OPERATIONS

< Personnel/management team
e Who are they?
e What are their qualifications?
e What education have they had?
= Are they competent, capable, and expenienced?

< Benefits
» What benefits are being offered to employees, if any?

< Employee requirements and job descriptions
e What are your hiring practices?
o What is your wage scale?
e What are your staffing patterns?
o What will specific employees be expected to do?

<+ Business operations
= How will you actually run your business?
» What are your major business policies?
» What is your schedule of daily program activities and how will
they provide you with a competitive edge?
» What are your business's goals and objectives? (include child and
family outcomes)

» Suppliers
e What equipment and materials do you need?
¢ Where will they be obtained?
» Provide breakdown of costs by supplier.

< External partners

e Will a lawyer, accountant, or early childhood specialist's services
be used?

» Technology needs

e Do you need or will you need any technology to help you, such as
computers, telephone add-ons, etc.?



MARKETING

¢ Describe your services
» What do vou offer and to whom?
» Do vou offer any special services that may not be offered
elsewhere?

% Describe the target market for your facility
s  Who will be served?

<+ ldentify your location

Where is your facility located?

Has it met local and state inspections and zoning requirements?
Does it accommodate special needs?

What features about your site are desirable for child care and
families served?

< Pricing strategies
» How will fees be determined?
o Will there be late fees, paid holidays, and vacations, sick days,
etc.?

o Will you charge for special services, L.e., transportation?

< Promotional strategies
» How will you reach your customers?
* What advertising methods will you use?



FINANCIAL

<+ Start-up costs
» If applicable, what will you need to purchase to begin?
» What operating funds will be needed?
* Where will this money be obtained?
L]

How much, in total, is needed 1o successfully cover all start-up
costs?

<+ Cash flow projection
o Where will your income come from and where will it go?
» Anticipate your income and expenses for a two-year period, month
by month and by year.

% [ncome statement
» Balance sheet: assets, liabilities, net worth

< Break even analysis
» Revenue versus expenses: how much money do yvou need to break
even?
* Can you make a profit?

% Financing plan
»  Will you need to borrow money? How much?
» How will you use it and how will it be repaid?

<+ Identify sources of funds
+ Determine how the program will be funded.
» Will you seek a bank loan?
 How much money can you provide?



SUPPORTING DOCUMENTS

% Personal resumes

% Letters of reference

% Job descriptions

“ Contracts, leases, licenses to operate business
% Client lists

The information provided here can be used as a tool to assist you in designing your
business plan. More information can be found at
Jiwww. gy ufi W



April, 2005 Early Childhood Outcomeas Center

Family and Child Outcomes
Preface

Early intervention and early childhood special education support young children with
dizabilities and their families. For children, the ultimale goal of this support is to enable
young children lo be active and successful participants during the early childhood years
and in the future in a varisty of settings — in their homes with their families, in child care,
preschool or school programs, and in the community. For families, the ultimale goal is
fo enabile families to provide care for their child and have the resources they need o
participate in their own desired family and communily activities.

An “oufcome” is defined as a benefit experianced as a result of services and supports
received. Thus, an oulcome is neither the receipt of services nor salisfaction with
services, but rather what happens as a resulf of services provided to children and
families. The child and family ouicomas are interdependant in thal poaifive oufcomes
expenienced by the family serve o promole the child outcomes and outcomes achieved
by the child benefit the family.

As outcomes in an accourtability framework, these statements should be taken as
desirable accompilishments of the system. It is undersiood thal a service system cannof
guarantee the achievement of any oufcome involving families or children. The
achievemen! of an oulcome is the reswlf of a varely of factors, only one of which is early
intervention or preschool special education. Even in the best system, it is likely that not
all families or children will achieve all of the desired oufcomes. Nevertheless, eanly
intervention and early childhood special education should sirive fo achieve the oufcomes
for all the families and childran they serve.

Family Dutcomes

Families undarstand their children’s strangths, abilities and spacial naeds.
Families know their rights and advocate effectively for their children.

Families help their children develop and learn.

Families have suppor sysiems.

Families are able to gain access 1o desired services, programs, and activitias in
their community.

PR R

Based on input from the consensus-buillding process, it was concluded that all five family
outcomes apply 1o early intervention and outcomes 1 and 2 and possibly 3 apply to early
childhood special education as i is curmenily being daliverad.

Child Quicomes
1. Children have positive social relationships.

2. Children acquire and use knowledge and skills.
4. Children take appropriate action io masl thelr nesds,

B



PROJECTED CHILD CARE CENTER ANNUAL OPERATING COSTS
Example - Somewhere, Mississippi

This operating stalement is based on 9 infants end 51 preschoolers each day, 5 days per week, 52
WESKS DET VEar,

Income

Registration fee — 6,000
@ 60 x $100/yT.

Tuition 234 000
@ 60 x $75/wk.

Supply fee 3,000
el 60 x $25/semester x 2 scmesters

TOTAL GROSS INCOME 243,000

Operating Fxpenses

Director — 20,000

Caregivers/Instructors* 87000
6 (@ $14,500/yr. (40 hrs/wk)
4 (@ $6.00/hr. (20 hrs./wk) — 24,960

Suppornt Stafl (cooking/cleaning) — 2970
1 i@ £5.75/hr. (30 hrs.'wk.)

Subtotal Salaries 140,930

Fringe Benefits/'Cost of Employees @ 20% 28,186
(a full benefits package would need w0
be calculated using a higher finge %)

Total Salaries 169,116



Rent (i@ $1,000/month)
Licenses/Permits

$50 application fee (one ume fee)

5150 hcensure fee

530 business permit
Advertising/Promotion (@ $10/month)
Utdlities/Telephone

Utilities @& $400/month

Telephone @ 550/month

Professional Services
Accountant/Attorney (& 5100/month)

Supplies/Equipment (@ $50/month/classroom)
Insurance

Maintenance/Repair (@ $100/month)

Food Costs (@ $3,570/month)**
Miscellancous (@ $100/month)

Other - $7,500 Building Renovation Loan
Total Operating Expenses

TOTAL EXPENSES (SALARIES + OPERATING)

TOTAL NET INCOME (LOSS)

Yearniecy o wichers g Wil vy depereleng on mamber of cheien, pp of chyldmn, il proag Bl Refer o B Misiiacgn
irgprristom Coverreng the [ieemmers of (il Care Faddies o pnagwyg el carperer sarisiers sl avies beted belos

o Fooed coty i eabeulme] ining cofrest LISDLA lood reinbomement fgures i 2,07 por bt mesd ind 57 por pecie. Doy et

ekt el o for eaf? e sdarm Hased on | o mead ! ersco) per day pergfekl




PLaseG YOLR PROFSSIONAL BROWTH

Rosa Simone Velasquez
14 Meadowlark Rd  Apt. 2C
Grafane, Vermont 05798
Homa Phona: B02.802.8020
Email: busnavistalsource.ne!

BACKGROUND

I started & Family Child Care Home nine yaars ago when | had the first of my s children. | axpectsd o close my
program when my youngest chid wend o school, nowever, | realized | enjoyed it and wes providing an imporiant sary-
e to the community. My goals ane to specialize in prowviding child came 1o traumatized children and to maintain mmy
proiessional credential

WORK HISTORY
1993 - presend  Owner - Dirscior Rosa's Nest (Grafans, VT)
Crem and operate a licensed Family Child Cam Home for saven children ages 3 months - Seven yaars.

18990 - 18835  Assiztant Teacher Smiling Rainbow Playschoo! {Osio, VT)
Worked with the thres-vear olds in a licensed moming preschoal, Asssied the teacher with prepanng materials, plan-
réng activithes, and teachng,

1985-1590 Home Vislor  Southem Vermont Head Star  [acksfon, UT)
Conductsd webkly visits 1o ning families with preschool childnen io address education, social services, haalth, and
parent involhvemnent issues. Developed activites for children and parents. Maintained thorough, confidential recomds.

EDUCATION

1958 Child Development Associale credential

1891  Couwrses taken in Child Development and Earfy Childhood Education (COV)
1982 Dipioma (Easton High School, Easton, NH)

INTERESTS AND ACTIVITIES

CPR and Advanced First Ald cerfification, gardening, playing the plano for church choir, member of Siarting Points
Chilc Cara MNatwork,

REFERENCES WILL BE FURNISHED UPON REQUEST




RIVER VALLEY CHILD DEVELOPMENT SERVICES

TITLE:
RELATIONSHIP:

GENERAL

QUALIFICATIONS:

SPECIFIC DUTIES:

STAFF

PARENT

JOB DESCRIPTION
Center Director — Child Care

Direct responsibility would be to the Associate
Director and the Executive Director of River Valley
Child Development Services

Teaching and administrative experience

Master degree preferred or BA in Child Development
or Early Childhood. Other relevant experience and
academic qualifications considerad

Be registerad with WV STARS State Training and

Reqgistry Systam

1. Supervise all staff at child care center

2. Interview candidates for new child care employeeas

and make recommendations of most qualified 10

River Valley Associate Director and Executive

Director

Arrange monthly centerwide staff meetings

Evaluate all staff using formal evaluation forms

once a year or more frequently for new employees

and those requiring improvement

Consult with staff regarding concerns

Assist in planning inservice

Schedule all voluntears and education students

Schedule substitutes

Provide staff development opportunities

‘HJ Assist staff in planning and follow through on ISDP
process

11.Approve memos and flyers distributed to parents
and others

12.Maintain a parent information board and/or center

P 2
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1. Organize parent advisory committee or maintain
ongoing committee

Assist parent advisory committee in planning
Parent meetings at least four times a year
Monitor enroliment and maintain waiting list
Orient new families

St L



CHILDREN

RECORD KEEPING:

OTHER DUTIES:

Do~

e N

Ne

.

i I 8 F

9

Conference with parents about concemns as
needed

Communicate with parents about past due fees,
late pick-up fees, required records and changes in
family data

Coordinate quarterly newsletter

FPrepare memaos to parents

Maintain a parent information board and/or center

Regularly monitor children’s activities

Monitor and update children's records

Coordinate curriculum development and selection
of materials

Monitor lesson plans

Assess classroom space and assist in needed
improvements

Assist staff in solving child management problems
Monitor assessments of children's development

. Complete all forms required by West Virginia Child

Licensing Regulations, Child Care and Adult Food
Program, and DHHR Child Care Eligibility

. Keep ongoing records of information required for

River Valley Child Development Services annual
report (see Child Care Policy and Procedure
Manual)

Review monthly budget and remain within supply/
equipment/ food allocations

Approve all supply and equipment requests
Arrange for necessary upkeep and repairs
Collect child care fees, prepare receipts and
deposits, and follow through on past accounts
Assist with updating manuals of policies and
procedures, parent handbook, job descriptions,
evaluation forms and other forms as needed
Assemble monthly reports for office use including
DHHR per diem and Child Care and Adult Food
Program reports

Maintain accurate time sheets on staff

10.Maintain Inventory
11.Submit reports to other agencies as required

(Foster Grandparents, alc.)

12. Maintain all data programs through computer link

1. Know and understand WV Child Care Licensing

Regulations



ESSENTIAL

FUNCTIONS:

2. Know and understand CACFP requirements and
reimbursement process

3. Know and understand Department of Health and
Human Services per diam (Title XX) procass

4. Assist representatives from licensing, health
department, fire marshal, or food program monitor
the center

5. Prepare necessary commespondence

6. Write namative and prepare child care section of
annual report

7. Secure all monies and checks. Make waekly
deposits and maintain accurale records or parent
fees, late fees, activity money, fundraising and
donations

B. Order classroom and maintenance supplies

9. Monitor delivery of supplies and equipment

10. Attend monthly directors meating

11. Participate in agency approved staff development
plan

12. Actively participate/coordinate fundraising for
River Valley Child Development Services
programs

13. Maintain the physical appearance and condition of
center

14.Produces a quarterly program newsletier

15. Maintain or seek program accreditation through
NAEYC

16. Able to lift 40 pounds

17. Work successfully in a team environment

18. Other duties assigned by Associate Director or the
Executive Director of River Valley Child
Development Services

Ability to compose writien materials

Ability to organize and be self-directed

Ability to evaluate program and staff

Ability to communicate with staff, families,

children and community organizations

Ability o foster a cohesive and supportive staff

e Ability to evaluate financial statistics and
reports

* Have knowledge of computer systems and/or
willingness to leamn

= Ability to compile documentation as required

by licensing authorities

L



SALARY/ BENEFITS:

. Complete First Aid and CPR training

Based on academic qualifications and experience
Fringe benefits include vacation, sick, personal leave,
short term paid disability leave, eight paid holidays
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LICENSE

STATE OF WEST VIRGINIA
DEPARTMENT OF HEALTH AND HUMAN RESOURCES

FU L L b b e ¥

This Certifies that
ABC Child Care Facility

is hereby granted a Regular License to operate a
Child Care Facility

Located at: Charleston Kanawha County West Virginia

to conduct child care services under the provisions of West Virginia Code, Chapter 49, Article 2B, subject to the standards of
child care formulated pursuant to the provisions of sad code. This cedificate shall be in effect until date of expiration

hereinafier set out unless revoked or modified for due cause by the Secretary, West Virginia Depariment of Health and Human
Resources. This license is not transferable.

Capacity/Age: 4/0Yrs 2 Mnth -2 Yrs 0 Mnth 03/01/2008

TP PP U O L v

Date of Issuance
Capacity/Age: 36/ 2¥rs 0 Mnth =13 Yrs 0 Mnth

Capacity/Age 08/31//2010
Date of Enpiralmn

Summer Recreation/Day Camp Capacity:

Secretary
DAY-DE10 West Virginia Department of Health and Human Resources

N N O e O O A R A R A R AL RA R
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Attachmest B EMERGENCY EVACUATION PLAN

In the event of an emergency situation that requires an evacustion of , o of

the

following plans shall be implemented. In all situations, the caregiver in charge when

evacuating shall

Take an accurate attendes list;

Account for all children and s1afT a8 they board/depart vehicles,

Bring any necessary medicationa’supplies and emergency resornds;
Take a cellulur phone if available 1o be used for emerpency notificatons.

If the emergency enviroament s confined 10 the immediate anca of the child care facility, c.g-
fire or toxic fumes and the children cannat stay on the premises the children will be brought o

L by where they will remain accompanied by
canegivers while fnﬂyipndm’:ﬂmnmﬂﬂn notified of the situation and
wrangements are made for either the transporting bome or cane taking for the remainder of the
dny. The place of safety should be chose by and within walking distance if appropriaze.

LA In the event of exposure to toxic materials or gases and a physical examination is

A

recommiended, children will be transporied by i
where they will be examined and {amily/guardian‘emergency contacts will be notified.

If the emergency is more widespread and encompasses a larper aren such as & petghborhood ar
zeveral homes, due 1o 2 non-confined environmenial threat, e.p. toxie fusmes from a gpall,
floodwaters, brush fires, ete. and the children cannot remain in the area the children will be
brought to , by (method of ransponation)_ wheme
they will remain accompanied by caregiven(s) while familyguardian‘emergency comtacts anz
notified and srrangements for esther transportation home or a comtinuation of care are made,

I the event of & major environmental hazard that necessitales a larger anca evacuation swch as
several neighborhoods, a cty/town or geographical area, due to a lange noo-confimed harard,
& & nuclear incident, carthquake, hurricane, etc., children will be transported to: a Red
Cross designated mass shelter by where they will remadn
accompanied by caregiver(s) while family/guardisn/emergency contacts are notified and
arrangements are made for their pick up.

Those childcare programs in Nuclear Power Plant Evacuation Areas should follow the
procedures established by the State Emergency Managemen: Agency. Those procedures
should be shared with all family/gusrdian of children enrolled.

SuafT will remain with and care for the children at all times daring an event. Atiendance will

be checked whenever children are moved. Saalf will bring any necessary medications,
supplies, and emecrgency reconds.



Anaschment C

EMERGENCY KITS AND SUPPLIES

This list contains the seinimum iems vou should have in your center in case of an emergency.
Please check your licensing regulations 1o determine if your state requines any additional items.

Center Emergency Kit
(Should be packed in & backpack or other comainer that iy mobile in the event of an evocustian and
be located in o cenrral and eoxily occexsible focation)

0 Copies of all contact lists
o For fomilics and siaff, include the nome, phone nurmber, and e-muail as well ax

information for someone preferobly ow-of-siote. of least our of the immediote area

5]
=
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Hamd-samitizer and cleansing agent/disinfoctam
Whistle

Drisposable Cups

Wet Wipes

oopoooo

In the Center in General
Charged cell phone
Omee gallon of water for every four children and stafl
DHsposable cups
Mon-perishable food items like soft granola bars, cencal, cheese and crackers, cans of fruit,
and special infant items, ele. — should be nut-free in case of allergies
Estra supplies of critical medieation such as insulin, epi-pens, ele. for children and stalf

ﬁ:hupnf:u:u;lﬂ]' appropriate clothing
A blanker

Extra dizpers (one-day supplly as space allows)
Extra formuls (onc-day supply @ space allows)

- e EEEE =

Location of Emerpency Kits
Locations of Additioral Emergency Supplies:

L LR L]

Location of Cell Phone:




Arschment D

Guidelines on Handling Medical Emergencies

The following imformation is provided as a quick reference 1o help you make decisions in a
stressfial emergency Stuation. This information is by no means miended to substitute for adequate
first aid training. StafT invelved in the direct care of children should maimain current certificaion
in Firs Aid and CPR for infants and children.

By applying standard principles of action in every medical situation, staff can prevent further harm
and svoid averlooking faciors thay may affect & ehild. It is imponznt for s2aff 1o recognize sipns and
symploms requiring immediate action and ambulance transport 1o the nearest hospital emergency
depamment, 18 opposad 1o those that are not emergencies and can be ircated o the Center andror
while waiting for the child to be picked up. The teacher who is with the child should provide first
wid according to the principles of emergency action.

Medical Emergency Conditians

Listed below are some examples of conditions that are considered serious medical emergencics
requining immediate medical care by a health care professional. Call an ambulance and then notify
the child’s parent/ guardisn immediately for any of the following:

*  semi consciousness (able o arouse but extremely lethargic) or unasual confusion

#  breathing difficuliics mcluding:
= mpid, noisy breathing (barking, gurgling or crowing sounds, severe wheering)
s |abored breathing (takes =0 much effort that child cannot talk, ory, dnnk, or play)

# severe bleeding (large or multiple wounds that cannot be controlled with direst pressure)

= unocgual pupils (black centers in eyes)

v first-fime seizure or seizure lasting more than 15 minates i@ a child with a knovwn seizre
dasarder

& ipjury that causes loss of consciousness

= neck or back injury

# continuous clear dradnage from the nose or cars afier a blow to the head

# pon-injury-related severe keadache, stiff neck, or neck pain when the head s moved

#  hives (a rash that looks like welis) that appear quickly, especially if hives involve face, lips,

tongue, and'or neck

very sick-looking or sick-acting child who seems to be getting worse quickly

repeated forceful vomiting afier eating in an infang under four mombs of zge

severe abdominal pain that ceuses the child w double up and scream

abdominal pain without vomiting or diarrhea following a recent blow 1o the sbdomen or a kard

fall

+  poasible broken bones, especially if the child shows symptoms of shock or the body pan cannot
be adequately splimed or otherwise immobilized for transport by parest/guardian

The teacher should apply appropriate first aid measures for all medical emergencies and minor
illnesses or injuries as outlined in Red Cross Pediatric Firsr Aid. Kezp a copy of this section with
the firs aid kit

25



Attschment E

Procedures For Conducting a Fire Drill

r i

Infarm the all in advance. The Center Director inforens 1he sl that there will be & fire dnll later in
the dayiwesk.

Sl members mlk 1o the children about the drill. Teschers flk (o the chaldren in thesr classroom
absiit the bellalarm, rubes, and procedures for vacating the building.
Evscuste the bullding. When the alarm goes off:

# Evsewating Infasts snd Teddlers: The designated member of the manzgement team goed
i it infantioddie e

#  Chilidnen who sfe oot wallking sre plssed (5 sn evacuation orib (four (o § aib) and the crib
is wheeled outside to the designated srea

s Toddlers (walkers) proceed immedistely with staff o the cutside-dexignated ares.

Teschers count their dhildren and iske afiendance sheets with them. ."hu'zml'h!‘;rrwl:mhl;r-lr
ather personal items.

e [Evacmating All Other Children: Teschen couni their children ard beave the bl ding in groups,
takmg atvendance sheoets with them. Mo one can sop for coats or any other personal sems. Everyone
ghould go o his or her designated place on the playground or other space. Once outside, teachers
recount (hetr children

= The Center Director or designes checks bathroom, closets, and “hiding places™ for =loss children™
and for possible sources of emoke or fire during & real alarm,

Retrieve files of parentigusrdisn names and phane numbers. The Center Director retricves the files
of all parent/puardizn semess and elephone numbers end takes them outside.

Time the drill. The Center Director trmest bt long {8 ook 16 vacate the building and checks with each
gromp o verify an socorate recoant of all persons.

¥erlfy accurate recount of all persans. The Center Director o designiee checks with each group
to verify an eocurate recount of sll persona.

Return to the buflding. The Center Drivectior or designee gives approval to reenter the building,
The Center Director or designes helps with infants and soddbers.

Docament the Completed Fire DAll. The Ceniter Derector compleles wrifien documentatson shat
contatrs the specifics of the drills: date, time to vacate building, seather conditicns of (ke fire drill,



Antachment G

ORGANIZATIONAL
ROLES AND RESPONSIBILITIES

List all stadf names, addresses, and phone numbers (regular and emerpency) as well as position in
the program.

For each person, list whom that persan reports to, in onder of responsibility. Be able o show si s
glance who is in charge if someone above is unabie to respond.

List roles and resporasbilities in an emergency, Consider overlaps in case someone is not able 1o
Fulfill thesr role.

Answer these questions:

Who will provide firg: aid?

Who will ke any medications?

Who will take the first a3d kit?

Who will take emergency information on each child?
Who will call for help?

‘Who will carry the cellular phone?

Who will carry the emergency kis?

‘Which groups of children go with which szafl?

Who makes sure everyone is oul of the building?

Share the list with the seafT and discuss it so there is no surprise during an emergency.  Everyans
should kmow their primary and back up responsibilities.

Maintain an attendance list st all imes; do not put children, staff, visitors, of emergency persannel
at risk by not knowing these three things:

= Who is in the building?
s  When did they amive?
=  When did they beave?

Have emergency information with the aftendance |t Make sure vou know health information and
have permission for emergency medical treatment and know of any special requirements or
medications for children and staff.



EMERGENCY NUMBERS

|Contact'Town

Telephone Mumber

I'I-nlirlj_‘:wmy

Mumber

anow Eemoval

Taxi

Trash REemoval

Water Department

i3



Indoor and Outdoor materials at ABC
Child Development Facility-

Indoor materials:
1. Dress-up clothes and hats
2. Play-doh with accessories

Outdoor materials:
1. Sand box
2. Tricycles, toy cars, and stop signs



Diapering Policy

Reason this policy is important: Children's diapers, staff involved in changing diapers and the diaper changing
area’supples have the potential to spread germs and diseasa. Following proper procedures and room sel up will reduce
the contamination of the satting (hands, fumishings and Soors) and decrease the risk of the spread of lliness.

Pmmdm and Practices, including responsible person(s):

Diaper changing table is sturdy, & comveniant height (28°-327) with a waler proof pad in good repair (no cracks, )
and placed on a floor surface that can be cleaned and sanitized. (Tile, inoleun). (Carpet should not be used)
Diaper changing is gnly done in designated area, positioned lo allow for supervision of all children and not located
in food preparation areas.

Diapar changing supples that may present 8 hazard shall be stored in an grea inaccessible to children axcept
during diaper changing.

Diaper changing tables will not be used to store items other than diaper changing items (loys, papers, eic.., will
not be placed on surface).

A sink 5 within reach of diaper changing table to aliow for proper hand washing immediately and a tightly
coverad, plastic ined, hands-free diaper pale is available next io diaper area.

The child will not be lefi alone on changing tebie. Safety belts will not be used

(staff tile/name) will be responsible for maintenance and organization of diaper

changing area/supplies.

Diapering Procedures (k

Step 1:

Get Organized: ummmmmmwhﬁnwm
FPaper liner io cover changing surface from shoulders io feet

Fresh dispar

Plastic bag for soiled cloihs and clean cloths (if needed).

Wipes

Déaper cream, if appropriate, squeazed on to a lssue.

Disposable gloves (if used, put on before touching solled dothing/diaper and remove before touching clean
diapars and surfaces).

: Place child on changing table and clean child's disper area

Always have one hand on child.
Unfasien diaper, liff child's legs to clean child's botiom,
Remove stool and uring from front 1o back and use a fresh wipe sach Gme.

: Remove soiled diaper and discard

Put sciled wipes in sofled diaper; fold forwand with out towching any surface and place in plastic-ined, covered,
fool operated garbags can.

If ghoves are used, ramove them and place in garbage can.

Use a disposable wipe to wipe slaff hands.

: Put on clean diaper and dress child

Slide fresh diaper under child.

Use tlssue to apply daper cream, if necassany,
Fastan diapar and dress,

: Wash child’'s hands and return child to play ansa

Use soap and water io wash child's hands.

If child is foo heavy to hold or cannot stand al sink,
o wipe hands with damp, soapy, paper lowel -
o wipe hands with clean wet paper fowel -
o dry hands with clean papar towel,

: Clean and sanitize diaper area

Dispose of paper iner and clean visible dint from changing table with soap and water.
Wet entire surface with disinfeciing solution [ i cup bleach to 1 gallon waler),
Let stand for af least bwo minutas. Let air dry or wipe with clean paper iowel.

. Wash hands and record diaper change in ehild's daily log

mmnhmaﬂmmmm turn off water with paper towel, Record in child's log

When the policy applies:



ABC Child Care Center
Diaper Changing Checklist

Instructions: Examine all areas of the classroom (including bathreoms and oulside arsas used
by children in the classroom) for equipment, materials, health, and safety criteria listed on this
checklist. For materials and equipment, place a check in the box comesponding to the classroom
if all lems listed are observed. Use the notes column to record ilems missing.

= - =
il .
£

1. Equipment and furnishings for diaper
changing and changing solled underwear
or other clothing located away from food
prep area. (9.4.01)

2. Changing area is separated by a
partial wall or located at least 3 feet from
other areas thal children use. Changing
procedures are posted. (5.A.08)

3. Hand washing sinks within arm's
length of diaper changing table. (8.4.01)

4. A chair with a back and a seating
height that allows a child to sit with his or
her feat on the floor or ground (for each
child cider than 12 months). (B.A.01)

5. Tables at a height that allows a child to

sit comforiably with the table between
underarm and walsL{8.A.01)

6. Al least one col, crib, mat, sleeping
bag or pad for each child who spands
more than four hours a day in the
program (nof required for
Kindergariners). No child is allowed to
sleep on the floor without using rest
equipment. (8.A.01)

7. Dally record documenting the iype and
quantity of food consumed by all infants
and children with special feeding needs
(5.8.04) Nole: the specific information in
the record need nol be visitde to
observars for privacy, bul Ihe mechanism
for providing such information to families

shouid be apparent.




ABC Child Care Facility: Pre-S5chool Daily Schedule

7:30 - 8:15 a.m. |Arrival / Health Check / Free Choice in Activity Areas

Breakfast

Children engage in free choice activity areas after finishing
|B:45 - 9:00 a.m. [Clean-up, diaper changes, toileting

Group Time:;

9:00 - 9:30 a.m. [Hello songs ~ singing time ~ fingerplays ~ action songs ~
concept games ~ discussion of daily activities ~ story

|E.'.15 - B:45 a.m.

A0 B Outdoor play or vigorous indoor activity (including teacher-
|9.3IJ 9:45am. | ected games)
|:§:45 - 10:00 a.m. [D}ape.r changing, toileting, clean-up, water

ctivity Areas

- Children are allowed to select their activities from

standard equipment and a changing variety of teacher

provided materials.

- Some teacher-directed activities as well as some self-

directed activities are included.

- Example of activities: creative art, cooking,
cience/discovery, block building, dramatic play, language
rt/listening, sand and water play, dramatic role play, fine

motor manipulatives, gross motor skills.

10:00 - 11:15a.m.

Diaper changing, toileting
Preparation for lunch (clean up, wash hands, set tables)

11:30 a.m. - 12:00
[p.m. ‘LT'"Ch

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

11:15 - 11:30 a.m.

Diaper changing, toileting (if needed)
Preparation for nap, perhaps a quiet story

MNaptime

- Children are required to rest for a reasonable period but
12:30 - 2:30 p.m. |not required to sleep. Quiet activities are available for

those who are awake before others, i.e., quiet books,

puzzles done while sitting on cots.

Diaper changing, toileting
Snack

2:30 - 3:00 p.m.

Group Time
Free choice in activity areas

3:00 - 3:30 p.m.

Ty ooth brushing, diaper changing, toileting (if needed)
iJJD 3:45 p.m. Prenaration for outskde play

3:45 - 4:45 p.m. |i‘.]ul:d-|::|ﬂr play or vigorous indoor play

Free cholce in activity areas
:45 - 5:30 p.m. |Preparations for departure
F ildren leaving




INFANT & TODDLER LESSON PLAN

Goals: To develop
fine motor skills

independence. k
h

communicate
rough language.

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
Music & Playing with Toys |Books and Stories| Art & Sensory |Imitating & Pretendinal
Movement
Activity: Activity: Activity: Activity:
Activity: Cars and Trucks “At the Whipping Cream Housekeeping
"Five little Playground”
monkeys" Goals: To express Goals: To learn Goals: To express
their Goals: To eye-hand their feelings in

coordination and
develop fine

appropriate ways.

Goals: To identify
with a home
language. To

respond to verbal
and nonverbal
commands.

Goals: To apply
knowledge to new
situations.

Goals: To learn

doing . To
develop fine
motor skills.

and coordinate To identify with motor skills.
eye and hand home language.
movement.
AFTERNOON
Imitating &

Books & Stories Pretending Playing with Toys i v n Sensory
Activity: Activity: Activity: Activity: Activity:
"The Four Dolls Building Blocks YMCA Dry Oatmeal
Seasons”

Goals: To develop

about moving and|gross motor skills.

Goals: To develop fine
motor skills.




PRE-SCHOOL LESSON PLAN

Group Time

MONDAY TUESDAY |WEDNESDAY | THURSDAY FRIDAY
speed racer | Wheels on the| Hello song, | Good Morning | 10 little puffer
song bus song, Talk {123, I'm a little] song, I'm bellies all in a

transportation

do's and don'ts

play

. Word for day- | about Good | airplane song | looking over a row, hello
g;‘f::fﬁ;i:z?]::;n Transportation Manners ~ |four IEEF clover sONgs
ietc ) | Word wa!l. We are takmg .
* What begins | The grouchy Jan airplane trip] Dinosaillers [Two little trains
with "T"? ladybug book book book book
Telephones Dinner time |School day and Housekeepin
Dramatic Play and Y Buy your bus ping

center

Paper airplane

: Stephanie: runway Train Shapes
Arts and Crafts Carﬂsn'.w;h Epr-_a:nl. magnet Make a runway| Paint the bus | Egg Carton
pap experiments | like the letter” train
Tr'
Trz:g:dll:ght 2:":;:3%?&1 Transportation | American Ford
Special Activities Latbarof thi In sensory imatching game| Field trllp and Train Set
Bl bus ride
week "T° table.
: Create our own Science
Gross Motor HE;F ;Elga?nr:enl car/How fast PLf:gr::j:nd searching and E?iim ET:F
9 can you go? play exploration




ABC Child Development Facility

Classroom Rules:

1. We are Kind to each other.

2. We use our inside voices when we are indoors.
3. We use walking feet when we are indoors.

4. We keep our hands to ourselves.

5. We use good manners.

6. We have fun!




The Creative Curriculum for Early Childhood

Our Philosophy

The philosophy behind our curmiculum is that young children leamn best by doing. Learning isn't just repeating what
someone else says; it requires active thinking and experimenting to find out how things work and to leam firsthand
about the world we live in.

In their early years, children explore the world around them by using all their senses (touching, tasting, listening,
smelling, and looking).

In using real materials such as blocks and trying out their ideas, children learn about sizes, shapes, and colors, and
they notice relationships between things.

In time, they learn to use one object to stand for another. This is the beginning of symbolic thinking. For example,
they might pretend a stick is an airplane or a block is a hamburger. These early symbols - the stick and the block -
are similar in shape to the objects they represent. Gradually children become more and more able to use abstract
symbols like words to describe their thoughts and feelings. They leamn to "read® pictures which are symbols of real
people, places and things. This exciting development in symbolic thinking takes place during the pre-school years
as children play.

* Play provides the foundation for academic or "school" learning. It is the preparation children need before
they learn highly abstract symbols such as letters (which are symbols for sounds) and numbers (which are
symbols for number concepts). Play enables us to achieve the key goals of our early childhood curriculum.
Play is the work of young children.

The Goals of Our Curriculum

The most imporiant goal of our early childhood cumiculum is to help children become enthusiastic leamers. This
means encouraging children to be active and creative explorers who are not afraid 1o try out their ideas and to think
their own thoughts. Our goal is to help children become independent, self-confident, inquisitive leamers. We're
teaching them how to leam, not just in preschool, but all through their lives. We're allowing them to leamn at their
own pace and in the ways that are best for them. We're giving them good habits and attitudes, particularly a
pasitive sense of themselves, which will make a difference throughout their lives.

Our curriculum identifies goals in all areas of development,

* Social: To help children feel comfortable in school, trust their new environment, make friends, and feel they
are a part of the group.

* Emaotional: To help children experience pride and self- confidence, develop independence and self-control,
and have a positive attitude toward life.

» Cognitive: To help children become confident leamners by letting them try out their own ideas and experience
success, and by helping them acquire leaming skills such as the ability to solve problems, ask questions, and
use words to describe their ideas, observations, and feelings.

* Physical: To help children increase their large and small muscle skills and feel confident about what their
bodies can do.

The activities we plan for children, the way we organize the environment, select toys and materials, plan the daily
schedule, and talk with children, are all designed to accomplish the goals of our curriculum and give your child a
successful start in school.



A Letter to Parents on Blocks

A Letier to Parents on the House Comer

A Letter to Parents on Table Toys

A Letter to Parents on Art

A Letter to Parents on Sand and Water Play
A Letter to Parents on the Library

A Letter to Parents on Music and Movement
A Letter to Parents on Cooking

A Letter to Parents on Computers

A Letter to Parents on Outdoor Play

" & & B & 8 & &8 ® =

For more information on The Creative Curriculum for Early Childhood, please contact,

Teachi
Post Office Box 42243

Washington, DC 20015
(800) 637-3652, (202) 362-7543
(202) 364-7273 [FAX]



Teachars at ABC Child Care Center link the program’s curmiculum to the WV
Early Learning Standards Framework in the following ways:

Social and Emotional Development-
Standard 1: Children choose and become involved in one activity out of
saveral options
Standard 2: Children are encouraged to identify and label their feelings
Standard 3: Children take on pretend roles and situations in the
classroom
Standard 4: Children are guided in finding multiple uses for classroom
objects

The Arts-
Standard 1: Children are given time to dance to music of various cultures
Standard 2: Children are encouraged to use their imaginations in drawing
shapes, letters, and other symbaols
Standard 3: Children retell stories they have heard and act out main
events of familiar stories

Physical Health and Development-
Standard 1: Children hold markers, crayons, and other objects using fine
meotor skills to make specific strokes or figures
Standard 2: Children are given pathways and obstacles to petal and steer
around on tricycles on the outdoor playground
Standard 3: Children are given reminders about self-help skills, such as
clean-up time and hand-washing
Standard 4: Children create and are taught to follow classroom rules, with
reminders

Language and Literacy-
Standard 1: Children are encouraged to use simple sentences to express
wants and needs
Standard 2: Children recognize and identify alphabet letters by name and
comprehend maaning from books and other text
Standard 3: Uses scribble writing to attempt letter-like forms

Mathematics-
Standard 1: Teachers initiate discussions of similarities and differences
Standard 2: Children are given tasks io sort objects by size, shape or
color
Standard 3: Teachers and children discuss time concepts such as past,
present, or fulure events
Standard 4: Children use comparative words to describe number, size,
shape, weight, and color

Science-
Standard 1: Children are encouraged to wonder “what will happen i
and test possibilities demonstrating cause and effect
Standard 2: Children are given time to obsarve and examine objects and
notice details and attributes



Some examples of books available to
children at ABC Child Care Facility:

For infants- Pat the Bunny
Baby Faces
Sheep in a Jeep
| See a Cow
Maybe My Baby

For toddlers- Brown Bear, Brown Bear, What do you see?
Goodnight Moon
Shapes and Colors
Duck by the Sea

Mr. Brown Can Moo, Can You?

For preschool- Winnie the Pooh's ABC

The Very Hungry Caterpillar Board Book
Bamyard Dance!

Good Night, Gorilla

Is Your Mama a Llama?
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Learning Centers at ABC Child Care Facility:

Dramatic Play- Dress-up clothes, baby dolls, doll clothes and blankets,

kitchen area with dishes, furniture and toy food, telephones and cash
registers.

Block Area- Unit blocks, toy people, animals, cars and trucks, and large
legos.

Nature/Science Center- Natural object collections (rocks, feathers, flowers),

magnifying glasses, science themed books and games, and bug collection
activities.




Child's Name:
Classroom:

I ol BEHAVIOR

OBSERVATION OF SOCIAL INTERACTION

(ten minute cbservation)

Gbaeww:jﬂaﬁnhgﬁma@mr
‘ Date:_ H |JR|OR

DESCRIPTION OF ACTION

Unoccupied wuﬂﬂﬁma giher thildren plauy With blous,
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wWords,
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| Interact
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Assessment form for Preschoolers 2-4

Child's Name:
Hirth Date:

Year:

Children will be inroduced to many skills during their preschool vears. Each child develops at an
individual rate of growth, Mastery of these developmental skills will vary from child to child, as some skills
might be casily masiered, while others might take a linle more time. Remember LOTS of praises!

1=All of the ime

3=lmproving on thee kil (wih=with help)
3=Needs more lime

1§ blank, then we have not worked on that skill yet

ATTENTION SPAN
Sits for & story
Completes tasks independently
Easilv follows 2 step directions
Listens appropriatcly to requests
Responds appropriately to requests

SOCIALEMOTIONAL DEVELOPMENT
Imitiates activities
Imteracts comfortably with adults
Interacts comfortably with peers
Expresses anger in age appropriate fxshion
Controls aggressive behavior
Engages in cooperative play with pecrs
Attends to task a2 hand
Changes activities or moutines wio difficulties
Accepts adult limits _
Waits for hisher tum
Shares willingly with other children
Uses equipment and matenals properly
Asks for assistance when having difficulty
Accepts responsibility for own actions
Anempis to solve problems w/ minimal adult assistance
Follows daily routine with minimal adult assistance
Feels good about self
Plays and shares with others.
Curious abouwt the things around me.
| rest a1 nap time.
| take carc of my personal needs.
listen and follow directions.

PHONICS/READING READINESS (sec below)
Interesied in letters
I know' my first and last name.
1 sing songs and do finger plays and rhymes.
1 like stories and books.
Enjovs being read to.
Understands that reading is down from left to right and is able 10 tum the pages for you in the nght
direction.
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Hours of Operation: The center is open Monday through Friday, including all holidays
except Thanksgiving Day and Christmas Day. The center opens at 6:00am and closes
promptly at 6:00pm.

Attendance Palicies: All parents are required to check in upon arrival at the Center
and check out their children on their way out of the building to ensure compliance
with West Virginia licensing codes. Additionally, parents must make verbal contact
with a stafl person upon amrival or departure (o assure that the transfer of responsibility
for the child has taken place.

Attendance will be monitored to determine compliance with enrollment contracts.
Full-time is defined as 5 days per week and no more than 10 hours on any given day.
Part-time contracts will be for specific days and times and be fore 2 or 3 full days (up 1o
| () hours). Part-time contracts will only be offered such that it does not create a vacancy
1o do s0.

liems Supplied by Center:
* A selection of haby foods and baby cercals

s Breakfast, lunch and afternoon snack based on USDA guidelines and on a 3-week
rotating menu, including whole milk to children 1 to 2 years old, 2% milk o
children older than 2 years, and juice and water as indicated on menu
Sheets changed on eribs daily, on nap mats weekly
Diapers, wipes, gloves as available through the storercom
Specific brands or particular items must be supplied by parents and labeled with
child’s name

Items Supplied by Parents: Parents of infants not vel drinking whole milk supply
bottles of either formula or breast milk, or any combination thereof. Diaper cream,
sunscreen, or any medications or topical ointments must be supplied by parents and
accompanied by a consent form (stored at front desk).

Parents are encouraged to dress their children in seasonally suitable play clothes
that are appropriate for inside and outside play. Please realize that the hands-on way in
which children learn can result in messy clothes! Each child should have a complete
change of clothes at the Center at all times, including underwear and socks. Children who
are beginning toilet training must have 3 extra changes in their cubbies each day. Parents
should check every day for soiled clothing to be taken home, and periodically 1o make
sure that the clothes still fit and are appropriate for the season. All clothing lefi at the
Center must be labeled to help avoid loss.

Children may bring a special blanket and security tov. Parents should check with
the stafT for their child's group conceming policies for bringing other tovs and/or ilems
for sharing. Weapons and “fighting toys™ may never be brought to the center. Parents and
children should be aware that when toys and items for sharing are brought 1o the Center
there 15 an increased chance of breakage andfor loss. The Center cannot assume
responsibility in the case of breakage or loss.

Communication: We ask that you supply Center administration and teachers with all
contact information as it changes after receipt of your initial registration form. In addition
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to telephone numbers, we ask that vou supply the Center with vour email address if vou
wish to receive information. If we do not have your email address, you will find copies of
necessary information at the front desk and/or posted on the parent bulletin board.

Center visitations: The center operates with an open door policy and custodial parents
of enrolled children are welcome to visit anytime, Mothers should feel free to visit
according to their schedules in order to breastfeed. If parents wish to participate in
particular activities, however, it is important that staft be notified before making a visit,
as activities vary from day to dav.

Emergency Communication and Contacts: Parents are expected to provide the Center

staff with any and all contact numbers we might need in order 1o reach you. This includes
home, work, pager, and cell phone numbers as well as email addresses. In addition, the
Center should have names and numbers of other people who might be able to locate vou
if you are out of your office. We require parents to provide names, complete addresses,
and phone numbers of at least 2 people from different households who could pick up
their child in an emergency. Please be advised that Center stafY are authorized to call your
emergency contacts to pick up your child if we are unable 1o reach you in a reasonable
amount of time depending on vour child’s condition.

Holidays and Vacations: The center will be closed on Thanksgiving Day and Christmas
Day, Parents will not be charged for those days. Paremts will be charged for all other
holidays that fall on a regularly scheduled day of anendance for their children, regardless
of attendance.

Accurate information regarding planning attendance for holidays is essential o
ensure appropriaie staffing at the Center. Therefore, the following procedures tor
scheduling a child's attendance are in effect;

» Parents will provide a schedule of attendance for their children by the deadline
indicated on the Holiday Forms and Vacation Forms to be distributed regularly
and before each Holiday. The forms will also be distributed via email to those
who have given their email address to the Center. They are also available at the
front desk.

» Attendance will not be permitted on holidays without the required registration for
attendance.

Vacation days when the child does not attend the Center will not be refunded or
“swapped” for other days when the child is not scheduled to be present.

Parent Participation Poliev: Periodic classroom and Center-wide events are held.
Parent workshops are offered as needed. All parents are welcome to atiend monthly
Parent Group meetings to become involved in Center fund raising, events, staff
appreciation efforts, ete.

There are many opportunities for parents to participate directly with children by
volunteering in the classroom or helping with special activities, Parents can also provide
support by doing things such as collecting materials or items requested by teaching stafl,
helping to construct needed equipment, repairing broken toys or torn books, making



leaming games for children 1o use, loaning educational materials, etc. All efforts benefit
the children and are greatly appreciated by the staff.

Health Policies: The center attempis to maintain an environment as free of infectious
agenis as possible. Special housekeeping and staff procedures are key paris of this effort,
but parents play a ¢nitical role in maintaining the health of the children at the center. All
parents should familiarize themselves with the following health policies so as to ensure
that children receive proper immunizations and that sick children do not expose others to
illness.

Prior to enrollment, parents must submit a West Virginia State Health Form,
completed by a health care practitioner, including proof of recent physical examination
and up-to-date immunization records, excepl in cases where there is a parental objection
on religious grounds.

Upon arrival at the Center, parents are asked to wash their children’s hands with
liquid soap and running water. The Health Dept. also recommends that children’s hands
be washed before leaving the Center at pick-up as well.

Parents are required to inform the Center within 24 hours if their child develops a
communicable disease.

Infants must accept formula or breast milk from a bottle prior o enrollment, in
order to ensure that proper feeding can be provided by our staff.

Diaper Changing and Toileting Policies: Toilet truining for an individual occurs over a

period of time that can range from a few weeks to several months and include several
stages of development. Regressions are not unusual during the process, particularly if the
child is affected by such things as illness. a move 1o a new home or child care center, or a
new baby in the family. Accidents are to be expected and never met with disapproval.

Because of the complexity of a child’s leaming to successfully and consistently
use the toilet and the intense emotional relationship between the parents and the child
about the process, the Center will not initiate toilet learming. Staff will, however, keep
parents informed of any signs of readiness observed by the Center. Parents should keep
Center staff aware of child's movement through the developmental stages at home and
may request a formal conference at such time the switch from diapers to pants is to be
attempted. This will help ensure that staff are supportive and consistent with parental
efforis with the child. Center staff will be supportive of parental efforts to assist the child
with toilet training and will never show disapproval when accidents occur, Success will
be met with encouragement. After the switch from diapers is agreed upon between staff
and parents, parents are responsible for always maintaining at least 3 pairs of underpants
and changes of clothes in the child’s cubby. Clothing should be easily removable, such as
elastic waist pants, to help eliminate frustration when the child attempts to use the toilet
without help. Because accidents will occur and regression is possible, patience is
necessary as the child leams to use the toilet.

Transitioning of Children between Groups: Children are transitioned between groups
in the Center 1o ensure that individual developmental needs are met and NOT strictly
according to chronological age. The classroom placement of children is determined by
administration, based on a number of factors, one of which is parent input regarding their

13



child’s needs. Conferences are scheduled prior to all transitions to discuss the child’s
readiness for transitioning and familiarize the parents with day-to-day routines in the
child’s new group. On occasion, staff may recommend that outside assessments be made
to obiain a clearer description of the child’s development and appropriate program
content to meet the child’s particular needs. Such assessments will only be done with
parental consent. Assessment reports will be shared with parents, but otherwise will be
kept confidential. If an assessment is done atl parent initiative, the Center requests a copy
s0 that we can better meet the child's needs. (For more information on our Transition
Policy and Procedures, see the attached West Virginia Early Childhood Transition
Checklist.)

Child Assessment: Assessment services must be provided as indicated according to the
individual assessment plan, including time frames. When any assessment resulis ina
recommendation for further or additional services, the individual assessment plan must be
reviewed and appropriately updated. Changes must be reviewed and approved by the
person responsible for assessment services and any other medical or professional staff
involved in the assessment and/or assessment plan. Assessment services are intended to
provide an initial evaluation of the appropriate placement for the child.

Discipline: The primary goal of discipline at the Center is to help the child develop self-
control and assume responsibility for his'her actions. It is crucial to this effort that parents
and staff mantain an on-going dialogue about all aspects of the child’s development and
behavior,

Positive reinforcement and redirection are two important tools to be utilized in
encournging accepiable behaviors. Negative behaviors will be handled in a
developmentally appropriate manner, Neither corporal punishment nor verbal abuse is
tolerated in the Center. Respect for children is central to our discipline philosophy.

Parents will be kept aware on an on-going basis of unusual behaviors or behavior
patterns (both positive and negative) that develop, and as warranted. conferences shall be
scheduled. Parents are encouraged to bnng any questions or concems that they have to
staff’s attention.

Conferences: Oriemation meetings are held prior to a child entering a new classroom.
After that point, pﬂ:ml.f‘l:::anher conferences are held p:nndu:ﬂllv or as needed to assure
on-going communication. Conferences will always oceur prior to the transitioning of a
child to a new group. Parents are encouraged to request a conference whenever they
would like to discuss something st length with staff, Staff will do the same. Daily
communications are encouraged to discuss routings and incidental manters.

Child Abuse Policyv: All center staff are mandated child abuse reporters in accordance
with WV A Health System policy.

1
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Daily Report
Child's Name: Stﬁﬂ,‘i Dee 2 year olds Arrival Time: E‘Jﬁg—muuz w

The following information is to let you know how your child’s day was in a autshell ot Bright Beginnings Childcare, [f
you would like more detaifed information on your child, please infarm the teachers and they will be happy fo do so.
1. During Group/Circle Time We Worked On:

Shapes.. _CITCIES Numbers. _|= |0
Colors_ DG Letters.. A BC
Books or Flannel Stories read.. _Te (ot in Yo Hot
Songs or Finger Plays sung..

2. Today I am so proud of myself becouse I:
Shared with my friends Used Quiet Veices
Had my Listening Ears on Used Walking Feet Used Gentle Touches

3. Your Child's mood through out the day:
o Earlyam. Happy Friendly Smiley Curious Shy Quiet Sleepp Sod Frustrated Angry
b. Mid day Smiley Curious Shy Quiet Sleepy Sod Frustrated Angry
c. Afternoon Hoppy Friendly Smiley Curicus Shy Quiet Sleepy Sad CFrustrated— Angry

4. Today during Art T : Made 0 picture Wit Flagec Paiak

5 Fine Mator Activity: _c.uﬁjjnc‘.} and quing
Gross Motor kil _Yhirew boli9 o ¥he Qum
Sensory Activity: __Ployyed 10y Fluid rable wiih shonaq Creom

I DID IT ALL BY MYSELF | Putmy Shoeson  Zipped ned  Snapped
Dressed ashed my Washed my Face

6. Nap Time: Didnot Sleep Restless (Siepr—from: 12).00pM To: 10 peay

7. Outside Activity Time:_T0d@ 4MiCLieles o0 ¥ne Payground

B. Appetite:

Breakfast.. Did not eat Good Eater  Seconds Please! _ (M@ 2C\0S

Lunch... Did not eat  Mibbler Good Eater @w
Snack..  Didnoteat NibblerC Bgod Eata® Seconds Please! ML OO QDDIR, =\i0@Sy

W= wet D=dry B8z BM. Diapering / Petty Traini T= tried P= potty 8= B.M.
AM | 7:30 | toilet | 8:30 | toilet | 9:30 | toilet | 10:30 | toilet | 11:30 | toilet | 12:30 | toilet
P T B T
PM i:30 toilet 2:30 foilet 3:30 : tailet 4:30 toilet | 530 | toilet | 545 | toilet
|
P ¥ T | P

Additional Comments:
|

L

LY
A9 DoNVIDG s ODie Wk A 1R OF AT l-I-
ST TR s Otes o Y. He Ilmt'l"'l (e T T

HAVE A GREAT DAY | POy today!




Parent Newsletter
February 2007

Non-School Day Sign ups

We ask that you sign up in advance if your child 1s gong to attend on a
non-school day, such as the President’s Day holidays. The deadline for sign ups is
the week before the non-school day and after that time you need to call the office
to see If we have room to accommodate additional children. These sign ups are
crucial to our planning for staffing and meals.

We are experiencing issues with parents who do not sign up and then bring
their child on a non-school day without calling the office. This causes us to not
have adequate staff or food when a lot of parents are doing this. Please help your
center staff by signing up and calling the office if you find you need your child to
attend. Thanks for your help!

Parent Survevs

This month you will be receiving a Parent Survey with your hill. These surveys are one
of the ways that we evaluate our program to make improvements. Your input is a
valuable part of this process so please take the time to complete the survey and mail it
back with your check. You can also complete the survey at our web site -

W‘AW.EIIEE-EI

Thinking Ahead to April 15"

Please save your monthly statements for your vear end tax purposes. These statements, in
addition to the year-end summary, should help you figure any credits you may be
entitled to. Year End Summaries were mailed to you in early January.

Incoming Kindergartners

If you have an incoming kindergartner for the 2007/08 school year, please call the main
office immediately, 545-2402, so we can set up your child in our system and prepare
packets for enrolling. Siblings are automatically in the program with no wait, but we need
to know about them.

REMINDERS

s You may have winter break charges appear on your February statement.

# |fyou have a new address, cell phone, work phone, want to add a person to your
emergency card or any other changes, please call the ECC office at 545-2402 with this
information.

& All schedule changes must be called into the main office at 545-2402. Informing
someone at the center 15 not enough.




ABC Child Care Center Visitor Log:

Name: Agency: Date:
Jane Do Duicth 4p ﬁrf_g 1 I'!p_I_D"I

_Lﬂr.juj_ﬁn:lqd; YA Sebdacdnie 12310

Time In/Out:

_&mﬂmpﬁ\

4 20ap 1120 ar
LiOhpen f SO0 e

Snevn Ot _CONNECT CCRAR D1 A|OT
[y 1




Waet Mopinia
ST RS State Training and Registry System
Professional Development for Early Care and Education

Provided by West Virginia Early Childhood Training Connections and Resources
) Phone: 304-529-7603 « Fax: 304-529-2535 « Email: ter@rveds.ong

Registered Early Care and Education Professional Development Record
Trainings Attended
Wame: WV STARS [D¥:
Tatal Career Fathway Clock Hours: 32,00 Date:  Monday, April 14, 2008

Core Knowledge Content Arca: Child Growih and Development

Training Title Training Date Core Knowledge Clock Hours
Timining on FOCERS R 12272007 1 o0
Tenining oe SACERS I Arp0T 1o

Totul Houn in Child Jrowth s Development 100

Core Knowledgpe Content Afea: Child Dbservation and Assessmenl

Training Title Traizing Date Core Knowledge Clock Hours
Timning om FOUERS B 10222007 (1]
Teasnisg on SACERS 1332007 1
Total Heun i Chald Obsarvation and Assseiinen! 2.0

Core Knowledge Content Anca: Camiculam

Training Title Trauning Dade Core Knowledge Clock Hours
Bt Theoories and B Fractsoos m Early Ul W1 7008 1.
[ =5 TR
Shop Cibop and Mop Crestive Acervimes for Twos Theeen 172004 1.2%
und Fours
Tramang on FCUERS R IWZZ2007 I 08
Training on SACERS WN2007 14
Tosal Hoars i Curriculum L L

Page | ol 1

15
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Halder's Sigraruse
enoiea (Souele

Cerl. G33908 (Rev. Ot 2001)

This that
JESSTCA CROUCH
CPR/AED - ADULT PLUS CPR -
CHIL:» AND INFANT

conducted
M E‘&br

Daze completed 05022007
mwn—mum
Lhi“lilﬁr yearis) nom completion duie. )

S ot

Capital Avea Chapter

Hoider's S{graturc
fanaven Cloush,

Cert. 653998 (Rev. Do 2001)

Red Cross

Togetier, we can sove o e




WV STATE TRAINING AND REGISTRY
SYSTEM

CERTIFICATE OF TRAINING ATTENDANCE

PRESENTED TO
ol

P

_\Qm%m,m Dinecnr
WV STARS TRAINING PARTICIPANT

Com Fnowledge Cordent Aron Hosrs

—

WV STARS TRAINER'S SIGNATURE

5747 Reach for the STARS - Em‘,rmmﬁcﬁ En"r"l"."'u:, Cypnlpey
WV STARS TRAINING REGISTRATION NUMBER/TITLE

Prolessisnabsm 15

e — e —————

TRAINING DATE COUNTY




SCORE SHEET - EXPANDED VERSION

Early Childhood Environment Rating Scale - Revised
Thelma Harms, Richard M. Clifford, and Debby Cryer

Lilserver ?['ﬁ rm_-]:ﬂmt [l | U ilmserver Code: i 1 :1; Diwie of { Hmervation 'E'_a ."'l; 5." _C]'E-
. ] d d |
Ceniee/ bchool: .Ml:mrﬂ Code: -ﬂg— H— W amber of children wath dentifed desabshines _a_

Roors:_DIOMOGNQ BUNNIRS  Room Code: D L9 Chack iypeli) of dimbiliy: 0 physical/ssmcry  WEagnitive/hegigs

Teacher{s): mm&m& _ Teacher Code H_ '1 0 soctal/emonoml]  0other_ L=

Barthdates of children enrolled:  youngesi _._ (B, J_ 'I'_I f _ﬂ_-l

Time | 8:00am 1C.C0ad 2:00pm MCDpm ddess O3/ 1T/ 08
Eo i:f llaﬂ. | Slanzl .; 2 i J : ! 41 . - m d o T
# of children present | ] o Ly ﬂ Tme observsisn began: -] ﬁ : 00 YAM oM

Tine obseraionended: (3 M . OB pam wbu

Thme incecvicw began: _L o : 0 D oAM  ¥WieM
Time mtervicwended £ 1 : OO0  oam  whbn

Highesi mumbser conster allows i class af oo time I ;a
Fllghnl rrumialser of childien peesene dmilg oliservaioi _ll_ El

SPACE AND FURNISHINGS
L. Indoor space 3 - < .
12 @567 ] pjaquare Spoce for ohildren, GOl & Furtishingd
¥ N Y NNA Y N Y N ' . "
Xl woo 5100 '.r:cnlg Some * eling oyt on wallsy, Moat furnidrure n e:_l't:ad
. 7 ; )
Ao Eos HpE ™ repair(P3). Adequote lignting temperatre, sound.
1400 w400
15000
2, Fumitre fo .
F;;;r:l:m :i::‘r R | 3(}_)5 6 7 51 Childsised? 4 _‘ﬂ =

¥ N Y NNA Y MNA Y i AL, s

N ;
oo no0 5100 M00  Sake 4 child-9zed Furniture, Dove Yiorage ovalas\e

B8 080 sooo 0% mMinimad aduwdt seating, ot Furnditure 19 \hell-oroatized

ond peecemsiole Yo Chdcen,

\1
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FLaxsinG YOUR FROFESSIONAL GROWTH

Rosa's Individualized Professional Development Plan
Date Developed: B0

Rosa obizaned hver COA bwo vears ago and has one year beft before she needs (o renew her creden-
tial. Ross wanls bo renew her credential and will complete the necessary requirements. She alwo has
decided to focus on becaming a profective services provider.

" Core Area Goals Strategies Resources Timeline  Status
1. Safe maid
Healthy
Lazrmani
Emdroamenis
2, Phyabeal mnd * incresse program ideas  +  Take CCY class "Methods BT
Intellectzal ared vartty of materials and Maserials in Exrly Scholarihip QG
Ihrvelopment Education Biooda, maberials Wk
3. Secial mnd o Understand the impact * Tabe Basic Protectve Safn up L2
Emaotjana] of wbuse ared irausma on Services workshbop al the  Arrange child care for LI
Development yoisg children Family Center Leisicuti
4. RelaBonships # Underitand the cpcde » Take Baskc Prolecte Ser ahave 140
with Frrmilics of abupe in families Sereices workabops al
the Family Center
5. Program
Management
E. Profemiesullum + Qecome moreacthein * Talk with Bexsie Smith,  + naplimes, evenings 0700
childcars netwark local nebwork beader.
* Henes COA = Take courses, submil * form TG
roaberialy
7o Dhserng and
Reconding
Bihavdor
. Child + [Understand effects # Take Haser PO workahops  Sexd 3 T}
Growil and of t=yurms snd  abuste i Farmily Cener
Drvehogement on children’s brain = Antend workshoss al | [54]
dovelopment WAEYC




West Virginia STARS

State Training and Registry Syqtc—:m
; rofessional development for early care and education,

X 1} |l- : o

B Sk !-n._-._ . S T

Rff‘ug:rr?m e f’?'n fest " a _ngkf_,w.t..ﬂ.t Jm'h Care
ekinele Bekiinctbicsl) ? o ,-ngg;f;,; mems vff "

prf:: COM F)Ereﬂ.*mr

o Manclon . Governor




This certificate is awarded to

@rnﬂrcgm Dicector

Celebrating Connections Conference in Charleston, WV
February 20-22, 2008

B

Conference Committee Signature
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|
Certificate of Attendance |

This certificate is awarded to

Celebrating Connections Conference in Charleston, WV
February 20-22, 2008 |

= o AL
; Health |
wigﬁnm (@ Human ‘

S+atT Member

s ; ;
o — Conference Committee Signature



