Kid’s Corner of Caledonia Learning Program
Parent Handbook

Philosophy

We respect and nurture the rights of all children to develop socially, emotionally, physically and cognitively.  

We create and offer a positive learning environment that best supports all children’s development of trust, individual learning styles, personalities, relationships and ensure it is appropriate for their stages of development. 

We strive for the ability to teach children respect for one another, respect for self and acceptance of others and appreciation of our differences.

We believe that parents are a child’s first and foremost teachers, and work in partnership with the families we serve to care for, nurture, and educate the child.

Mission Statement

Kid’s Corner of Caledonia Learning Program is dedicated to providing a safe and secure environment in which children can learn, play and grow into healthy individuals.  Our quality staff provides warm and nurturing care to enhance each child’s education and development.  We strive to meet and exceed the expectations of working families by providing affordable, quality care.

History
Our program opened its doors in 2009 to offer the quality care that each child deserves.  Our program and facility is owned and operated by Emily and Troy Schroeder.

Goals

· To provide a safe environment for every child that meets the physical, social, cognitive and emotional needs of the child and family.

· To create an environment that is happy and inviting, and makes children and their families feel comfortable and welcome to attend.

· To encourage responsibility and respect for self and others, as well as enhance social skills and positive behavior choices.

· To offer a variety of developmentally and age appropriate activities for all children to include learning activities, circle time, enrichment activities, reading time, physical activities, recreational activities, child initiated play and nutritional education.

· To meet the needs of all families and children through quality programming and approachable, caring staff.

Registration and Admission

Kid’s Corner of Caledonia Learning Program offers childcare services to children 6 weeks – 12 years of age.  Registration and admission policies at Kid’s Corner of Caledonia Learning Program are as follows: 

· At no time will Kid’s Corner of Caledonia discriminate on the basis of race, religion or special needs.  Our service is inclusive of all children we are able to care for.  

· Kid’s Corner of Caledonia registers applicants on a first come basis; with priority given to clients whom already have children enrolled at the center.  After our capacity is reached, a waiting list is established and families will be made aware of our next available openings.

· In order to complete the registration process, a parent/guardian and child must meet with the classroom teacher, assistant director or director, tour the center, become familiar with our policies and procedures and receive a copy of the Parent Handbook and registration forms.  When required, a parent/guardian may have to provide the program staff with a list of references prior to enrollment.

· Parents must complete all required forms and provide all required records prior to the child’s participation in the program.

· To become a registered family at Kid’s Corner of Caledonia, parents must pay the required registration fees.  Those who choose not to pay the registration fee will be eligible for Drop In care only and will not be guaranteed an opening in our program.
Contract Information

All registered participants are considered contracted families and are enrolled at the Kid’s Corner of Caledonia Learning Program for one year (September – August).  Contracted participants must provide a detailed schedule as to when their child will attend the center.  Rates will be full time or daily for contracted families.  Every contract will include the full details and expectations of rates and payment schedule.  All registered participants of the Kid’s Corner of Caledonia Learning Program must complete and sign a contract prior to attending the center. 

If at anytime the parent/guardian schedule changes drastically, an amendment to the contract can be filed to better meets your daycare needs.

Licensing Information

Kid’s Corner of Caledonia is licensed by the State of Minnesota, Department of Human Services, Division of Licensing.  The program is licensed to serve 99 children.  The number per age group is as follows:


Infant: 16


Toddler: 21

Preschool: 32

School Age: 30

Program Operation Information

Kid’s Corner of Caledonia Learning Program will operate Monday – Friday from 6:30am – 6:00pm with the exception of the following holidays: Labor Day, Thanksgiving and the Friday following Thanksgiving, Christmas Eve, Christmas Day, New Year’s Day, Memorial Day and Independence Day.  
Drop-In Policy

Drop-In Care will be offered at the Kid’s Corner of Caledonia Learning Program. A Drop-In family does not pay the registration fee and can only utilize our drop-in services when space is available.   The parent/guardian must complete all necessary paper work prior to attending the program.  Payments must be made in advance for Drop-In Care and families must call in advance to confirm availability.

Vacation and Sick Day Policy

The Kid’s Corner of Caledonia Learning Program will be closed on the following days throughout the year: Labor Day, Thanksgiving, and Friday after Thanksgiving, Christmas Eve, Christmas Day, New Year’s Day, Memorial Day and Independence Day.   There will no charge for days the program is closed.  All contracted families must pay the weekly rate that was established and agreed upon in the Kid’s Corner of Caledonia Contract regardless if your child is absent or sick during the week.

Each family will receive 6 days of vacation per children to use as you choose, where you will not be charged when your child is absent from the program.  Once these days have been used you will be charged according to your contract. The vacation days cannot be carried over into another contracted year.
A “Free Day” punch card will be issued to each child.  To use a “free day” the card must be turned in to the payment box with a note attached stating what day or days you would like to use the card for.  You will not be charged for the six absent days of your choosing.  After you have used your absent days, you will be charged according to your contract for the length of your contract.  

School age children are charged hourly and only when they are present in the program.  School age children are not charged for absent or vacation days.
Family Discounts

Registered families that have two or more children attending the program full-time are eligible to receive the multi-child discount.  Each eligible family will receive a 10% weekly discount, which is equal to over two weeks of daycare costs each year.

Holding Fee
Registered children attending the Kid’s Corner of Caledonia Learning Program that will be absent from the program for an extended period of time will be required to pay a $15.00 daily holding fee.  The $15.00 daily holding fee is charged according to your contracted number of days.  For example, if your child is contracted for three days per week, your weekly holding fee would be $15.00 per day or $45.00 per week until your child resumes a regular attendance schedule.  The holding fee will hold your child’s spot during the period of absence and will guarantee your child’s position will be available upon returning to the program.  Reasons a child may be absent from the center for an extended period of time include, but are not limited to the following: a maternity leave, an extended illness, or a family situation that requires withdrawing the child for an extended period of time.  Holding fees also apply to families who want to secure an available opening at Kid’s Corner of Caledonia but do not want his/her child to attend until a later date.  Families must pay a holding fee to reserve that opening until the child can start at a later date.  A Holding Fee Form must be completed and approved with the Director of the program.

Additional Fees
Kid’s Corner of Caledonia Learning Program will require registered families to pay the following fees related to services:

· Annual Registration Fee paid per child: $25.00 

· Fees that may be required for child participation in field trips: costs varying according to trip.
Weekly Payment Schedule

· All payments will be due by 10:00am on Friday.  Payments will be for services provided throughout the current week.  Payments for families with school age children will be due by 10:00am on Monday and will be for services provided during the previous week.    Parents will receive an annual statement of payments at the end of each calendar year.  Parents may request more frequent payment statements if needed for tax purposes or employment purposes and must make arrangements with the director to do so.

· Payments are to be placed in the payment box outside of the main office.

· Receipts will be issued for all payments.  

· Parents may pay cash for services.
· Any account one working day past due will be assessed a late fee of $15.00 per day unless satisfactory payment arrangements can be made with the director of the program.

· Any account that is $200.00 past due will be considered delinquent

· Any account that is two weeks past due without a special payment contract will be considered delinquent

· Any discounts will be null and void in the event that an account is past due  

· Late fees can accrue to a maximum of $100.00 before a collection agency will become involved at the expense of the parent/guardian

· Accounts that are not paid in accordance with the terms of the policy will be subject to withdrawal of the child

· Kids Corner of Caledonia is in the business of providing quality care for your child, but we like any other business need to be paid.  Any account that is overdue after one month will be personally reviewed by the director.  Accounts that continue to be late may be asked to leave.  The program does pursue non-payments through litigation and/or collection agencies.

Insufficient Funds Check

The fee for an insufficient funds check will be $25.00 plus the amount of any bank charges to the program’s account.  If NSF Checks become a habitual issue, parents will have to arrange to pay for services in cash.

Early Drop off/Late Pick Up Charge

The Kids Corner of Caledonia Learning Program opens at 6:30 a.m.  Although the staff is at the program, they are busily trying to set up for the day, and will be unavailable to care for your child.  We are not responsible for children before that time.  Please stay with your child if you happen to arrive earlier.  The program closes at 6:00 p.m. You will be billed for early drop offs and late pick-ups at the rate of $1.00/minute before 6:25 a.m. and after 6:05 p.m.  This fee is added directly to your bill.

If a late pick up becomes habitual, other arrangements must be made for picking up the child.  A continually late pick up may be grounds for dismissal from the program.
Signing Your Child In/Out
Our Program asks that you sign your child in and out each day.  Please write your child’s first and last name, the time in and out and initial.  This is an indication of attendance and is used for evacuation and food program purposes.  Please make sure that you are having your child signed in by yourself or person caring for your child that day. In addition, please keep your child with you after signing them out. Children who run outside the building and are unattended by an adult are put at risk of harm or injury. 

Parent/Guardian Responsibilities

· A parent/guardian must contact the program if their child will be absent from the program.  If a child is not present by his/her scheduled time, we will contact the parent/guardian to inquire about his/her attendance for the day.

· Each child will be required to have a change of clothing that is clearly labeled with his/her name that is seasonally appropriate.  The clothing must be stored in a zip lock bag that is also labeled with his/her name.  

· If your child requires diapers, the parent/guardian must supply the diapers, wet wipes and diaper cream and must clearly label the items with the child’s name.

· Each child may bring a blanket that is labeled with his/her name to the center for use during rest time.  All blankets must go home once per week for laundering or when soiled or wet if prior to the end of the week.

· Health Summary Forms and Immunization Forms must be updated regularly by the parent/guardian.  The director or assistant director will inform families when such updates are due.

· Every year Household Income Statements and Child Enrollment Forms for the CACFP must be completed.  The form will go out in early October and must be completed by October 31.
· The parent/guardian must sign each child in/out everyday in the child’s respective classroom.

· Parents/guardians need to check the Parent Bulletin Board and child folders located in each child’s classroom, and read notes and calendars that are sent home from Classroom Teachers.

Required Registration Forms

Each parent/guardian must complete the following forms for each child registered at the Kid’s Corner of Caledonia Learning Program prior to attending the center:

· Child Enrollment Form

· Medical Authorization Form

· Emergency Card

· Immunization Form

· Media Release Form

· Health Care Summary

· Parent and Teacher Conference Information Form

· CACFP Income Statement

· Parent Contract

· Public Relations Permission Form (If Applicable)

· Research Permission Form (If Applicable)

· Separation From the Group Request Form (If Applicable)

· Receipt of Parent Handbook

· Medication Permission Form (If Applicable)

· Transportation Form (If Applicable)

All forms need to be completed prior to attending the program, and failure to update any of the above forms can result in dismissal from the program.  Every family will receive written notice when their forms and records need to be updated.  Please look for the written notices in your child’s folder.

Child Health and Safety Policy

The policies and procedures listed below are in place at the Kid’s Corner of Caledonia Learning Program in order to protect the health and safety of each child attending.  

· Physical Exam and Medical History Form
Each child shall have a physical examination completed by a physician not more than 30 days after admission at the Kid’s Corner of Caledonia Learning Program.  Each parent will receive a Health Care Summary Form in the enrollment packet that needs to be completed by each child’s physician within 30 days of enrollment.  These forms, as with all required forms, will be confidential information.  

· Each child under the age of 24 months shall have a subsequent physical exam and submit an updated Health Care Summary Form at least annually

· Each child 24 month of age or older shall have a physical exam and submit an updated Health Care Summary Form whenever the child advances to an older age category

· Each parent must inform the classroom teacher, assistant director or director of new immunizations following exams and a current list of immunizations will be on file upon the first day of enrollment

· Immunization Records are required at the time of enrollment

· Parents who choose not immunize their child must submit a signed, notarized statement of parental objection to the immunizations, or a medical exemption
· All health forms must be completed and immunization records are due before your child may begin their first day
· Emergency Cards and Medical Consent
Emergency Cards are required to be completed prior to enrollment.  These cards will hold all emergency contact information as well as consent for emergency treatment if required.  The Emergency Cards will be with the classroom teacher at all times, including outside activities, walks and field trips.

· Illness and Prevention
We take every precaution to protect your child’s health, as well as the health of every child in our care.  By following the policies listed below, together we can reduce the spread of illness and keep children healthy and able to participate in our program.  
If your child becomes ill while at the program, we ask that you pick up within one hour.  Your child will remain separated from the group and under staff supervision.  We will document when we call, and call an alternative emergency person indicated on the child enrollment form if the child is not picked up within the hour.

Legally, we are unable to care for a child with a communicable disease or one that is showing signs of an illness.  Occasionally the sick child may not be contagious, but may be so run down and uncomfortable that he/she picks up other illnesses easily.  We suggest that you keep your child home for his/her own benefit.  

If your child contracts something contagious while at home, please call the Kids Corner of Caledonia Learning Program so we are able to steps necessary to reduce exposure.  Please watch for posted Illness Awareness Forms to notify families of a Reportable Illness or occurrence of other contagious illness.  Our program works diligently to keep children in attendance and healthy and we track reports of illness to ensure each child has been properly treated and have remained away from the program for the necessary length of time required. 

The following are a list of illnesses or conditions that would require a child to stay home or be sent home:

· 100 degree Fahrenheit auxiliary or higher temperature of undiagnosed origin before fever reducing medication is given;

· Diarrhea or Loose Stools (two or more times since arrival)

· Vomiting due to illness
· Chicken Pox or other unknown rash that is still infectious or contagious 

· Pink eye, conjunctivitis of the eye or symptoms of similar illness

· Lice, ringworm, or scabies that is untreated or contagious to others

· A bacterial infection such as streptococcal pharyngitis or impetigo and has not completed 24 hours of antimicrobial therapy

· Unexplained lethargy 

· An undiagnosed rash or a rash attributable to a contagious illness or condition;

· Significant respiratory distress

· Any other communicable disease or symptoms that appears suspicious.  Parents may be asked to seek medical attention prior to returning to the center

· A child who is not able to participate in child care program activities with reasonable comfort 

· A child who requires more care than the program staff can provide without compromising the health and safety of other children in care

      Please do not bring a child to Kid’s Corner of Caledonia Learning Program in the     
following instances:

· The child was ill or showing signs of any of the conditions mentioned above during the night
· A child who has had a fever within the last 24 hours
· A child who has had diarrhea or vomiting in the last 24 hours
· A child who has a suspicious or unexplained rash.  A child may attend the program upon doctors approval with explanation of the illness
· A child who has matter filled eyes that are reddish or sore.  A child may attend the program upon doctors approval with explanation of illness
Kid’s Corner of Caledonia Learning Program asks that all children be symptom free                                                for 24 hours before returning to the child care program.  This policy is to reduce

exposure to the other children attending the program.  With all reports of contagious

illness, all classroom toys and equipment will be sanitized.

· Kid’s Corner of Caledonia will ensure that a parent is notified when their child becomes sick while at the program.

· Kid’s Corner of Caledonia requires a parent to inform the program within 24 hours, exclusive of weekends and holidays, when a child is diagnosed by a child’s source of medical or dental care as having a contagious reportable disease, which includes but is not limited to lice, scabies, impetigo, ringworm or chicken pox.

· Kid’s Corner of Caledonia will post an Illness Awareness Form to give notice to parents of exposed children the day a parent notifies the program of a child’s reportable illness or condition.

· Kid’s Corner of Caledonia will ensure that the health authority is notified of any suspected case of reportable disease within 24 hours of receiving the parent’s report.

· All information is confidential and the child’s name at no point time is shared with other parents when posting information on Illness Awareness Forms.
Policy for Under-Immunized Child
In the event of the presence of a vaccine-preventable communicable disease, all under-immunized children will be excluded promptly until the period of communicability is passed. This may range from 7 to 21 days in the cases of some diseases. 

Parents of under-immunized children may bring the child back when it has been determined that the period of communicability has passed by and there have been no cases of the illness for at least one week. 

This policy is in place for the protection and well-being of your child as well as all the children in care, and is reflective of national standards for best health practices in child care settings. 
Administering Medicine
Parents are required to complete a Medication Permission Form authorizing the assistant director, director or teacher to give the child medicine.  This authorization is only valid for 7 days unless the medication administered is for diapering, sunscreen lotions or insect repellents of which may be used until a parent advises otherwise.

No medication may be on the Kid’s Corner of Caledonia Learning Program premises without a consent form or a Doctors note for a medical condition such as Asthma, fever induced seizures, etc.

All medications must be in the original bottle/container with the child’s name on it.  If it is a prescription, it is recommended that you ask the pharmacist for two prescription containers that are labeled.  

Records will be kept to record all medications given at Kid’s Corner of Caledonia, as they are given.

Accidents and Incidents and Administering First Aid
Kid’s Corner of Caledonia has the following policies in place for both major and minor accidents and incidents.  It is the priority of our staff to keep your child safe at all times and to react quickly in situations of emergency and administering first aid.

Major Accident: The Kid’s Corner of Caledonia Learning Program policy in the event of a major accident is to first secure the scene in accordance with our First Aid/CPR training and contact 911 or other emergency personnel and provide necessary medical information.  Next, our staff would contact the child’s parents and provide the necessary medical information to the parents.  Necessary precautions would be taken in accordance to OSHA Rules and Regulations.  The State of Minnesota Department of Human Services would be contacted within 12 hours of the event.  The staff that assisted with the accident completes an Incident/Accident Report.  A copy of this report is then sent to State of Minnesota Department of Human Services, Division of Licensing.
Minor Accident: The Kid’s Corner of Caledonia Learning Program policy in the event of a minor accident is to have the available staff assist with the incident.  When needed, basic first aid is administered, such as ice is applied to bumps and cuts, and scratches or scrapes are washed thoroughly and bandages are applied.  Gloves are used in accordance with our First Aid/CPR training and disposed of properly.  The staff that assisted with the accident completes an Incident/Accident Report.  If medical treatment is sought by the family within 24 hours of the event, a copy of the Incident/Accident is then sent to State of Minnesota Department of Human Services, Division of Licensing.
Major Incidents: The Kid’s Corner of Caledonia Learning Program policy in the event of a major incident is to follow our non-violent crisis intervention policy.  Teachers are trained to handle incidents that threaten the staff and/or children.  As with all major situations, the scene would be secured and The State of Minnesota Department of Human Services would be contacted within 12 hours if emergency personnel were called to the program.  Kid’s Corner of Caledonia has the security system and security camera system in place to protect the safety of each child.

Minor Incidents: Kid’s Corner of Caledonia Learning Program in the event of a minor incident is to use the appropriate behavior guidance techniques and document the situation at hand by completing and Incident/Accident Report.  There may be incidents that our staff feels each parent should be made aware of, such as the use of profanity by a child or an extreme outburst by a child that was concerning.  In this case a Minor Incident Awareness Form will be posted on the classroom Parent Bulletin Board explaining the situation without using names of children involved or releasing other confidential information.

Accident/Incident Report Information
Our program records all accidents/incidents on the Accident/Incident Report and keeps this report on file for a detailed description of when, where and how the injury occurred and the action taken.  The report will be kept on file at the program.  If the injury is of a nature that requires medical attention by an outside source, you will be called to pick up your child and determine if additional medical attention is needed.  If outside medical attention is required, we are required to document all such instances and report to the State of Minnesota, Division of Licensing within 24 hours.  You will be called for all head injuries including bumps and goose-eggs.  This is to make you aware that an injury has happened.  We will let you know the background of the accident and the first aid administered.  Our staff will do our best to describe the nature of injury to the parent so that the parent can decide if the child should be seen by a medical professional.  Parents will be called if a child is receives a bee sting to ensure there are no bee allergy reactions that our staff is unaware of.   Our staff are all trained and kept current on first aid and CPR.  Medication cannot be applied or administered without parent permission prior to administering.  

Healthy Building and Area
Kid’s Corner of Caledonia Learning Program feels it is very important to maintain a clean, healthy and safe environment.  The facility is a newly constructed building that has been inspected by all required persons.  Our staff cleans the classrooms and other child areas on a daily basis
Infection Control Measures
Our Program encourages and monitors hand washing with the children before all meals, after toileting, after sneezing or wiping nose, after coughing and after diapering.  This is one of the main ways to prevent illness in your child.  Please help us by encouraging the same behaviors at home and have your child wash their hands upon entry to the program. 

Cleaning and Sanitizing
We have scheduled cleaning and sanitizing procedures done at our program:

1. Cots are sanitized after each use.  
2. Toys are sanitized daily and mouthed toys are removed from play and disinfected immediately.

3. Tables are disinfected before meals, after meals and after activities.  Counters and surfaces where food preparation is happening are also done before each preparation and after meal service.

4. Sheets, blankets and sleep toys should be taken home weekly for washing.  Please check on the last day of the week.  

5. Floors are swept and mopped daily.  Bathrooms are sanitized and cleaned daily and throughout the day on an as needed basis.
6. Other play items are sanitized daily with a spray solution.
Behavior Guidance Policy

Kid’s Corner of Caledonia Learning Program believes that effective Behavior Guidance Techniques include a caring staff with a positive model of behavior.  Our staff will create a positive environment with rules that are consistent, clear and encouraged and will guide children in a friendly, firm and fair manner that allows each child to learn the importance of respect for themselves and others. 

Kid’s Corner of Caledonia uses the following Behavior Guidance Techniques as part of teaching children positive behavior choices, these techniques include positive reinforcement, praise, redirection and separation from the group when acceptable.

        Positive Reinforcement: Our staff will take the opportunity to reinforce positive  

        behavior when we see it occur.  Such as when a child is sharing, taking turns and/or 

        using manners, the staff will be sure to acknowledge the positive behavior.

        Praise: Our staff will praise and encourage children who are making positive

        behavior choices and will acknowledge such positive behavior through the use of

        rewards and “Happy Notes” to parents.

        Redirection:  Our staff will redirect a child from an activity or situation that is 

        leading to poor behavior choices.  By redirecting the child, we are hoping to help

        the child choose a more positive behavior choice and will allow the child to continue 

        the prior activity upon seeing a change in the child’s behavior.

        Separation From the Group: When acceptable, children will be separated from the     

        group to encourage a more positive behavior choice.  

A child who is under the age of 16 months will not be separated from the group as a behavior guidance technique, but will be encouraged to make positive choices through praise, positive reinforcement and redirection.

All other children will be encouraged to make positive choices through praise, positive reinforcement, redirection and separation from the group when needed.  All children who are separated from the group will be placed in an area where the child can be directly seen by the staff.  Learning opportunities are never taken away as a behavior guidance technique at our program. However, special privileges, such as class trips or special events may be removed if a child is exhibiting persistent unacceptable behavior.
Anytime a child is separated from a group, the separation is documented in detail and parents will be made aware of the situation at pick up time.  A child who is separated from the group three or more times in one day requires a staff person to contact the parent to make them aware of the situation.

If consistent behavior issues continue, a meeting will be set up with the parents, director and any other staff or necessary persons to try to develop a child behavior plan and solution to the child’s behavior problems.  

At no time is any form of Corporal Punishment tolerated or used at the Kid’s Corner of Caledonia Learning Program.

To make each child’s behavior guidance a success at Kid’s Corner of Caledonia Learning Program, it is imperative there is consistency between daycare and home.  Our staff will strive to work with each parent towards the same goal by listening to concerns, tracking progress, communicating feedback and seeking suggestions.  Kid’s Corner of Caledonia is committed to providing a positive environment for each child where they can learn positive behavior, play safely with other children and grow into a healthy individual. 

Aggression, Fighting and Biting
These are common behaviors in children.  Be assured that the staff are well trained in handling these behaviors and do address them with the children and their families as needed.  We take into account the child’s age and developmental level.  We teach children appropriate behaviors, active words to help them deal with their frustrations, and compassion and understanding of others whom their behavior has affected.  If we feel that behavior problems are unmanageable, we will seek professional help from outside agencies, and may dismiss those children who are unable to, with guidance, function in our program.  We have one guiding rule:  The staff will not allow a child to hurt themselves, others or the environment.  Parents are encouraged to discuss problems with the child’s teacher.

Suspected Child Abuse

As required by law, Kid’s Corner of Caledonia Learning Program must document and report any suspected child abuse or neglect to local authorities.  All Kid’s Corner Program Staff are trained annually and remain knowledgeable regarding signs of child abuse and child abuse laws.  Every parent will receive a copy of the Maltreatment of Minors Mandated Reporting Policy at the time of registration.

Dismissal Policy

If at anytime a parent chooses to withdraw a child from Kid’s Corner of Caledonia Learning Program, a two-week written notice must be provided and a Program Withdraw Form must be completed.

At anytime the Kid’s Corner of Caledonia Learning Program may discontinue service to a family for any of the following reasons: failure to pay for the service and/or other fees, failure to complete required forms, failure to observe the rules and policies of the program, excessive absenteeism, or for posing as a safety concern that threatens the well- being of the children and/or staff at the program.  A Dismissal Notice Form will be filed by the director and whenever possible a two-week notice will be given to the dismissed family. 

Security System

Kid’s Corner of Caledonia Learning Program has a locked security system in place to protect each child attending the program.

· Only parents/guardians will be issued a security code to enter the building.  

· Each time a parent arrives to drop off or pick up a child, the parent must enter the code to access the building.  If there are a group of parents arriving at the same time, each parent must enter and close the door behind them.  Parents may not access the building in groups, only individually. 

· If another person is dropping off or picking up your child, that person must use the doorbell to gain access to the building through staff admittance. 

· The locked security system allows our staff to monitor who arrives and leaves our building, which is extremely important in ensuring the safety of all the children.
Security Camera System
Kid’s Corner of Caledonia Learning Program has security cameras placed in each classroom, in the entryway, the hallway and the playground.  These cameras are in place to monitor the actions of children, staff and parents during our hours of operation.  The cameras service as an additional measure of protection in ensuring each child’s safety at our program.
Drop Off Policy
A parent must come into the facility to drop off a child.  The parent must sign the child into the classroom, with name and time of arrival.  If more than one child is attending the program from a family, each child needs to be signed into his/her respective classroom prior to the parent leaving.

Pick Up Policy

A parent must come into the facility to pick up a child.  The parent must sign the child out of the classroom, with name and time of pick up.  If more than one child is attending the program from a family, each child needs to be signed out of his/her respective classroom prior to the parents leaving. 

Children will be released only to the parents/guardians, or those persons who are listed on the enrollment forms as being authorized to pick up a child.  A parent must inform the program staff when someone other than himself or herself will pick up the child via personal conversation, written note, telephone conversation or email.

When another person arrives to pick up your child, he/she will need to ring the doorbell to be admitted to the building and must provide a photo ID when necessary.  Your child will NOT be released to a person that is not listed on your enrollment forms as an authorized pick up person or if a parent has not contacted the program to inform staff of a change in the pick up plans.  Should this happen, the parent would be notified of the situation.  To add persons to the authorized pick up list, parents complete an Additional Pick Up Person form and it will be attached to your enrollment information.

In the instance when a child needs to be picked up at a location other than the Kids Corner of Caledonia Learning Program, such as during a field trip, the classroom teacher will have the sign out sheet with them on site.  If your child is not picked up by his/her scheduled time, a phone call will be made to the parent.  Please be sure to always update your home, work and cell phone numbers as needed.  

Kid’s Corner of Caledonia requires a copy of legal documentation in the instance where a specific person or other parent is not permitted to have contact with your child.  The documentation will serve to assist the center staff with enforcing the request.  Should an attempt be made and the program has the appropriate documentation on file, we will follow our Major Incident Procedures.   


Kid’s Corner of Caledonia can deny a parent/guardian or authorized adult from leaving with a child if our staff feels it is in the best interest of the child to not be taken.  The use of alcohol or drugs by a pick up person, or lack of appropriate child safety seats can create an unsafe situation for the child.  In the event that this occurs, the following options are available to the parent/guardian or authorized pickup person:

· Contact an individual listed on the child’s enrollment form as being authorized to pick up

· The person may be asked to leave and return with the proper child safety seat

· If a parent/guardian refuses the above options, Kid’s Corner Program Staff will contact law enforcement and report the incident as required to do by law

· Late Fees may be added
The above instances are considered a serious matter, and in the event of repeated occurrences, our program will contact social service personnel.

Transportation Policy

Kid’s Corner of Caledonia Learning Program will provide transportation for field trips by an outside transportation company that is licensed to transport and 
is able to provide proof of insurance and licensing. When able to, program staff will provide transportation to and from trips and events using the company vehicles.  All program staff that provide transportation using company vehicles must be listed on the insurance card and be approved to do so.
The Kid’s Corner of Caledonia Learning Program will provide transportation to recreational activities during the summer months that occur during center hours.  Parents will be required to complete a Transportation Form prior to the start of the activity and must sign in daily on the Activity Schedule to inform program staff of what activities your child is involved in the day, as well as times and locations.
Field Trips

The director of the Kid’s Corner of Caledonia Learning Program and all staff must ensure that written permission is obtained from each child’s parent before taking a child on a field trip, as well as the following policies enforced:

· A written permission form must be obtained before each field trip or on a form that annually summarizes all field trips that will be taken.

· The parent’s written permission must state that the parent has been informed of the purpose and destination of the field trip.

· On field trips, all staff will take emergency phone numbers for the child’s parent and the persons to be called if a parent cannot be reached, the phone number of the child’s physician, and a first aid kit.

· Staff to child ratios will be maintained while traveling to and participating in activities on the field trip.

Curriculum Based Learning

We are committed at the Kids Corner of Caledonia Learning Program to providing developmentally appropriate activities and interactions with children that promote multicultural, gender fair opportunities for all children.  These activities will teach children kindness, compassion, friendship, and understanding for all people regardless of race, ethnicity, or abilities.

Our program implements the Creative Curriculum which is a research-based birth to age five curriculum that aligns with the early learning standards for the state of Minnesota.  Teachers observe children purposefully, using the observations to plan and structure the learning environment for the individual child and the class as a whole.  It is based on the cornerstones of How Children Develop and Learn, What Children Learn, The Learning Environment, The Teacher’s Role, and the Family’s Role.  Focus areas of the curriculum include: Social-Emotional Development, Physical Development, Language Development, Cognitive Development, Literary, Mathematics, Science and Technology, Social Studies, Arts and English Language Acquisition.
Our classrooms are designed to engage each child in learning through a variety of avenues including center-based learning, child-initiated play, small and large group play, circle time, dramatic play, large motor and fine motor activities, and recreational play.

Our weekly themes are established to spark curiosity and promote creative thinking and skill development.  Our themes are explored in the classroom through play, music, dance, arts and story.  Incorporated into our weekly themes are letters, numbers, colors and shapes as well as additional learning skills based on the age and development level of the child.  These learning skills include but are not limited to the following:
Listening Skills are developed at “circle time” each day.  This time allows children the opportunity to learn how to listen to stories, share verbally, and learn the communication skills of verbal turn-taking, sharing ideas, discussing the weather, days of the week and seasons.  Circle time can include a variety of experiences:  creative thinking, literature, dramatics, games, finger plays, cooking, etc.  The length of time varies according to children’s age, but typically lasts approximately 15 minutes.

Music is an important aspect of young children’s lives.  The children are exposed to several types of music from many different countries, and styles from kids’ favorites, jazz, classical, and lullabies.  The children will be given the opportunity to play instruments to develop tone, rhythm, sound and preferences.  Movement to music will be encouraged through dancing and movement directed songs.  All music will be child appropriate.  Music with questionable lyrics brought in from home will not be allowed to be played.

Cooking experiences will be done periodically with the children to encourage an understanding of nutrition, practice fine motor skills, problem solving, science and many other concepts.

Fine Motor skills such as cutting, holding pencils, stringing laces, etc. will be developed through opportunities to practice these skills in teacher planned activities as well as a wide range of toys available for this purpose.

Gross Motor Skills are developed during outdoor play, movement activities and ample opportunities to run, climb, skip and jump.

Child Initiated Free Play is offered several times during the day.  It is at this time that the child has time to choose which activities interest them.  It is a wonderful time for them to develop friendships, learn sharing, turn-taking, develop preferences and practice skills.  The children are able to select activities in each room that may include:  dramatic play areas, science table, sensory table, art centers, block play, stories, music centers, table and floor toys, record stories, playdoh and time to visit with friends and teachers.

Pets are included in our program.  We feel that having pets allows children to experience nature, practice responsibility, and caring for all creatures.  Any visiting pets must be cleared with the director and provide proof of vaccination. 

Outdoor Play is a part of our daily programming.  Please send appropriate clothing so that your child will be comfortable participating.  All children will go outdoors.  If your child is too sick to be outside, they are likely too sick to be in attendance at the program.  The only exception to this rule will be under doctor’s written request.  We feel that this experience is valuable to the child’s physical well-being.  Length of time outdoors is determined by weather conditions.  We will not take children out in extreme heat or cold.
Emergency Evacuation Policy

Kid’s Corner of Caledonia Learning Program has policies and procedures in place in the event of a weather-related emergency, fire-related emergency or any other type of emergency.  Children will participate in monthly Fire Drills throughout the year and will also participate in Severe Weather Drills during the months of April – October.  All drills will be documented.

· Fire Drill Evacuation Policy
· If a fire occurs in the kitchen or in the classrooms, the children will evacuate using the nearest available exit that is away from the fire

· Each classroom has an exit directly to the outside on ground level, the kitchen has an exit directly out of the kitchen and there are zero “dead end” hallways within the center

· The director or other staff in charge will be the last persons to exit the building, making sure all rooms are empty and bringing all emergency card information with them.  Once safely out of the building, the program staff will take attendance and line children up in an orderly fashion.  Teachers will report attendance to the director.
· If children are asleep during an evacuation, they will be awakened in a calm manner and guided safely out of the building

· Parents would be notified of the emergency and arrangements would be made for children to be picked up if the facility was inaccessible for the remainder of the day

· In the event that any child is missing after a complete evacuation, the emergency personnel and parents would be notified immediately.

· All emergency equipment such as fire extinguishers, smoke detectors, fire alarm systems, radios, flashlights and first aid kits are checked regularly and staff are trained on location and use

· Child evacuation procedures are posted in each classroom and other common areas

· Fire Drills are practiced monthly and records are maintained according to the State of Minnesota Regulations

· Severe Weather Drill Evacuation Policy
· In the event of severe weather in our area, classroom teachers will quietly line children up and take attendance 

· Children will be directed to their designated safe area, away from windows

· Children will be instructed to kneel and put their hands over their heads in a calmly manner  

· Infants and toddlers will be covered by the staff

· Once Severe Weather Warnings expire and the situation is safe, classroom teachers will calmly take children back to their class and resume regular activities

· If need be, emergency personnel and parents will be contacted if injuries occur or if there is damage to the facility
· All emergency equipment such as fire extinguishers, smoke detectors, fire alarm systems, radios, flashlights and first aid kits are checked regularly and staff are trained on location and use

· Severe Weather Procedures are posted in each classroom and other common areas

· Severe Weather Drills are practiced monthly 
April – October and records are maintained according to the State of Minnesota Regulations
Meals, Snacks and Nutrition Information
All meals and snacks will be provided by the Kid’s Corner of Caledonia Learning Program and will meet the nutritional guidelines of the Minnesota Child and Adult Care Food Program.  Kid’s Corner of Caledonia Learning Program will provide breakfast, lunch and an afternoon snack each day.  These meals are provided to the child at no extra cost to the parent.  Parents will be required to complete a CACFP Household Income Statement.  

Meals are served at 7:40 – 8:40, 11:15 – 11:45 and 3:00 – 3:30.  Meals will not be saved or served past these times without direct communication with the classroom teacher.  During the months of September – May all of our meals are pre-plated, giving each child the recommended portion of each required meal component.  Preschool children build school readiness skills by learning how to wait in the lunch, carrying a tray and removing uneaten food from the tray.  During the summer months, all classrooms except school age participate in family style meal service.   Our program encourages children to try new foods, but will not make children clean plates.
When necessary, foods will be cut up or reduced to prevent choking and safety straps will be used at all times when children are seated in a high chair or booster seat.

Please be sure to list any food allergies your child may have on the child enrollment forms. 

Kids Corner of Caledonia Learning Program Staff

Our staff holds degrees in education; 4 year and 2 year degrees in Early or Elementary Education or a related field.  We also have staff with Child Development Associate degrees (CDA).  All have been educated to serve childrens needs with an understanding of young child development.  We participate in ongoing education through in-service hours to inform, update, and learn best practices with children and families.

At Kids Corner of Caledonia, we strive to work as a team to best serve all the children.  We hold monthly staff meetings which serve as an outlet to address problems, and to share with other teachers our successes and challenges.  We address facility improvements, parent service, and hold training for our teachers to further their knowledge of working with children.  
Infant Program

Children who are ages 6 weeks – 16 months will be a part of our infant classroom at the Kid’s Corner of Caledonia Daycare Center.

· Infant Learning Program

Our kind and caring staff guides and nurtures infants, as well as provides stimulation through developmentally appropriate activities.  Our Infant Learning Program focuses on the following skills:

· Development of Sensory Awareness:  Infants will participate in activities that use and increase their sight, hearing, touch, smell and taste.  The five senses are often the most vital learning tool for infants.

· Motor Skill Development: Infants will engage in large muscle exercises, such as rolling, exercising limbs, assistance with sitting, standing or walking.  Creeping Infants will be provided space and opportunities to be mobile and explore that is free of hazards and encourages independence.   Large muscle activities will be available for use by infants with assistance from staff and infants will have outdoor time each day weather permitting.

· Social Growth and Development: Infants will be encouraged to participate in a variety of play situations.  Infants will learn to play independently as well as with other children.

· Emotional Development: Infants will be encouraged to express themselves and their feelings through facial expressions, body language, language skills and music.  

Infants will be in the Infant Classroom, with a regular Classroom Teacher and Aide, which they see and interact with on a daily basis and which also plays an important role in developing a trust and bond between caregiver and child.  

All non-mobile infants will be placed in areas where they can see other children and will be moved to a new activity every 20 minutes to increase stimulation.  Activities included in the 20-minute rotation are the bouncer chairs, swings, activity mats, jumpers and being rocked and held by Infant Teacher.

All mobile infants will be able to freely interact with other children of similar age and participate in creative play activities and group projects.

The Infant Learning Program will take available “learning opportunities” presented by each child.  Our program will not be rigid and structured, as infants often do not respond well to overly structured environments.  Instead, our staff will make the most of teachable moments with each child.  The Infant Learning Program will incorporate all of its components on a daily basis as allowed by the children.   As Infants become older, we will begin to incorporate specific learning activities at specific times, such as group activities, art projects, learning activities and story time.  This will be helpful to the infant as he/she transitions into the Toddler Classroom.

 The following is a sample of your child’s typical day in the Infant Classroom:
6:30am – 7:45am
Arrival and Greeting, Infants participate in self-choice





activities and group play

7:45am – 8:30am
Breakfast


8:30am – 10:00am
Morning Rest Period
10:00am - 10:15am
Story Time


10:15am – 11:00am
Child Initiated Activity/Group Project Time


11:00am – 11:15am
Prep for lunch

11:15am – 12:00pm
Lunch


12:15pm – 12:30pm
Lunch clean up

12:30pm – 2:30pm
Afternoon Rest Period 


2:30pm – 3:00pm
Child Development Activities

3:00pm – 3:30pm
Snack


3:30pm – 4:00pm
Music and Songs


4:00pm – 4:30pm
Large Group Play/Centers for older Infants


4:30pm – 5:00pm
Small Group Play with books, puzzles and games


5:00pm – 6:00pm
Self-Choice Activities

· Infant Sleep and Nap Time Information

Infants will nap either according to their own schedule or according to what the parent would like the infant nap schedule to be.  Infants often have their own schedule and our staff must work around what works best for each infant.  We will do our best to meet the request of parents regarding nap schedules and routines.  Upon waking from a nap, infants will be moved from their cribs as soon as they awake or within 5-8 minutes after they are awake.  Following a nap, infants will be diapered, fed and able to join in play.  Our Infant Staff will tend to an infant within 3 minutes if they have been disturbed while sleeping.  Infants will be rocked, cuddled or comforted as they direct while transitioning to sleep times.  Soft music is often played and lights dimmed to create a comforting atmosphere.  All Infant Staff follows the “Back to Sleep Program”, placing infants on only their back when they sleep.  If parents prefer to place the infant to sleep in an alternate position, the Parent Directive for Infant Sleep Position Form must be completed.

Separate bedding will be provided for each infant in our care and will be washed weekly or when soiled or wet.  Blankets will be washed weekly or when soiled or wet.

A crib will be provided for each infant and will be of safe and sturdy construction.  At no time will pillows, quilts, comforters, sheepskin, pillow-like stuffed toys or other soft products be placed in the crib.  Each crib will have a firm mattress. 

· Diapering Procedures

The Infant Staff at Kid’s Corner of Caledonia Learning Program will follow the standard procedures for diapering a child as the State of Minnesota directs.

1. Staff member washes hands with soap and water.  Use single service towels to dry.

2. Disinfect changing station with sanitizer solution and single service towel.

3. Place changing table paper on the changing table.

4. Place child on changing station.

5. Securely fasten the safety buckle.

6. Wash child’s hands.

7. Change diaper.

8. Wipe child’s bottom with clean wipe from child’s container labeled with name.

9. Securely close the diaper with used wipes inside the diaper.

10. Dispose of soiled diaper.

11. Wash child’s hands.

12. Unbuckle child from changing station and place child safely on the floor.

13. Dispose of changing table paper.

14. Place wipes and/or cream in the designated location that is out of reach of child.

15. Disinfect the changing station with a sanitizer solution and single service towel.

16. Wash hands with soap and water.

17. Record information on Class Board or Daily Reports.

Diapers are checked every two hours and are changed if soiled or wet at that time.  If a      child’s diaper is dry, it will remain on and will be checked within the hour.  If a child’s diaper is soiled or excessively wet prior to the two hour diaper check, it will be changed immediately. Parents will be required to provide diapers, wipes and diaper cream and must label each with their child’s name.
· Feeding and Nutrition Information

The Kid’s Corner of Caledonia Learning Program will provide a brand of formula that meets the USDA Food Program Requirements.  Parents will have the choice of using the selected formula from the program or providing their own.

Parents of breastfed infants must provide the milk in a tight closed container that is clearly labeled with the child’s name and date.  All breast milk will be kept in the kitchen and must be used within the required timeframe or else discarded.

Parents must provide at least 2 bottles, and several liners if used, that need to be clearly labeled with child’s name.  The bottles will be washed at the program and each child will have a separate labeled bottle bag that will be used when washing the bottles to ensure that each bottle and its components do not intermix with other bottle pieces and components of another child.
All Infants will be held during bottle feedings.  At no time will a child ever be put into a crib with a bottle and at no time will bottles be propped up.  Our staff views infant feeding times as a special one on one time for caregivers to bond with infants. 

All other food items will be provided by the Kid’s Corner of Caledonia Learning Program and will meet the nutritional guidelines of the CACFP Food Program.  Our Program will provide breakfast, lunch and an afternoon snack each day.  These meals are provided to the child at no extra cost to the parent.  Parents will be required to complete a CACFP Household Income Statement.  

All bottle fed infants will be fed according to a schedule specified by the parents and/or according to the infant’s needs.  All infants not bottle feeding will follow the program’s schedule of meals.  When necessary, foods will be cut up or reduced to prevent choking and safety straps will be used at all times when infant is seated in a high chair.

Please be sure to list any food allergies a child may have on the child enrollment forms.

· Other Infant Classroom Information

Our staff ratio for Infants is 4:1, allowing Infants to receive plenty of attention and interaction during their time at Kid’s Corner of Caledonia.  Each of the two Infant Classrooms is licensed for 8 Infants.  Children are supervised at all times.

The Infant Staff will communicate daily with parents through verbal communication and written daily reports that inform parents of nap schedules, diapering, feeding, highlights of the day and other important information.

Parents may review the Infant Child Care Program Plan at anytime, and our Infant Staff is open to and encourages suggestions and feedback from parents regarding the care of your infant.  Parents please always feel free to express concern or discuss any issue with your classroom teacher or with the director.  We are here to provide the best care possible for your infant and to meet the needs of all our families.

Toddler Program

Children who are ages 16 months – 32 months will be a part of our Toddler Classroom at the Kid’s Corner of Caledonia Learning Program.

· Toddler Learning Program

The Toddler Learning Program at Kid’s Corner is a Curriculum-based Program that allows fun and interactive participation in daily activities.  Our Toddler Program focuses on introducing various learning avenues through the use of music, language, art, motor skills and sensory experiences.   The program creates the skills needed for lifelong learning and essentially, teaches each child how to learn.  

The Toddler Learning Program we begin to transition these young people into a routine and allow them to see the benefits of structure.  Our program will focus on the main components of every toddler’s day, which include eating, sleeping, playing and learning.

The following is a sample of your child’s typical day in our Toddler Classroom:

6:30am – 7:45am 
   Arrival and Greeting, Toddlers participate in self-choice





    activities and group play 

7:45am – 8:30am
   Breakfast

8:30am – 8:45am
   Child Initiated Play
8:45am – 9:15am
   Curriculum Programming

9:15am – 9:30am
   Snack

9:30am – 9:50am 
   Circle Time
     
9:50am – 10:15am
   Creative Play and Dramatic Play

     
10:15am – 10:40am   
    Sensory Activity
     
10:40am – 11:15am        Curriculum Programming & Teacher Directed Projects

     
11:15am – 11:30am   
    Prep for Lunch
    
11:30am – 12:15pm        Lunch

     
12:15pm – 12:30pm        Lunch clean up/Story Time

     
12:30pm – 2:30pm          Nap/Rest 

     
2:30pm – 3:00pm            Child Initiated Activity

     
3:00pm – 3:20pm            Snack

    
3:20pm – 4:00pm           Curriculum Programming 
     
4:00pm – 5:00pm           Outdoor Recreational Activities or Arts and Crafts

     
5:00pm – 6:00pm           Self-Choice Activities

The Toddler Learning Program uses the Creative Curriculum Program.  It incorporate a variety of   activities, which include singing, art, group projects, stories, games, rhyming activities and creative play.  The Toddler Learning Program is an environment that stimulates and challenges the children as we prepare them for learning.    

· Recreational Time
Toddlers will receive at least 30 – 60 minutes of daily physical activity as a part of our Learning Program.  Physical activity may be indoors or outdoors depending on weather and season.  When weather permits, toddlers will have activity time outside each day in the playground area. 

At least three large motor activities will be available both indoors and outdoors for toddler use.  Toddler Staff will assist toddlers in the use of this equipment and all equipment will have required safety straps and regular safety checks.

Toddlers will also participate in group and individual recreational activities that enhance motor skills and increase physical health.

· Toddler Sleep and Nap Time Information

The Toddler Staff will follow specific instructions from parents regarding each child’s nap schedule and routine.  Parents must be very specific in communicating their desire for morning and afternoon nap schedules and times.  The Toddler Staff will do their best to accommodate to the needs of the child and parents.  

All children must try to rest in the afternoon for at least 30 minutes.  If after 30 minutes of rest time the child is not asleep, he or she may participate in a quiet activity that is not disturbing to the other children, such as coloring, puzzles, books or quiet games.

· Diapering Procedures

The Toddler Staff at Kid’s Corner Daycare will follow the standard procedures for diapering a child as the State of Minnesota directs.

1. Staff member washes hands with soap and water.  Use single service towels to dry.

2. Disinfect changing station with sanitizer solution and single service towel.

3. Place changing table paper on the changing table.

4. Place child on changing station.

5. Securely fasten the safety buckle.

6. Wash child’s hands.

7. Change diaper.

8. Wipe child’s bottom with clean wipe from child’s container labeled with name.

9. Securely close the diaper with used wipes inside the diaper.

10. Dispose of soiled diaper.

11. Wash child’s hands.

12. Unbuckle child from changing station and place child safely on the floor.

13. Dispose of changing table paper.

14. Place wipes and/or cream in the designated location that is out of reach of child.

15. Disinfect the changing station with a sanitizer solution and single service towel.

16. Wash hands with soap and water.

17. Record information on Class Board or Daily Reports.

Parents will be required to provide diapers, wipes and diaper cream and must label each with their child’s name.

Potty Training Policy
All Toddler Staff will follow specific instructions from parents related to potty training toddlers.  The Toddler Staff will, to the best of their ability, potty train according to what the parent desires.  Toddlers who are potty training must have at least three different changes of clothing and three Ziploc bags labeled with the child’s name.

Please keep in mind that each child is an individual.  Parents and staff together make decision regarding toilet training, somewhere between the ages of 18 months and 2 years old.  Your child will not be developmentally ready until then, and some may take longer than others.  It really works well when the family and staff are on the same schedule and page.  This is a highly individual task, and lots of communication is necessary to make it work well.

Potty training chairs and other equipment will be available and accessible to toddlers and in the Toddler Bathroom.

· Other Toddler Classroom Information

Our staff ratio for Toddlers is 7:1, allowing Toddlers to receive plenty of attention and interaction during their time at Kid’s Corner.   Our program licensed for 21  toddlers in the Toddler Classroom.

The Toddler Staff will communicate daily with parents through verbal communication and written daily reports that inform parents of nap schedules, diapering, potty training, meals and snacks, highlights of the day and other important information.

Parents may review the Toddler Child Care Program Plan at anytime and our Toddler Staff is open to and encourages suggestions and feedback from parents regarding the care of your toddler.  Parents please always feel free to express concern or discuss any issue with your classroom teacher or with the director of the program.  We are here to provide the best care possible for your toddler and to meet the needs of all our families.

Preschool Program

Children who are ages 33 months – 5 years old and not eligible for Kindergarten will be a part of our Preschool Classroom at the Kid’s Corner of Caledonia Learning Program.

· Preschool Learning Program
The Preschool Learning Program at Kid’s Corner is an all day, everyday Curriculum – based program that provides quality educational opportunities and is professionally designed to create enthusiasm for learning and build school readiness skills.  The activities and assessments offered through the Creative Curriculum are aligned with early learning standards and can be easily adapted to various developmental needs.

The Preschool Learning Program will be a structured program that incorporates many components into the child’s day as well as allows time for creative free play, child initiated play and recreational play.  The Curriculum section will focus on the basic skills of numbers, letters, shapes and colors, as well as other enrichment components.  

Our Preschool Learning Program focuses on structure, activities and early learning components that will build school readiness skills and prepare the child for their transition into Kindergarten.

The following is a sample of your child’s typical day in our Preschool Classroom:

6:30am – 8:00am 
Arrival and Greeting, Preschoolers participate in self-choice activities and group play 

8:00am – 8:30am
   Breakfast

8:30am – 8:40am
   Morning Meeting – Job, Pledge of Allegiance 

8:40am – 9:00am
   Outside Recreation/Inside Child Initiated Play
9:00am – 9:15am
   Circle Time: Calendar, Weather, Theme Discussion
     
9:15am – 9:40am
   Exploration Activity/Expanded Learning
9:40am – 10:30am   
   Center Based Activity
     
10:30am -10:45am         Skill Building Circle (letters, numbers, handwriting)
     
10:45am – 11:00am   
    Large Motor Activity
    
11:00am – 11:15am
    Music/Story Time
     
11:15am – 11:45am        Lunch

11:45am – 12:00pm
    Outside Play or Individual Story Time
     
12:00pm – 3:00pm          Nap/Rest 

          
3:00pm – 3:20pm           Snack

    
3:20pm – 4:00pm           Outdoor Play
     
4:00pm – 5:00pm           Center Based Activity
     
5:00pm – 6:00pm           Self-Choice Activities

Preschool Children at the Kid’s Corner of Caledonia Learning Program have a full and interactive day where they are learning, playing and growing into healthy individuals.  All activities and programs offered can be adapted to various developmental needs so as to include all ages and learning levels in this great learning environment.

· Recreational Time
Preschoolers will receive at least 60 minutes of daily physical activity as a part of our program.  Physical activity may be indoors or outdoors depending on weather and season.  When weather permits, preschoolers will have activity time outside each day in the playground area. 

At least three large motor activities will be available both indoors and outdoors for preschooler use.  The Preschool Staff will assist the children in the use of this equipment and all equipment will have required safety straps and regular safety checks.

Preschool Children will also participate in group and individual recreational activities that enhance motor skills and increase physical health.

· Preschool Nap Time Information

The Preschool Staff will follow specific instructions from parents regarding each child’s nap schedule and routine. All children must try to rest in the afternoon for at least 30 minutes.  The Preschool Classroom is a very active and busy environment and children need to rest their bodies and minds.  If after 30 minutes of rest time the child is not asleep, he or she may participate in a quiet activity that is not disturbing to the other children, such as coloring, puzzles, books or quiet games.

· Potty Training Policy
All Preschool Staff will follow specific instructions from parents related to potty training children.  The Staff will, to the best of their ability, potty train according to what the parent desires.  Any child who is potty training must have at least three different changes of clothing and three Ziploc bags labeled with the child’s name.

Potty training chairs and other equipment will be available and accessible to all children in the Preschool Bathroom.

If your child requires a diaper or pull-up for nap times, parents must supply all diapers and pull-ups, wipes and diaper cream if necessary and all must be labeled with the child’s name.

Preschool children are taught to use the toilet themselves as they need to.  We show them how to wipe their bottoms, and encourage them to do this task themselves.  Of course we help them with accidents and difficult messes.  Boys and girls share the same bathroom, but are sent in one at a time.  We directly supervise the use of bathrooms.

Accreditation health standards prevent us from laundering or rinsing feces soiled clothing. We will place these in sealed bags and send them home at the end of day. You may let us know if you wish to discard these items.

· Other Preschool Classroom Information

Our staff ratio in the Preschool Classroom is 10:1, allowing the children to receive plenty of attention and interaction during their time at our program.  Preschool children will learn to work in small and large groups as a part of our Learning Program.  Kid’s Corner of Caledonia will be licensed to serve 40 preschool children in our Preschool Classroom and 4K Classrooms during the months of September  - May between the hours of 8:00 a.m. – 3:00 p.m. and is licensed for 32 preschool children during the months of June – August and from 6:30 a.m. – 8:00 a.m. and from 3:00 p.m. – 6:00 p.m. during the months of September – May.
The staff in the Preschool Classroom will communicate on a daily basis with parents during drop off and pick up times.  Parents will be informed of the highlights and major events of the day and children will be encouraged to discuss their day with parents at home.

Parents may review the Preschool Child Care Program Plan at anytime and our Preschool Staff is open to and encourages suggestions and feedback from parents regarding the care of your child.  Parents please always feel free to express concern or discuss any issue with your classroom teacher or with the director of the program.  We are here to provide the best care possible for your child and to meet the needs of all our families.

· 4 Year Old Kindergarten Program
Kids Corner of Caledonia Learning Program offers a 4K Program for children that are 4-5 years of age and will be attending Kindergarten the following school year.  The program will be held in our school age classroom and will be Monday – Friday from 8:00 a.m. – 3:00 p.m.  This program is developed and implemented to meet the needs of and prepare children for Kindergarten with specific focus on school readiness skills and other various learning skills.
4K Schedule
7:45am – 8:15am
          Breakfast (In 4K Classroom)
8:15am – 8:30am
Child Initiated Play
8:30am – 8:50am
         Morning Meeting- jobs, calendar, weather, designate centers
8:50am – 9:50am
         Center Based Learning
      9:50am – 10:00am
         Clean Up 

     10:00am – 10:10am         Letter and number flash cards and story time
     10:10am – 10:30am         Arts and Crafts or Table Activity
     10:30am – 10:40am         Science or Math
     10:40am – 11:10am        Indoor/Outdoor Recreational Play
     11:10pm – 12:00pm        Prep for lunch/Lunch time/Prep for quiet time
     12:00pm – 1:30pm
          Quiet/Rest Time
      1:30pm – 2:45pm
          Quiet table play/Child Initiated Play
      2:45pm – 3:00pm            Afternoon Meeting – behavior cards
      3:00pm – 3:15pm            Snack/Prepare to transition to Preschool Classroom
      Every Friday is Show and Tell day in the 4K Classroom.  Children may bring an item 

      to share, discuss and play with class members.  Please do not allow your child to

      bring items that are inappropriate, such as toy guns or weapons, items that contain 

      adult subject matter and items that are valuable.  Parents should assist children with 
      selecting an item to bring.

      Behavior Management in the Classroom

      The 4K Program promotes school readiness skill building through the implementation 

       of behavior management systems that are similar to what is implemented in a     
       classroom setting at school.  Our staff encourages child-initiated choice making that    
       encourages self-control, empathy, kindness, forgiveness, understanding and treating   

       those around us as we would like to be treated.

       Behavior Card System:  The 4K Program uses a card system that is a daily reflection 

       of each child’s progress in the classroom.  Each child begins the day with a green 

       card and through smart choices and good behavior can keep that card throughout the

       day.  If a child receives a warning the card is turned to yellow and if a child loses a 

       privilege the card turns to orange.  If poor behavior choices continue throughout the

       day a child will receive a black card.  Parents are notified through a note sent home if
       a child receives anything other than a green card for the day.  This system is 

       effective in the reduction of lost teaching and learning time in the classroom due 

       to behavioral issues.  It provides a systematic approach to discipline and     

       classroom management is in place from the first day of class.  The behavior card 

       system is not only consistent and effective, but is also easy for the children in 

       our 4K Program to use and understand.

      Good Choice Tickets:  Tickets will be awarded to children exhibiting exceptional 

      behavior that is self-initiated.  This ticket system is implemented November - May.   
      Each child that collects 60 tickets by May will go out to lunch with the Director     
      Assistant Director.  The lunch outing serves as a reward to those children that showed 

     consistent positive behavior throughout the school year.  

Our goal in the 4K Program is to prepare children on all levels for the start of Kindergarten.  This includes development of early learning skills, social and    emotional skill development, behavioral skill development, as well as the development of fine and gross motor skills.  Our goal is to have children implement these skills in a structured classroom setting that offers a routine and activities that

      will provide a seamless transition for children into Kindergarten.  

School Age Program

Children who are ages 5 – 12 years old will be a part of our School Age Classroom at the Kid’s Corner of Caledonia Learning Program.

· School Age Learning Program
Children in the School Age Classroom will participate in expanded learning activities, arts and crafts projects, homework assistance and recreational and self-choice activities.  The expanded learning activities will focus on letters, numbers, colors, shapes and seasonal themes, with an emphasis on focus areas that are appropriate to the age of the child.

· School Age Cultural Learning Opportunities

School Age Children will have the opportunity to learn in a manner that is consistent with the child’s cultural background, as well as learn about other cultural backgrounds.  Through activities such as music, play, videos, books, projects and games, school age children will be exposed to many learning opportunities that promote the physical, social, emotional and intellectual development.

School Age Classroom Daily Schedule – Summer Schedule and Non-school Days

6:30am – 7:45am 
Arrival and Greeting, School Age Children participate in self-directed activities and group play 

7:45am – 8:30am
          Breakfast

8:30am – 8:40am
Class Meeting – Calendar, Weather, and upcoming events

8:40am – 9:10am
         Expanded Learning Activities

9:10am – 9:40am
         Outdoor Activity
9:40am – 10:15am         Child Initiated Activity
     10:15am – 10:40am         Expanded Learning Activity
     10:40am – 11:30am         Arts and Crafts


     11:30am – 12:00pm         Lunch

     12:00pm – 12:45pm        Outdoor Large Motor Activity

     12:45pm – 2:00pm
         Child Initiated Quiet Table Activities/Small Group Play

      2:00pm – 2:30pm
          Expanded Learning Partner Activities

      2:30pm – 3:00pm
          Recreational Activities and Games

      3:00pm – 3:20pm            Snack

      3:20pm – 4:00pm            Teacher Directed Activity or Project
      4:00pm – 5:00pm            Outdoor Recreational Activities or Arts and Crafts

      5:00pm – 6:00pm            Self-Choice Activities

Each April a calendar is distributed to parents regarding upcoming summer events for    the school age program.  Included in the events are weekly swim trips, weekly field trips, and summer program themes.  

School Age Classroom Daily Schedule – School Year

      6:30am – 7:30am
          Arrival and Breakfast

      7:30am – 7:45am
          Prepare to Depart for School/Leave at 7:45 for drop off
      3:00pm – 3:15pm             Arrival of School Age Children

      3:15pm – 3:45pm             Snack

      3:45pm – 4:30pm             Homework Assistance and Expanded Learning Activities

      4:30pm – 5:00pm             Arts and Crafts Activities

      5:00pm – 6:00pm
           Child-Initiated Play

· Child Learning Record

Every school age child will have a record that documents the intellectual, social, emotional and physical progress of the child.  This record will be shared with parents at each of the two Parent and Teacher Conferences that are held annually.  The Child Care Program is developed by the center director and will be evaluated annually by the director.  All Child Care Program Plans are available to parents for review upon request.

· School Age Child Supervision

Every school age child must be under the supervision of a staff member at all times while attending the Kid’s Corner of Caledonia Learning Program.  Children will be able to participate in activities that are both quiet and active, teacher directed and child initiated.  Kids Corner of Caledonia will provide for a variety of activities that require the use of varied equipment and materials

· Other School Age Classroom Information

Our staff ratio in the School Age Classroom is 15:1, allowing the children to receive attention and interaction during their time at Kids Corner of Caledonia Learning Program.  School Age children will work and play in small and large groups as part of our learning program.   Kids Corner of Caledonia is licensed for 30 school age children.

The staff in the School Age Classroom will communicate on a daily basis with parents during drop off and pick up times.  Parents will be informed of the highlights and major events of the day and children will be encouraged to discuss their day with parents at home.

Parents may review the School Age Child Care Program Plan at anytime and our School Age Staff is open to and encourages suggestions and feedback from parents regarding the care of your child.  Parents please always feel free to express concern or discuss any issue with your classroom teacher or with the director of the program.  We are here to provide the best care possible for your child and to meet the needs of all our families.

Birthdays and Sharing of Food Not Prepared on Site

We like to make each child feel special on their birthday.  Children may like to bring in treats for their classmates to celebrate the special occasion.  Food that is brought into our program must be in original unopened packaging or container.  Items may be brought in that are purchased at a bakery as long as there is an ingredient list and items are in a secured container.  Store bought cupcakes, cookies, fruit snacks or other prepackaged items are great ideas that are enjoyed by the children.  An alternative to treats could be special plates, hats, napkins, stickers, party favors, etc…. and we can use our planned snack as part of the celebration.
Homemade items will not be allowed to be served at the Kid’s Corner of Caledonia to protect children who may have a food allergy to an ingredient that the staff is unaware of being in the homemade item.

This is a wonderful time to celebrate your child’s friendships.  Please respect each child’s feelings by sending invitations to all children in your child’s class or by sending invitations directly to the child’s home if you need to limit the number of participants, and be sure to plan the party after pick-up hours.  We want to do our best to make sure everyone feels included and limit feelings of exclusion when possible.
Clothing
Children should wear clothing that is comfortable and proper for play.  It should be of the self-help variety so that children can be as independent as possible for toileting.  Avoid the use of safety pins in clothing except in the case of an emergency.

During cold weather send:  snow pants, boots, hats, mittens or gloves and scarves.  Extra socks and a change of clothing during winter and spring are important.  The children sometimes get wet through their outer clothing.  Please choose clothing that is easy for your child to get into.

Mark your child’s name clearly on clothing.  Many of them look alike and have the same items.

We use smocks and washable paints, although some colors do stain.

Children must wear shoes at all times.  Provide shoes that are easy to run and climb in.  You may want to have a pair of tennis shoes to play in if your child insists on that type of footwear.  Remember to bring shoes during the winter when they may be wearing boots. Children are required to wear closed shoes or sandals with back straps on field trip days. You may be contacted to bring appropriate shoe wear if your child is not properly dressed for these days. 

We are not responsible for lost items, we make every effort to have them put clothes away or wear them.  Please check your child’s cubbies and items brought home to make sure they belong to your child.

Parent Visitation

At anytime during our hours of operation a parent may visit the Kid’s Corner of Caledonia Learning Program.  Our staff encourages parents to play an active role in their child’s experience here and welcomes parents to visit the program at any time throughout the day.

Research and Public Relations Permission

The Director of Kid’s Corner of Caledonia Learning Program and all staff will obtain written permission from a parent before a child is involved in experimental research or public relations activity involving a child while at the program.  

A separate written permission form must be obtained before each occasion of experimental research or public relations activity or on a form that annually summarizes all research and public relations activities that will be undertaken.  The permission form will be kept in the child’s record.

Parent and Teacher Conferences

Kid’s Corner of Caledonia Learning Program will offer a Parent and Teacher Conference two times per year.  Conferences will be held the first Tuesday and Thursday in October and November and again in April and May. A conference with each child’s classroom teacher will give parents the opportunity to ask questions and have a voice in their child’s learning experience.  Teachers will be able to inform parents of each child’s learning progress, and provide a written assessment of each of the following areas Social-Emotional, Physical, Language, Cognitive, Literacy, Mathematics, Science and Technology, Social Studies, and Arts.  Parent and Teacher Conferences are a great opportunity to discuss each child’s learning plans and implement any necessary changes to better meet the needs of the child.  Classroom Teachers will send home information in September and March regarding available times for conferences and the other information specifically related to the conference.  Kids Corner of Caledonia Learning Program feels that working in partnership with parents is at the core of quality care for children.  Parents are strongly encouraged to attend these conferences to gain information regarding their child’s learning experience and accomplishments.  It is a great opportunity to build our partnership.

Communication
Daily Contacts are made with each family at drop-off and pick up times.  These are wonderful informal times to share daily events with you.  Be aware that the teacher is still responsible for the remaining children in his/her care.  If you have an extended conversation need, or confidential matter, please arrange a time to meet with your child’s teacher.

Daily Sheets for the Infant and Toddler Classrooms located in your child’s cubby or folder.  Please check these for pertinent daily information, activities, naps, meals, and items your child needs.

Parent Bulletin Boards are in each classroom entrance and in the main entrance of the building.  Look for upcoming announcements.  These bulletin boards have menus, communicable disease notifications, community events, calendars, important notices. Look for them and make sure you check regularly. 

Newletters/Calendars go out monthly.  We include a list of upcoming events and themes.  The director also sends out center wide quarterly newsletters.  We try to make these fun and informative, yet easy to read in a short amount of time.  Please post at home. Other information is also available on our website www.kidscornerofcaledonia.com  

Visiting is encouraged.  You are welcome to come any time to visit or have a meal with your child.  We always enjoy having parents here.  Parents are welcome and encouraged to help with field trips and attend special events.

Toys
It is extremely difficult to keep tabs on children’s toys, so we ask that you limit them bringing them to share days only.  We will not be responsible for lost toys.  Share days are determined by your child’s classroom teacher and will be listed on your monthly calendars.  We provide and promote the use of non-sexist toys, and discourage the use of gun play or violent role playing.

Fundraising Events

Throughout the year at Kids Corner Learning Program we do several fundraising events.  The fundraisers help us to increase our variety of classroom supplies and equipment.  All of our events are voluntary participation and parents have the option to not participate.  
Smoking Prohibited

Smoking is not allowed anywhere indoors or outdoors on the Kid’s Corner of Caledonia premises, including in cars or vehicles that are parked or driving on the premises.  For obvious safety reasons, we ask at no time may any cigarettes be thrown from a vehicle on to our property.

Confidentiality
Information provided by you will not be release, viewed or discussed without your permission.  The only exception to this would be suspected abuse reports.  Information regarding your child will not be released to anyone other than the parent or persons listed on the Release Authorization Form.

Grievance Procedures for Parents
1. Bring the concern or problem to the attention of the classroom teacher or the assistant director or the director.

2. A meeting will be scheduled to discuss the issue and action that will be taken to resolve the issue.

3. The necessary arrangements will be made to implement the action plan that was established.

Licensing Contact Information

The Kid’s Corner of Caledonia Learning Program is licensed by:

The State of Minnesota Department of Human Services, Division of Licensing

PO Box 64242, St. Paul, MN 55164-0242

651-296-3971

Child and Adult Care Food Program

In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, national origin, sex, age or disability.  To file a complaint, write USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building, 1400 Independence Avenue SW, Washington DC 20250-9410 or call 202-720-5964 or 800-795-3272 (voice) or 202-720-6382 (TTY).  USDA is an Equal opportunity provider and employer.

Every Child Matters at Kid’s Corner of Caledonia

Kid’s Corner of Caledonia Learning Program will strive to meet and exceed the expectations of the families we serve.  It is our passion to provide a high quality learning environment where each child can learn, play and grow into healthy individuals.  Our staff encourages open communication and feedback from parents and feels it is essential to meeting the needs of each child we serve.  Kid’s Corner of Caledonia looks forward to making a difference in the lives of your children and hopes to provide a solid educational foundation for each child as they begin their journey of lifelong learning.  Thank you for choosing Kids Corner of Caledonia Learning Program!  We are pleased and excited to serve you and your family.  Our children are so precious and we are committed to doing the very best we can to help them grow up in a positive and supportive environment.  Welcome to you and your entire family!
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