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Documentation

Outside agency involvement

Decision making

Discrimination issues

Appeal process

Reasons: e.g. fee payment, policy compliance
FEE PAYMENT AND REFUNDS

Fee calculating methods (hourly, daily, sessions)
Co-pays

CHILD EDUCATION

Outdoor play space

We DO NOT HAVE A SWIMMING POOL ON OR OFF THE PREMISES.
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Academy

16 /17
18
18
18
18
18
18
19
19
20



>
Crownj)Jewel
Academy

Where every child is Royalty
Content

Child - Children who are ill are not to be brought to the center.
Examples of children who areill
Communicable disease
Medications

Medications authorizations
Non-medicinal products
Diapering

Sanitation of Toys

Universal precautions

Body secretions

Hand washing

Minor injuries

Serious Injury
Procedure for sharing information
Health related forms

Child biting health

Mildly ill Child
Admission and exclusion

FEVERS

SEVERE COLDS

DIARRHEA

VOMITING

MOUTH SORES

CONJUNCTIVITIS

SYMPTOMS OF CONTAGIOUS CHILDHOOD DISEASE
SIGNS OF POSSIBLE SEVERE ILLNESS
ABSENCE

Staffing
Monitoring and evaluation
Infectious disease control
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Food service personnel orientation and training
Meal time routines

Child guidance and food:

Meal time socialization:

Menu requirements

Early AM and late PM feeding

Infant and toddler feeding

School age children and eating:
Specialty menus (vegetarian, kosher)
Food allergies:

Special diets:

Menu posting:

Kitchen cleanliness, dishwashing:
Food storage:

Food delivery:

Special treats, holidays, etc.

Detailed kitchen instructions

TRANSPORTATION POLICY

Procedure to ensure no child is left unattended in a vehicle:

Designated authorized adult
Notified in advance of any field trip
Tracking policy when transporting children

Transporting children with disabilities

Driver requirements

Center provided transportation

Contracted transportation services

Use of staff vehicles

Required forms

Child safety restraints

Vehicle inspections

Vehicle alarm requirement

ORIENTATION OF NEW STAFF AND VOLUNTEERS

CONTINUING EDUCATION
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Document continuing education

Scheduled staff meetings
Required continuing education
CPR and AED training

Child abuse and neglect
Mandated reporters

Fire extinguishers
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PERSONNEL
JOB DESCRIPTIONS

Administrator

Center Director

Child Care Teacher

Assistant Child Care Teacher
Cook

Work Hours

Holidays

Benefits

Probationary period

Annual performance reviews
Grievance Procedures:
Disciplinary Action:
Notification

Background check

Shaken Baby Syndrome (SBS):
Staff files

Other Benefits:

Time off Awards

Overtime Pay
Violence in workplace
OSHA standards
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