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Acknowledgiment

Tykes Academy’ family handbook is used to outline our expectations, policies, and procedures that all
families must understand and comply with. You have received this handvook as a partver in your
child’s development at Tykes Academy. After reviewing this document, the consewt form on the last
page must be completed and havnded back +o the admivistration. This consent form states +hat you
wnderstand and adhere +o all expectations, policies, avd procedures of this learning ewvironment. This
handbook will be updated from time to time, and the most up-to-date copy will be made available to
you. Thavk vou for being a part of the Tykes Academy Family.

Regarding the term family’, whew used in context of childcare requirements of this and other Tykes
Academy documents, it is understood that the meaning of family’ (and other variations of the word
“family’) implies the terms ‘parevt(s)’ or ‘legal guardian(s)’ of the child(ren). Should other vow-
custodial family members be permitted to pick up and drop off the enrolled child, an authorization
form must be sigued by the legal parent(s)/guardian(s) and on file with Tykes Academy. This
reduirement is discussed further on page 17.

Who are we?

Tykes Academy Brand

we believe that families of all types deserve safe, affordable, and ewriching childeare. This is why we
foster a culture of nclusion for every member of our Village commuvity, from the Director to every
unigue family that requests childeare.

while our Directors can have their oww children evrolled in our program(s), we have a No Favoritisim
Policy which nhibits bias i childeare.

No Favoritism Policy
Childeare is a labor of love and passiow; it is our calling. At vio time is i+ an acceptable practice for any

Director to show favoritism or bias in childcare with one or more children over another child or
children, especially if related to Director. Tf three or more complaints from at least two different
families are made to Tykes Academy Administration durivg an enrollment vear, the Director
operating under the Tykes Academy bravd may lose any operating licensure +o use the Tykes
Academy brand and its branded materials and is subject to an ivternal investigation.

If the investigation determives that favoritism and/or bias was practiced, the followivg
will occur:

= First Offeuse: Coachivg and training to ensure understanding of what bias
and favoritism look like in specified Location. Tykes Academy administration
will work with Director +o identify areas of opportumity for growth and
professional careaiver development.
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»  Second Offeunse: Potential Loss of Tykes Acadewmy brand licensure.

Mission Statement

At Tykes Academy, we believe it takes a village to raise a child. Our staff believe each child has
the potential +o bring something uvidque avd special into the world; each child deserves cultivation,
By having a respectful and caring bond with each student and +he family, we as a childcare location
cov create a strong foundation for a wonderful early childnood experience for our studewts. Through
active exploration of the world around thew, play, interaction with others, memorable experiences,
and Navnds-ow learving activities, v the safety of our Childcare Village, our studewt’s development
and growth occur every second of every day. Our missiow is to provide a safe, wurturing, exciting, and
high-quality learning environment for all our students. Our love for children is the reason Tykes
Academy first opened, and the reason we remain open to this day. Committed to the families we
serve, we strive to give families the feeling that their child is in the care of the most loving,
knowledgeable, and thoughtful caregivers; this is our village. Children deserve to feel special and
cherished. They deserve to participate in experievces that will change their lives for the better and
Tykes Academy promises to provide the environment to make this come +rue.

Our Values

Our Vision is to provide a village like commuvity where all students feel respected, loved, and
evcouraged +o become the best person they can be by being excellent mewntors and teachers. Our
Visiow is the backlone of our business, supporting children to develop +o their fullest avd greatest
potential.

e Quality — wWe believe every child deserves excellence v early learning programs and services +o
make a difference in their lives and our commumity,

e Tuclusion — All students will be ivcluded v our learnivng environment, regardless of age, race,
gevder, or learving level. Tykes Academy welcome all childrew with open arms avd love in
our hearts.

® TRespect —Respect is essential in building long-lasting relationships with our students and
their families. This key component helps us to optimize and highlight the +alewts and diversity
we bring into center as partuers in the children’s growthh avd development.

® Accountability — We strive to provide open commumication with all partuers in our business.
This allows us +o be transparent, opewn, and honest with one another, and in turw, provides the
best enviroument for our students at home and at the facility.

® Teamwork — The combived action of the educators and the families working together provides
an effective and efficient working relationship. By acting together as a team, we cav provide
the best care for our little ones!



The Family Handbook

our Goals
Tykes Academy’ goals provide a path +o desirable ontcomes for our students. These goals provide
direction and motivation for the duality of care and education we provide.

To provide a wide variety of developmentally appropriate practices, that children wot only learw
and develop from but also enjoy.

To provide a flexible, calm, and warturing environment where affection is givew freely and from +he
heart.

To set clear expectations for all students and evcourage their independence.
To meet the physical, emotional, and social needs of our students.

To provide an atmosphere of respect for self and one another.

To provide opportunities for cooperative play.

To create a happy, warim, and exciting environment that is nviting, comfortable, and manageable
for the children.

To support a caring staff who show gevnine respect, love, and encouragement for the children.

To offer individual guidavce to children based npow careful observation of each child’s veeds and in
keeping with familial directiow.

To ensure the safety and welfare of all childrew.

A Look inte Our Proaram

wWhat We Do and What We Believe

Tykes Academy is a licensed Type IT Child Care Cewnter serving children ages ¢ weeks +o 72 months.
Our residential location allows us +o provide care for up to 12 children at a time, with small group
sizes that foster hands-ow, individualized learning. We blewd the warmth avd personal attewtion of our
im-home roots with the professionalism and structure of a licensed early learving program. At Tykes
Academy, we believe every child has a uigque capacity to learn, grow, and thrive when given the right
ewvironmewt, guidance, and care.

Quick Facts
A brief overview of the FAQ of Tykes Academy:

Aages of Care

o Iwufants (@ weeks +o 12 mouths)
o Toddler 1 (12 months +o 2.4 months)
o Toddler 2. (24 wmowths o 26 months)
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o Pre-School (36 months to 72 months, not enrolled v kindergarten)

Tultion

Tuition is due on WMonday of each week and must be paid in full. while we accept CCAP, any amount
remainivg from the benefit will be due, this includes any co-pays and overages. Please ensure your
family has reaistered with the CCAP bevefit plav +o ewsure you are entitled +o benefits.

Rates
o Infant: $63.25/Day or $216.25 Weekly
o Toddler: $57/Day or $2%5 Weekly
o Pre-School: $50.75/Day or $253.75 Weekly
o Saturday/Suday: $20/day
Late Payment Fee

Tykes Academy will not hold a spot over 2 busivess days past the payment due date. A $25 fee per
day will accrue and be due along with the full tuition amount unless other arrangements are made.
If paymewt is not made in full, including added late fees, up to 2 business days past the due date,
the child’s enrolled spot will be considered forfeited. Should the family wish to re-enroll the child, all
past due payments must be made, to nclnde the late fees, along with awmal re-enroliment fee and
the vext three months tuition.

Hours of Operation

Our hours of operation are daily, including weekends, 7:30 AM — 5:20PM. Family pick-up and drop-off
schedules will be established prior to the first day of enrolliment. The Family pick-up and drop-off
schedule will be the operating hours of your child’s care, and should vour family be pick-up or drop-off
outside of your established schedule, the family will be subjected to Late Pick-Up fee, page 17.

Late Pick-Up Fee

Avn initial $15 late pick-up fee occurs at the start of a late arvival and incurs $1 every minute the
family is late. Some exceptions may be made due +o extreme circumstances as determined by the
Director but especially so if communication is made by the family prior +o arriving late. All families
must pick their child(rew) up during the agreed pick-up schedule at the time of enrollment.

Eurollment Types
Carrewtly, Tykes Academy is accepting part time and full time ewrollment for childrew.

Holiday Closures
Tykes Academy will be closed for 10 major holidays per year and have 3 swow days +o use should
weather be severe evough. All families must have back up childeare as tuition will still be due.

10
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Description of Age (Froups

Twfants
This age group begins at G weeks and goes on +o 12 months old,

Tv our infant program, we have a daily flow that vour little ove is sure to love. No matter what
their ndividual veeds are, we come together as a team +o ewsure that every baby is nurtured,
cuddled, and adored throughont the day. We love spending time together for story time, outside
walks, and learving circles. Our infants also get to indulge in sewsory exploration avd creative art,
which encourages their natural curiosity avd creativity. And, of course, we can't forget about the
music and wonderful stories we share together! Our weekly themes are always exciting and
engaging, allowing vour baly to learn about colors, shapes, avimals, and people. We are here for vour
little ones whewever they need us, and we can't wait to share all these wonderful experiences with
them!

Toddler 4
This age group begins at 12 months +o 24 months old.

Our Toddler 1 Program has those little tykes that are atways on the go, eaner +o explore and learn
through their seuses. We provide a daily schedule that includes group time, indoor/outdoor play,
meals and snacks, nap time, avd the most exciting part of the day — plewty of playtime! Our gronp
time is filled with age-appropriate books and discussions about our day and feelings-big and small. we
embrace wature during ontdoor playtime avd evjoy the beanty around us. Our weekly themes
evcourage the exploration of homes, families, pets, and avimals. We love to sivg and play, making our
playroom full of warm evergy and positivity. Our bright and welcoming classroom where learning is
fum and stimulating for our little ones is just waiting for your kiddo!

Toddler 2.
This age group begins at 24 months to 26 months old. Our +ransition plav is detailed below.

Our Toddler 2 program blends +wo-year-olds into the preschool classroom, giving them a safe and
supportive space to learn alongside slightly older peers. Children follow a predictable routine of circle
time, indoor/outdoor play, meals, nap and lots of hands-on exploration. They enjoy simple stories,
songs and art projects that build language avd early math skills while practicing emotions and
self-help tasks like putting on jackets. Weekly themes mirror those of the preschool class, and
mixed-ane activities allow younger children +o model social skills and independence from their
preschool friends while still receiving age-appropriate attention,

Preschool
11
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This age group starts at 3 vears old and prepares the students for kindergartew.

welcome to the exciting world of social-emotional growthl Here in this age group, we believe that
every child is a unidue and beautiful individual. we focus on exploring who we are and how +o work
together to conguer objectives by ourselves avd in a team. Writing our names, learning to read, avd
exploring phovics are just some of the wonderful things we evjoy v our daily classes. But that's ot
all. We love to dive into extreme science projects that make us say “WOW!” and our sensory bin helps
evhance the learving theme we are studying that week. Plus, we often have auest speakers and
love exploring the commuvity to supplement our learning. Getting outside +o move our bodies and
strengthen our fine and gross motor muscles is also a +op priority for us. This age group is the
perfect preparation for the next grade, which is Kindergarten Rest assured that vour little ones
are well on their way to a successtul jourvey into the older ages.

Travsitions

This outlives a compreheusive plan for travsitioning children from the infant/toddler space (ages birti-
24 months) +o the preschool/pre-K space (24 months-5 vears). The plan addresses developmental
readivess, transitiov criteria, classroom acclimation, and commuvication strategies.

1. Readiness Assessment (2-4 weeks before transition)

e Uwderstanding instructions: Child comprehends avd responds to simple directives such as “stop,”
“all dove,” “come here,” or “wait.”

e Wouthing behavior: Child’s mouthing of toys is minimal; they can engage with materials without
consistently placing thewm in their montln.

o Wobility and self-help: Child can walk independently or with minimal assistance and is beginning +o
self-feed, wash hawnds, and assist in dressing.

e Commumication: Child responds to wame recoguition, uses basic words, sigus, or gestures to
communicate veeds, and follows rountives.

e Social-emotional readivess: Child demonstrates curiosity v group activities, shows interest in
peers, and has experience with short periods of structured play or circle time (opposition is
acceptable as long as the child understands instructions).

Teachers/caregivers should complete a readiness checklist and meet with parents +o discuss

observations and confirm that the child meets +he travnsition criteria.

2. Family Bngagement & Preparation

e Tuitial meeting: Conduct a family conference to discuss the upcoming transition, review the child’s
readiness ndicators, and answer questions.

e Oriewtation to the pre-K environment: Provide families with a classroom overview, including
routines, daily schedules, curriculum focus areas, and teacher roles.

o Home support strategies: Encourace families to practice simple instructions (“stop,
“clean up”) at nome and provide sensory-friendly toys to discourage mounthing.

"o

all dove,”

2, Transition Timelive & Activities

12
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Phase 1 — Observation Visits (Weeks 1-2): Child and current careaiver Visit the pre-K room for
short periods (15-30 minutes) focusing o free play, exposure +o new materials, and observation
of group routines.

Phase 2 — Gradual integration (Weeks 3-4): Tucrease time in the pre-K room o include parts of
structured activities (e.., circle time, art, snack). Continne +o monitor mouthing behavior and
comprehension of instructions.

Phase 2 - Full travsition (Week 5): Child spends an entire mornivg or aftervioon in the pre-K room.
After this, the child completes a full-day schedule. Provide consistevcy in routines avd comforting
travsition objects such as a special toy or blanket.

4. Cassroom Accommodations & Strategjies

Modified materials: Tuitially offer familiar toys from the toddler space to ease the transition and
gradually introduce pre-K materials (.., puzzles, dramatic play sets).
Clear visual & verbal cues: Use visual cards and verbal cues for “stop,” “
along with short, consistent instructions.

all dove,” and “clean up”

e Routine & structure: Maintain a predictable schedule clearly posted with pictures. Provide gentle

reminders avd positive reinforcement for following directions.

Behavior auidance: Accept opposition or “testing limits” and use these moments as +eachivg
opportunities +o help children understand canse and effect (e.0)., “If we ruw iuside, someone might
get hart, so let’s walk together +o be safe.”)

5. Ongoing Wonitoring & Collaboration

Progress check-ins: Hold weekly meetings between toddler and pre-K teachers +o share
observations ov the child’s adaptation. Document any challenges with mouthing or following
instructions and adjust strategies accordingly.

Family updates: Communicate progress with families through daily reports or brief conversations
at pick-up avd drop-off. Bucourage families o reinforce classroom practices at howme.
Adinstments: If a child struggles with monthing or does vot consistently respond o instructiovs,
consider extending the integration phase. Provide targeted support such as sensory toys and
additional owe-on-one practice to build readivess.

(. Final Tntegration & Beyond

Ovce fully +ravsitioned, continue to observe and support the child’s development through preschool until
kinderaarten readivess. Busure ongoing alignment with the Kewtucky Early Learving Standards, focusing
on languaae, coguitive, social-emotional, and physical development.

Summary

This tramsition plan establishes clear benchmarks and a gradual integration process for childrev moving
from an infawt/toddler classroom to a preschool environment. By focusing on developmental readivess,
minimizing mouthing behavior, ensuring comprehension of basic instructions, and maintaining ongoing
collaboration with families, the plan promotes smooth travsitions, fosters independewce, and supports
covtinvons developmental progress until childrew are ready for kinderaarten.

Adwmissions

13
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Enrollment Regquirements
To enroll your child at Tykes Academy, vour child must be between the ages of ¢ weeks up to the
age of 72 months, The child must vot be actively enrolled in kindergarten.

Regjistration Documents
The following forms must be completed to reserve vour child’s spot at Tykes Academy:

Enrollment Application

$75 Application Fee (applied toward +uition ovce ewrolled)

First Week's Tuition Payment (applied toward tuition ouce enrolled)
Child’s WMedical Tnformation and Form

Child’s Birth Certificate

Family Contact Tuformation Form

Proof of Current Timmunizations

For children who are new to Tykes Acadewmy, the immunization certificate must be
presented within the first thirty (30) days. For children who are enrolled, the immunization
record wmust be current (as not passed the date specified on the record). Children who do
not have ove of the approved immunization certificates on file with Tykes Academy would
not be allowed to attend Tykes Academy. Approved sources of immunization certificates
include:

= Commonwealth of Kewtucky Timmuvization Certificate
= Commonwealth of Kentucky Provisional Tmmunization Certificate
= Commonwealth of Kentucky Certificate of Medical Exemption

If the immunization certificate was ot provided by FHFS, it shall be a hard copy or electronically
produced awnd include:

14

The name of the child

The birth date of the child

The name of the parent or guardian of the child

The address of the child, including street, city, state, zip code

The types of vaccines administered +o the child.

The date that each dose of each vaccine was admivistered.

Certification that the child is current for immunizations until a specified +ime,
ncluding a statement that the certificate shall not be valid after the specified
date.

0O O 0O O O O O
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o The siguature and date of the medical professional

Children who are unable to be immumized for any reason (medical, religious, or family preferevce)
must oltain a wedical declination form (EPID-230A) from their physician or local health
department,

Enrollment Fees
o {150 registration fee, waived if first month paid at time of registration,

e TFirst Week of chosen program’s tuition as a deposit, waived if first month paid at time of
registration.

® First-month enrolliment must be paid before the start of childcare services.

Community Program Participation
o (CAP
o Families who qualify for the CCAP will be required to pay the difference v the remaining
balance due +o Tykes Academy, where applicable.

Waitlist Tuformation

Tykes Academy’ waitlist, families must complete a waitlist application. A fee equal +o one week
payment of the desired program is due whew the application is submitted +o hold a spot on the
waitlist, and this amount is taken off the child’s first wmonth of tuition when a spot becomes
available, This is to prevent a waitlist that may vot accurately depict capacity projections.

Classroom Playdate and Facility Visitation
Tykes Academy allows a one-hour scheduled playdate ousite, one month prior to the child’s start

date. This must be coufirmed and scheduled with the administration. The family is responsible for
scheduling the playdate so that the administrator can confirm the proper day and +ime.

Anminal BEnrollment Fee
Tykes Academy requires a $2.00 re-ewrollment fee due on the Friday of the first full week of

Aungust. This confirms vour child’s spot for +he upcoming school year and will be used +o replevish
school supplies for the new school vear.

Ttems To Brivg on Your Childs First Day

No toys, stuffed avimals, or bedding from home is permitted at Tykes Academy +o reduce the
ocourrence of pest exposure. Your child must have the following items on their first day at the
facility:

15



The Family Handbook

o (losed-toed indoor shoes.

e Extra set of clothes brought in a sealed bao.
® Proper outdoor wear

® Bottles, vipples, caps, formula

e Pucifier, if needed

Backpacks permitted for children ages 3+

Updating Forms for Your Child’s File

Tykes Academy requires all families of ewrolled students +o keep their child’s forms up to date with
their current medical and emergency forms. T+ is the family's respousibility +o ewsure all facility
forms are currevt. The administration has the right not to allow the student nto the childeare
facility if any forms are missing from their file after two votices from the administration,

Children without any current immunization will be excluded from care until this reaulatory
need is met. Tuition will still be due.

Payment Policies

Program Options
Tykes Academy offers the following in-home childcare programs:

° TIwnfaut Care (@ weeks o 12 Months)
° Toddler 1 (12-36 WMonths)

° Pre-School (3-G vears, not enrolled v kindergarten)

Reduesting a Chanage of Burolled Days
Tykes Academy reduires 30 days notice of any chawnce in enrolled days. Full +uition is due until the
chanae takes effect.

Tultion Fee
Tykes Academy charges tuition for each of the programs and the schedule is below. Tuition is paid
via ACH or With Credit Card (2.0%% processing fee applies) on Wonday of the current week.

o Infant: $63.25/Day or $216.25 Weekly

o Toddler: $5F/Day or $2.25 Weekly

o Pre-School: $50.75/Day or $253.75 Weekly

16
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o Saturday/Suday: $20/day

Late Payment Fee

Tykes Academy will not hold a spot over 2 business days past the payment due date. A $30 fee per
day will accrue avd be due along with the full tuition amount unless other arrangements are made.
If paymewt is ot made in full, including added late fees, up to 2 business days past the due date,
the child’s enrolled spot will be considered forfeited. Should the family wish to re-enroll the child, all
past due payments must be made, to include the late fees, along with awmal re-enroliment fee and
the next thiree months tuition.

Returned Payments

$20 fee for any returned payments. Additionally, if returned payment occurs after 2 business days
from the monthly tuition due date, full tuition payment along with $50 will be due at the next
childeare session or the child’s spot shall be considered forfeited.

Evaluation Of Tuition Rates
All families will be notified of any changes v tuition rates at least three months prior o whew they

will become effective. By notifying our families well ahead of +ime, we help prepare them for the
changes n pricing, and with +the necessary +ime to contact administration with any questions.
Every August will incur a 107% +uition ncrease +o align with market rates for comparable childcare
ond additional experiences.

Absence Fee
Tykes Academy does ot offer tuition refunds or make-up days for any absences. Should CCAP wot cover
the days vour child is absent, the family is required to cover that difference.

Vacations
Tykes Academy does not offer vacation reimbursement. Those who choose o remove their child

from the facility for vacation must continue to pay 100%% of +their child’s +tuition +o reserve their
current spot,

Late Pick-Up Fee

An initial $15 late pick-up fee occurs at the start of a late arrival and incurs €1 every minate +the
family is late. Some exceptions may be made due +o extreme circumstances as determined by the
Director but especially so if communication is made by the family prior +o arriving late. All families
must pick their child(rew) up during the agreed pick-up schedule at the time of enrollment.

Holidays
Tykes Academy is closed for the following 10 holidays:
17
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e New Year's Eve e Taster Friday o Labor Day

e New Vear's Day o WMemorial Day o Thanksgiving

o TEid Al Fitr o A" of July e (hristmas Eve/Day

Up to 3 swow days
Full payment for +uition is still required for Tykes Academy closures.

Severe Weather Policy
Tykes Academy may close due to harsh weather conditions. No refund will be given for closures
cansed by the weather. Director, Jessica Weier, of the childeare location will mowitor local news +o

address when the childeare location must close early or cancel operations for that day, and the family

will be notified throngh email, a direct plhove call, or throngh Childcare software app.

withdrawal And Discharae Policy

withdrawing From Tykes Academy
If you wish to withdraw your child from Tykes Academy, a 320-day written votice is required. Tf
vou fail to provide a 30-day notice, the current month's tuition payments may still be due.

Discharge Policy

Tykes Academy has the right to terminate a child’s evrollment uvder specific circumstances. This
includes any child who after numerous attempts from staff to remedy the behavior, does not
progress i their behavior and whose behavior is negatively impacting other children’s experievce.
This also includes any child whose needs cawot be wet by the Tykes Academy philosophies and
resources. Many attempts will be made o help the child thrive in our village environment. This
includes observational notes, therapy referrals, and tactics +o be used at home and on location at
Tykes Academy. The following measures will occur before the dismissal of a student from the
Childeare Location:

e The Director, Jessica Weier, will document the studewt’s behavior by providing detailed votes
of the ncident, ncluding dates and insights nto why the incident occurred.

e The Director, Jessica Weier, and family will meet to discuss any behavior concerus,

e A behavior plan for the child will be created avd agreed on by all parties, ncluding staff, family, and

adwmivistration, Behavior therapists and consultants wmay be used to support the staff when
working with the child.
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o Staff and family will have frequent communication +o evaluate the success of the behavior plan.

Once these efforts have been made and resources have been exhausted, the student’s family and
the Director, Jessica Meier, will meet to determine the next course of action. Tykes Academy and its
staff reserve the right to determine any disputed factual matters reaarding termination of
enrolliment.

Our Curriculum: The Creative Curriculum

Developmentally Appropriate

At Tykes Academy, we provide our students with a developmentally appropriate curriculum that is
based on Kentucky's certified in-lnowme childcare standards. NAENC, which is the National Association
for the Education of Young Childrew, defines developmentally appropriate curriculum as methods
that promote each child's optimal development and learving throngh a strewgths-based, play-based
approach +to jouful, engaged learving. We believe this to be the heart of our curriculum. Our weekly
lesson plans are custom developed throngh our student’s interests and what grabs their attention.
We do our best to meet every child’s individual coomitive and development level avd evcourage avd
mspire them to progress.

Language Development

Our developmentally appropriate experievces and activities, such as book readivg, singivg, art
activities, games, and evew journaling represent meaningful learving opportunities that incorporate
early literacy concepts and havdwriting in varions forms. Language development skills are developed
throngh exposure to letter-sound conmections, combining those sounds into meaningful words, and
putting words together into sentences +o communicate our thoughts, feelings, and ideas. Our
language activities foster vour child’s handwriting abilities, phovological awareness, vocabulary,
alphabet letters knowledge, and narrative skills.

Coomitive Development
Cogmitive development is ow children gaiv knowledage, skills, and problem-solving, which help them +o
think about and understand the world around thewm.

Wath

Early math skills wvolve children learving the basic concepts of numbers, connting, simple additiow,
avnd subtraction. We begin with learving how to count one by one using mavipulative materials. we
also learn how to recoovize single and double-digi+ numbers, and once this skill is mastered, we
learn ow to add and sulbotract wumbers, Visual representation is key as children learn how +to
build relationships between written numbers and represented items. Children also learn how to
construct simple patterns and sort objects by color, shape, and <ize.
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Science helps children develop an understanding of sciewtific concepts and develop inguiry skills.
Scientific development in young children consists of children using their senses +o observe,
compare, measure, make predictions, classify, and construct hypotheses. Students are borw
natural scientists. Studewts are eager and curions +o explore the world aromd them. At Tykes
Academy, onr job is to wurture their scientific spirit and provide students with the opportunity
to enhance their sciewtific exploration experiences in and out of the classrooml

Science

Social Studies

Social studies learning begins as children make friends and participate v decision-making in the
classroom. Thew it moves beyond the facility into the neighborhood and around the world. Here
at Tykes Academy, we explore different cultures, places, foods, music, and backarounds of all
the beantiful people around the world, we +ake monthly virtual trips +o different countries,
where we interact with people who share insight into their traditional customs and culture.

Soclal Emotioval

Children’s emotional well-being during their early years has a powerful impact ov their social
relationships. Children who are emotionally healthy are better able to establish and maivtain
positive relationships with adults and their friends. Children are learning to +alk about their
feelings and the feelings of others. Secial-emotional development involves more than just expressing
emotions. It imvolves taking turvs, becoming independent, following routives, interacting more with
peers thaw just verbal commuvication, engaging v meaninaful relationships, controlling, and mavaging
emotions, and developing a positive avd loving self-image. These skills are crucial for childrew’s
successtul participation i all aspects of life, n the facility and home experiences, and for their
overall positive self-growth.

Physical Development

20

Fine Motor

Fine motor skills involve movement of the smaller muscle groups in your child's hawds, fingers, avd
wrists. While hand-eve coordination comes far wmore naturally o sowme, this is not true of all. Children

learn ow +to control the muscle movement in their hands +o obtain hand-eve coordination and more.
There are specific ways we do this in the classroom such as having vour child use scissors, color, play
with Legos, draw pictures, and more. These skills can turn into more advavced ones later, for instance
when vour child decides he/she wants to knit, play the guitar, or type on the computert

Gross Motor

@ross motor skills involve movements of the large muscles of the arms, legs, and +orso. Kids rely on
gross motor skills for everyday activities at the facility, at home, and v the commumity, T+'s these
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larger muscle groups that allow babies to sit up, turn over, crawl, and walk. By playing actively indoors
and outdoors, each child develops muscle strevgth, endurance, agility, coordination, balance, and
flexibility, as well as builds confidence and social skills.

Sensory Exploration

Sewsory exploration is a child's way of examining, discovering, categorizing, and making sense of
the world. Here at+ Tykes Academy, the students participate in activities that allow them +o
explore different types of materials and enhance their senses through music, davce games, and
sensory bin exploration. They learw about a variety of materials that swmell, feel, and taste very
differently

Art, Music, Pavce, and Creative Bxpression

At Tykes Academy, we encourage and provide opportunities for our students o explore creative
expressions such as art, music, dancing, and drama. Creative arts engage children’s minds, bodies, avd
sevses avd allow them to explore their imagination, sewse of movement, and riagthm. Our staff plan
activities to introduce childrew +o different kinds of art media, music, culture, and davce to enconrane
the student’s development of creativity and imagination. Many opportunities are presented for
exploration by playing with water, dirt, kinetic sand, many seasoval vature items, and various food
items on the sensory table. The arts allow students to dive into differevt meavs of expressivg,
themselves and have fun while doing sol

Avimal Handling and Policy

Tutroduction

Research shows that interacting with animals improves childrew’s social skills by helping +hem learn
responsivility, respect, and empathy. Having animals in this setting has also been proven +o reduce
stress while increasing motivation and engagement with learning. From time +o time, this facility
may allow pets in the building or on the premises. This policy details how the certified in-home
childeare facility and i+s staff will hawdle interactions between children and pets.

Guidelives and Policies Regardivg Avimals
Our Avimal Permission Form must be sigued by the student’s guardian family prior to enrolliment
starting and will be kept on site at Tykes Academy. Types of animals allowed ov the premises:

® TDomesticated animals are allowed whew properly inoculated and seen by a veterinarian +o verify
they are free of diseases that are dangerous +o human health,

e All dooys will be separated by at least ove gate to prevent wisupervised ivteractions.
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o All cat litter boxes will not be within the childeare’s operativg area.

e The followivg animals are vot allowed on the premises: reptiles, amphibians, poultry, rodents,
ferrets, and avy avimal deemed as wild or davgerous; venomous or toxin-producing spiders avd
insects; animals more likely to spread rabies, such as bats, raccoons, skunks, foxes, and coyotes; and
stray avimals.,

Emergency Situations

If staff believes an animal is becoming a threat, the avimal will immediately be caned or detained
by its owver, or the supervising staff member and all children will be separated from the avimal. Tf
the avimal becomes nicontrollable, emergency services will be contacted, and everyone will evacuate
the area.

First Aid

The facility is responsible for the immediate treatment of any child who sustains bites, scratches,
or any njury from animals, I the injury is too severe for our staff +o treat, emergecy services may
be contacted. Iw either case, guardians will be notified of the circumstances and will also be advised
to watch for sigus of nfection. It is for this reason that accident insuravce is recommended for
purchase through vour emplover if an ambulance service is called. Tykes Acadewmy will not be
responsible for costs associated with emergency medical travsport if the family is not able +o be
contacted for directions.

Risks

whew avimmals are bronght ovto the premises, your child may be exposed to allergevs. Tt is vour
responsibility to inform the facility if your child has allergies, asthma, or other healtth conditions
that would be exacerbated by the presence of animals. We will keep animals away from these
children, and we will also coufine pets to a limited area to reduce contact between these children and
the animals. Interactions with animals ruw an inherent risk of jury from bites or scratches,
whether intentional or unintentional. To curl this risk, we will teach +the childrew how to treat
animals respectfully and safely, and we will immediately remove children from the interaction if the
child behaves in a way that provokes the animal or if the avimal shows sigus of agaression. Some
animals may carry diseases such as salmonella or €. coli. To aveid contact with these diseases,
animals will wot be permitted at any time in food areas. Should an animal ewter a food area, the
animmal will be removed, and the surfaces impacted will be savitized via bleach. We will also ensure
proper hand-washing protocols for all adults and children, and we will clean and savitize all areas
where avimals have been.

Ewmeraency Medical Transport Policy

If alife threateving or catastrophic ncident/accident occurs at Tykes Academy, emergevcy services
may be contacted prior to family's wotification. Once EMS is notified, the family is attempted +o be
notified. Tt is for this reason that a Power of Attorney form must be on file for the medical
treatment of the Child if you are not able to be contacted. T+ nearly all cases the child will be

transported o Cincimati Children’s Hospital unless EMS deewms a closer hospital is necessary.
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Tykes Academy recommevds that accident/critical illness wsuravce policy is purchased throungh vour
employer if an ambulance service is called for your child. Tykes Acadewmy will not be responsible for
costs associated with emergency medical transport if the staff feels the situation warravts
emergency medical transport without contacting the family.

Outdoor Play Policies

Students will be provided with a safe outdoor environment +o allow for creative and constructive
play. To keep students safe while they evjoy the outdoors, the following guidelines must be followed:

Preparation for Outdoor Play

e Fawmilies and staff will ensure students are dressed properly for the weather.

o TFawmilies and staff will ensure students have appropriate shoes for the weather and outdoor
activity.

o This includes ensuring students are wearing closed +oed shoes and that shoelaces are
tied where applicable.

o Staff will take attendance of students present and will confirm attendance with the office
before leaving the building.

o Staff will have an appropriate communication device on hand in case of emergencies.
o Staff will ensure gates in feuced v areas are closed and locked.

o Staff will identify the location of and/or gather before going outside any vecessary emergency
supplies which include a first-aid kit, attendance list, medication for students, and emeraency
contact forms.

e Employees will review plavyground and walking rules with students before going outdoors.

Durivg Outdoor Play

e Upon arrival at the playground or during the walk, employees will +ake attendance again,

o Employees will take attendance intermittently thronghount any outdoor activity.

e Employees will not congreaate n groups with other adults. All employees will be positioned so
that each adult can adequately supervise students in all areas of play.

o Wheu equipment is in use, Employees will show students now to use i+ properly and safely,

o To encourage positive behaviors, Employees will use clear and positive statements:
“Walk around swings” rather than “Don'+ get in the way.”
o T the case of an injury, Employees will notify the office immediately. Additionally, Employees
will report any safety issues ov the plavyground or during the walk +hey observe. Ouce any
njury is stabilized, an accident/incident report will be filed.
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Staff will utilize outdoor play as an extension of the classroom.

o This may include the addition of toys, books, and art supplies +o the existing
eduipment, allowing students the choice +o explore and inguire.

Staff will vot be allowed +o go into the certified in-home childeare facility unattended +o go +o
the bathroom or for any other reason. Tf more thau one adult is present, Employees will +ake
simall groups into the building during playgromnd activities. I assistance is needed, Employees
will commumicate with the office.

Staff and students will refrain from eating or drinking unless sitting, Water will be
encouraged.

Staff will refrain from recreational cell phone usage to ensure proper supervision of students
ond activities.

After Ountdoor Play

o Before going inside, Staff will inspect playgronnd equipment for broken, worw, or missing

parts.

Staff will ensure the playground avd walking path are free of trash, and that toys and
materials are back w place. This will ensure the playground and walking path are inviting for
the vext group of students!

Staff will take attendance before leaving the playground or coming back from +he walk.
Additionally, Staff will take attendance one last +ime upon entering the building,

Before returning +o the classroom, Staff will have students wash their hands and use the
restroom.

During Twclement Weather

If the playground is et safe (i.e slippery due to icy surface), students will go for a walk if
the sidewalks have been cleared and are safe to use. No major streets will be crossed.

If the temperature is below freezing, including wind chill, students will remain indoors.

If it is raining, thuandering, lightving, snowing, hailing, and/or extreme winds, students will
remain indoors.

Arrival Avd Departure

Arrival Procedure

Upon arriving at the location, families must pull up at the designated pick-up and drop-off spot in
the driveway. A family member must walk their children +o the front door and activate the Ring

Doorbell. A staff member will be ready +o sign the child in and assist the child with putting away

their belowgings. Drop-off time is between 720 am. and &:30 am.
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Departure Procedure

The allocated pick-up time is from 4 pam. +o 5:30 pam. daily—uwless votified/arranged otherwise. Tf
you plav to pick up your child earlier, please votify the administration +wo hours prior through email
with a ‘confirmed’ type response or call 50-405-0535 and speak to someone. Upon picking up your
child, you are responsible for grabbing their belowgings. This includes wap time items, artwork, and
other personal items,

Pick-Up Authorization

For the child's safety, the only people anthorized o pick up a child are those listed by the family on
the child’s approved pick-up list. T a child is +o be released +o anyone other than the person(s)
listed, a written vote authorizing pick-up must be received prior to pick-up time.

Pick-Up Authorization Process

e The child’s family must inform Tykes Academy (message throngh the app, leave a vote
at drop-off) of the name of +he person who is picking up +heir child on any day wien
they themselves will not be able +o.

o The “Authorized Pick-Up Person” must be at least 1% vears old and wmay be asked +o provide
a photo ID +to the staff.

e This authorization shall remain in force until edited or rescinded in writing by the siguer of
this anthorization.

Bottles, Meals, and Snacks

Tykes Academy can provide two meals and two swacks +o children because of our partuership with
Our Daily Bread. For the opportunity to provide more food options for the children, we may ask for
the family's participation n finawcial surveys. Cooperation with this request is areatly appreciated,
but vot required.

Preparation Of Food

Food Service is supervised by the Pirector, Jessica WMeier. Becaunse of our partnership with 4C for
Children, we have been provided training avd resources for us to serve healthy and affordable meals
+o children.

Mealtimes
WMeals are served at &:30 am., 11:30 am,, and 2:30 p.m.. Bottle feeding occurs on demand
depending on infant feeding schedules.
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All food menus are posted on the bulletin board weekly and are updated by the start of each week.

Water And WMealtime Fluids
Drivking water is always freely available to all childrew at Tykes Academy. The water is supplied
from the tap.

Tykes Academy will provide milk for the studewts for breakfast and lunch.

Bottles and Formula Policy

Bottles and bottle accessories (nipples, caps, etc.) must be provided by the child’s family. The child’s
name and/or nitials must be on the bottle and bottle cap. Formula bottles can be premade np +o 4%
hours prior to consumption and will be kept refrigerated. Families are responsible for taking and
cleaving bottles at end of day.

Children With Special Diets

If a student has an alleray or dietary restrictions, please inform the facility immediately. The
child’s family must votify the admivistration v writing and +his information will be kept in the
child’s file. Depending on the method used in allergy emergevcy situations, the family may be asked
to complete a Food Allergy Tnformation form avd provide an EPT Pew.

Weals Provided by the Child’s Family

If Tykes Academy camot provide the food needed for a special diet, meals or portions may
be provided by the child’s family. The family and the administration must agree upon this.
Perishable food will be refrigerated upon arrival. Special foods provided by the family must
be clearly labeled with the child's nawme, date, and identity of the food, and will not be shared
with other children. T+ is the family's responsibility +o ensure the child has food at the
facility every day.

Facility Celebrations

Tykes Academy loves to celebrate with vour little ove during special occasionst Families must notify
the Director at least one week prior to the celebration o discuss the facility's food restrictions and
policies for bringing in outside treats and snacks.

Nap Time Policy
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Nap Time Statement

All Tykes Academy students will take a vap or engage in gquiet time v accordance with state
regulations to calm and settle to promote self-regulation and healthy sleep schedules. The Tykes
Academy vap and rest policy is consistent with the development level of the children ewrolled in our
programs.

Nap Time at Tykes Academy is a restful +ime for all our children. The staff will +ake the following
measures to ensure that napping will be pleasant for our students:

Reading stories

Patting backs

Playing calming music or white noise
Ete.

O O O O

Twfants

Ovie crib per child and that crib and mattress will be assigued at the time of enrolliment. Naps will
be on each child’s individual schedule. Children will be placed on their backs in their assigned cribs
unless they are able to roll independently. No blankets, bumpers or soft toys are allowed i cribs with
infants—per state liceusing rules. Sleep sacks are available at our cewters if the infant needs av
additional layer for warmth. No weighted sleep sacks will be used and are vot permitted with any
Tykes Academy facility.

Toddler/Preschool

Ove afternoon nap/rest time after lunch. Toddler/Preschool children will sleep on a cot or mat that
is 2 inches thick. Children not napping will be provided with a duiet activity (like coloring or reading)
on their cot/mat so that they may still rest.

Nap and Rest Policy

® Naps and rest will be provided v a quiet area that is physically separated from children
who are ewgaged in activities that will disrupt a vapping or resting child.

o A child who has completed a wap or rested quietly for 20 minutes will not be required +o
remain on a cot or mat.

® (ots and mats will be placed so there are clear aisles and unimpeded access for both adults
and children on at least one side of each piece of vapping and resting equipment.

o (ots and mats will be placed directly on the floor and must be stacked whew not in use.

e Children’s heads will be uncovered during sleep time.

o All toddlers and preschool children will sleep with footwear on +o eusure safe evacuation for
emergencies.
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e Separate bedding will be provided for each child i care.
e Bedding provided by the center will be washed weekly by the center or when soiled or wert.
e Bedding provided from home will not be permitted at Tykes Academy.

Cleaving, Sanitizing, and Disinfecting Policies

Tykes Academy knows that in addition to +the coguitive and emotional growth a child gaivs while in
our childcare program(s), the main purpose of childcare is so working families can have reliable and
consistent care for their children. This is why Tykes Academy adheres +o strict cleaving, savitizivg,
and disivfecting policies +o reduce the spread of diseases that can arise whew children are together:

Reduce the spread of germs.

Keep \our indoor areas healthy for active play.

Keep staff and children safe from harmful chemicals.

Clean and disinfect safely in the era of COVIDP-1A and beyond.

Activity what it does
Ceaning Removes dirt, grime, oils, and most germs
Savitizing Lowers the wamber of germs to a safe level that stops spread of sickuess

Disinfecting | Kills Germs

Deep Cean Combination of Cleaving, Savitizing, and Disinfecting

As per the Keutucky statutes for certified in-lnome childcare requirements, the play areas are
cleaved, savitized, and disinfected daily and a deep clean is done once a week. The bathreom is cleaned
oand disinfected at least once daily.

Diaper changing stations are cleaned and savitized after every use and Tykes Academy will use
disposable paper between each changing +o further reduce the spread of germs.

Additionally, We use cleaning products in accordance with our Poisow Control procedure in addition +o a
water only pressured steam cleaner that continuously emits pressurized 230°F(115°C) hot steam
for up to 12 minutes. The steam cleaner and sterilizer is used on hard +o clean/disinfect areas like
the Lego board and fabrics.

Cleaning
All surfaces must be cleaned, especially those that are touched often. All surfaces must be cleaned

prior to disinfecting.
Surfaces that are touched oftewn:

e Doorknolrs e  Tables
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e Faucet havdles Windows/windowsills

e Light Switches o Toys

e Refrigerator and Wicrowave doors o (ribRuils

e Stove door havndles and controls o Tops of child-sized chairs
o Cabinet handles o All phoves

e Stair railings (outside of childcare operations) e Shared clipboards/pens

Cleaning must be dove with disposable towels, NO CLOTHS MAY BE USED.

1. Serub the surface with soap, water, and a wicrofiber cloth +o loosew avd remove grime,
dirt, oils, and germs.

2. After cleaning, rinse the soap away with fresh water.

Sanitizing
There are some places vou ueed o sanitize after cleaving. The table below lists areas and items +o
savitize:

o Areas where food is made or served
-Kitchen counters, tables, chairs, highchairs, booster pads, bottles, dishes, eating and
preparation utensils, and any other items or surfaces that touch food

e Areas that lots of children touch, especially after putting their havds in their mouth
-Toys, ncluding those that younger children put into their mouth
“Pacifiers and bottles

e Electronics like phones and keyboards

o Hard floors

e (ribs, cots, mattresses, mats, bean bag chairs, and foam floor pads

Clean with seap and water, following the steps in How to Po Tt - Cleavivg Surfaces. This
gets rid of dirt and grime so the savitizer can work on any germs left behind,

Spray or wipe the surface with sanitizing liquid. Wait while the liguid sits on the surface.
for the correct amonnt of +ime according to ang manufacturer’s instructions.

Use a new disposable towel with fresh water to wipe away any chewmicals left on the
surface. Evew if you dow't see anything, sometimes there are still chemicals after the
contact time. It is important to wipe chemicals away so that children do wot touch thew.

w2

Disinfecting

Disinfect things that may have germs from body fluids (poop, pee, Vomit, blood, or spit) or anything
a sick person has touched. That wmeans if someone has a flu, COVIDAA, or diarrheal illness like a
“stomach bug,” ou need to disinfect things that they touched while at Tykes Academy, including
some things you normally would net have +o disinfect.

what +o disinfect:

29



The Family Handbook

e (Changing Tables

o Potty Chairs

e (arbage Cans

e Diaper trash cans

e Bathrooms

o Surfaces with body fluids (feces, urine, vomit, blood*, saliva)

e Anythivg a sick person has touched

e Arcas that many people touch during the day such as doors, doorknobs, light switches, faucets,

or awy other areas that people touch often

Fwhen cleaning up blood or body fluids that may have blood, follow Tykes Academy’ “Cleaning Blood” Policy found i +he
Emergency and Risk Management Handvook, Disease Control section

1. Always clean first, Disinfecting chemicals cannot get to the germs unless vou clean off the
dirt and grime first,

2. Get the fresh air flowing v the room. Open windows avd turn on any fans or vewtilation
systems.

3. Remove people from the room. When possible, disinfect wihen others are wot around, especially
children,

4. Use safety gear as reduired on a product’s label. That may include glasses or aoagles, gloves,
and a lovg-sleeved overshir+t.

5. Apply the chemicals +o the surface and wake sure it stays wet for the contact Hime in

accordance with the manufacturer’s instructions.

wipe away any chemicals left over on the surface as directed by instructions on the label.

Keep the air flowing in the room until the smell is aone. If you continue to simell the

chemical, air flow must be used.

. Store the chemicals safely, away from children and out of the sum.

NS

Handwashing Policy
Hawd hygjiene, or keeping our awnds clean, is important, Sometimes we wash our hands +oo quickly,
which leaves germs behivd. Take time to do the job right. Here's how:

1. Wet vour hands with ruuiing water.
2. Rub vour hands together with soap. Look for the suds foaming.

2. Serub for at least 20 seconds, washing the top of your havds, between vour fingers, and
mader vour fingerwails.

4. Rivse your hands with water until all the soap is gove.
5. DPryvour hands with a clean towel or let them air dry.
G. Turn off the water with a paper towel.

Haond Savitizer Policy

Sometimes soap and water are ot around. While you are on the go, you can use an alcohol-based
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hawnd sanitizer to clean your hands. This option is only for staff or children over 24 wmonths old who
have written parental permission o file. Use enough to wet the havds and rub for 2.0 seconds
before it dries. Only use fragravce-free havd savitizers with at least G0 percent alcohol.

HVAC Air Filter Policy

Air filters provide a way +o filter out germs and other pathogews. Air filters must be used in
accordance with the Director’'s HVAC manufacturer requirements but should strive +o have the
highest level of filtration allowed by the manafacturer. ALL HVAC Air Filters must be chavged
monthly, and a log will be kept ensuring compliance with this policy.

Pest Cowtrol Procedures
Tykes Academy wants every child to remain safe and secure, even from unwanted pests. This is
why we have some policies aided o protect all our villagers from an unwanted pest invasion:

Bed Bug Policy

Bed bugs are often introduced to schools and childcare facilities from infested homes. Bed bugs are
NOT an issue of yaiene or poverty. Anjove cav get them. Cincinmati Ohio and New York City New
York often tie for top two cities of bed bug infestation occurrences. Bed Bugs must be addressed
immediately to protect children, families, and staff +o prevent further spread.

If abed bug is found (after positive idewtification from Director), the following actions will take
place:

- the children will each change ivto their secondary chavge of clothes.

- Allimpacted clothing will be put into the dryer for 30 minutes on high heat
for each student.

- The clothing will be removed from the dryer and placed in plastic bags for
the children to return +o their howme.

- Allcloth and other soft furniture/+oys will be placed into plastic bags/bins
and separated from gathering spaces.

- The affected area will be spraved with rubbing alcohol and monitored closely
for +wo weeks.

- If avother bed bug siting occurs within that two-week period, a pest control
service will be employed o treat Childcare Location and further action +o
isolate belongings will occur for a period of A0 days:

we will notify their family by phone and provide them with information on bed bugs at pick up.
Should bed bugs be re-introduced on an ovgoing basis, the following will occur:

- Children will bring additional sets of clothing avd change into secondary
clothing upon arrival,
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- Allitems will be stored in plastic bags within each child’s culoloy/locker and will
only be accessed by staff.

Lice Poliey
If a student is found to have live head lice, we will wotify their family by phone and provide them

with information on head lice when they pick up their child. The student must be picked up promptly,
and they canvot return to the facility until 24 hours after they've used a medicated lice shampoo
treatment. Ouly in certain cases will we check the student's head for lice when they return to
school. Ultimately, it's the family's responsibility +o manage head lice by checkivg for live lice daily
and before returning to school. Students found to have vits/eans can still attend school, but we
encourage families +o comb them out daily for 14 days and complete a follow-up treatment v 7-10
days. We do viot support classroom screevings for head lice. We'll notify the custodian to vacuum
affected classrooms and upholstered furviture, remove stuffed animals and pillows for 14 days, and
keep coots, hats, scarves, and backpacks separate from each other. Ouly ages 2+ are permitted +o
have backpacks.

Diaper Changing

Proper diapering procedures are posted at each chavging table. Chavnaging +ables are impervions, von-
absorbent surfaces. The tables are sturdy avd adut-height. The changing area is vever located in
food preparation areas and is vever used for the temporary placement of food. Hand-washing sinks
with liquid seap dispensers are within 10 feet of each changing +able. Gloves will be worv avd
discarded after each diaper chavnae. A closable, foot-pedal-operated, plastic-lived trash receptacle is
used v every diaper changing area for contaminated diapers, pull-ups, wipes, and liners. Our best
practice is o encase the used/dirty diaper with the gloves worn during changing when discarding
the used/dirty diaper +o reduce the spread of bacteria.

Diaper (havging Procedures

Tykes Academy will supply daily diapers and wipes.
o Staff check diapers avd pull-ups regularly and chavge soiled or wet diapers and, where
applicable, clothing immediately. Universal precantions are always practiced.

o Staff prepare the diapering area with gloves, diapers, disposable wipes, and disposable bags.
A nonabsorbent changing surface is covered with vonabsorbent paper liners, large enough +o
cover the surface from the child’s shoulders +o beyond the child’s feet.

e The staff wear disposable exam gloves when changing diapers, and gloves are changed
between each child.

Minimal contact is made with the child’s seiled clothes and diaper.

o While safety straps ov changing +ables are vot used (to avoid contamination), staff
members always have ovne hand ov the child during a diaper change.

e The staff is trained in and follows proper procedures for cleanivg a child’s genital area.

Used diapers and wipes are disposed of in a plastic bag. Tf necessary, soiled clothes are
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placed v a separate plastic bag o be sewt home with the child. A clean diaper is placed on
the child,

e During diaper chavge, caresivers talk with and relate warmly o childrew.

e The child is carefully removed from +he changing +able. The child’s hands are washed at a
sink with soap and runing water. The changing paper liner is disposed of, and the changing
table is disinfected after each use.

e The staff member washes his or her hands after each diaper change with soap and water
for 2.0 seconds and uses a paper towel to turn off the faucet.

Potty Traiving and Diaper Chanaing

Stages of Potty Traiving

Tykes Academy believes there are three steps to potty training or toilet learving. These
stages are:

® Tirst Stage: Tuterested v the Potty

o This stage occurs whew the child communicates that they have gone potty in their
diaper. They show nterest in the potty by poivting, saving potty words, and beivg
wicomfortable w their diaper. This is a great phase to start readivg books about
going potty and watching videos!

® Second Stage: Toilet Traived with Adult Support

o This occurs when the child can use the toilet, but it is the adult who gets the child
to the bathroom on a set schedule. Tu sumimary, the adult initiates the use of the
toilet by +he child. Puring this stage, the child is fully assisted by the adult. The
adult walks the child to the toilet, sits them doww, pulls up and down their pants,
avd helps with wiping. Accidents do freduently ocour at this stage. This stage
focuses on getting the child used to going o the bathroom, being aware of this
new and exciting adventure, and assisting them +to do it correctlyl

e Third Stage: Potty Training

o The student can use +the toilet, mostly independevtly, and express the veed to go
potty on the toilet. They are commumicating interest and acting. The child shows
sigus of readivess and feels independent to use the potty. Accidents occur very
infrequently in this stagel They still may oceur, so do ot get discouraged.

Sigms of Readiness

e Verbal Sigus:
o The child can speak in three-to-four-word sentences.

o The child can speak when their diaper is wet.
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o The child can say they eed +o oo potty or is wetting their diaper.
o The child tells you that they need to go to the batircom.

o Physical/Psychological Signs

o The child stays dry for lovg periods.
o The child can hold urive or bowel movewments.

o The child has a somewhat consistent bowel movement schedule. This meaus their bowel
movements are at somewhat regular times.

The child can pull down and pull up pants and underwear.
The child asks and wauts to wear underwear.
The child witiates using the toilet by walking +o it.

The child can learn and initiate +he following actions of going to the bathroom: pee, wipe,
flush, and wash hands.

o O O O

® (Geveral Notes on Potty Traiing

o The following vetes are important to remember while potty +raining vour child:
*  Wake potty training a POSTTIVE EXPERTENCE for everyonel

= Never make the child feel bad about having av accident. Remember, it is a
process!

= Positive reinforcements are beyond helpful v training,

= Wake sure to pay attention to the child’s signs of readivess avd be ready
yourself!

Remewmber that all children potty train at their own speed.

Tykes Academy Reduires the potty-training process beain at home.

The Process should begin wihen the family and child cav be dedicated and there are ot many changes
in the child’s life. Toilet learving must be coordivated as a joint effort between families and Tykes
Academy.

Recommended Potty -Training Process at Home

1.
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Notify the teacher of a scheduled weekend that you plan to start the process. Ensure that
the teacher is aware and can start working with vour child at +he facility around the same
time.

We recomimend vour child stay in underwear for +wo to three consecutive days. This is becanse
underwear feels different than a diaper on a child. They start to realize that the underwear
camot hold their urine/poo and they feel uncomfortable, Underwear helps produce the sensory
sigus of going to the bathroom on the toilet to maintain dry avd clean underwear!

T+ is important that families stay close to home and keep the child close to the bathroom
while playing or participating v activities to ewsure ease of use.

we recommend vour child wear comfortable, easy-to-remove clothing during this process.

Take vour child +o the bathroom every 2 hours, and reward them with cheering, or other
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positive reinforcement techviques evew if they are just sitting on the toilet.

Potty -Traiving Process at Tykes Academy

A successtul weekend at home is defined by the child having three or fewer accidents and
remaining excited about the process. I your child goes +o the bathreom on the toilet more
times during the weekend than in their underwear, this is a sign of success!

1. Tt is important that families stay close +o nome and keep the child close to the bathreom
while plaving or participating in activities +o ensure ease of use.

2. We recommend vour child wear comfortable, easy +o remove clothing during this process.

2. Take vour child to +the bathroom every 2 hours, and reward them with cheering, or other
positive reinforcement techviques evew if they are just sitting on the toilet.

Potty Training Guidelives
The following guidelines must be followed when children are potty traiving/wearing underwear at
Tykes Academy certified in-lnome childeare location(s):

® No overalls, pants with a belt, pants that snap, or any clothivg that is hard to get +he child
out of quickly.

e TIf possible, bring an extra pair of shoes as they can get wet +oo.

o ALWAYS have extra clothes and underwear ownsite at the Facility.

e Tuform the teacher if vour child prefers o sit or stand when using the toilet.
e Keep a simall supply of pull-ups for nap time at the Facility.

® Vour responsibility is to take nome any soiled clothes o be cleaned and savitized.

Miscellaneous Pay to Day Policies

Attire For Children
Your child must wear clothing that is easy +o manaage, safe for the activities they will be

participating in while at the facility, and weather appropriate. Dress vour child in simple,
comfortable clothing that is washable. Please remember in choosing their clothing that childrew
paint, glue, avd participate n large movements daily. Childrew must wear comfortable, closed-toed
shoes. No flip-flops are allowed for safety reasons.

Don't forget +o include a change of clothing +o be left in vour child’s cubloy in case of emergency. All
clothivg items must be labeled with the child’s name. The Facility is not respousible for any lost or
damaged clothing items.

Sereens And Media

The use of visual media, such as television, films, and videotapes, shall be limited +o developmentally
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appropriate programming. Media may be used as a special event or to achieve a specific goal but not
as a regular daily routine. TV, Video, intervet, or DVD viewing shall not be allowed during meal or
snack times. Per the statutes of Kentucky regarding screen time at Tykes Academy, only 2 hours
may be permitted, and programming must be educational and part of the curriculum.

Toy Policy

We request that all toys from home be left at home unless the Director, Jessica Weier, has
indicated otherwise. An exception to +his would be a transitional object that young children often
bring o the facility whew they are learnivg +o comfortably separate from a parent or guardian.
whew a very voung child is attached to a special blanket or stuffed avimal, bringing it to the Tykes
Academy often aids in the trauwsition from home. All toys must be washed daily and returved +o the
facility clean.

Field Trips

we believe that field +rips are a creative way to enrich one’s study and expavd the learnivg
environmewt, Families will be votified at least one week before the planned field trip and must fill
out a permission slip to consent to their child’s participation.

Special Events

Tykes Academy hosts special events throughout the our enrolliment year as an opportumity for our
families to get together with our staff and have a wonderful time. You will be votified by email at
least three weeks before the evewt. Please note alcohol and smoking are prohibited.

Your participation in these events brings a feeling of connecteduess avd collaboration +o our Tykes
Academy Villagel

Discipline Poliey

Tykes Academy has made praise and positive reinforcement the backbone of our discipline policy.
WMany studies have proven that a positive approach +o behavior mavagement helps children
develop critical thinking skills, self-discipline, and higher self-esteem. Our disciplinary methods are
based on these findings and are used for the betterment of your child.

Bitin
Bii—im@@is a behavior that is often unexpected and can harm and frighten others. Biting is a natural
developmental stage that mawny children go through. Wost +imes, it is a temporary behavior and ove
that is seen between the ages of 11 months and 24 months. Toddlers bite others for many
different reasovs. A child might be teething, feel tired, angry, frustrated, or evew bite whew +hey
are overly happy and excited. Biting may also be a way for a child +o get attention from other
adults or friends. Toddlers do not have strong verbal skills, are impulsive, and lack strong self-
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cowtrol, and it is important to remember that they are developing these abilities at their own pace.
Biting can also occur for e apparent reason, happew guickly, and be shocking to observe. Our primary
concern at Tykes Academy is the safety and heatth of the childrew avd our staff. we take all biting
situations seriously and use our kvowledoe as careaiving professionals +o handle these tough
situations v positive, constructive, and meaningful ways to stop them from occurring.

wWhew it comes to a biting incident, our goal is +o help identify what is causing the biting and resolve
i immediately. At Tykes Academy, we will encourage the children to "use their words" if +hey
become angry or frustrated. Staff members will always maintain close and constant supervision of
the childrew.

If a biting incident occurs, state regulations reduire that the family of the child biting avd the
family of the child who was bitten be contacted. Names of the children are wot shared with either
family. For every biting incident, two actions will occur:

4. Fawilies will be contacted by phowe call.
5. An accident/incident report will be completed and signed by the parent/guardian at pick-up
for both the child who bit and the child who was bit+en.

If the biting becomes excessive, the child is over 2 vears of age and the Facility's techmidues have beew
exhausted, Tykes Academy has the right to discharge the student. Please vote, many measures will be
taken prior to this discharge v helping the student. These measures are outlived as follows:

Procedure employees will follow if biting occurs:

we do vot use techvidues o alarm, hurt, or frightew children. The staff's job is to keep the

children safe and help a child that bites learn different, wmore appropriate behavior.

e TFor the child that was bitten

o First aid is given o the bite. Tt is cleaned with soap and water. If the skin is
brokew, the bite is covered with a bandage.

o TFamilies are votified with a phove call. Tf a guardian canvot be reached, an email
will be sent, and an additional phove call will occar witil the guardians are reached
directly.

o Aw accident/incident report form is filled out documenting the incident for both
children nvolved.

o Parents/guardians will sion the form at pickup.

o This sigued form is stored v the child’s file. Parents/Guardians cav receive a copy
of the form if asked.

e TFor the child that bit
o The staff member will firmly tell the child “No. Do vot bite.”

o The child will be brought +o an area of the classroom where they can talk with the
staff mewmbers.
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Families are votified with a phove call. If a guardiav cannot be reached, av email
will be sent, and additional phove calls will ocour until the guardians are reached
directly.

An accident/incident report form is filled out documenting the incident for both
children nvolved.

Parents/guardiavs will sign the form at pickup.

This form is stored in the child’s file. Parents/Guardians com receive a copy of the
form if asked.

® PBifing Continues

O

The child will be shadowed +o help prevent any biting incidents. This includes the
staff member (s) always staying close to the child and holding +he child’s hand v
momewts where there is free play, outside time, high-energy activities, or +imes
when the child has chosen +o bite in the past.

The child will be observed by Tykes Academy staff to determive what is causing
the child o bite (teething, communication, frustration, ete.)

The child will be given positive attention and approval for positive behavior.

The staff will also support the learving of appropriate behaviors with books, short

acceptable educational video clips, puppet shows, and wodeling interactive games
and activities.

® Excessive Biting

O

Tf a child inflicts 3 bites in a one-week period, a conference will be held with the
family +o discuss the child’s behavior and now the behavior may be modified.

An action plan will be created by the admivistration, the staff, and the family
which will be implemented immediately following the meeting. This action plav
cav consist of shadowivg and wirror technigques, half-day exposure to the Tykes
Academy location (at full tuition rate), or another agreed-upon disciplinary
approach.

At the end of the one-week action plaw, if the child has 2 ncidents of biting,
suspension, or discharge from the proaram will be decided by the admivistrator
if they feel the behavier is disrupting the classroom, canviot be controlled, and is
harming others.

o Recommendations for therapy, possible alternative facilities, and other ideas will

be provided +o the family,

Please vote, Tykes Academy will do its best to integrate and +each appropriate behavior choices for
children who bite or harm others, but in some situations, the environment may not be the best for
this child, and the staff may have exhausted all resources making termivation vecessary.
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Positive Discipline Techvigques

Use positive statements and affirmations whew speakivg +o children.

Use terms and phrases the children understand.

Talk with children in a calm maner at a vormal speaking volume.

Explain and demonstrate which behaviors are unaccertable and wiy.

Apply rules and consequences consistently.

Wodel appropriate belhavior.

Praise and enconrage the children for positive behaviors.

Set up the classroom environment to prevent miskbehavior.

Redirect children to the appropriate activity or behavior, providing alternatives if needed.
Allow children to make choices.

Help children talk ont problems and +hink of selutions.

Reason with and set limits for children.

Listen to children and respect their needs, desires, and feelings.

Provide appropriate words to help solve conflicts.

Use stories, songs, games, ete., and discussions +o work through common conflicts.

Techigues We Avoid

Tuflict any type of corporal puvishiment upon a child, including any physical force.

Use any strategy that harts, shames, or belittles a child.

Use any strategy that threatens, intimidates, or forces a child.
Use food as a form of reward or pumishiment.

Use or withhold plhysical activity as a punishiment.

Shame or pumish a child if a bathreom accident occurs.

Compare children o one another.

Place children in a locked and/or dark room.

Leave any child alone, unattended, or withont adult supervision.
Allow discipline of a child by other childrew.

Criticize, make fum of, or otherwise belittle a child’s parents/guardians, families, or ethmic
Groups.

Serious And Habitual Behavior

wWhen more serious or habitual misbehavior occurs, a conference will be scheduled with the staff and
the student’s parewts/guardians. Observations, accident/incident reports, and other important
documentation relating to the evewts will be presented and used as evidence. We will work together
to develop a Belhavior Plan and determine the next steps.
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Challenaing Behavior Process

Tykes Academy has found that repeated misbehavior can canse stress and disruption to the
classroom. Consistent misbehavior also indicates that the studewt needs extra support to develop
their social and emotional skills,

Tf serious concerns arise, Tykes Academy will work with the student’s families and professionals who
specialize in supporting children’s social-emotional development.

Wethods and Procedures:

e Safe or guiet space: Whew a student disrupts the class, +hey will be enconraged and asked +o go
to a dedicated space v +the classroom. In this space, the staff will supply calming tools (ie.,
calming sensory bottles, breathing techvique tools, books, ete.) to help the child regaiv control of
their emotions and display appropriate behaviors. The Staff's role is to talk with the studewnt
about their belhavior after they have calmed down and +o show thewm that they, the staff, are
there to support and to give love avd care while the child experiences these emotions. After
this discussion has occurred and the student is calm, the student will rejoin the classroom.

e Walk or chhange of enviroument: T a student’s wisbehavior continues, they will be encouraged +o
Joiv a teacher on a walk or participate in an activity that helps the child’s mood and enconrages
positive behavior.

e Office Visit: ITf the disruptive behavior continues, a visit to the office to see the administrative
+eam will occur. The Director will decide the wext course of action based on the student’s state
at that time.

o Notifying Parents/Guardians: Families will always be made aware of the student’s day +hrough
the daily reports. If there was a time when the student had an emotional outburst or were
moments where the staff could not calm the studewt, the Director wmay decide the student
needs other support andfor a discussion with +heir parewts/guardians at home. The Director
will then notify the parents/guardians and provide as much detail as possible.

If further support is needed, actions will be takewn that are specific +o the child’s veeds. These
actions will be implemewnted quickly and consistently, and these actions will be age-appropriate and be
at the child’s level of understanding. If the behavior continues to be disruptive to the classroom,
constitutes an immediate danger to the child, staff, or other students, or is considered
wicontrollable for techvidues used at Tykes Academy for behavior mavagement have been
exhausted, the following will oceur:

e The student’s family and childcare administration will attend a meeting +o discuss what Tykes
Academy needs +o help the child and the steps that the family must take to support the child
and Tykes Academy.

e With our support, the family will call special education services in the local area. (If a child’s
behavior is such that it necessitates temporary removal on a repeated basis, there should be
sufficient documentation for consideration of special education services.)
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o Staff will document the ountcomes of the incident, the subsequent conference, and the plamn
developed, wcluding appropriate ntervention strategies. The purpose of the conference is +o
develop a plan Jointly with the family and available resonrces +o address specific behaviors that
are disruptive and/or pose an imminent davger (recurring violeuce, behavior, or aggression).

If, after 3 months of continuons outside support for the child, Tykes Academy does ot see any
progress i the child’s belhavior, the Director may decide to discharge the child from +he home.

Tuformal Assessiments, Observations, Evaluations

Tuformal Assessments at Tykes Academy

Tykes Academy reserves the right to conduct checklists/screening for informal developmental
assessments of children’s growth and progress to determine appropriate placements and
programming. We use Aages and Stages, ASQ-3. Those assessimewnts will be made available +o
families.

Professional Evaluations

Tykes Academy may ask families to share professional evaluations when vecessary +o determine
how best to meet their child's veeds. This information helps us provide the best care possible for
your child’s mvidue growth and development.

Family Couferences

Family conferences occur multiple times throughout the year and will provide families with vsight
to their child’s growth and development while evrolled at Tykes Academy. Family conferences also
allow the Staff and families to form a more personal relationship to ensure we are meeting the
family's standards and so that the staff can understand the family setting the child has outside of
our doors,

Families will be aware of their scheduled Family Conference time one month before the scheduled
meeting.

@everal Employee Tnformation

Staffing At Tykes Academy
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Tykes Academy always provides enongh staff for the capacity of the state ratio requirements.
This means that the studewt-to-teacher ratios are always followed. A detailed staffing plav
is maintained and kept v ou file.

wWhat Makes Our Staff Special?

Our staff can demonstrate the skill and competence necessary to contribute to each child's physical,
intellectual, personal, emotional, and social development. Factors that contribute +o the attainment
of this standard include:

Emotional maturity whew working with childrew.

Cooperation with the purposes and services of the program.

Respect for children and adults.

Flexibility, understanding, and patience.

Physical and mental health that do not interfere with childcare responsibilities.
Good personal yaiene

Frequent interaction with children

Listeving skills, availability, and responsiveness +o children

o Sensitivity to children's socioeconomic, cultural, ethnic, religious backgronnds, and individual
needs and capabilities

® Uise of positive discipline avd guidavce technidues

e The ability to provide an environment where children can feel comfortable, relaxed, happy, and are
able o be nvolved n playtime, recreation, and other activities.

e Overall passion and drive

Nov-Discrimination Policy

At Tykes Academy, we value all employees and job candidates as unigue individuals, and we welcome
the variety of experiences they bring to our company. As such, we have a strict nov-discrimivation
policy. We believe everyone should be treated equally regardless of race, sex, gender identification,
sexual orientation, national origin, native language, religion, age, disability, marital status,
citizenship, genetic information, pregnavcy, or other characteristics protected by law. If vou feel
that you have been discrimivated agaivst, please let the admivistration know immediately. Every
complaint will be appropriately investigated.

* SHRWM Better Workplace Better World

Equal Employment
Tykes Academy provides equal employment opportunities to all employees and applicants for
employment and prohibits discrimiviation and harassment of any type without regard o race, color,
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religion, age, sex, vational origin, disability status, genetics, protected veteran status, sexual
oriewtation, gender identity or expressiov, or any other characteristic protected by federal, state, or
local laws. This policy applies o all terms and conditions of employment, vcluding recruiting, hirivg,
placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation, and
traiving.

SHRWM Better Workplace Better World
Sexual Harassmewnt
Sexval harassment constitutes discrimination avd is illegal under federal, state, avd local laws. For
the purposes of this policy, “sexual harassment” is defined, as in the Equal Employment Opportunity
Commission Guidelives, as unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexunal nature whew, for example: a) subwmission +o such conduct is made either
explicitly or implicitly a term or condition of am individual’s employment, b) submission o or rejection
of such conduct by am individual is used as the basis for employment decisions affecting such
individual, or ¢) such conduct has the purpose or effect of ureasonably interfering with an
individual's work performavce or creating an intimidating, hostile or offevsive working ewvironment.

Title VIT of the CivilRights Act of 1464 recoguizes two types of sexual harassment: a) auid pro
auo and b) hostile work environment. Sexual harassmewt may inclunde a range of subtle and vot-so-
subtle behaviors and may mvolve individuals of the same or differevt gender. Dependivg on the
circumstances, these behaviors may include unwanted sexual advances or requests for sexual favors;
sexual jokes and inuuendo; verbal abuse of a sexual nature; commentary avout an individual’s body,
sexual prowess, or sexual deficievcies; leering, whistling, or touching; insulting or obscene comments or
gestures; display in the workplace of sexually suggestive objects or pictures; and other physical,
verbal, or visual conduct of a sexual nature.

Tykes Academy evcourages reporting all perceived incidents of discrimivation, harassment, or
retaliation regardless of the offender’s identity or position. Tudividuals who believe that they have
been the victim of such conduct should discuss their coucerns with their immediate supervisor, any
member of the personvel practices committee, human resources, or any ombudsiman,

* SHRWM Better Workplace Better world

(@everal Facility Policies

Child Neglect and Abuse

All Tykes Academy, emplovees will be screeved by the appropriate law ewforcement agevcy using
Kentucky's background check system. Adults will never be alone with childrev on the premises unless
others can observe them. Furthermore, any staff member hired who has a pevdivg backaromd
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check will vot be left with children unsupervised.

At the first reasovable canse to believe that child abuse exists, the reporting adult will immediately
inform the director, who will determive the next action. The reporting adult will make an immediate
phone call (BF7F) KISAFEA or (B00) 752-6200. A written report will be completed and filed with
the Director as a backup o the phove report.

Confidentiality and Privacy

Childeare programs maintain confidentiality on a “need-to-know” basis. This information is shared
ovly whew it is necessary and only to applicable parties about COPPA and FERPA laws. This is
important, especially when there are specific health and safety concerns. State and Local Laws
prohibit the sharing of information about children or emplovees without written approval from +he
parent, guardian, or ndividual. Should a breach oceur, according o the state of Kentucky, notification
will be sent to all impacted parties i a reasonable mawver. Additionally, staff of Tykes Academy,
excluding the owner, will have only access +o information regardivg students in their care. The
childeare software will grant permissions on an ‘as veeded’ basis to protect the privacy of families
awnd childrew.

State Regulations and Licensing

All Tykes Academy employees must be knowledaeable of the state’s childcare licewsing rules and
regulations. A copy of the state and local guidelives is always kept v the childcare facility and each
emplovee receives a copy upon hire.

Type Of Tusuravce

As per the State statutes reaarding insurance requirements for certified in-home childecare
facilities, Tykes Academy possesses a General Liability policy from Philadelphia Tudemnity
Tnsurance Company, Policy PHPK2542426.

Social Media

Social media ncludes online electronic tools to help students, families, teachers, and staff
commuvicate effectively. Specific examples of popular social media +ools include Tnstagram, Facebook,
and other communication apps.

Upon enrolling a child with Tykes Academy, all families who are guardians must complete the social
media consent form. This form is used as approval for allowing a parewt or guardiaw’s child +o be
seen on our social media platforms.

Swmoking Policy

WMarijuana, cigarettes, and other smokeless tobacco products are not allowed at Tykes Academy
regardless of its legality status. Families who smoke are strongly enconraged not +o do so before
picking up their child from the facility, as simoke stays ow clothing and hair for some time. Al
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parents and auardians must wash their havds after smoking before arriving at any Tykes
Academy location.,

Alcohol Policy

If at any time we feel that a parent, guardian, or anyone authorized +o pick up or drop off the child
is under the nfluence of alcohol and/or any other mood altering/+oxic substance, the childeare facility
may refuse the release of the child, and Tykes Academy will contact another anthorized person to
come and pick up the child, explaining the circamstances. In some cases, an incident of this vature
could lead +o a referral to our goverving bodies and a call to social services.

Hazardous Ttems

Tykes Academy has clear guidelives on identifying, using, and storing dangerons products, plants, and
objects. This policy aims to protect emplovees, children, families, and visitors from the risks
associated with chemical products, medicives, other dangerous substavces, and davgerous equipment
used in the facility's outdoor and indoor environments,

Emergency Prepareduess

Emergency Consent Forms

Emergevey consent forms are completed by the families upon evrolling +their child(ren) at any Tykes
Academy location(s). A copy of these forms is in every office and always available upon request.

Emergency Handbook Ovsite

Tykes Academy has an emergency procedure andbook +o define policies and protocols in emergevcies.
This handbook is reviewed often, and all staff will be trained i these policies upon hire. Staff
training will be recorded Via a loglook.

Emergency Procedures

Twmediate Medical Attention

If a child or a staff member receives an injury while at Tykes Acadewmy, an accident/incident report
will be completed ovce the situation warrants, The report vcludes information regarding the time
and date of the injury, what happened, how i+ was treated, and the signature of the wituessivg
Staff. This report is provided to families before the child leaves Tykes Academy and is also recorded
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in our medical loapook.

Fire

Fire drills will be practiced at random times of the day and will occur at least once a month. 1
evacuation map is posted throughout the facility and are easy to access during a drill so that all
parties are prepared. Tt is important that all staff and students remain calm during any
emergency drilll

Tornado

The Director will inform +he staff in advavce that a drill will occur later in the week.

The staff will +alk +o their students about the fire drill as well as the rules and procedures
to follow while evacuating +he building,

The Director will shout “Fire Alarm!”, and +he Tykes Academy Location will perform the
evacuation procedure.

Children will proceed immediately to their designated outside facility meeting spot that is
posted with signage.

If possible, one staff member should +ry to grab the attevdance sheets, emergency contact
list, and any cell phones +o carry with thewm.

The staff will take attendance of the students and check of f their attendavce sheets or
communication arp.

If safe, the Pirector will quickly check hidivg spaces v the in-home childeare location for any
lost children. They will also check for any sources of smoke or fire during a real emeraency fire
situation.

The Pirector will then meet the rest of the students avd staff at the designated area
outside the buildivg.

The Pirector will review attendavce by checking the sigu-in and sigu-out sheets, or other
documentation for student attendance (the facility's communication app).

The Pirector will +ime the drill +o see how long i+ took to evacuate the buildivg.
The Pirector will confirm with local law officials whew i+ is safe to returv +o the building.
The Director will assist with children who may need support +o return +o the building.

The Director will complete the first drill log) with the followivg information: date and time of
the drill, number of studewts, number of staff, and the length of +ime it took for the
students and staff +o evacuate the building.

Families will be wotified that a fire drill occurred on +his day.

Tornado drills will occur four times a vear, most times during the sprivg and summer as tornados
oceur during the warmer months. Evacuation maps are posted throughout the facility and are kept
eas\ to access. All Tykes Academy staff and students will be prepared for the drills, and review
what happens during a drill often so that all are prepared. T+ is important that all staff and
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studewts remain calm during any emeragency drillt
o The Director will inform the staff in advance that a drill will ocour later in the week.

o The staff will talk to their studewts about the torvwado alarm as well as the rules and
procedures to follow while evacuating the building,

o The Director will shout, “Tornado!”, and the Tykes Academy Location will follow the
shelter i place/lockdown procedure.

e Children will proceed immediately +o the desiguated lockdown site/shelter in place spot.

e T possible, one staff member should try to arab the attendance sheets, emergency contact
list, and cell phoves to carry with them.

o Students will take the safety position by kueeling on their knees and elbows with +their
foreheads on the floor and covering their heads with their hands.

o The staff will take attendance of the students and check of f their attendance sheets or
communication app while helping students +o take the proper safety position.

e Tfsafe, the Pirector will quickly check hiding spaces in the home for any lost children.

e The Director will meet at the shelter i place designated spot to review attendance by
checking the sigw in and sign out sheets, or other documentation for student’s attendance
(the facility's communication app).

e The Director will time the drill to see ow long i+ took for the studewts to take shelter.

e The Director will confirm whew it is safe to leave the shelter in place designated spot.

e The Director will assist children who may veed support to enter back into the
program’s main area.

e The Pirector will complete the first drill log with the following information: date and time of
the drill, number of students, number of teachers, and the length of time it took for the
students and teachers +o evacuate the building,.

o Families will be notified that a drill oceurred on this day.

Earthguake
Earthduake drills will occur four +imes a vear, most times during the spring and summer as +ornados
oceur during the warmer months. Bvacuation maps are posted throughout the facility and are kept
eas\ to access. All Tykes Academy staff and students will be prepared for the drills, and review
what happens during a drill often so that all are prepared. T+ is important that all staff and
students remain calm during any emergency drilll

If inside:

o Tuitiate Drop, Cover, and Hold

o Ifuwocoveris available, oet against the inside doorway or crouch against the inside wall
and cover head; staq away from outside walls, windows, or other expanses of glass,
potewtial for falling objects.
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o Leave doors open to mivimize jamming if the building shifts.
o Do vot attempt to run through buildings or outside due to risk of falling objects.
o After itial shock, prepare for possible aftershock, then initiate evacuation and
standard studewt accomting (avoid all hazards, ie., electrical wires, broken glass, etc.)
If Outside
o Wove guickly away from the building and overhead electrical wires.
o Life flat, face down, and wait for shocks +o subside.
o Twitiate accountability procedures
o Do vot attempt to enter the building until authorized +o do so.
o Do ot touch fallen wires.
o Be alert for nstructions from Director or first responders,
Assembly Areas
o Earthquake safe areas will be away from the building and overhead powerlives.
o Keep everyone away from underground gas and sewer lines (which should be marked
prior)
o Call a1, District Support Team

o TIuthe event of aftershocks, students shall be encouraged to remain calm and stay
sitting close to the ground.

o Admivister emergevcy first aid as veeded.
o Do ot re-ewter building nvtil given “all clear” from Director

o Document actions and complete incident reports

Lockdown Drill
Durivg av emergency, a situation that may caunse harm +o a person inside the school, such as
hostage, active shooter, intruder, or other disturbances, a lockdoww procedure will occur,

Shelter v place drills will occur four times a ear. Evacuation maps are posted throughont the
facility and are kept easy to access. All Tykes Acadewmy staff and students will be prepared for the
drills, and review what happews during a drill often so that all are prepared. T+ is important that
all staff and students remain calm during any emergency drill,

e The Director will anvonvce that there is a lockdown situation by shouting
“Lockdown.”

® During a lockdown situation, all children are kept away from davger at their specific locations’
desiguated lockdown site.

o Staff members are responsible for taking attendance and ensuring all students remain at
their designated lockdoww site.

o Staff members must also ensure that vo unauthorized individuals leave or ewter the building.

o Staff avd children remain v their desiguated lockdoww site, locking the door if possible.
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Turving off the lights and closing the windows.
o Staff members must evcourage students to remain duiet and still in +heir lockdown
placements,

Missing Child
If a child is vot accounted for at any time, the staff member responsible for the child should:
e Scarch the premises for the missivg child. Each area that a child could potentially hide should
be properly searched, as well as the outdoor areas of the in-howme childcare location.

e The staff member should also double-check to confirm the location of +he child by checking
the sigu-in and sigu-out log.

o TIfthe child is not located after all potential hiding spots and immediate outdoor areas have
been searched, the Director should be votified that the child is missing,.

e Begin the lockdown procedure. All exits must be monitored by employees letting vio ove in or out
of the facility.

e The staff mewmber responsible for the child will call 911, since he/she will have +the best
knowledge of what the child was wearing that day, along with other distinetive features,

e The Director will notify the child’s family to make them aware that the child is missing
from the facility.

e While the police are en rounte +o the in-lome childcare location, the staff will continue +o
search for the missing child. The staff should look v every cabinet, closet, cubly, and every
other location where a child may hide.

e The Director will always stay on the Tykes Academy prewmises o be the contact person
for +he police department, as well as the missivg child’s guardians.

e The Director should ask the police to activate an Amber Alert.
Hostage Situation [ Kidnapping
If a child is ot accomnted for at any time, the staff member respousible for the child should:
e Notify Director
o Keep all studewnts in the lock down area until further votice.

Ovice votified, the Director should execute the following:

e Tuitiate Lockdown procedures
Call 1

o Notify all students outside of the immediate area (ontside, etc.) +o report +o the nearest
safe area (posted).

o Under o circumstances should the students be evacuated from the Tykes Academy
facility without approval and/or assistance

e Tf+he hostage taker can be contained in one section of the building, students should be moved
from the exposed areas to a safer part of the building.
® Document actions and complete incident reports
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Poison Control Procedure

The Poison Control Center phone number will be posted on the list of emergency vumbers by
+he telephoue,

Poison emergencies or requests for poison information will be made by contacting the Poison
Control Center Hotline at1-B00-222-1222 first — unless the person who has been poisoned
is unconscious, not breathing, having trouble breathing, or is having convulsions. Tf any of
these conditions are present, we will call 911 first,

Chewmicals, medications, pesticides, paints, cleaving anents, and other potentially harmful
substances will be stored in locked areas that are wnaccessible +o childrew.

Toxic substances will be stored away from food and food preparation areas.

All chemical products and medications shall be stored v their original contaivers with original
labels ntact.

Poisonous plants are not permitted in the center.

Staff must identify plants and determine “safe” prior +o bringing them +o the facility. I the
plant is not on the poisovous plant list, please contact the poison cowtrol center (1-500-2.2.2-
1222) for guidance.

If pest control is necessary outside of nontoxic solutions, ouly a licensed exterminator will apply
pesticides.

Pesticides must be EPA approved with natural pesticides that are won-toxic to humans and
pets.

Pesticides and other potentially toxic chemicals will not be applied while children are present.
The application shall be in a manver that prevents skin contact and other exposure and
minimizes odors. A staff member will observe the application of the chewmicals and verify that
they are applied according to the instructions on +he label.

The Pirector will notify all families and staff before using pesticides.

Following the use of pesticides or other potentially toxic chemicals the +reated area shall be
vewtilated for the period recommended on the product label or by a wationally certified poison
cowtrol center before being reoccupied.

All staff purses and personal belongings will be securely stored to prevent access by children,
Purses avd other personal belongings may contain items unsafe for children vcluding
medications, lighters, pocketkuives, ete.

Tllness Policies

The following criteria will be considered v determiving if your child must go home:
e a fever of 101.4 dearees Fahrenhelt or more

e nflammation of the eves (excessive redness, glassy or discharae)

® \omiting

® more thav ove incidence of diarrinea or loose stool that is not contained within the clothing.
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® commumicable disease as defined by the Department of Health Services/Center for Disease Control
e ynknown rash
e cxcessive nasal discharoe
® pain
If your child is sent howme due to illness, e cannot return to the facility until e has beew free from

symptoms for 24 hours without using a fever reducer. This allows vour child +ime +o recover and
stop the spread of illness o other children and staff.

After vour child has beew ll, it is important to adnere +o the following guidelives whew determiving if
our child is ready to return +o the facility.

Wood, appetite, behavior, and activity are again normal
® No fever for 24 hours without a fever reducer

o Antibiotics (have been used for a full 2.4 hours)

® Vowiting cleared for 24 hours

® TDiarrhea cleared for 24 hours

® Freduewt coughing excessive nasal discharge resolved

® Pain resolved

Tt is your respousibility to notify Tykes Academy if your child has a communicable disease or
infestation such as measles, mumps, chickenpox, head lice, or bed bugs. A child may be readmitted
without a statement from a physician only if the child has been absent for a period equal o the
longest incubation period of the disease as specified by the Department of Heatth and Social
Services. The local Health Departiment will immediately be notified of all infections diseases, and a
note will be posted on the bulletin board and via the childecare app when there has been exposure to
a communicable illness at Tykes Academy.

Children returned to Tykes Academy with sigus of illuess, or communicable disease will be refused
entry into the facility as we perform daily check in reviews.

Please consult with your Director if you weed additional information.

Wedication Policies

This policy was written to evcourage communication between the family, the child’s heattheare
Director, and the Director +o assure maximum safety in the giving of medication to the child who
reduires medication to be provided during the time the child is v childeare.

Iwmportant Geveral Notes

e Whevever possible, medication should be given at the child’s home. Posing of medication can
freauently be dove so that the child receives medicives before aoing to childeare avd again
whew returving home and or at bedtime. The first dose of any medication should always be
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given at home ond with sufficient time before the child returus +o childcare +o observe the
child’s response to the medication given. The families must notify the Director of the
dosage that was given at home and at what time it was administered to the child.

o Wedication will only be accepted into Tykes Academy if the proper documentation is
completed and all policies and procedures for accepting medication are followed.

o Wedication will ouly be used for the student whose name is documented, and the medication
has been approved for.

o Wedication will not be shared.
o Wedication will always be kept v a locked container.
o Wedication will be administered in a manner that protects the child's safety.

o Wedications given at Tykes Academy will be administered by a staff member designated by
the Director. The designated persow, usually the Director, will be fully briefed on the child’s
health needs related to the medication and will have had trainivg in the safe administration
of medication.

Wedication Commumication Agreement

Iuformation exchange between the families and childeare staff about medication that a child is
receiving should be shared when the child is brought +o and picked up from Tykes Academy.
Families should share with the staff any problems, observations, or sugaestions that they may
have i giving medication to their child at lhome, and likewise with the staff from the center +o
the families.

The Director is always authorized to contact the pharmacist or healthcare Director for more
information about the medication the child is receiving avd if a situation arises that requires
immediate attention to the child’s health and safety, particularly when the family canot be
reached. This anthorization will be provided via a Wedical POA while enrolled at Tykes Academy.

Accepting WMedication
o Al medication will be accepted in its original container. Medication that is not v its original
contaiver will ot be accepted.
o Wedication will not be used beyond the date of expiration.
o Covnsent forms from families avd doctors will be completed prior to arriving at the facility.

o The child’s uame must be written ov all items.

Storing Medication
e Wedications will be safely stored away from children and v a locked contaiver/storage area.
e Wedication containers must have child-protection caps.
o Wedications will be kept v a well-lit area.
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e Wedication will not be kept in rooms where food is prepared or stored wiless refrigerated in a
separate locked container.

Empty/No Longer Needed Wedication

e Whew a child vio longer veeds the medication, the mnsed portion or empty bottle will be returned
to the family,

e TIf awmedication is vear expiration, the Director will votify the family to bring in vew
medication prior to the official expiration date.

e Tfthe medication is empty, it will be discarded in a reom where children are wot present.

o All medication lids will be closed and locked, whether the medication is empty or full.

Prescription Medication

Reduired Forms

= Fawmilies must complete a consent form to allow Tykes Academy +o administer medication
+o their children.

= Tykes Academy may require a doctor’s ote depending ow local statutes. This can be in the
form of a letter, labeled on the container/bottle, or labeled on +he packaging.

= Wedication admivistration will be recorded n a log with the date, times administered, dosage
givew, prescription wame, and signature of the person who administered the medication.

Receiving the Prescription WMedication

* Prescription medication will ONLY be accepted n its origival contaiver.

= Prescription medications will be labeled with the full pharmacy label. This label wmust be on the
packaging of the medication or attached directly +o the medication bottle.

Pharmacy Label Reguirements

e physician’s directions for use

e plhysician’s name and phone number
o child’s first and last name

o +the date the prescription was filled
e the expiration date

e specific instructions for storing the medication

Admivistering Prescription WMedication

*  Owly the designated staff member will administer medication
= Prescription medication will be adwivistered as instructed and prescrived by a physician
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= Prescription medication will be used only for the child named on the label
*  The admivistration of all medications will be recorded in a medication admivistration log.

Non- Prescription Medication

Reguired Forms

*  Fawmilies must complete a consent form to allow Tykes Acadewmy to administer any of the
below medication to their child.

*  The admivistration of all medications will be recorded i a medication administration log

with the date, times administered, dosages, prescription/medication name, and the
name avd siguature of admivistering +the medication.

Receiving Non = Prescription Wedicive

*  The coutainer shall be in such condition that the name of the medication and the directions
for use are clearly readable.

= Now-Prescription medication shall be accepted only in its original container. Medication not
its original container will not be accepted into Tykes Academy.

Admivistering Non-Prescription WMedication

= Owly the designated staff persov will admivister medication.
" Non-Prescription medication shall be used only for the child who is confirmed to receive it.

" Nown-Prescription medication may be dispensed v accordance with the manufacturer’s
structiovs.

*  The admivistration of all medications will be recorded i a medication administration log
with the date, times administered, dosages, prescription name, and the name and
signature of admivistering the medication.

Sunscreen, Diaper Cream, Tusect Repellent, and other items

The container must be labeled with the child’s name. The family must have the item logged at the
front office and a permission slip is required. The item(s) will be kept in the locked cabinet in the
child’s classroom and the staff will use i+ as weeded. The product will not be applied after i+s expiration
date and will be either disposed of or returned to the family.

Any item with a ‘drug fact” label must be logged with a permission slip, kept in this locked container,
and loaged n our medication loglook, +his ncludes diaper cream and sunscreew.
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Handbook Acknowledgement

ACKNOWLEDGMENT OF RECELPT OF FAMILY HANDBOOK

Today's Date:
o We the parents of
have received a copy of Tykes Academy’
Family
Havdvook.

o T agree and understand the policies and procedures listed in this handbook and
comply with the Facility's rules avd regulations.

o I understand that the policies and procedures listed in this handbook are subject +o
thange +to reflect the program's needs.

o T widerstand T will be made aware of these changes v a timely fashion, and T will

always adhere

Parent/Guardiav Signature Pate

Parent/Guardiav Signature Date
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