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This handbook is intended to familiarize families with current JJELCC policy, practices and standards. The Parent Handbook is available in (PDF) of English; we are working on a Spanish version. Print copies are available upon request. JJELCC reserves the right to revise its policies, practices and standards as deemed appropriate by the Director. Families will be notified of updates to the handbook.
Section 1.01                 Regulatory References (Washington Administrative Code)
Joyful Journeys Early Learning (JJEL) is licensed by the Washington State Department of Children, Youth, and Families (DCYF) as a Family Home Child Care program and follows Washington Administrative Code (WAC) requirements for licensed child care, including WAC 110-300 (Family Home Child Care). If a policy in this handbook changes due to updated requirements or program operations, families will be notified and the handbook will be updated.
Section 1.02                 Family Home Program Notes
Because JJEL operates in a licensed family home setting, families may see children of different ages cared for together, and program activities may take place in designated areas of the home and outdoor space. For safety and supervision, children and families must remain in approved childcare areas during drop-off/pick-up unless invited by staff. Any household member, substitute, or volunteer who has access to children must meet DCYF requirements (including required background checks and training). Pets/animals (if present) will be managed for children’s health and safety, and families will be notified of any classroom pets or animal interactions.
JJELCC follows Washington Administrative Code requirements for water hazards and water activities. JJELCC does not offer swimming activities and will not use or provide access to any on-site pool or water feature deeper than 3 inches. Water play is limited to shallow activities (for example, water tables or similar shallow containers). Parents/guardians must provide written permission for any planned water activity. Family communication: When possible, JJELCC will notify families in advance by text message and email when a water play or sprinkler day is planned and what items to send. JJELCC may also provide verbal notice at drop-off and/or a posted notice for parent initials to acknowledge the day’s water play plan.
· Supervision during water activities: Staff meet the general supervision requirements and, during water activities, maintain required proximity (for example: toddlers are kept within arm’s length; infants and nonambulatory children and children with special needs are held or kept in continuous touch as needed). Infants are supervised at a 1:1 staff-to-child ratio during water activities.
· No pools deeper than 3 inches: JJELCC will not use or provide access to any on-site pool or water feature deeper than 3 inches. JJELCC does not conduct swimming activities. Any water play is limited to shallow, closely supervised water play (for example, water tables or similar shallow containers) and follows all applicable supervision and sanitation requirements.
· Life-saving equipment (if applicable): Because JJELCC does not use pools deeper than 3 inches on-site, life-saving equipment requirements for pools are generally not applicable to our on-site program space. If children ever participate in a water activity at an off-site pool as part of an approved activity, JJELCC will ensure all required safety provisions are in place (including supervision requirements and any required life-saving equipment as applicable to the facility).
· Water hazards on or near the property: Bodies of water (pools not in use, ponds, ditches, fountains, etc.) and hot tubs must be made inaccessible to children in care using required physical barriers and locking mechanisms. Doors/gates leading to a pool in licensed space must have audible alarms.
· Wading pools / standing water containers: JJELCC does not use wading pools for child care activities and does not allow any on-site pool or standing water container deeper than 3 inches. Water play is limited to shallow activities (for example, water tables or similar shallow containers) that are closely supervised. Any water play containers are emptied when finished and cleaned/sanitized as required.
· Five-gallon buckets: Five-gallon buckets (or similar containers) are not used for infant or toddler water play.
· Family communication and permission (water play/sprinklers): Families must have a current written permission on file for water play. JJELCC will communicate planned water play/sprinkler days in advance when possible by text message and email. When feasible, JJELCC will also provide verbal notice at drop-off and/or a posted notice that parents/guardians may initial to acknowledge they received the day’s water play notice and item reminders (for example, labeled towel and labeled change of clothes). Water play may be modified or canceled the same day due to weather, temperature, staffing, or safety conditions; if canceled, JJELCC will notify families as soon as possible by text/email (or at pick-up if changes occur late in the day).
· Sprinklers (outdoor water play): JJELCC may use sprinklers for outdoor water play. Sprinkler play is supervised with active, close supervision at all times. Sprinklers are used only in a designated area with safe footing. Staff will ensure water does not pool/accumulate into standing water deeper than 3 inches anywhere in the play area. Children are taught safe movement (no running on wet surfaces). Water play will be stopped if weather, water temperature, child behavior, or site conditions create a safety concern. Clothing and towel expectations: Families must provide a labeled towel and a labeled change of clothes (including underwear and socks) on sprinkler days. Families may also send water-safe footwear (water shoes or secure sandals) if desired. Wet items will be placed in a sealed bag and sent home the same day for laundering.
· Water tables: Water tables (and similar containers) are emptied and sanitized daily (or more often if needed).
· Off-site areas with accessible water: If we take children off-site to an area with an accessible body of water more than four inches deep (for example, a park with a lake/stream) and children are not doing a water activity, we will bring at least one additional staff member beyond standard ratio and ensure at least one attending staff member can swim.
· Diapers/swim pants: Children in diapers or toilet training will wear swim pants during any water activity that involves a pool to reduce contamination risk.
JJELCC communicates with families proactively so you know what to expect and what your child may need for special activities or schedule changes. Our standard communication methods are text message + email, and when feasible we will also provide verbal notice at drop-off and/or a posted notice for parent initials to acknowledge reminders.
· Outdoor special activities (sprinklers, special outdoor games, nature exploration): Families will be notified in advance when possible. Notices will include item reminders (for example, labeled change of clothes and towel, water-safe footwear if desired), and any weather-related adjustments.
· Field trips and walking outings: JJELCC will provide advance notice when possible. If a written permission form is required for a specific outing, families must sign and return it before the child may participate. If an outing changes or is canceled for safety/weather/staffing reasons, JJELCC will notify families as soon as possible by text/email.
· Special events and celebrations: For activities such as holiday celebrations, cultural days, birthdays, visitors/guest presentations, or family events, JJELCC will send notice and any participation details (time, items to bring, whether families are invited, and any food/allergy considerations). Families may opt out of specific activities by notifying the Director/Owner in writing.
· Visiting animals or animal interactions: Families will be notified in advance when possible if a visiting animal or planned animal interaction is scheduled and what safety steps will be used.
· Schedule changes and closures: For changes such as weather-related delays/early closure, staffing-related closures, or schedule adjustments, JJELCC will notify families by text/email as soon as possible. If the change occurs during drop-off/pick-up windows, we may also communicate verbally.
· Acknowledgement: When a posted notice is used (for example, for water play, field trips, or special events), parents/guardians may be asked to initial to acknowledge receipt of the notice and item reminders.
See Section 1.02 – Family Home Program Notes for JJELCC’s Water Activities policy (including sprinklers, shallow water play, and the 3-inch standing water limit). That policy is the program’s active standard for water play.
JJELCC is committed to an inclusive environment that respects and honors each child and family’s culture, religion, language, identity, and family structure. We welcome families to share traditions and cultural practices (including Skokomish cultural learning) in ways that are developmentally appropriate and consistent with health and safety requirements.
· Family partnership: Families may request meetings to discuss cultural/religious considerations (holidays, dietary practices, prayer needs, language use, family names/terms, and other requests).
· Celebrations and curriculum: We strive to celebrate in inclusive ways (focusing on community, kindness, seasonal learning, and family traditions). Families may opt out of specific activities by notifying the Director/Owner in writing; we will provide a respectful alternative activity when feasible.
· Dietary and food practices: Families should share any religious/cultural dietary needs. JJELCC will make reasonable accommodations when possible and consistent with food safety/allergy rules.
· Clothing and cultural items: Children may wear cultural or religious clothing and hairstyles. For safety, clothing must allow participation in play and must follow safe sleep rules for infants. Families should label personal items and understand that special items brought from home may be kept in a child’s cubby when not in use.
· Respect and nondiscrimination: Harassment, bias, or exclusion based on religion, culture, or identity is not permitted. Staff will respond promptly to concerns and will partner with families to address issues.
At this time, JJELCC does not offer overnight care (care between 9:00 p.m. and 5:00 a.m. where a child sleeps for three or more hours). If JJELCC chooses to offer overnight care in the future, we will obtain required DCYF approval in advance and will provide families with written overnight care policies and procedures before any overnight enrollment begins.
· Approval required: JJELCC would be approved by DCYF prior to providing overnight care.
· Sleep equipment and bedding: Each child would be provided individual sleeping equipment that is safe, cleanable, and developmentally appropriate, with bedding that is cleaned and stored as required.
· Supervision and safety: Children would be supervised until asleep and the program would follow all applicable safe sleep rules for infants.
· If a provider sleeps: If overnight care were offered and a provider slept while children slept, JJELCC would obtain written parent permission and would follow required safety conditions (including being on the same floor, sleeping in the same room with infants/toddlers, alarms/monitoring, and being awake for arrivals/departures).
JJELCC does offer mixed-age group care for children approximately 2.5 years through 9 years of age. Mixed-age care supports family needs and allows children to learn alongside peers of different ages while we maintain safety, developmentally appropriate expectations, and required supervision.
· Staffing pattern (provider alone vs. provider + assistant): JJELCC is staffed by the provider daily, with an assistant present on certain days/times based on enrollment needs and scheduling. Whether staffed by one adult or two, children remain under active supervision at all times and ratios are maintained. When the assistant is present, staff divide supervision duties (for example, one staff member leading an activity while the other monitors transitions/bathroom needs, meal set-up, or outdoor zones) while maintaining communication and frequent headcounts.
· Arrival and departure: During drop-off/pick-up, children remain supervised at all times. Younger children (2.5–4) must stay within the designated arrival area with an adult until handoff is complete. Families must keep siblings with them and may not supervise other children.
· Transitions and headcounts: Staff complete frequent headcounts during transitions (moving indoors/outdoors, bathroom transitions, and before/after walks). Staff position themselves so all areas are visible and children are within sight and sound as appropriate.
· Bathroom/toileting supervision (2.5+): Children are supervised while using the bathroom. Staff provide assistance as needed while respecting privacy. Children are not permitted to go into non-approved areas of the home.
· Choking and small-part safety: Small parts and higher-risk materials are restricted to supervised “big kid” areas and are not used when younger children could access them. Staff monitor for small objects (including game pieces, beads, and tiny building parts) and remove hazards immediately.
· Active play and rough play rules: “Hands are for helping,” “feet stay on the ground indoors,” and “no wrestling” rules apply. Staff coach older children to use leadership and gentle play with younger peers.
· Climbing/outdoor equipment: Children use equipment that matches their developmental ability. Staff set clear boundaries (where children may climb, how many at a time, and safe dismounting) and provide closer supervision for younger children and new climbers.
· Safe separation (zoning): When activities require different materials (for example, homework/small parts/art tools), staff use separation strategies (tables, shelves, designated areas) so children can participate safely without restricting others.
· Conflict prevention: Staff plan enough duplicate materials and set turn-taking systems to reduce conflicts between ages. When conflicts happen, staff coach problem-solving and separate children when needed to maintain safety.
· Behavioral safety: If a child’s behavior creates an immediate safety risk (hitting, throwing objects, running out of area), staff intervene immediately, supervise the rest of the group, contact the family the same day, and may require a meeting and written support plan before return if needed.
JJELCC maintains a strict no weapons policy. Weapons are not permitted in child care areas, during drop-off/pick-up, on field trips, or at any JJELCC activity. This includes firearms, knives (other than kitchen tools used by staff out of children’s reach), BB/airsoft guns, replica firearms, and any object used or threatened to be used as a weapon.
· Toy weapons and violent play: Toy weapons (including realistic-looking guns, swords, or knives) are not allowed from home. Staff will redirect violent play into safe, non-harmful play themes and will teach problem-solving and safe body choices.
· If a weapon is brought to the program: Staff will secure children, notify the Director/Owner immediately, and contact the parent/guardian for immediate removal of the item. If there is an immediate safety threat, staff will call 911.
· Documentation and follow-up: JJELCC may document the incident and may require a meeting and safety plan before the child returns, depending on circumstances.
· Secure storage (family home setting): Any potentially dangerous items in the home (including weapons, ammunition, and hazardous tools) are stored so they are inaccessible to children and secured according to applicable safety requirements. Children do not have access to storage areas used for these items.
JJELCC welcomes children with differing abilities and special health care needs. To support safe participation and consistent care, JJELCC develops an Individual Care Plan for each child with special needs and will notify DCYF when a child with special needs is enrolled or identified.
· Plan requirements: The Individual Care Plan is signed by the parent/guardian, kept in the child’s file, available for DCYF review, and updated at least annually or whenever needs change.
· What the plan includes: As applicable, the plan includes diagnosis (if known), primary health care provider/specialist contact information, medications (scheduled and emergency) and triggers, how to administer medication, allergies, dietary needs, activity/behavior/environment modifications, known symptoms and triggers, and emergency response steps.
· Supporting documentation: JJELCC keeps supporting documentation from an appropriate licensed or certified professional (for example, physician/physician’s assistant, nurse practitioner, mental health professional, education professional, social worker with relevant specialization, or registered nurse/ARNP), as required.
· Staff training: Staff who work with the child are trained on the plan before implementing it. Training may include pediatric first aid/CPR considerations specific to the child’s needs.
· Visiting professionals: If a family wants a visiting health professional or therapist to provide services in care, JJELCC requires written parent/guardian permission and will coordinate logistics to maintain safety, supervision, and confidentiality.
· Reasonable accommodations: JJELCC will consider reasonable accommodations that support a child’s safe participation. If needs cannot be met safely within licensing requirements, staffing, and space, JJELCC will discuss options with the family and may provide referrals.
Joyful Journeys Early Learning (JJEL) is licensed by the Washington State Department of Children, Youth, and Families (DCYF). Families may contact DCYF Child Care Licensing at any time with questions about licensing requirements or to file a complaint about a licensed program.
· Our assigned DCYF licensor: [Licensor name], [phone], [email] 
· DCYF Child Care Licensing contact: If you would like the current DCYF Child Care Licensing contact information for our region, please ask the provider and we will share the most up-to-date information we have.
· If you file a complaint: include the program name, address, the concern, dates/times, and names of people involved (if known). You may request confidentiality when you contact DCYF.
Mandatory Reporting (Child Abuse and Neglect)
All JJEL staff are mandated reporters. If child abuse or neglect is suspected, staff will make a report to the appropriate authorities as required. Reports are made immediately and are not delayed while gathering “proof.” JJEL staff do not conduct investigations. This policy describes how JJEL makes reports and documents mandated reporter actions.
· When we report: A report is made when there is reasonable cause to believe a child has been abused or neglected, or is at risk of abuse or neglect. JJEL does not need “proof” to report.
· Immediate action for emergencies: If a child is in immediate danger or needs urgent medical help, staff will call 911 first.
· Emergency steps (what staff will do): If there is an immediate safety concern, staff will (1) call 911 and provide first aid/CPR as trained; (2) ensure all children are supervised and moved to a safe area if needed; (3) notify the Director/Owner as soon as it is safe to do so; (4) document the immediate facts observed (who/what/when/where) and preserve any relevant information; and (5) make the required report to DCYF CPS and/or law enforcement as appropriate as soon as possible.
· Who we report to: Depending on the situation, reports may be made to one or more of the following:
· DCYF Children’s Protective Services (CPS) Intake: for suspected child abuse/neglect. CPS determines screening and next steps. (CPS intake: [phone])
· Law enforcement / 911: if a child is in immediate danger, a crime may have occurred, or urgent medical response is needed. (Emergency: 911; non-emergency: [phone])
· DCYF Child Care Licensing: if the concern involves the licensed child care setting (for example, allegations involving staff, substitutes, volunteers, household members with access, supervision/safety concerns, or licensing compliance). (Licensing: [phone])
· Tribal ICW (if applicable): if a child may be eligible for tribal services/Indian Child Welfare involvement, JJEL may also contact the appropriate Tribal ICW program as directed. (Tribal ICW: [phone])
· What information we provide: When making a report, JJEL will share information known at the time, which may include the child’s name and date of birth, parent/guardian names, address (if known), a factual description of the concern, dates/times, names of people involved (if known), and any immediate safety concerns.
· No internal investigation: JJEL staff do not interview children for investigative purposes, question other families, or attempt to verify allegations. Our role is to ensure children are safe, report concerns, and cooperate with the proper authorities.
· Internal notification: Staff will notify the program Director/Owner as soon as it is safe to do so after a report is made. (This internal notification does not replace the staff member’s mandated reporter duty.)
· Documentation: JJEL will document the date/time of the report, the agency contacted, and any reference/case number provided. Written documentation is kept confidential.
· Parent/guardian notification: JJEL will follow guidance from CPS/law enforcement about if/when a parent/guardian may be notified. Notification may not occur if it could increase risk to a child or interfere with an investigation.
· Confidentiality & non-retaliation: Reports and related information are handled as confidential and shared only with those who have a legal need to know (for example, CPS, law enforcement, or licensing). JJEL will not tolerate retaliation or interference against any staff member, parent, or other person who makes a report in good faith or participates in an investigation. Confidentiality will be maintained to the extent permitted by law and required for child safety.
· Important numbers (fill in/confirm): DCYF CPS intake (statewide): [phone]; local law enforcement (non-emergency): [phone].
Authorized Pick-Up, Custody Orders, and Denied Release
For each child, a parent/guardian must provide (and keep updated) an authorized pick-up list. JJEL will release a child only to the child’s parent/guardian or to individuals listed in writing as authorized for pick-up. Identification may be required at pick-up.
· Photo ID: JJEL may request photo identification for any pick-up, especially if the person is unfamiliar to staff.
· Custody/parenting plans: If a custody order, parenting plan, or protection order affects pick-up rights, JJEL must have a current court-stamped copy on file. JJEL will follow the court order as written.
· Denied release/unsafe pick-up: If a person is not authorized, refuses to provide ID, appears impaired, or a situation becomes unsafe, JJEL will not release the child. Staff will contact the parent/guardian(s) and, if needed for safety, call law enforcement.
Termination of Care / Disenrollment
JJEL may end child care services when it is in the best interest of the child, other enrolled children, families, or the program, or when policies are not followed. Whenever possible, we will communicate concerns and work with families to resolve issues before ending care. This policy applies to both family-initiated withdrawal and program-initiated disenrollment.
Expulsion Policy
JJELCC is committed to supporting children’s social-emotional development and keeping children in care whenever safely possible. Expulsion is a last resort and may occur only when a child’s behavior presents a serious safety concern for the child or others and the program is not able to reduce or eliminate the safety concern through reasonable modifications. This policy is intended to align with Washington Administrative Code requirements for expulsion.
· Examples of serious safety concerns (not an all-inclusive list): repeated aggressive behavior that causes injury (biting that breaks skin, hitting/kicking, choking attempts); attempts to run away/elopement where the child cannot be kept safe; repeated throwing of objects or use of objects in a way that can seriously harm others; repeated unsafe behavior that cannot be redirected and puts the group at risk.
· Steps JJELCC takes to avoid expulsion: JJELCC will work with the family to identify triggers and supports, which may include: increased supervision/proximity; changes to the environment (room set-up, reducing overstimulation, providing a calm-down space); changes to daily schedule/routines; teaching replacement skills; increased family communication; and developing a written behavior support plan with clear goals and review dates.
· Staffing and resource supports: When feasible, JJELCC will consider reasonable staffing adjustments (for example, additional support during high-risk transitions) and will provide families with information about community-based resources that may help (for example, early intervention services, behavioral health supports, developmental screening resources, or school district supports, as applicable).
· Communication with families: JJELCC will communicate concerns promptly and will hold a meeting with the parent/guardian to review what has occurred, what supports have been tried, and what additional steps will be implemented. JJELCC will provide written updates when significant safety incidents occur and will share the plan to reduce risk.
· Suspension option: JJELCC may use a short suspension (temporary break from care) when needed to assess safety, implement modifications, coordinate supports, and determine whether the child can return safely with an updated plan.
· Decision to expel: If, after reasonable modifications and documented efforts, JJELCC determines the serious safety concern cannot be reduced or eliminated, the program may proceed with expulsion.
· Required documentation if expulsion occurs: JJELCC will review the expulsion policy with the parent/guardian and will provide a written record of the expulsion and the steps taken to avoid expulsion. The record will include the date, time, staff involved, and details of incidents leading to expulsion.
· Reporting: JJELCC will report expulsions to DCYF as required and will include the reason for expulsion and the resources provided to the family.
· Non-discrimination: JJELCC does not expel children for a protected characteristic or disability. If a child has special needs, JJELCC will consider reasonable accommodations and an Individual Care Plan. If the program cannot meet the child’s needs safely within licensing requirements, staffing, and space, JJELCC will discuss options and provide referrals when possible.
· Family-initiated withdrawal (two-week notice): Families must provide two (2) weeks written notice of their last day of care (or pay tuition in lieu of notice). Written notice may be provided by email, text, or a signed paper notice.
· Program-initiated disenrollment (generally two-week notice): JJEL will generally provide two (2) weeks written notice when possible. In some situations, immediate disenrollment may be required for safety or nonpayment.
· Immediate disenrollment may occur for:
Guidance & Discipline: Prohibited Practices
JJEL uses positive guidance and developmentally appropriate behavior supports. The following discipline practices are prohibited at all times.
· Physical punishment (spanking, shaking, slapping, pinching, etc.).
· Humiliation, shaming, threats, or verbal abuse.
· Withholding food, water, rest, toileting, clothing, or outdoor time as punishment.
· Isolation that is not developmentally appropriate or that does not meet supervision requirements.
· Physical restraint except when necessary to prevent immediate harm to a child or others (and only for as long as necessary for safety).
If ongoing behavior concerns arise, JJEL will communicate with families, document patterns, and collaborate on a plan to support the child. If a child’s behavior becomes unsafe and cannot be supported with reasonable modifications, JJEL may consider suspension or termination of care as described in the Termination of Care / Disenrollment policy.
 
Use this checklist to confirm your handbook includes (or clearly references) the items families and licensors commonly look for in a Family Home Child Care program.
· Program basics: licensed name, physical address, days/hours of operation, ages served, and maximum licensed capacity (and how mixed-age groupings are supervised).
· DCYF licensor & complaint process: how families can contact DCYF licensing and how to file a complaint (include phone/email placeholders).
· Parent access: when parents may enter; what areas are approved for childcare; sign-in/sign-out procedure.
· Authorized pick-up & custody: ID checks; authorized pick-up list; procedure for custody/restraining orders; what happens if an unauthorized person arrives.
· Supervision & safety in a home setting: sight-and-sound supervision expectations; bathroom/diapering supervision; supervision during transitions; backyard/outdoor supervision.
· Household members/visitors: supervision of visitors; how household members, assistants, substitutes, and volunteers are screened and supervised.
· Emergency preparedness: evacuation routes and meeting location; shelter-in-place/lockdown; reunification plan; how families will be notified; drill schedule.
· Illness & exclusion: when children must stay home/return criteria; parent reporting of diagnoses; how exposures are communicated.
· Local health department contact: Mason County Public Health & Human Services (for reportable disease guidance): 360-427-9670 ext. 869; 2300 Kati Ct, Suite A, Shelton, WA 98584.
· Medication administration: authorization; storage; who administers; missed/refused dose communication; emergency meds (e.g., epinephrine/inhaler) plan.
· Safe sleep (infants): back-to-sleep; crib safety; sleep checks; no blankets/toys; individualized sleep plan/physician note rules.
· Food service & allergies: menus; substitutions; breast milk storage/labeling; choking prevention; allergy action plans and cross-contact prevention.
· Pets/animals: what pets are present (if any), vaccination/health expectations, supervision rules, and handwashing after animal contact.
· Transportation & field trips (if applicable): whether you transport; car seat rules; driver qualifications; walking-field-trip procedures; headcount frequency.
· Guidance & discipline: positive guidance approach; prohibited discipline practices; process for serious/chronic behavior concerns (and family communication).
· Photos/video & social media: consent/opt-out; where photos may be used; confidentiality expectations for families.
· Fees & billing: due dates; late fees; returned payment fees; vacation/closure billing rules; termination for nonpayment.
· Confidentiality & records: how records are stored; who can access; release-of-information process.
· Non-discrimination: enrollment and services statement.

History

Joyful Journeys Early Learning currently operates as a licensed Family Home Child Care program serving children ages 2.5 years to 9 years in a mixed-age group. Infant care is not offered at this time and may be added later as the program expands staffing, space, and licensing approvals. In the future, we hope to expand into a larger child care center setting with additional classrooms (infants/toddlers, two-year-olds, three- to five-year-olds) and, when space allows, programming for school-age children.
Mission Statement

At JJELCC (Joyful Journeys Early Learning Childcare Center), we believe that the foundation of a child’s education is built through joyful experiences, nurturing relationships, and holistic development. Our mission is to provide a safe, inclusive, and stimulating environment where young children can explore, learn, and thrive. We strive to create a dynamic space that celebrates the individuality of each child, fostering a love for learning that lasts a lifetime.
Philosophy

[bookmark: _Hlk221370105][bookmark: _Hlk185410536]Our program is built around the concept that children are born ready to learn. As caregivers, we strive to create a learning environment that is safe, stimulating and encouraging. The following principles are excerpted from the Lillio curriculum Second Steps for SE and with an emersion with our Skokomish culture.
· Children develop knowledge of their world through active interactions with caregivers, peers, materials, and events.
· Learning is sequential, building on prior understandings and experiences.
· Learning proceeds at different rates in each area and each child; children will show a range of skills and understandings in any one area of development.
· Learning in each area is interconnected. Young children learn best through experiences/play, which incorporate several areas of development.
· Learning is embedded in a culture. Children learn best when their learning activities are rooted in a familiar cultural context.
· Learning begins in the family, continues in early care and education settings, and depends on parent involvement and caregiver guidance.
· All children have the potential to achieve learning standards with appropriate support and instruction.
General Center Information
ADMINISTRATION:



Executive Director: Laila Longshore Smith 
Joyfuljourneysearlylearningcenter.com
                                                           Lead Teacher TBD
Chef/float TBD
Maintenance TBD

JJELCC is open Monday through Friday from 7:30am to 4:30pm. The center is closed for the following holidays: we believe holidays are for family time 
We are closed for the following holidays: Half day New Year’s Eve (12/31); closed New Year’s Day (01/01); late start the day after New Year’s Day (01/02); Martin Luther King Jr. Day (3rd Monday of January); Memorial Day (last Monday in May); Fourth of July and the day after; Labor Day; the day before Thanksgiving, Thanksgiving Day (the fourth Thursday in November), and the day after; Christmas Eve, Christmas Day, and the day after; Point No Point Treaty Day (1/26); Juneteenth (6/19); and American Indian Day (9/27). If the holiday falls on a weekend, we will close the Friday before or Monday after. If we close for any other reason, you will be given two weeks’ prior notice.

JJELCC will also close for 1 week (5 days) for staff training. These days may be taken all at once or split up and will most likely be taken during the summer months and/or holiday months. You will be given a minimum of a  training time a 3 week notice before any closure when possible so you can have time to arrange alternative care for that period. Also, because we are working with exposure to many families and especially children, it is likely that staff may become ill on occasion. If the provider becomes ill and does not have adequate staff to cover, we reserve the right to close for up to (5) paid sick/personal days per calendar year. Tuition will still be required.


[bookmark: _Hlk204610808]Rates and Registration

**Registration fee of $80.00 per family each year**


Infants (6 weeks to 12 months) .................................. $423.50/week or $1,694/month
3–5 years olds (Preschool Aged) ................................. $336.75/week or $1,344/month
Drop-In Care (if space is available) ............................. $70.00/day
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PROGRAMS

In the future I hope to offer all programs at JJELCC. Currently, JJELCC operates as a Family Home Child Care program serving children 2.5 years to 9 years of age in a mixed-age group.

	· Caterpillars
	6 weeks to 12 months
	# children

	· Ladybugs
	12 months to 36 months 1-3 y
	# children

	· Fireflies
	36 months to 60 months 3y-5y
	# children

	· Butterflies
	60 months to 96 months 5y-9y
	# children


RATIOS

At JJELCC, we maintain required staff-to-child ratios based on children’s ages, as required by Washington State DCYF licensing. Ratios are maintained during all activities, including transitions and outdoor play.
Age of Children Minimum Ratio of Staff to Children
6 weeks–12 months 1 staff for every 4 children
1–3 years 1 staff for every 6 children
4–5 years 1 staff for every 12 children
5–10 years 1 staff for every 15 children
Mixed-age group (currently ages 2.5 years through 9 years): JJELCC follows the DCYF staff-to-child ratio chart above based on the ages of children present. When age groups are mixed, JJELCC bases staffing on the youngest children in care (or the most restrictive ratio) to ensure safe supervision.
Note: JJELCC prioritizes quality care and appropriate supervision. When possible, we schedule additional staff beyond the minimum required ratios.
LICENSING

JJELCC is licensed by the Washington State Department of Children, Youth, and Families (DCYF) as a Family Home Child Care program. A copy of the applicable licensing rules is available for families to review upon request.
WEATHER-RELATED CLOSINGS

JJELCC will remain open during the most severe weather. The Director and/or Assistant Director will monitor the weather and local news stations as well as our local school district Hood Canal School as we will be following them for closers to determine when it is appropriate to close the center early or cancel the care for the following day.
In the event that JJELCC closes early or cancels care or has to do a late start for the following day, parents will be contacted and informed of the situation. Children should be picked up in a reasonable amount of time to ensure all parents, children, and staff can travel safely home. Families will still be charged during weather closings.
UPDATING ENROLLMENT RECORDS

Each fall, September JJELCC completes an audit of enrollment records. At the conclusion of this audit, families will be notified if anything needs to be updated. Some forms must be updated every year, including the Emergency Contact and Medical Consent form. 
Other records must be updated throughout the year, such as physicals, immunization , and ASQ records. When visiting your child’s physician for a yearly “well-child” appointment, please request a copy of your child’s physical and most recent immunization record. You may bring these items yourself, or have your physician mail them to the center.
In addition, any time a family’s information changes such as address, place of employment or health insurance provider, a new Emergency Contact and Medical Consent form must be completed.
CONFIDENTIALITY

Confidentiality is a top priority for JJELCC. Personal information of families and staff will not be shared for any reason without prior written consent from the individual (caretakers). When discussing a child’s activities and friends in the classroom, please be mindful of families who may not want their child’s information shared publicly or on social media. If you have questions, please check with staff and we will follow up.
Section 1.06                 Non-Discrimination Policy
Joyful Journeys Early Learning (JJELCC) provides equal opportunity in enrollment and services. JJELCC does not discriminate against children, families, or staff on the basis of race, color, national origin, ancestry, sex, pregnancy, gender identity or expression, sexual orientation, religion/creed, marital status, familial status, veteran or military status, age, disability, or any other status protected by applicable law.
· Inclusion and accommodations: JJELCC welcomes children with differing abilities and will consider reasonable accommodations to support a child’s safe participation in care. Families are encouraged to share relevant information (care plans, therapy recommendations, allergy/action plans, etc.) so we can work together on an appropriate plan.
· Program safety and capacity: Enrollment decisions are based on the program’s ability to safely meet a child’s needs within licensing requirements, staffing, space, and group needs. If we are unable to meet a child’s needs safely, we will discuss options and may provide referrals to other resources when possible.
· Respectful environment: JJELCC is committed to maintaining a welcoming, respectful, and harassment-free environment for children, families, and staff.
· Communication access: Families may request communication accommodations when needed (for example, translated written notices when available or alternative formats). We will make reasonable efforts to support clear communication with families.
· Concerns: Families who have questions or concerns about discrimination should contact the Director/Owner. Concerns may also be addressed through the Parent Grievance and Complaint Process (Section 1.10). If concerns are not resolved, families may contact DCYF Child Care Licensing as described in Section 1.05.
Section 1.07                 Parent Initials & Acknowledgements (Notices and Handbook)
JJELCC uses parent/guardian initials (and, in some cases, signatures) as a simple way to document that families received important information. Initialing a notice means you acknowledge you received the information—it does not necessarily mean you agree with it. Questions are always welcome.
Initialing is requested to help JJELCC document communication; however, refusing to initial does not affect enrollment or continued care. If a parent/guardian chooses not to initial, JJELCC will note that the notice was provided (for example, by documenting the date/time and the method of communication) and will continue to share required information with families.
· When initials may be requested: water play/sprinkler days; field trips/walking outings; special events/celebrations/visiting animals; schedule changes/closures; reminders about required items (for example, towels/change of clothes); and other time-sensitive notices.
· When a signature may be required: enrollment paperwork and annual updates; specific permission forms (for example, field trip permission forms when required); and incident/accident documentation when required by program practice.
· How initials are collected: initials may be collected on a posted notice sheet, sign-in/sign-out sheet, or another program document available at drop-off/pick-up.
· Alternatives: If you are not able to initial in person, you may acknowledge the notice by replying to the program email or text (for example, “Received”).
· Confidentiality: Notices and acknowledgement sheets will not include other children’s names or private information. Families should not write about other children on sign-in sheets.
· Recordkeeping: JJELCC stores acknowledgement records as part of program documentation for a reasonable period of time and makes them available for licensing review as needed.
Acknowledgement (optional): I have received and reviewed the JJELCC Parent Handbook and understand that program notices may be communicated by text/email, verbally at drop-off when feasible, and/or by posted notices requiring initials.
	Parent/Guardian Name (print):
	Child(ren) Name(s):

	Parent/Guardian Initials:
	Date:


Section 1.08                 Photo/Video & Social Media Policy
JJELCC may take photos and/or video of children during daily activities for educational purposes (documentation of learning, classroom communication, and program records). JJELCC will protect children’s privacy and will follow each family’s written consent choices.
· Written consent required: Photo/video permissions are granted (or declined) on enrollment forms and may be updated by a parent/guardian at any time in writing. Permissions are reviewed/updated at least annually (for example, during yearly record updates) and whenever a family submits new written instructions.
· Internal use (program-only): With parent/guardian permission, photos/videos may be used for classroom documentation, child portfolios, learning displays inside the program, and direct communication with a child’s family (for example, newsletters, printed materials, or a private family communication platform, if used).
· Public/marketing use: Photos/videos will not be posted publicly (website, social media, advertising, brochures, news/media) unless a parent/guardian has provided specific written permission for public use.
· No identifying information: When photos/videos are used outside the program, JJELCC will not include a child’s full name or other identifying information.
· Opt-out procedure (photo/video): To opt out, a parent/guardian must notify the Director/Owner in writing (email, text, or signed note) that they do not give permission for their child to be photographed or recorded. This change becomes effective as soon as staff receive the written request (or on the next business day if received outside program hours). JJELCC will make reasonable efforts to: (1) avoid taking identifiable photos/videos of the child; (2) position the child outside of planned group photos when feasible; and (3) avoid using any image that includes the child in newsletters, learning displays, private platforms, or any public/marketing materials. If an opt-out child is accidentally included in a photo/video, the image will not be used and will be removed from distribution as soon as reasonably possible once identified or reported by a family.
· Special events and family photos: During events (holidays, celebrations, performances, field trips), JJELCC will continue to follow each family’s photo/video permissions. Because it may be harder to control all photography at group events, families are asked to help protect privacy by photographing only their own child and not posting images that include other children without permission.
· Family sharing rules (photos/video): To protect every child’s privacy, families may take photos/video of their own child, but may not post, share, or forward images that include other children (even in private group chats) unless you have that child’s parent/guardian permission. Please do not tag other families, identify children by name, or share any child’s personal information (such as home address, schedule, or medical information). If a family has opted out of photos/video, please help us honor that choice by avoiding photos that include other children at program events. If you believe an image from a JJELCC activity has been shared in a way that impacts privacy, please notify the Director/Owner so we can address it promptly.
· Requests to review/remove: Parents/guardians may request to review or remove a specific photo/video by contacting the Director/Owner. JJELCC will respond as soon as reasonably possible.
· Storage and access: Digital photos/videos are stored in a manner intended to protect confidentiality and are accessed only by program staff for program purposes.
To protect privacy, families may not record (audio/video) other children or staff during drop-off/pick-up or in the program without the Director/Owner’s permission. JJELCC staff will not share photos/videos with individuals who are not the child’s parent/guardian unless authorized in writing.
.Curriculum


Curriculum at JJELCC includes the child-initiated and teacher-directed activities and experiences offered to young children that support and enrich their development physically, emotionally, socially, and cognitively. JJELCC uses the Lillio for Infants, Toddlers and second steps SE  as guides for planning the curriculum in each of its program rooms. Each classroom has weekly lesson plans, posted in _____. These plans contain a number of activities, designed to foster each child’s development, and the development of the group as a whole. Lesson plans may be changed in order to accommodate the children’s changing interests.

Each classroom will be set-up in centers, which include blocks, dramatic play, books, gross motor, fine motor, and art. Outdoor play is important to a child’s physical development and must be included in both the morning and afternoon schedule. Self- selection or “free-play” is a daily part of the curriculum and means a child has the opportunity to choose which center or activity he/she participates in. This promotes creative expression and development of important social skills.
DAILY SCHEDULE AND ACTIVITIES

The classroom’s teachers work cooperatively to create a daily schedule and plan activities that meet each child’s developmental abilities and needs. The daily schedule and activities create a balance between active and quiet times; large and small group, and individual activities; small and large muscle activities; indoor and outdoor play times; as well as times for self-selection and teacher-directed activities.
Consistency from day-to-day is particularly important to the overall well-being of the children and classroom environment. Children thrive on consistency! Routines will be maintained whenever possible for arrivals and departures; meals and snacks; resting or nap times; personal care routines like diapering/toileting and hand washing; and transitions.
FREE PLAY

“Free-play” (also called child-initiated activities, free choice, self-selection) activities are incorporated into the morning and afternoon schedule. During free-play, teachers actively participate with the children by asking questions about what the children are doing, participating in their pretend play, reading books when prompted, encouraging children to try new activities or play with a new toy, etc. Free-play is another opportunity for a child to grow socially and cognitively through the development of relationships.
OUTDOOR PLAY

Outdoor play is incorporated into the daily schedule for both the morning and afternoon. There is less structure in an outdoor learning environment; however, staff members actively engage in activities when prompted by the children. Outdoor play is an opportunity for children to run, jump, climb and use their bodies in ways that would otherwise be unsafe in an indoor classroom. In addition, a large amount of social interaction takes place when children play outdoors. Because they are engaged in fewer teacher-directed activities and more child-directed play, children are able to choose their friends and who to interact with.

Children will go outside year-round, including winter. Due to ratios, all children will go outside. Only during extreme weather conditions will the children remain indoors. 
It is important for parents to send their children in appropriate clothing and outerwear for the weather conditions (e.g., coat, snow pants, boots, gloves, etc.). All children will be required to go outside due to ratio requirements Please clearly label all articles of clothing with your child’s name Please ask your child’s teacher if you have any questions about weather-appropriate clothing.
NAP/REST TIME

JJELCC requires that all children must be provided a regularly scheduled nap or resting time. Children will not be forced to sleep but may be encouraged to lie quietly for a period of time. The length of time a child should have to remain resting varies by child. There is no hard and fast rule regarding the maximum amount of time a child should have to remain resting. Children will be provided alternative quiet activities if unable to rest.

Children are encouraged to bring a familiar item from home to use during nap/rest time, such as a small blanket or stuffed animal. These items will be stored in your child’s cubby or on his/her cot or mat; there is limited space for storage of such items. Please take this into consideration when deciding which items to bring. All items should be clearly labeled with your child’s name, as all class laundry will be sent home to be washed weekly.
MULTIMEDIA

The use of multimedia in our program is an extension of the teaching and learning that takes place in our classrooms. Teachers may select movie, television, and computer game titles based upon weekly themes. Children are not required to view part or all of a video or television show, or to play computer games. Instead, the activity is offered as one of several centers. All multimedia must have a rating of “PG” or “E” and must possess an educational theme. Children are limited to a specified amount of time per week they may use or view multimedia with the exception of additional time allowed for indoor recess with active music and movement participation:

Under 2 years old	0 minutes/week
2- year-olds	Maximum 20 minutes/week
3- year-olds	Maximum 30 minutes/week
4- year-olds	Maximum 30 minutes/week
School-Age	Maximum 1 movie/month; or 30 minutes/weekWEAPONS/VIOLENTPLAY



There is a strict policy of no weapons at JJELCC. No real or fake weapons, it is advised you talk with your child about safe play Competitive behavior is minimized in our programs. In young children, competition often increases negative behavior and decreases acceptance of others.
Bullying is not considered acceptable behavior; all efforts will be made to guide children in finding appropriate ways to interact with others.
PETS & VISITING ANIMALS

Staff may introduce a class pet to the classroom. Pets and visiting animals that are brought into the classroom must be carefully considered for their temperament, health risks, and appropriateness for young children. No animal may be brought into JJELCC without first notifying and receiving permission from the Director and/or Assistant Director. Once approved by the Director and/or Assistant Director, pets and visiting animals must have documentation from a licensed veterinarian or animal shelter to show that the animal(s) is fully immunized and that the animal is suitable for contact with children.
· Supervision and separation: Children are supervised any time they are near an animal. Animals will be separated from children when supervision cannot be maintained.
· Health and records: Household pets and visiting animals must be in good health and have current vaccination documentation available upon request.
· Handwashing: Children and staff wash hands after animal contact and before eating.
· Allergies/fears: Families should inform JJELCC of allergies, asthma triggers, or fear of animals so we can plan safe participation.
· No unapproved animals: Families/visitors may not bring animals onto the premises without prior approval from the Director/Owner.
· Bites/scratches: Any bite or scratch is treated as an injury, first aid is provided, families are notified, and an incident report is completed. Emergency care is sought when needed.
Assessments

ASQ, observations. portfolios and work samples is the assessment tools used by the programs to evaluate and track each child’s individual development during their time at JJELCC. It is an on-going assessment system, meaning that teachers are continually watching, observing, and documenting each child’s development. The same tool is used from birth through kindergarten, to allow a more complete picture of your child’s development. By tracking a child’s development, our teachers can plan activities that are appropriate for each child’s developmental abilities. Parents will also be asked to do an assessment, and it will be scored by the director PARENT-TEACHER CONFERENCES


Parent-teacher conferences will be 2x a year and available at parent’s request as The goal of the parent-teacher conference is to gain insight into your child’s development both in the center setting as well as the home setting. During conferences, your child’s development and any goals you may have for your child will be discussed. Parents are encouraged to request conferences whenever they feel it necessary.

Field Trips

JJELCC offers a variety of experiences both at and away from the center. Field trips outside the Skokomish Nation limits and/or longer than two hours will require a “Field Trip Permission Form.” Parents will be notified at least one week in advance of all field trips requiring a “Field Trip Permission Form.” Any field trip requiring vehicle travel is family-transport only; JJELCC staff do not provide transportation. If you do not wish for your child to attend a particular field trip, please find alternative childcare arrangements for that day, as we will not have staff available to stay behind with children not participating in the field trip.
Family Day (parent-attended trips): Some outings may be designated as a Family Day. On Family Days, parents/guardians attend and are responsible for supervising their own child(ren) at all times. These events are not considered regular child care days, and JJELCC staff are not responsible for individual child supervision beyond general coordination and group safety expectations communicated in advance.
As a participant in our childcare program, your child may participate in short, unannounced field trips including but not limited to: walks as a class around the perimeter of the building and/or nearby park and other tribal buildings; trips to local playgrounds; trips to local businesses. Teacher-child ratios are always maintained. Children will remain under active supervision (within sight and sound as appropriate), with regular headcounts and staff positioned to monitor the group during transitions.
RULES RELATED TO FIELD TRIPS

Field Trip Emergency Procedures
At this time JJELCC will not be providing transportation will be family transportation only 
· Headcounts and supervision: Staff will maintain active supervision and complete headcounts at least every 5–10 minutes and at each transition (leaving, crossing streets, arrival/departure).
· Injury or medical emergency: Staff will provide first aid/CPR as trained and call 911 when needed. Parents/guardians will be notified as soon as it is safe to do so. If emergency care is required, JJELCC will follow the Emergency Medical/Dental Procedure and the child’s Emergency Contact & Parental Consent Form.
· Separation or missing child: If a child is separated from the group, staff will immediately secure and supervise the remaining children, complete a headcount, and initiate the Missing Child procedure. Emergency services and the parent/guardian will be contacted as appropriate.
· Changing conditions: If weather, safety, or community conditions change, JJELCC may cancel, shorten, or relocate the outing as needed.
· Family communication: Our primary method is text message; if we do not reach you by text, we will call. Messages may be brief during an active situation.
· Reunification: If an evacuation or early pick-up is needed during a trip, reunification will follow the Emergency Reunification Plan (program home, or nearest park around the corner if the home is not safe).
· Family Days: For any outing designated as a Family Day, parents/guardians are responsible for supervising their own child(ren). JJELCC staff will share meeting location/time details and basic safety expectations in advance.
Before a field trip is approved, enough parent volunteers must be available to attend to meet the following adult-to-child ratios with staff members included:
-Three year olds: 1:2 ratio
-Four year olds: 1:3 ratio
CAR SEATS
·        If a field trip requires vehicle travel, JJELCC staff will not provide transportation. Parents/guardians are responsible for transporting their own child(ren) or arranging transportation outside of JJELCC.
· (safety reminder) Winter coats must be removed prior to buckling the child in their seat.
· If the child is in a five point harness, the chest clip must be slid up to the child’s armpit level. The straps should be tight enough that you can fit no more than one finger underneath.
· If the child is in a booster, the seatbelt must stay in front of the child.
HEAD COUNTS – for children transported with family or friend who may need supervision 
Head counts will take place every 10 minutes during a field trip, as well as at the following times:
1. Before leaving the classroom
2. Before starting the vehicle (after buckling children)
3. After students exit the vehicle at the field trip location
4. After entering the field trip location
5. When exiting the field trip location
6. Before starting the vehicle (after buckling children)
7. After exiting the vehicle at JJECC
8. When returning back into the classroom
WALKING LINES
When traveling from one destination to the next in a line, one teacher will remain at the beginning of the line and one teacher will remain at the end of the line. Headcounts will happen every five minutes.
REQUIRED MATERIALS
1. Permission slips
2. First aid kit
3. Clipboard containing:
a. that day’s attendance
b. children’s “if lost” headshots.
4. Each child must wear a JJELCC field trip “if lost” lanyard.
5. Pocket lanyards for each teacher containing:
a. Class list with that day’s attendance
b. Class total number
c. Emergency phone numbers
d. JJELCC phone number
6. A copy of JJELCC  missing child procedure
Other Field Trip Policies
Only staff members or a child’s parent/guardian are allowed to take children to the bathroom.

Meals and Snacks

At JJELCC, children are provided a nutritious breakfast, lunch, and PM snack. JJELCC follows the nutritional guidelines established by the USDA childcare Food Program(CACFP) . Menus will be posted near the main entrance. And sent to your email so please provide your email 
Breakfast 8:00am – 8:30
Lunch 11:30-12:00
Snack 2:30 -3:00 
Children will be encouraged to sample all foods that are offered, but will never be forced to eat. Please inform your child’s teacher if your child cannot eat a certain food or has different dietary needs (e.g., vegetarian, vegan, lactose intolerant) so a substitution can be made. For certain dietary restrictions, you may be asked to provide food from home for your child.
FOOD ALLERGIES

Based on the needs of the children we can offer  peanut/egg free. Please contact each staff for further information. In the case a child may need to be peanut/egg free, please know we may have food containing, or processed in a facility with peanuts/eggs, allowed in the center. Children are welcome to bring in special meals and when it comes to special  treats to celebrate a birthday or holiday. Due to various food allergies and dietary restrictions in our classrooms, we request the supply of store-bought snacks still in the original packaging. A list of healthy snack options approved by the USDA we will also need to do a safety plan in case of contact and a reaction
FOOD ALLERGY ACTION PLAN

If your child has a food allergy, please complete a Food Allergy Action Plan form, available in the office. This form will be posted, as well as in food preparation areas. If medication for an allergic reaction is provided, please have your physician sign the Food Allergy Action Plan as well.

Infant, Toddler and Two Year Old Program Information

The following information is specific to the infant, toddler, and two year old program rooms:
· Parents must supply diapers, wipes, diaper cream, bottles, formula, baby food, extra clothing, pacifiers, blankets, and stuffed toys for rest time. Please label all items with child’s name.
· Children may use pacifiers during rest time. To reduce the likelihood of spreading illness, pacifiers must be kept in a child’s cubby or diaper bag during all other times of the day.
· If you are breastfeeding, please discuss with your child’s teacher when your child should be fed breast milk, and when you would like to come in and feed your child.
· Breast milk must be brought in ready-to-use containers. For health reasons, we are not able to store bags of frozen milk for extended periods of time.
· We recommend that all new foods be tried at home first since a child could have an allergic reaction to foods they have not had before. Please inform your child’s teachers on the daily charts of any new foods your child has tried.
Safe Sleep Policy (Infants) – Summary
· Back-to-sleep: Infants under 12 months are placed on their backs for sleep unless a current, signed physician instruction is on file.
(e) Weapons and Violent Play (including toys that resemble weapons)
· Nothing in the crib: No pillows, blankets, bumper pads, stuffed animals, or other soft items. Sleep sacks may be used as allowed by program policy.
· No car seats/swings for sleep: Infants are not allowed to sleep in car seats, swings, bouncers, or similar devices while in care.
· Monitoring: Staff visually check sleeping infants regularly and maintain required supervision.
· Rolling: If an infant rolls over independently (back-to-front and front-to-back), staff may allow the infant to remain in the sleep position they assume, consistent with safe sleep guidance.
SIDS

Sudden Infant Death Syndrome (SIDS) is the unexpected, sudden death of a child under age 1 for which a cause of death cannot be identified. It is not known what causes SIDS, however several sleeping practices have been linked to an increased risk for SIDS. Therefore, JJELCC has a strict policy for infant sleep placement.
All infants less than one year will be placed on their back to sleep.
Infants shall not be allowed to sleep in a car seat or swing.
Once a child has been placed in his or her crib for nap, if the infant rolls from back to front - and is also able to roll from front to back - it is acceptable to leave the infant sleeping on his or her stomach. NO heavy blankets, stuffed toys or pillows should ever be placed in a crib. A request for alternative sleeping positions must be accompanied by a signed and dated physician’s note stating the reason for the request. Sleep sacks are allowed but must be zipper-only, no Velcro, arm free, and non-weighted.Clothing and Items From Home
PLAY CLOTHES


Please send your child to JJELCC in comfortable play clothes and shoes. Play is usually active and often messy; comfortable, washable clothes are important if your child is to participate fully in the program. Outdoor play is scheduled

           every day as an essential part of our planned curriculum. We expect all children to be dressed appropriately for both indoor      and outdoor activities.

All children occasionally get their clothes wet and have toileting accidents. Whenever this occurs, it is best to change the child into an extra set of clothing provided by the family. Your child’s teacher will request that you bring a complete change of clothing, including underwear, to be kept at school and replenished as needed. Due to health reasons, soiled clothing will be sent home and if a child soils their underwear, it may be thrown away. Please be sure to clearly label all items of clothing. Let the teacher know whenever your child’s clothing or other items cannot be located.
ITEMS FROM HOME

Toys, stuffed animals, or other items from home may help your child feel more comfortable at school from time to time. However, it is often difficult for young children to share their special “treasures” with classmates. We ask that all items brought to JJELCC from home to take after parents’ sign child in

Arrival and Departure
ARRIVAL


Parents are welcome to enter the program space during drop-off and pick-up. For children’s safety and supervision, parents/guardians must remain with their own child(ren) at all times and will not be left unattended in the home during program hours. Please check in with staff upon arrival and remain in approved child care areas unless invited into another space by the provider.
Sign-In / Sign-Out (Attendance Record)
For each child’s safety, JJELCC maintains a daily attendance record. A parent/guardian (or other authorized adult) must complete sign-in and sign-out procedures each day so staff can confirm who is responsible for the child and when the child is in care.
· Daily requirement: Each child must be signed in at drop-off and signed out at pick-up every day.
· What is recorded: The adult signing the child in/out records the time and provides initials or signature as requested on the sign-in sheet.
· Who may sign a child in/out: Only the child’s parent/guardian or an adult listed as authorized pick-up may sign a child out. JJELCC may request photo ID if the person is unfamiliar to staff.
· Changes to pick-up plans: If someone different will pick up your child, families must notify JJELCC in advance (text/email preferred). The person must be on the authorized pick-up list.
· Safety at the handoff: A child is considered in JJELCC care only after the drop-off handoff is completed with staff and the child is signed in. At pick-up, the child remains in JJELCC care until the authorized adult has the child and the sign-out is completed.
· Corrections: If an entry is missed or incorrect, staff will request the parent/guardian correct it promptly. Staff may not sign for families except in rare emergency situations, and any staff-completed correction will be documented.
· Emergency reunification: During an emergency evacuation or reunification, JJELCC will still require sign-out documentation when possible (and will document release time and the authorized adult who received the child).
· Field trips/walks: JJELCC uses an attendance list for off-site activities and completes headcounts during transitions. Families still sign children in/out at the program as usual unless otherwise communicated for a specific activity.
· Confidentiality: Please do not write information about other children or families on the sign-in sheet. If you have a concern, speak with staff privately.
Most children go through periods of difficulty with separating from their parent(s). This is common and developmentally appropriate. Try these tips for a successful drop-off:
· Establish a regular, predictable routine. Whether you have a kiss and a hug and go, or help your child put his things in his cubby first, do it the same way every day. What often makes separating stressful for children is the uncertainty. If your child can predict what will happen, the separation won’t be as difficult.
· Separate once. If you come back into the classroom again and again, it will increase your child’s stress. Remember the moment of separation is the worst part for your child, so doing it more than once makes it more stressful for your child.
· Be reliable. Return when promised. Children who are picked up later than expected may have more difficulties separating. Phrase time in terms your child will understand. For example, you will be back after snack time or before nap time.
DEPARTURE

JJELCC closes at 4:30pm Monday through Friday. Please note: If you will be late picking up your child, there is a late pick-up fee of $5.00 per minute for each child. If someone we are not familiar with is picking up your child, it is essential that you inform your child’s teacher in advance of the pick-up. This person must be listed as an authorized person on the Emergency Contact and Parent Consent form. Remind the authorized person that they may be asked for identification (such as a driver’s license) to ensure your child’s safety. Even if the individual has picked up before, they may still need identification if the teacher in charge has never met them.

Be sure to say good-bye to your child’s teachers so they know you are leaving. Once you have reunited with your child and are departing, JJELCC is no longer responsible for your child. For safety reasons, please do not let your child run ahead of you inside or outside of the building.

If parents do not arrive to pick up their child from the program, staff members will first try to contact the parents using all phone numbers provided on the Emergency Contact form. If parents are unable to be reached, staff members will try to contact all emergency contact persons. If staff members are unable to contact emergency contact persons, the Director and/or Assistant Director will be notified and she will then notify the Department of Human Services and/or the local police department.
ATTENDANCE

Regular attendance is strongly encouraged for the benefit of the child as well as the classroom as a whole. If your child will be absent, please call the center by 8:00am so your child’s teacher may make accommodations to the lesson plan.
If your child will be absent for an extended period of time (more than 2-3 days), the center must be notified in writing of the date the absence begins and the expected date your child will return. Enrollment will be terminated if a child is absent for a period of 2 weeks or more, and no notice has been received or contact made by the family.	 No drop off after 8:45 as our routine will already be in place and class will be running.
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Health and Safety Policies

ILLNESS

Our first priority at JJELCC is providing a healthy, safe learning environment for all children. A child will be sent home as soon as possible if any of the following is experienced: an illness prevents the child from participating comfortably in activities (as determined by the staff); an illness results in a greater need for care than the staff can reasonably provide without compromising the health or safety of other children in the classroom; or a child is experiencing any of the following conditions:
· Fever of 101 or greater, until 24 hours symptom free without fever reducing medication
· Signs/symptoms of severe illness, including: lethargy, uncontrolled coughing, inexplicable irritability or persistent crying, difficulty breathing, and/or wheezing
· Diarrhea (not associated with diet changes or medications; multiple loose or watery instances within an hour; or accompanied with fever and or vomiting) until diarrhea stops for 24 hours or the continued diarrhea is deemed not be infectious by a licensed health care professional.
· Blood in stools not explainable by dietary change, medication, or hard stools
· Vomiting (One instance) the child can return after vomiting has been resolved for 24 hours or until a health care provider determines the cause for vomiting is not contagious and the child is not in danger of dehydration
· Persistent abdominal pain (continues more than 2 hours) or intermittent pain associated with fever or other signs/ symptoms of illness
· Mouth sores with drooling, unless a health care provider determines the sores are not contagious
· Rash until a physician determines that these symptoms do not indicate a communicable disease
· Pink eye (conjunctivitis) until after treatment has been initiated or at the recommendation of a health care provider
· Scabies, until after treatment has been completed
· Tuberculosis, until a health care provider states that the child is on appropriate therapy and can attend child care
· Impetigo, until 24 hours after treatment has been initiated
· Strep throat, until 24 hours after initial antibiotic treatment and cessation of fever
· Chicken pox, until all sores have dried and crusted (usually 6 days)
· Hand Foot and Mouth no fever and and open oozing soars able to participate in the daily routine
· Pertussis, until 5 days of appropriate antibiotic treatment has been completed
· Mumps, until 9 days after onset of symptoms
· Hepatitis A virus, until 1 week after onset of illness
· Measles, until 4 days after onset of rash
· Rubella, until 6 days after onset of rash
· Unspecified respiratory tract illness accompanied by another illness which requires exclusion
· Herpes simplex, with uncontrollable drooling

We ask families to make every effort to pick up a sick child as soon as possible, no longer than an hour after being notified.
Return-to-Care Checklist (quick guide)
· Fever: child must be fever-free for 24 hours without fever-reducing medication.
· Vomiting: child may return after vomiting has been resolved for 24 hours (or with a health care provider note that the cause is not contagious and the child is not at risk of dehydration).
· Diarrhea: child may return after diarrhea has stopped for 24 hours (or a health care provider determines it is not infectious).
· Pink eye (conjunctivitis): return after treatment is started or as directed by a health care provider.
· Rash: return once a health care provider determines the rash is not contagious (when required).
· Child must be able to participate comfortably in daily activities and must not require more care than can be provided while safely supervising the group.
Handwashing (health policy summary): JJELCC requires frequent handwashing to reduce the spread of illness. Soap and warm, running water are used whenever hands are visibly dirty and after toileting/diapering. Children and staff scrub with soap for at least 20 seconds (including backs of hands, between fingers, and under nails), rinse, and dry with a disposable towel. Hand sanitizer may be used for children age 2 and older only when soap and running water are not immediately available and hands are not visibly soiled. See the Hand Washing section for the full step-by-step procedure.
JJELCC reserves the right to make the final determination of exclusion due to illness. Any exceptions to our illness policy will require a written note from a licensed health care professional stating that the child is not contagious.
Please contact JJELCC by 8:00AM whenever your child is ill.
NOTICE OF EXPOSURE & REPORTING DISEASE

If your child is exposed to a communicable disease, a notice will be posted at the front door or on the door to your child’s classroom. If your child or anyone in your household becomes ill with a communicable disease, please notify the Director immediately.
In the event a child is reported to have a communicable disease, the Director will notify the health department. Additional information regarding illness or disease may be obtained from:
Mason County Public Health & Human Services
Phone: 360-427-9670 (Public Health) 
Communicable disease / reportable conditions: 360-427-9670 ext. 869 
Address: 2300 Kati Ct, Suite A, Shelton, WA 98584
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HAND WASHING

Frequent hand washing with soap and warm, running water is the most effective way to reduce and prevent the spread of illnesses commonly found in childcares such as the flu, diarrhea, and pink eye. Hand sanitizer may be used as an alternative to handwashing for 2-year-olds and older. Handwashing (not sanitizer) must be used after diaper changes/using the toilet, as well as if hands are visibly dirty. Parents are encouraged to assist their child in the hand washing process upon arrival. Other times your child (and staff members) will be expected to wash their hands:
Handwashing Procedure (Soap and Water)
JJELCC teaches and supports proper handwashing. Staff will assist children as needed to ensure hands are washed thoroughly and safely. Handwashing with soap and running water is required whenever hands are visibly dirty and after toileting/diapering. Hand sanitizer may be used for children age 2 and older only when soap and running water are not immediately available and hands are not visibly soiled.
1. Wet hands with warm, running water.
2. Apply soap.
3. Scrub for at least 20 seconds, cleaning all surfaces: palms, backs of hands, between fingers, thumbs, fingertips/under nails, and wrists.
4. Rinse well under running water.
5. Dry hands with a disposable paper towel.
6. Use the paper towel to turn off the faucet (and to open the bathroom door if needed), then discard the towel.
· Upon arriving at the program.
· Before and after using sensory materials (for example, sensory table activities).
· After coming indoors from outdoor play.
· After handling animals (pets/visiting animals).
· After cleaning, handling garbage, or assisting with wiping noses.
Warm, running water (no colder than 60 degrees F) and soap must be used. Hands must be rubbed vigorously for at least 20 seconds, including the backs of hands, between fingers, under nails, and under any jewelry. A disposable paper towel should be used to dry hands and turn off faucet. Help reinforce the importance of hand washing by encouraging frequent hand washing at home as well.MEDICATIONS

Over the counter medications will only be given for special circumstances, with a doctor's note that has a beginning and end date. Medications must be given to a staff member in the original container, clearly labeled with the child’s full name and birth date. JJELCC staff will not administer any medication without a signed Medication Authorization Form.
Forms can be obtained from your child’s teacher or from the Director and/or Assistant Director.
Medication Administration Policy (Detailed)
JJELCC will administer medication only when it is necessary for a child to participate in care and when all requirements below are met. For children’s safety, medication may be administered only by the Director/Owner or designated lead staff, and all doses are documented.
· Written authorization required: A parent/guardian must complete and sign a Medication Authorization Form before any medication is given. The authorization must include the child’s name, medication name, dose, route, time(s) to be given, and reason/conditions for use. Verbal requests cannot be accepted.
· Original container and labeling: Medication must be provided in the original container. The label must be readable and include the child’s name. Prescription medication must have the pharmacy label attached. Over-the-counter medication must be in the manufacturer’s container.
· Doctor’s note when required: JJELCC follows the handbook rule that over-the-counter medications are given only for special circumstances with a doctor’s note that includes a beginning and end date. Prescription medication must follow provider directions and may require written medical instructions when needed for safe administration.
· Topical products (diaper cream/ointment): Parents/guardians may provide diaper cream, petroleum jelly, sunscreen, or other non-prescription topical products for their child. A parent/guardian must give written permission and basic instructions for use (for example: “apply at each diaper change” or “apply as needed for redness”). Products must be in the original container and labeled with the child’s name. Topical products are used for one child only (no sharing). Staff will follow hygienic practices (such as handwashing and gloves as appropriate). Medicated topical products (including those with active ingredients beyond standard diaper ointments) may require additional authorization and/or a licensed health care provider’s instruction.
· Dosing rules: Medication is administered exactly as authorized. JJELCC will not exceed the labeled/authorized dose. Parents may not request staff to give medication “just in case” unless the authorization clearly states PRN conditions (for example, “wheezing,” “fever above ___,” “allergic reaction”).
· Measuring device: Families must provide the appropriate dosing device (original syringe/cup/spoon) for liquid medication. Kitchen utensils will not be used.
· No medication changes at drop-off: Any change to dose, time, or instructions requires a new written authorization (and updated medical instructions if applicable).
· Storage: All medication is stored out of children’s reach and in a manner intended to prevent unauthorized access. Medication requiring refrigeration is stored separately from food, in a labeled container, as required. Emergency medication is stored so it is quickly accessible to staff but not accessible to children.
· Expiration and condition: Medication must be current (not expired) and in good condition. JJELCC may refuse to administer medication that is expired, unlabeled, or appears compromised.
· Documentation: Each dose given is recorded (date/time, medication, dose, staff initials/signature). Parents/guardians will be informed of medication given according to program communication practices.
· Missed/refused dose: If a child refuses medication, vomits/spits out medication, or a dose is missed, JJELCC will document it and notify the parent/guardian as soon as possible. JJELCC will not re-dose unless written medical instructions specifically allow it.
· Self-administration: Children do not self-carry or self-administer medication while in care unless specifically allowed by an individualized care plan and applicable requirements.
· Emergency medications and care plans: For medications such as epinephrine auto-injectors or inhalers, families must provide an Allergy Action Plan or other emergency care plan (as applicable) with clear instructions. Staff will follow the plan and call 911 when indicated.
· End of course / return to family: When medication is no longer needed or the authorization expires, remaining medication will be returned to the parent/guardian. Medications left at the program after notice may be disposed of safely.
Whenever possible, families are encouraged to give the first dose of a new medication at home to monitor for any reaction. If a medication can be safely given at home (for example, twice-daily dosing), families should plan dosing outside of care hours when possible.
Prescription medication will only be given at the center if they are not able to be given at home. (ex. Twice daily can be administered at home. Three times per day requires a middle of the day dose and can be given at the center.)
Prescription medications will only be given if a doctor's note is provided with a beginning and end date. A medical authorization form must also be filled out and signed by a parent or guardian. All medications will be stored in the office and only administered by directors or lead teachers.PHYSICALS AND IMMUNIZATION RECORDS

Each child must have a current Health Check-Up and immunization record on file at JJELCC. The physical on file must be updated at least annually; immunization records must be updated whenever a new immunization is received. Updated immunization records and physicals may be mailed or emailed to JJELCC directly from your healthcare provider.
DOCUMENTATION OF ACCIDENTS/INCIDENTS

Staff members shall document accidents and incidents that occur at JJELCC using an Accident/Incident Report.  document all biting incidents as accidents. If a biter breaks the skin of another child, an accident/incident report needs to be completed for the biter as well as the child who was bitten. We will Use great detail when explaining events, but never include other children’s names. If the injury is serious, a parent needs to be contacted before pick-up. The parent shall sign the report the same day as the incident. A copy may be given to the parent. All Accident/Incident Reports must be given to the Director and/or Assistant Director to be placed in the child’s permanent file.
DOCUMENTATION OF HEALTH INCIDENTS

Each time a parent is contacted regarding an ill child or symptoms of illness, a Health Incident Form will be completed. A copy of the form will be given to the parent and the original to the Director and/or Assistant Director to be placed in the child’s permanent file. All parents will be notified of any communicable illnesses present in the center via a sign posted on the classroom door explaining the illness.
DOCUMENTATION OF ALLERGIES

A child with allergies must have an Allergy Action Plan posted in a visible location in the classroom. If the allergy is food- related, an Allergy Action Plan must also be posted in the kitchen area. All staff working in the classroom of child with allergies must review the Allergy Action Plan to ensure understanding of emergency procedures should the child have an allergic reaction. All allergic reactions must be documented with a Health Incident Form.
DOCUMENTATION OF SPECIAL HEALTH CARE NEEDS
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Section 1.09                 Emergency Procedures: Lockdown and Shelter-in-Place
JJELCC practices age-appropriate emergency safety procedures. The specific steps used depend on the situation and directions from emergency responders. Parents/guardians will be notified as soon as it is safe to do so.
Lockdown (Secure the Building)
A lockdown may be used when there is a potential threat in or near the home (for example: an unsafe/dangerous person nearby, police activity in the area, or another situation where it is safer to secure the building and remain quiet).
· Call 911 when needed: If there is an immediate threat, staff will call 911 as soon as it is safe to do so.
· Move children to the lockdown location: Children will be calmly moved to the pre-identified safe area away from doors/windows (Wolf Den Room).
· Secure the home: Exterior doors will be locked. Windows/blinds will be closed when feasible. Lights may be turned off.
· Stay quiet and out of sight: Staff will keep children quiet, away from windows, and as calm as possible using age-appropriate comfort strategies.
· Account for all children: Staff will take attendance/headcount and maintain supervision.
· Emergency supplies: Staff will bring the program phone and, when feasible, the emergency contact/attendance information and any required emergency medications.
· Do not open the door: During lockdown, doors will not be opened for anyone (including families) until an “all clear” is given by emergency responders or the Director/Owner.
· Family communication: When safe, the Director/Owner (or designated staff) will notify families. Our primary method is text message; if we do not reach you by text, we will call. Messages may be brief during an active situation and may include: (1) that we are in lockdown, (2) whether children are safe, (3) whether families should take any action (usually: do not come to the home during a lockdown), and (4) reunification instructions once an all-clear is given. If you receive an emergency message, please reply “Received” (if possible) so we know you got the update.
Sample emergency text message templates (copy/paste)
· LOCKDOWN (secure the building): “JJELCC is in LOCKDOWN due to a safety concern in the area. Children and staff are safe and secured in our lockdown location (Wolf Den Room). Do not come to the home at this time. We will send updates when safe. Reply RECEIVED.”
· SHELTER-IN-PLACE (stay inside): “JJELCC is SHELTERING IN PLACE due to a community/weather/air quality concern. Children are safe and indoors. Pick-up plans are [normal / delayed / early pick-up needed]. Reply RECEIVED.”
· EVACUATION / REUNIFICATION UPDATE: “JJELCC has evacuated. Reunification is at [program home / nearest park around the corner]. Bring photo ID. We will release children only to authorized pick-up contacts. Reply RECEIVED.”
· ALL-CLEAR / PICK-UP: “ALL CLEAR. You may pick up your child. Pick-up location: [program home / nearest park]. Bring photo ID and be ready to sign out. Reply RECEIVED.”
· Reunification: After the all-clear, reunification will follow the Emergency Reunification Plan in this handbook.
· Lockdown drills/practice: JJELCC practices lockdown procedures in an age-appropriate way at least annually (and as otherwise required). Practice may include calmly moving to the lockdown location (Wolf Den Room), securing doors, using quiet voices, and completing a headcount/attendance check. Drills are documented, and families will be informed if a planned drill could affect normal drop-off/pick-up routines.
Shelter-in-Place (Stay Inside)
Shelter-in-place may be used when it is safer to remain indoors due to a hazard outside (for example: severe weather, wildfire smoke, police activity nearby, or a community emergency).
· Bring everyone inside: Children and staff will move indoors immediately and remain in approved child care areas.
· Secure doors/windows: Exterior doors will be locked. Windows and vents will be closed as appropriate for the hazard.
· Adjust ventilation as needed: For smoke/air quality events, we will limit outdoor air entry as feasible and follow health guidance for indoor activity.
· Account for all children: Staff will take attendance/headcount and maintain supervision.
· Monitor updates: Staff will monitor local alerts and instructions from emergency responders.
· Family communication: Families will be notified when safe (text first, then call), especially if shelter-in-place will significantly change pick-up plans. Messages may include: the reason for shelter-in-place, whether children are safe, any changes to outdoor play or ventilation (as appropriate), and whether an early pick-up, delayed pick-up, or relocation is needed. If early pick-up is needed, families will receive reunification instructions (where to go, what to bring, and ID requirements) and should follow those directions rather than coming into the home without instruction.
· Reunification: If early pick-up or relocation is required, reunification will follow the Emergency Reunification Plan.
JJELCC reviews emergency procedures with staff at least annually and practices required drills according to licensing expectations. Families will be informed if a planned drill involves leaving the property or changes normal drop-off/pick-up routines.
Section 1.10                 Emergency Reunification Plan
Section 1.11                 Parent Grievance and Complaint Process (Program-Level)
JJELCC welcomes questions and feedback. If a concern arises, we encourage families to address it as soon as possible so we can work together toward a solution. This process explains how to bring concerns to the program and what families can expect in response.
1. Step 1 – Talk with the Director/Owner (informal): Whenever possible, start by speaking directly with the Director/Owner at drop-off/pick-up or by phone to share your concern. If the issue is sensitive or needs privacy, please request a scheduled time to talk.
2. Step 2 – Submit a written complaint (if not resolved): If the concern is not resolved through an informal conversation, a parent/guardian may submit a written complaint to the Director/Owner (email, text, or a signed note). Please include: your child’s name, a description of the concern, relevant dates/times, and what outcome you are requesting.
3. Step 3 – Program review and response timeline: The Director/Owner will review the concern, gather relevant information, and respond within 5 business days when possible. Some issues may require more time (for example, when additional documentation or consultation is needed); if so, the Director/Owner will provide an update on the expected timeline.
4. Step 4 – Meeting (if helpful): If needed, we may schedule a meeting to clarify the concern, review possible solutions, and agree on next steps.
5. Step 5 – Documentation: JJELCC may document complaints and the steps taken to address them. Documentation is kept confidential to the extent permitted by law and program operations.
6. Step 6 – No retaliation: JJELCC will not retaliate against any child or family for raising a concern or filing a complaint in good faith.
7. Step 7 – When to contact DCYF or emergency services: If you believe a child is in immediate danger, call 911. Families may also contact DCYF Child Care Licensing at any time with concerns about licensing requirements or the safety of a licensed child care program (see Section 1.05).
We value respectful, solution-focused communication. Many concerns can be resolved quickly through a conversation and clarification of expectations. If a concern involves health/safety, supervision, or child well-being, JJELCC will address it promptly and follow any required reporting procedures.
In the event of an emergency that requires evacuation, sheltering, or early closure, JJELCC’s priority is keeping children safe and reuniting children with their parents/guardians or authorized pick-up persons as quickly as possible.
· Primary reunification location: JJEL Family Home Child Care (the program home address). If it is safe to remain at (or return to) the home, reunification will take place at the program home.
· If the home is not safe/accessible: If we cannot safely remain at (or return to) the program home due to the emergency, we will evacuate on foot with the children to our alternate reunification location (the nearest park around the corner), unless emergency responders direct us to a different location.
· Secondary/alternate reunification location (if home is not safe): We will evacuate on foot to the nearest park (around the corner) for reunification. Because the exact meeting location may depend on the emergency, JJELCC will provide the specific park name/meeting point by text/call during the event and will update families in writing once a permanent alternate site is confirmed.
· What staff will bring: Staff will bring the attendance list and emergency contact information, a charged program phone, first aid supplies, any required medications (as applicable), and supplies needed for safe supervision during the evacuation.
· If you arrive at the park and do not see the group: Check the most visible gathering area first (for example, the main entrance/parking area, playground, or covered shelter). Then wait in that area and check your phone for updates. Please do not search the park, as this can create confusion during reunification. JJELCC will text/call updated directions as soon as possible.
· If the park is not accessible: If we cannot safely reach or remain at the park (for example, due to hazards or instructions from emergency responders), we will move to the safest available location and notify families with updated reunification instructions as soon as possible.
· How we will notify families: Our primary method is text message. If we do not reach you by text, we will call. We will use the contact information on your Emergency Contact & Parental Consent Form and may also post a notice on the entry door if it is safe to do so. If you receive an emergency message, please reply “Received” (if possible) so we know you got the update. Please keep all phone numbers current.
· Pick-up authorization: Children will be released only to a parent/guardian or an individual listed on the child’s authorized pick-up/emergency contact list (and in accordance with any custody/protection orders on file).
· Identification required: Be prepared to show photo identification. If staff do not recognize the person picking up, JJELCC will not release the child until identity and authorization are confirmed.
· Sign-out and tracking: Every child will be signed out at reunification. Staff will verify the adult is authorized (using the child’s emergency/authorized pick-up list), check photo ID if the adult is not personally known to staff, and document the time and the person the child was released to (signature required when possible).
· If we are sheltering-in-place: Families will be notified when it is safe to pick up. Please do not enter the home or attempt pick-up until you receive instructions, as doing so may interfere with safety procedures.
· If your child is on a walk/field trip: If an emergency occurs while the group is off-site, reunification may take place at the field trip location or at the primary reunification site depending on instructions from emergency responders. JJELCC will notify families as soon as possible.
· If you cannot reach us: Avoid calling repeatedly, which can tie up phone lines. If you cannot reach the provider, proceed to the primary reunification site and follow posted instructions. If conditions make travel unsafe, wait for updates and do not put yourself at risk.
· What families should bring/do: Bring photo ID, follow directions from JJELCC staff/emergency responders, and keep your emergency contact list current (including at least one local back-up who can pick up within a reasonable time).
· Practice/drills: JJELCC practices emergency procedures and evacuation routes regularly. Reunification procedures will be reviewed at least annually with staff, and families will be informed if a drill involves leaving the property.
Reunification locations may change depending on the emergency (for example, road closures or instructions from emergency responders). JJELCC will provide the most current reunification instructions as soon as possible. Families are responsible for promptly updating emergency contacts and authorized pick-up information whenever changes occur.
An Emergency Care Plan will be on file for any child with special health care needs (seizures, etc). A copy of the Emergency Care Plan must be kept in the classroom emergency binder. All staff working in the classroom must familiarize themselves with this plan, should an emergency arise. If necessary, staff will receive training regarding a child’s specific health care needs.EMERGENCY MEDICAL/DENTAL PROCEDURE

It is important that parents complete and update, as needed, an Emergency Contact and Parental Consent Form. This form contains contact information for both the parents as well as the individuals authorized to pick up the child in the event of illness or emergency. In addition, the form allows JJELCC staff members to seek emergency medical or dental care from authorized care providers in the event of serious injury. It is the responsibility of the parent to complete this form and to make corrections to this information when necessary.
· If a child becomes ill or injured after arriving at the center, the Lead Teacher will attempt to contact the parent(s) at all available telephone numbers. If a parent cannot be reached, the individuals listed as emergency contacts/authorized pick up persons on the Emergency Contact & Parental Consent form will be called.
· Children who are seriously injured will be sent to the office and remain under the supervision of the Director and/or Assistant Director until a parent arrives.
If the child requires immediate medical attention:
· The staff member who witnessed the emergency situation will remain with the injured child and instruct someone else to call 911. If no one is available, first ensure the child is stable and if possible, bring the child with you to call 911.
· A staff member who witnessed the emergency situation will accompany the child to the hospital, bringing the child’s physical exam, immunization records, and Emergency Contact & Parental Consent Form.
· The Director or Assistant Director will contact the parent(s).TRANSPORTATION

JJELCC does not provide transportation. JJELCC staff will not transport children in personal vehicles and do not transport children to or from home, school, or activities. If a destination is not within walking distance, parents/guardians are responsible for transportation.
JJELCC may take children on walking field trips (for example, neighborhood walks or visits to nearby parks/buildings) as described in the Field Trips section, with required supervision and headcount procedures. If JJELCC ever begins offering vehicle transportation in the future, families will receive advance written notice, any required permissions/consents, and an updated transportation policy before transportation occurs.
· background checkSUNSCREEN & INSECT REPELLANT


Between the months of April and October, all families will be required to supply sunscreen for their child/ren for outdoor activities. A permission slip must be on file before sunscreen will be applied to a child. Sunscreen must be SPF 15 or above, and will be applied by classroom teachers regularly throughout the day. Parents are encouraged to apply insect repellant to their child before arriving at JJELCC for the day, as JJELCC staff are not permitted to apply insect repellant.CLOTH DIAPERS

Diapering & Toileting (Stand-Up Method)
JJELCC follows Washington licensing health and sanitation requirements for diapering and toileting. For children who can stand safely and cooperate with directions, JJELCC uses a stand-up diapering method to reduce contamination and support independence. Infants and children who cannot stand safely are changed using a standard, supervised diapering method on an approved changing surface.
· Supplies from families: Families provide diapers/pull-ups, wipes, diaper cream (if used), and a labeled change of clothes. Items must be labeled with the child’s name.
· When we change/check: Children in diapers/pull-ups are checked regularly throughout the day and changed promptly when wet/soiled and as needed.
· Stand-up method (for children who can stand safely): The child stands on a cleanable surface (or designated area) while the caregiver removes the soiled diaper/pull-up and cleans the child. The caregiver maintains active supervision, keeps the child within arm’s reach as needed, and supports balance as appropriate. Children are never left unattended.
· Gloves and hygiene: Staff use disposable gloves for diapering/toileting assistance and wash hands after glove removal. Children wash hands after diapering/toileting and before returning to play.
· Cleaning and sanitizing: Any diapering surface or bathroom area used for diapering/toileting is cleaned and sanitized after each use following program procedures. Diaper cream is applied using hygienic practices (gloves and/or a clean applicator as appropriate) and is used for one child only.
· Diaper disposal: Soiled diapers/pull-ups and wipes are placed in a lined, covered container and disposed of in a way that prevents odor and contamination.
· Soiled clothing: Wet/soiled clothing is placed in a sealed bag and sent home the same day. If underwear is heavily soiled, it may be discarded for sanitation reasons.
· Toileting and potty training: Families and JJELCC partner on potty training. Families should send extra clothing and communicate the child’s current routine (timing cues, words used, and any supports). Staff encourage toileting regularly, respond to children’s requests promptly, and use positive, non-shaming language.
· Bathroom supervision and privacy: Staff supervise children during toileting while respecting privacy and maintaining safety. Children are supported with wiping and clothing as needed based on age and skill.
· Accidents: Accidents are handled calmly and privately. Staff assist the child in changing, clean and sanitize affected areas, and notify families as needed.
· Documentation and communication: JJELCC will communicate diapering/toileting needs and concerns (for example, rash, frequent loose stools, constipation, or repeated accidents) so families can follow up as needed.
Potty Training Communication Tips (Family Partnership)
Potty training works best when families and JJELCC use consistent routines and language. Families are encouraged to share updates often, especially during the first 1–2 weeks of training or when routines change.
· Tell us your plan: Let us know whether your child is in diapers, pull-ups, or underwear; whether you are using timed sits, child-led toileting, or both; and how you handle accidents at home.
· Share your child’s cues and words: Tell us your child’s usual signs (squirming, hiding, holding, sudden stillness) and the words you use (“potty,” “bathroom,” “pee/poop,” etc.).
· Timing and routines: Share typical times your child uses the bathroom (wake-up, before/after meals, before nap, before leaving the house) and any preferred routines (handwashing order, flushing, step stool use).
· What to send: Please send multiple labeled changes of clothes (including underwear and socks). If using underwear at school, sending extra pants/shorts is especially important. If you want your child to use pull-ups for nap, please tell us.
· Rewards and motivation: If you use a reward system at home (stickers, praise phrases, small incentives), tell us what it is so we can keep language consistent. JJELCC will not use food as a toileting reward.
· Hygiene expectations: Tell us what your child can do independently (pants on/off, wiping, handwashing) and where they still need support. We’ll encourage independence while providing assistance as needed.
· Medical/comfort considerations: Let us know about constipation, stool withholding, rashes, or any concerns that may affect toileting, so we can support your child and communicate patterns.
· Daily updates: JJELCC will share notable potty-training updates (progress, repeated accidents, rash concerns, or behavior changes). Families can help by sharing at pick-up or by text/email any changes to the plan.
Cleaning and Sanitizing Steps (Diapering, Toileting, and Accidents)
· Prepare and supervise: Keep the child supervised and in the designated diapering/toileting area. Put on disposable gloves.
· Remove and contain: Remove the soiled diaper/pull-up or assist the child with soiled clothing. Place all soiled items (diaper, wipes, disposable gloves, paper towels) in a lined, covered container or sealed bag as appropriate. Bag soiled clothing in a sealed bag to send home.
· Clean the child: Clean the child thoroughly using wipes/toilet paper as appropriate. Provide assistance with wiping as needed. Apply diaper cream using hygienic practices and only for the intended child.
· Handwashing (child): Child washes hands with soap and running water immediately after toileting/diapering and before returning to play.
· Glove removal and staff handwashing: Remove gloves and wash staff hands immediately after glove removal.
· Clean, then sanitize surfaces: Clean any surfaces that were touched or contaminated (toilet seat, flush handle, step stool, faucet handles, floor splashes, changing surface if used). After cleaning, apply a sanitizer according to the product label contact time and allow to air dry.
· Accidents: For urine/stool accidents, clean and sanitize the bathroom area and any affected floor/objects promptly. If bodily fluids contact a larger area (for example, carpet/upholstery), block the area from use, clean as appropriate, and sanitize when possible per product guidance.
· Documentation and communication: Document notable toileting/accident issues as needed (for example: rash, repeated diarrhea, unusual stool, repeated accidents) and communicate with families the same day.
Only commercially available disposable diapers or pull-ups may be used atJJELCC, unless the child has a documented medical reason that does not permit their use. Documentation from the child’s physician must be provided to the Director and/or Assistant Director before cloth diapers will be used while the child is at the center. Families must provide a container for storage of soiled cloth diapers while at the center.
MANDATORY CHILD ABUSE REPORTERS

As childcare professionals who interact with children on a daily basis, each staff member of JJELCC is a mandatory child abuse and neglect reporter and must contact the CPS/ICW whenever abuse or neglect is suspected.
TOBACCO USE

Cigarettes, vapes, and smokeless tobacco products are prohibited on JJELCC premises, including parking lots and outdoor play areas. Smoking and the use of smokeless tobacco products is also prohibited in JJELCC vehicles or in personal vehicles being used for the transportation of JJELCC children, and while on field trips.
Alcohol, Tobacco, Cannabis, and Drug-Free Environment
JJELCC is committed to providing a safe, healthy, and drug-free environment for all children. The use of alcohol, cannabis (marijuana), tobacco/nicotine products, or illegal drugs can impair supervision and creates health and safety risks. This policy applies to all staff, substitutes, volunteers, household members with access, parents/guardians, and visitors while children are in care and during JJELCC activities.
· No impairment: No person may be under the influence of alcohol, cannabis, illegal drugs, or any substance that impairs their ability to safely supervise children while responsible for children in care or while present in child care areas during program hours.
· No alcohol or illegal drugs on-site in child care areas: Alcohol and illegal drugs are not permitted in child care areas or during child care operations. If any alcohol is present in the home for personal use outside of child care hours, it will be stored so it is inaccessible to children.
· Cannabis (marijuana): Cannabis use (smoking, vaping, edibles, or any other form) is not allowed in child care areas, on the premises during child care operations, or during JJELCC activities. Cannabis products (including edibles) must be stored so they are inaccessible to children.
· Tobacco/nicotine: Cigarettes, vapes, and smokeless tobacco products are prohibited on JJELCC premises, including parking areas and outdoor play areas, and are not permitted in any vehicles used during JJELCC activities.
· Prescription/over-the-counter medications: Staff may use medications only as directed and in a way that does not impair supervision. Families must not provide a child with medication that would create an unsafe level of sedation for group care.
· Drop-off/pick-up safety: If a parent/guardian or authorized pick-up person appears impaired (alcohol, cannabis, drugs), JJELCC will not release the child, will contact another authorized pick-up person, and may contact law enforcement if needed to protect the child.
· Reporting and safety response: If staff believe a child is at risk due to suspected impairment of an adult or unsafe substance exposure, JJELCC will take immediate steps to keep children safe, document concerns, and may make required reports to DCYF and/or law enforcement as appropriate.

ACCESS POLICY

Any person in the center who is not an owner, staff member, substitute, or subcontracted staff or volunteer who has had a record check and approval to be involved with child care shall not have unrestricted access to children for whom that person is not the parent, guardian or custodian, nor be counted in the staff to child ratio. Unrestricted access means that a person has contact with a child alone or is directly responsible for child care.
Persons who do not have unrestricted access will always be under the direct supervision and monitoring of a paid staff member and will not be allowed to assume any childcare responsibilities. The primary responsibility of the supervision and monitoring will be assumed by the Lead Teacher unless he/she delegates it to the Assistant Teacher due to a conflict of interest with the person.
Center staff will approach anyone who is on the property of the center without their knowledge to ask what their purpose is. If a staff member is unsure about the reason, the Director or Assistant Director to get approval for the person to be on site. If it becomes a dangerous situation, staff will follow the “Dangerous Adult” procedure. Non-agency persons who are on the property for other reasons such as maintenance, repairs, etc., will be monitored by a paid staff member and will not be allowed to interact with children on the premises.
Household Members and Visitors (Family Home Child Care)
Because our program operates in a family home setting, there may be times when household members, visitors, or service providers are on the premises. JJELCC’s priority is always children’s safety, supervision, and privacy. The following expectations apply whenever children are in care:
· Household members (may be present at times): Because JJELCC is a licensed family home program, household members may be in the home during child care hours at times. Household members will not be responsible for child care unless they are approved as program staff (including required background checks/training). Household members may not have unsupervised contact with children in care and are not counted in staff-to-child ratios unless approved and scheduled as staff.
· Household member location during child care hours: Household members do not enter child care areas during program hours (7:30am–4:30pm). Household members may occasionally be seen in non-child care areas such as a brief hallway pass-through or in the driveway. Children remain under active supervision at all times.
· Visitors and guests: Visitors (including friends/family of household members) are not permitted to have unsupervised contact with children in care. Visitors must remain in non-child care areas or be directly supervised by the provider at all times.
· No unsupervised access: No person other than approved staff (or a child’s parent/guardian during drop-off/pick-up) may have “unrestricted access” to children in care. Unrestricted access means being alone with a child or having direct responsibility for child care.
· Supervision and monitoring: If any non-staff adult must enter an approved child care area (for example, to make a delivery or complete a repair), children will remain supervised by the provider and the adult will be monitored at all times.
· Sign-in/identification: When required for safety or licensing documentation, visitors/contractors will sign in and out and may be asked to show identification.
· Restricted areas: Children and families must remain in approved child care areas during operating hours. Other areas of the home are not open to families or visitors unless invited by the provider.
· Maintenance, repairs, and service providers: We schedule repairs, deliveries, and service calls outside of child care hours whenever possible. When this is not possible, the provider will supervise children and ensure service providers do not interact with children and do not have unsupervised access.
· Parent/guardian access (drop-off, pick-up, and visits): Parents/guardians may enter during drop-off and pick-up, and a staff member will be present/available during these times. Parents/guardians are welcome to schedule additional visits, but must coordinate with the provider in advance when possible. For safety and confidentiality, parents/guardians must remain with their own child(ren) and will not be left unattended in the home during program hours.
· Concerns: If a parent has concerns about anyone on the premises, please speak with the provider immediately.
· Noncompliance: Anyone who does not follow these expectations will be asked to leave. If a person refuses to leave or a situation becomes unsafe, the program will follow emergency/safety procedures and may contact local authorities as needed.
A sex offender who has been convicted of a sex offense against a minor (even if the sex offender is the parent, guardian or custodian) who is required to register with the WA State sex offender registry:
· Shall not operate, manage, be employed by, or act as a contractor or volunteer at the child care center.
· Shall not be on the property of the child care center without written permission from the Director, except for the time reasonably necessary to transport the offender’s own minor child to and from the center. The Director is not obligated to provide permission and must consult with their DHS licensing agent first.
AFFIDAVIT/WRITTEN STATEMENTS POLICY

At times families may be dealing with difficult situations at home. When legal matters are present in the home, families may need to collect affidavits or written statements for their legal team. Due to the nature of the relationship between caregiver and child, families may choose to ask aJJELCC staff member to provide such a statement. Our program’s priority is providing the best possible care when children are away from home and our focus will remain on the child, making sure all their needs are met during what could be a difficult time at home. JJELCC Learning Center staff members will not provide written statements or affidavits of a professional nature to families.
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GUIDANCE STRATEGIES

Every adult who cares for children has a responsibility to guide, correct and socialize children toward appropriate behaviors. These adult actions often are called child guidance and discipline. Positive guidance and discipline are crucial because they promote children's self-control, teach children responsibility and help children make thoughtful choices. The more effective caregivers are at encouraging appropriate child behavior, the less time and effort adults will spend correcting children's misbehavior.
Effective guidance and discipline focus on the development of the child. They also preserve the child's self-esteem and dignity. Actions that insult or belittle are likely to cause children to view their caregivers negatively, which can inhibit learning and can teach the child to be unkind to others. However, actions that acknowledges the child’s efforts and progress, no matter how slow or small, is likely to encourage healthy development. Teaching children self-discipline is a demanding task. It requires patience, thoughtful attention, cooperation and a good understanding of the child. JJELCC staff will use only positive guidance techniques.
When interacting with young children, staff should ask themselves the following questions:
“Am I…”
· Validating feelings?
· Asking open ended questions?
· Encouraging problem solving?
· Respecting children’s choices?
· Using praise and positive reinforcement?
· Talking with children – not at them?
· Circulating throughout the classroom?
· At the child’s eye level?REASONS FOR MISBEHAVIOR

If caregivers understand why children misbehave, they can be more successful at reducing behavior problems. Listed here are some of the possible reasons why children misbehave.
· Children want to test whether caregivers will enforce rules.
· They experience different sets of expectations between school and home.
· A child does not understand the rules, or are held to expectations that are beyond their developmental levels.
· They want to assert themselves and their independence.
· They feel ill, bored, hungry or sleepy.
· They lack accurate information and prior experience.
· They have been previously "rewarded" for their misbehavior with adult attention.
PREVENTING MISBEHAVIOR

Child misbehavior is impossible to prevent completely. Children, usually curious and endlessly creative, are likely to do things parents and other caregivers have not expected. However, there are many positive steps caregivers can take to help prevent misbehavior.
· Set clear, consistent rules. (e.g., walking feet; gentle touches)
· Make certain the environment is safe and worry-free.
· Show interest in the child's activities. (e.g., participating in activities with the children so they stay interested for longer periods)
· Encourage self-control and independence by providing meaningful choices. (e.g., “You may pick up the blocks or art center.”)
· Focus on the desired behavior, rather than the one to be avoided. (e.g., “Ashley, please use gentle touches with your friends.”)
· Build children's images of themselves as trustworthy, responsible and cooperative.
· Give clear directions, one at a time.
· Say "Yes" whenever possible.
· Notice and pay attention to children when they do things right. (e.g., “Joey is playing so nicely. I like it when you keep the blocks on the table.”)
· Encourage children often and generously.
· Set a good example. (e.g., using a quiet voice when children should be quiet)
· Help children see how their actions affect others.
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RESPONDING TO MISBEHAVIOR

Below are strategies JJELCC staff will use to respond to child misbehavior. Remember, however, that it's always a good idea if rules are explained fully and clearly understood before misbehavior occurs. Whenever possible, involve children in making the rules for the classroom.
· Redirection
This strategy should be used most frequently when working with young children. If a child is not following the rules or being uncooperative, quickly get the child's attention and introduce another activity. For example, "Kate, please help me water the flowers now. You've been riding the bike for a long time and it's now Logan's turn."
· Logical consequences
These are structured consequences that follow specific misbehaviors. The child should be able to see how the behavior and the consequence are directly related. For example, Andrew is standing on his chair at lunch. His teacher should remind him that if he stands on his chair, he could fall and get hurt; this will make him sad.
· Participate in the solution
If a child damages something, he/she needs to help in fixing it or in cleaning up. If a child causes someone distress, he/she should help in relieving that. For example, "It made Brandon very sad when you told him he wasn’t your friend anymore. Please come apologize and help me make him feel better."

· “Take a break” or “Calm down area”
In some instances, a child may need to be removed from a particular situation in which he/she has become overwhelmed or violent. The child should be directed to “take a break” or sit in the “calm down area.” This strategy gives the child a chance to calm down, regain control, and reflect quietly on her or his behavior away from others. Once the child has calmed down, staff should talk with the child about the actions that led up to and resulted in needing a break or being sent to the calm down chair. For example, "Hannah, we have talked often about how hitting is not acceptable. But because you hit John, please leave the blocks center and go to the calm down area. We will talk to you when you are ready."

If these actions do not help in reducing or changing behavior the following will take place:
1. Staff will report behavior and what strategies have been attempted to the Director and/or Assistant Director(s).
2. The Director and/or Assistant Director will observe the child and meet with the Lead Teacher to develop a behavior management plan.
3. The behavior management plan will be discussed will the parent and then put into practice.
4. The Director and/or Assistant Director, Lead Teacher and Assistant Teachers, and parents will evaluate the behavior management plan. If needed, adjustments will be made.
** If a child’s behavior becomes threatening to themselves, other children, staff or teachers, the child will be removed from the classroom and possibly the program for a period of time.
USEFUL PHRASES

The following phrases are useful when problem-solving with children.
Instead of	“No” or “Don’t”
Say	“Please stop”, “I don’t like that”, “That’s not OK”, or “That is not a choice”
Instead of	“That’s not nice”
Say	“That’s not OK”, “Please use gentle touches”, or “That hurts Jordan”
Instead of	“No running”
Say	“I need you to use your walking feet” or “You may run when we go outside”
Instead of	“Stop crying”
Say	“I need you to use your words to tell me what is wrong”
Instead of	“Can you put away your toys?” (If it is not a choice, do not pose it as a question)
Say	“You may help me pick up the blocks, or help Alyssa pick up the puzzles”
Instead of	“I said yes” (when a child tells you “no”)
Say	“No is not a choice, I need you to…”

13 | JJELCC Parent Handbook 2022

Biting Policy

Biting is a behavior that usually appears between the ages of one and three years. While biting is an age-appropriate behavior, it is important to remember it is also an unacceptable behavior in a childcare environment. Children bite for a variety of reasons: teething, sensory exploration, cause and effect, imitation, crowding, seeking attention, frustration and stress. Biting is not something to blame on children, their parents or their teachers. There are a variety of strategies we implement at JJELCC to prevent and stop biting. This is the process followed when a child bites:
· The biting child is stopped and told, “Stop biting. Biting hurts” in a firm voice. Teachers should remain calm, being careful not to show anger or frustration towards the child.
· The biting child is removed from the situation. Depending upon the observed motive for the bite, the separation may include re-direction or meeting the child’s needs. Evluate the situation child will be set in calm down area and regain emotions staff will write a report 
· Appropriate first aid will be provided to the child who was bitten. Bite will be washed with soap and water; cold compress will be applied to reduce pain and swelling. A bandage will be applied if necessary.
It is important to explore the reasons for biting when it occurs. Teachers need to work with parents to gather information about the child’s behavior and begin observations to determine the reasons for biting. Examples of triggers would be: communication deficits, transitions, hunger, lack of sleep, need for oral stimulation or teething pain. Once triggers are identified, staff can work on prevention strategies and start teaching replacement skills. Below are the steps the teacher will take to identify triggers and replace the behavior:
1. The teacher will examine the context in which the biting is occurring and look for patterns. The following questions should be asked:
· Was the space too crowded?
· Were there too few toys?
· Was there too little to do or too much waiting?
· Was the child who bit getting the attention and care he/she deserved at other times?
2. The teacher will change the environment, routines or activities if necessary.
3. The teacher will work with the child who is biting to resolve conflicts and frustrations in more appropriate ways
4. The teacher will observe the child, to get an idea of why and when they are likely to bite.
5. The teacher will identify children likely to be bitten and make special efforts to reduce their chance of being bitten.
6. The teacher, parent and Director and/or Assistant Director will meet regularly to regulate an action plan and measure outcomes.
7. If biting continues the teacher will observe the group more closely and work with the parents to seek out additional resources as necessary to shadow the child who is biting.

All information is confidential and names of the children involved in the incident are not shared between parents. In addition, biting is always documented on an Incident/Accident Report which is completed and signed by a teacher and parent. A copy is provided to the parent and the original kept in the child’s permanent enrollment file in the office.
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Home and School Partnership

DAILY INFORMATION

For children enrolled in the infant, toddler, and two year old programs, a daily “recap” will be completed to tell you about your child’s day. This contains information about toileting, meals, naps, and activities. Classrooms send electronic daily sheets or use apps to communicate with parents and share information. Parents of children in the three and four year old program rooms may request daily information be filled out for their child.
ROOM TRANSITIONS

Your child will transition to a new classroom when he/she has reached the developmental milestones for a particular classroom. As the time for transitions to a new room approaches, you will receive a letter containing information about your child’s transition into his/her new classroom. Both your child’s current and future teacher is available to address any questions or concerns you have during the transition process. Before the transition into a new classroom has been completed, parents may schedule a meeting with the new teacher to familiarize themselves with the new classroom, children, and curriculum.
PARENT PARTICIPATION

Parent participation is strongly encouraged in our program. Some possible opportunities to participate and contribute to your child’sJJELCCexperience:
· Field trip transportation and supervision
· Leading or assisting special projects (sewing, carpentry, cooking, etc.)
· Construction or collection of raw materials for art projects, dramatic play props, etc.
· Eating lunch or snack with your child – please inform the teachers one day in advance
· Volunteering in your child’s classroom
PARENT-TEACHER CONFERENCES

Parent-teacher conferences will be2x a year and available at the parent’s request each time your child transitions classrooms and two times per year. The goal of the parent-teacher conference is to gain insight into your child’s development both in the center setting as well as the home setting. During conferences, your child’s development and any goals you may have for your child will be discussed. Parents are encouraged to request conferences whenever they feel it necessary.
PROGRAM EVALUATIONS

JJELCC asks parents to complete a program evaluation annually. The information gathered from these anonymous surveys is used by the staff to develop goals or our center and to improve the overall quality of care at our center. A parent’s point- of-view is different from a teacher’s point-of-view. Therefore, parent feedback on the program evaluations is very important to the success of our program and satisfaction of our families.
QUESTIONS/CONCERNS

If you have a question or concern, do not hesitate to bring it to the attention of the teacher most directly involved. If the concern is not resolved, the executive director, Laila Longshore, can be reached at 360=229-0582 or by e-mail at. The director is available to assist parents and staff in resolving concerns. Joyfuljourneysearlylearningcenter.com
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Fees and Billing Policies

FINANCIAL AGREEMENT AND TUITION INCREASE


Upon enrollment and any changes to tuition, families are provided a Fee Policy & Financial Agreement. This agreement should be carefully reviewed, checked for errors.there may be a rate increase of 3% each year on all tuition rates. New rates will take effect the beginning of the fiscal year.
AUTOMATIC PAYMENTS

make childcare payments electronically with a checking or savings account. A Direct Debit Authorization form must be completed and returned with a voided check before or on a child’s first day at the center. Special arrangements must be discussed and arranged with the Director if unable to make electronic payments. Cash payments can be accepted by director. If an automatic payment is rejected/returned for any reason, the balance is due within one (1) week and may be subject to applicable fees and the Delinquent Accounts/Termination of Care policies.
[image: ]Payments are withdrawn on Monday for the upcoming week of care. If a holiday falls on a Monday, payments will be withdrawn from your checking or savings account on the next business day.
PART-TIME ENROLLMENT

JJELCC generally does not offer a part-time enrollment rate. However,[image: ]part-time rates may be available if two or more families seeking part-time enrollment are able to coordinate their schedules to occupy one full-time spot. For example: Family A attends Monday, Tuesday, and Wednesday. Family B attends Thursday and Friday. Part-time rates are at the discretion of the Director and based upon several factors including number of hours of care needed. Due to the nature of a part-time enrollment, all changes to a part-time schedule must be approved by the Director and cannot be guaranteed.
MULTIPLE CHILD DISCOUNT

Families with two or more children enrolled full-time at JJELC are eligible for a 10% discount to be applied to the youngest child’s weekly tuition fee.
Families with children in the club school age program are only eligible for this discount during summer months if enrolled full-time.
LATE PICK-UP FEE

JJELCC closes at 4:30PM, Monday through Friday. Parents will be charged $5.00 for every minute a child is present after 4:30PM. Teachers will record late fees for processing. If there is a late pick-up fee, parents will receive a written notice from the Director stating the amount of the late pick-up fee. The fee will be added to your payment the following week. If three instances of late pick-up occur, enrollment will be under review and may potentially be cancelled.
RETURNED CHECKS/INSUFFICIENT FUNDS

All returned checks or direct debit payments rejected due to insufficient funds will be charged a $25.00 penalty. Missed payments and any related fees must be paid within one (1) week. Repeated incidents of returned checks or insufficient funds notices may result in termination of child care services. If a family is having trouble making tuition payments, a payment plan should be discussed with the Director as soon as possible.
DELINQUENT ACCOUNTS

Accounts that are more than one (1) week past due are considered delinquent. The Director will contact the family to arrange payment. If payment is not received (or a payment plan is not agreed upon) within that week, child care services may be terminated in accordance with the Termination of Care / Disenrollment policy. For information about assistance programs that may help cover the cost of child care tuition, please speak with the Director.
SCHOOL AGE SUMMER TUITION POLICY

If a child is enrolled in full-time child care (4 or more days per week), families will be charged the current full-time rate each week. If a child is enrolled in part-time child care* (3 or fewer days per week), families will be charged a daily rate
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Field trip fees will be paid 1 week before befor trip


Holidays and Vacation
PAID HOLIDAYS


Payment for the half days staff must work the half day 

	New Years Day of and day after
	Half day Billy Frank Jr Day Family Field trip 
	Labor Day
	Half day before Thanksgiving and Thanksgiving Day of and day after 

	MLK JR. Day 
	Memorial Day 
	American Indian Day 
	

	Point no Point Treaty Day 
	Juneteenth
	Indigenous Peoples Day half day 10/14
	Christmas break 24th,25th, 26th 

	Presidents Day 
	Fourth of July and day after 
	Veterans day 
	One week of the year for training



If the holiday falls on a weekend day, JJELCC will close during the week. For example, if New Year’s Day falls on a Saturday, JJELCC may close on Friday or Monday. 
PAID STAFF DEVELOPMENT DAYS

JJELCC will be closed 4 days each calendar year for our staff to meet for 8 hours each day to participate in training and to enhance the mental and physical support of our team members. These days will be announced in advance and will typically be scheduled near a holiday to limit disruption to families.
EXTENDED ABSENCES

Extended absences must be approved by the Executive Director/Director and need to be made at least 30 days before an extended absence. In the event that a child needs to take an extended absence, such as a summer break or maternity leave, and wishes to return to the program after a period of time, a fee of 50% of the weekly tuition must be paid each week the child is not present. More than two consecutive weeks of non-payment and no contact with the Director could result in termination of enrollment.


Emergency Procedures

EMERGENCY MEDICAL/DENTAL PROCEDURE

It is important that parents complete and update, as needed, an Emergency Contact and Parental Consent Form. This form contains contact information for both the parents as well as the individuals authorized to pick up the child in the event of illness or emergency. In addition, the form allows JJELCCL staff members to seek emergency medical or dental care from authorized care providers in the event of serious injury. It is the responsibility of the parent to complete this form and to make corrections to this information when necessary.
· If a child becomes ill or injured after arriving at the center, the Lead Teacher will attempt to contact the parent(s) at all available telephone numbers. If a parent cannot be reached, the individuals listed as emergency contacts/authorized pick up persons on the Emergency Contact & Parental Consent form will be called.
· Children who are ill or seriously injured will be sent to the office and remain under the supervision of the Director and/or Assistant Director until a parent arrives.
If the child requires immediate medical attention:
· The staff member who witnessed the emergency situation will remain with the injured child and instruct someone else to call 911. If no one is available, first ensure the child is stable and if possible, bring the child with you to call 911.
· A staff member will accompany the child to the hospital, bringing the child’s physical exam, immunization records, and Emergency Contact & Parental Consent Form.
FIRE, Natural Disaster, BOMB OR OTHER EMERGENCY SITUATIONS

Fire regulations and Natural Disasters warning procedures are posted near the exits in each classroom. Fire and natural disasters drills are conducted each month; all classrooms are required to participate.
In the event of a fire, bomb threat, or other evacuation emergencies, the children and teachers will immediately leave the building and meet at the designated meeting space for that location listed on the emergency evacuation signs in each classroom. In case of a earthquake, each classroom has a designated area to seek shelter until the emergency is over. Parents will be called as soon as safely possible following an emergency situation.
For the safety of children, parents, and staff, we ask that parents do not attempt to pick up their child during an emergency situation. But as soon as it is safe pick up immediately 
BLIZZARD/SEVERE WINTER WEATHER

The Director and/or Assistant Director will monitor the weather and local news stations throughout the day to determine when it is appropriate to close the center early or cancel care for the following day. Lead Teachers are responsible for contacting parents to inform them of the situation. Routine classroom activities will continue until parents arrive. We will also follow our local school districts schedule if they late start we will also if the close early we will also the safety of children and staff is our top priority 
MISSING OR ABDUCTED CHILD

· In the event of a missing child, the Lead Teacher will search for the child in the immediate area, while another staff member calls the Director and/or Assistant Director to help with the search.
· If the child cannot be located in a reasonable amount of time, the Director and/or Assistant Director will notify the 911 –and the child’s parents.
· In the event of an abducted child, the Lead Teacher must immediately contact the Director and/or Assistant Director, the Police Department, and the child’s parents.
DANGEROUS INTRUDER


A dangerous adult is considered someone who is displaying inappropriate or threatening behavior, carrying a weapon, or showing signs of intoxication from either drugs or alcohol. This also includes an individual that is prohibited by court order from picking up or having contact with a child.
If there is an intruder or dangerous adult in the center:
· Staff members in the immediate area will position themselves between the children and intruder/dangerous adult.
· A staff member will attempt to have the parent/intruder move to the hallway and close the classroom door, while a second staff member calls the Director or Assistant Director to assist with the situation.

IN THE EVENT OF AN INTRUDER OR DANGEROUS ADULT:
· Staff members will be notified by the Director and/or Assistant Director of the threat using the “All Page” feature on the telephones.
· ALL staff and children must return to their classrooms; lock all classroom doors; and sit on the floor away from doors and windows. Wait for an “All Clear” from the Director or Assistant Director before continuing with activities.
· The Director and/or Assistant Director, or a staff member designated by the Director and/or Assistant Director, will contact the local police department to notify them of the situation.
· The Director and/or Assistant Director will instruct the intruder or dangerous adult to leave the premises, maintaining visual contact with the individual until the police arrive, or until the individual leaves.

POWER FAILURE

Staff members and children should remain in the classroom and if possible, proceed with activities as usual, or may go to the outdoor playground until power resumes.
If power cannot be restored within a reasonable amount of time, 1 hour the center will close and parents contacted.
· Lead Teachers are responsible for contacting parents to inform them of the closing and of the need to immediately pick up their child.
· Activities will resume as possible until parents arrive.
· 
WEAPONS

JJELCC will not permit or tolerate the possession, display, or use of weapons by any person on school premises or vehicles, while the person is participating in or attending JJELCC events and activities, clients/children who violate this policy may be subject to having child face expulsion and/or other disciplinary action. Weapons shall be taken from students and others who bring them onto school premises, vehicles or to school activities. Violations of this section will be reported to law enforcement agencies in accordance with law. Weapons under the control of law enforcement officials shall be exempt from this policy. The director may allow authorized persons to display weapons for educational purposes on a limited basis.

Definition.
Any object which could be used to injure another person and which has no school-related purpose will be considered a weapon. An object which has a school-related purpose but which is used to threaten or inflict injury
will also be considered a weapon. Weapons include, but are not limited to, knives of all types, guns, firearms, fireworks, explosives or other chemicals, and simulated (including toy) weapons.
Sanctions.
Students may be subject to expulsion for violating this policy. The administration may impose a lesser sanction if in their judgment all of the circumstances surrounding the incident warrant a less severe sanction. The following serve as guidelines for the administration when weapons which are not firearms are involved.

1. Suspension for three to five days for possession of a weapon.
2. Suspension for five to ten days for display of a weapon.
3. Suspension with recommendation for expulsion for displaying a weapon in a threatening manner or for use of a weapon to inflict harm or injury to another person or for placing others in imminent danger.









Community Resources

The following is a brief list of resources available to individuals and families living in Mason County.
Mason County Resource list Emergency Numbers
Medical/Police/Fire… 911  Police Non- Emergency 360-426-4441
Police non-emergency number 360-426-4441
Poison Control 1800-283-7805 or 911
Even if you have a CPR and First Aid training call 911 first before taking on a medical or emergency by yourself
	Resource
	Phone/Contact

	LoveInc- A group of churches that pool resources together such as rental deposit help, utility help, car repairs, furniture, home items, etc.
	360-452-5683 
Intake form Takes about 30-45 Minutes

	Care Net- pregnancy support. pregnancy testing, consultation, ultrasounds, community help, parenting education, post abortion-care and education. An earn as you learn program
	360-427-9171

	WIC with SPIPA the supplemental Nutrition program for woman and infants/children receive vouchers for milk and cheese, cereal, tuna, beans, and cheese
	360-426-3990/ 360-426-7788

	South Sound Parent To Parent
Delivers services for birth to three programs. They can provide resources for health care support for you children
	360-352-1126

	Children with Special Health Care Needs
Mason County program that provides a trained RN to visit your home and consult with you on your child progress, help with resources such with state paper work (DDD/SSI,) and provide ideas for other resources
	
360-427-9670 EXT: 407

	Parent Child Assistance Program-
Prevention and intervention services for moms who need support for drug and alcohol abuse
	
360-754-7629

	Cross RD. Shelter, Emergency shelter and rental assistance in Mason County

	360 427-6919

	Family support Center (Olympia)Provides resource for children 
	360-754-9297 

	Baby Bank
	360-357-6617

	Community Action Council (supports with utility cost and making home energy friendly
Crim victim’s advocacy
WIC
	360-426-9726

	Community Lifeline – they provide basic needs such as showers, meals and emergency shelter
	
360-462-4439

	Developmental disabilities Administration If your child is eligible for the program there are different types of programs such as respite you can receive, and other benefits. 
	To become a client, you first need to fill out
the application (online) then you may need to provide educational, psychological and other medical records
https://www.dshs.wa.gov/dda

	Skokomish Tuwaduq Family Services, D.V support 
	 360-426-7788

	Turning Point Domestic Violence Shelter and Resources 
	           360-432-1212

	Safe place (DV) 
	              754-6300

	Suicide Concerns or other crisis situation you need to talk about 
	            360- 586 -2800

	Safe School (Report Harassment) 
	          1800-624-0100


	Runaway switch board 
	             1800-621-4000

	Red Cross 
	             352-8575

	Abuse and Neglect 24 Hr 
	hotline 1800-268-1057


	Crisis clinic 
	1800-627-2211

	Crisis clinic Teen Care  

	360-586-2777

	Domestic Violence Crisis Line 
	1800-562-6025

	Kitsap Sexual Assault 
	360-479-8500

	CPS (Child protection Services)
ICW (Skokomish Indian Child Welfare) 
	1800-562-5624

360-426-5755

	Family Alliance for Mental Health
Skokomish Health Center M/H
	360-790-7505

360-426-5755

	Rachel Johnson-Lewis, LMHC M/H
Over 10 years’ experience counseling individuals & families. 
Specializing in trauma work and helping 
children with special needs. 

	 360-280-1335


	Dental resources
	

	Skokomish Health center
	360-426-5755

	Smiles for Kids 
	360-491-1414

	DR. Kwan
	360-426-2631

	Harbor Kids Dental 
	360-943-5775

	Small to Tall Pediatric Dentistry 
	360-459-5885

	Medical Resources -Pediatrics
	

	Oakland Bay Pediatrics
	360-426-3102

	ABC pediatrics
	360-534-9222

	Dr. Robert & Lester Caton way sw. Oly. WA 98502

	(360) 754-1629 2112

	Mary Bridge Pediatric Urgent Car
	360-252-3845


	Mason General Hospital 
	360-426-1611

	Olympia Pediatrics 12th Ave Ne. OLY WA.98506
	360-413-8470 3434

	Alcoholics Anonymous
	360-352-7344

	Mason county Abuse Prevention 
	360-427-1686

	St. Pete’s Chemical Dependency Line 
	360-432-8692

	Tobacco Quitline
	360-270 stop

	Food Resources
	

	Skokomish Tuwaduq Family Services 
	360-426-7788

	Squaxin Island food bank (open to everyone) every Friday 8-3 90 SE Klah chen Min DR, 
	360-432-3926

	Hood Canal Food Bank 1st and 3rd Monday of each month
	360-877-6507

	Saint’s Pantry Tue and Weds 9:30-12
	360-427-8847

	North Mason food Bank Belfair
	360-275-4615

	Matlock Food Bank (Wed-12-2)
	360-426-1903

	Education/literacy 
	

	Shelton Timberland Libraries 
	(360) 426-1362

	Mason County Literacy 
	(360) 242-4906

	Hood Canal Hood Canal Elementary & Junior High in Shelton has a Pre-K program and offers grades up to Grade 08. 
	877-5463

	Skokomish Head Start 
	360-877-9007

	Pioneer Primary School is a public school with a Pre-K program. The highest-grade level offered is Grade 03.
	360-426-9115

	Evergreen Elementary School in Shelton has a Pre-K program and offers grades up to Grade 05. 
	Call: (360) 426-8281

	Mountain View Elementary is a public school with a Pre-K program. The highest-grade level offered is Grade 05. 
	Call: (360) 426-8564

	Shelton Preschool 2340 W Railroad Ave
Shelton, Washington 98584 
	(360) 426-7945

	Shelton Co-Op Preschool937 Alpine Way. Shelton, WA 98584  

	Phone number (360) 432-5410 


	Head Start/Eceap Esd 113 Address: 601 W Franklin St, Shelton, WA 98584

	· Phone: (360) 426-1200


	Shelton Center Head Start/ECEAP
2412 W Railroad Ave
Shelton, WA - 98584 716
	(360) 426-2898

	Washington PAVE: 
	1-800-572-73681```````````````````a

	Public Transportation
	

	Mason County Transit 
	(360) 427-5033

	WA. State Ferries 
	1800-843-3779

	Missing peoples
	Check out the Namus webpage it is National Missing and Unidentified persons system 

	Missing Children Clearing House
	1800-543-5678

	Runaway switch boar
	1800-621-4000

	Nineline(for runaways ad families)
	1800-999-9999


THE NATIVE AMERICAN HOME LOAN EXPERTS      1st Tribal Lending
Here at 1st Tribal Lending we are dedicated to providing you with Section 184 Home Loans. We’ve made it our mission to provide you with an easy and efficient experience. Many of our employees were pioneers in the 184 business and have been doing these loans since the beginning of the program. We’ve successfully closed thousands of home loans for Native Americans around the nation. This has made us the go to experts on HUD Section 184 loans.
(866) 235-4033
Main phone number:(510) 856-2184

Health Coverage
If you have question about apple Health or need assistance with the application process you have a few options
Online: https://fortress.wa.gov/hca/magicontactus/ContactUs.aspx
Email: askmagi@hca.wa.gov
Phone: 1-800-562-3022
You can also get assistance at Mason general Hospital. They can help you with the application in person or via phone
For Skokomish Tribal Member you can call The Skokomish Health Center 360-426-5755 or call Mason General 
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