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Welcome to Catherine’s Early Learning Academy 
 
We have prepared this handbook to serve as a reference guide for parents. 
 The following policy statements will serve as the basis of our operations.  
These policies are subject to change or revision, as needed, by C.E.L.A.  
We offer several program options (Full Time, Part Time, Daily and Drop-
In care) to accommodate each family’s need.  
 

 
 

The Mission of Catherine’s Early Learning Academy  
 

Our mission, is to provide a fun and safe learning environment with a family 
centered focus. With family engagement being a part of the child’s learning 
experience, we will develop the whole child. 
 
Catherine’s Early Learning Academy offers quality child care and 
developmentally appropriate education for children of families in the 
community.  Through our programs, C.E.L.A offers an environment where 
our core values are demonstrated and young lives will be enhanced.  
 
Goals and Objectives 
C.E.L.A seeks. 

• To offer developmentally appropriate activities and experiences 
which will enhance growth in the areas of cognitive, sensorimotor, 
social/emotional and physical development. 

_ Promote secure and loving attachments between children 
and staff. 

_ Provide learning centers and a variety of curricula that 
generate curiosity, initiative, creativity and independent 
thought. 
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_ Exhibit appropriate use of language to develop 
communication skills. 

_ Provide gross motor and fine motor activities to develop 
physical and coordination skills. 

• To develop a partnership between parents and the C.E.L.A staff in 
order to best meet the needs of the child. 

_ Encourage open communication between parents and staff 
in order to share ideas, evaluate the progress of the child, 
and set goals and objectives to best promote the child’s 
overall development. 

_ Conduct regular conferences to monitor the child’s 
development  

  _ Serve as an extended support system to the family unit. 
• To promote a positive self-concept within the child, which gives the 

child the ability to develop respect for self and others. 
  _   Respect each child as a unique individual. 
  _ Use concepts and teaching techniques that are relevant to 

the child’s learning. 
_ Help children develop self-control and the ability to make 

decisions. 
_ Provide guidance by setting clear, consistent limits for 

appropriate behavior. 
  _ Encourage children to communicate feelings.  
 

Vision 
 

To raise up future world changers through excellence, integrity and hard 
work. 
 
C.E.L.A staff will: 
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• Help develop the child’s sense of self worth. 
• Promotes feelings of security, comfort and belonging during time 

away from home. 
• Helps children develop respect for others. 
• Encourages appreciation of the joy and value of learning. 
• Generates curiosity, initiative, creativity and independent thought. 
• Develops communication and coordination skills. 
• Stimulates expression through art and music. 
• Provides opportunities for physical development. 
• Affords parents an opportunity to be with their child at appropriate 

times during the day and to share common concerns about child 
rearing. 

 
Core Values 

ACADEMIC AND SELF -DISCIPLINE 
INTEGRITY, COMPASSION, EXCELLENCE 
CULTURE OF GRATITUDE & GIVING BACK 
COMMUNITY AND PARENT INVOLVEMENT  
RESPECT FOR SELF AND OTHERS 
 
       

Mascot  
 

The eagle is a very large and rather strong bird.  Eagles stick together and is 
not intimidated by their opponents.  Eagles are fascinated with reaching new 
heights and using adversities and obstacles as opportunities for advancement. 
Here at C.E.L.A, we strive for each student to take on these characteristics, 
believing they can be and do anything. 

 
Colors  

C.E.L.A’s primary colors are burnt orange, royal blue and gold. Orange is 
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associated with meanings of joy, creativity, success, happiness, fun, 
enjoyment and expression.  Blue has a calming effect on the human psyche.  
Blue also symbolizes freedom, imagination, inspiration, and trust.  The color 
gold is the color of success, achievement accomplishment.  These colors 
were strategically chosen for our CELA Eagles to experience some if not, all 
of their effects while in our care.  

  
 
 

Credentials 
 

We believe the quality of staff is the most important determinant of a 
quality program.  We require all staff to participate in ongoing 
professional development programs. 
 
 

 
Learning Environment 

 
Catherine’s Early Learning Academy offers a developmentally appropriate 
program, implemented with attention to children’s differing needs, 
interests and abilities.  Learning activities and materials are real and 
relevant to the lives of young children.  Learning takes place as young 
children touch, manipulate and experiment with things and interact with 
people.  Additional opportunities integrated into our programs are music, 
computers, foreign language and art. 
 
Children are moved to the next age group on the basis of developmental 
readiness and availability of space in accordance with teacher/child ratios 
and group sizes rather than on the child’s birthday. 
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Teacher’s Role: 
It is the role of the teacher to facilitate a child’s successful exploration of 
the environment by providing support, focused attention, physical 
proximity and verbal encouragement.  Teachers recognize that children 
learn from trial and error and that children’s misconceptions reflect their 
developing thoughts.  The teacher can accomplish these goals and 
facilitate children’s involvement by asking questions, making suggestions 
or adding materials or ideas to a situation. 
The classroom must be arranged in such a way that the child is encouraged 
to choose and explore areas of interest.  A spacious environment with 
well-defined centers encourages children to interact with the environment, 
as well as their peers and adults.  Teachers emphasize language that 
accompanies the children’s developmental concepts. 
 
 
Biting policy: 
 
Our perspective on biting: 
Biting can be a very common behavior in small children and is a 
developmentally appropriate means of communication.  A child may bite 
if he or she is not having needs met or if he or she is coping with 
challenges or stress.  At C.E.L.A we strive to provide nurturing, caring 
relationship with the children in our care to prevent challenging behaviors 
such as biting.  We also try and assure that children have structured 
routines, and a supportive environment making sure there are adequate 
toys and schedules that meet their needs.   
We recognize that biting occurs for a variety reasons which can include: 

• The developmental stage of the child 
• Individual differences in children 
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• The environment 
• The child lacks a skill 
• Unmet emotional needs 

We also know that children may bite if they: 
• Are not provided developmentally appropriate care and guidance 
• Do not have a strong bond with a teacher 
• Have too many transitions during the day 
• Are in too large a group 
• Are in open undefined space 
• Lack language skills 
• Are overwhelmed by light, sounds or activity level  
• Need more active playtime 
• Need more choices or access to materials 
• Are over tired 
• Are teething 
• Have a need for oral stimulation 

We try to recognize children’s needs and to adjust the routines of the day 
to individualize their care.  Teachers will do their best to anticipate 
behaviors that are likely to occur.  Our goal is to redirect children patiently 
and guide them toward being able to control their own impulses and 
behaviors.   
Handling biting in the classroom: 
Teachers and caregivers should be responsive and aware of the needs of 
the children in their care.  Through awareness they may begin to anticipate 
when a child may bite and act immediately to prevent the biting.  Teachers 
may observe and record behaviors and patterns of behavior to assist them 
in recognizing the signs and be able to better predict when biting may 



 

July	2015	
	
	 Page	10	
 

occur. 
If a biting incident does occur we will take the following steps: 

• Handle the situation without expressing frustration toward the biter. 
• Address the child that bit in a firm, simple, clear manner letting them 

know that biting is unacceptable. 
• Give the child who has been bitten attention, support and concern. 
• Provide appropriate first aid to the child who has been bitten. 
• Have further conversation with the biter about strategies they may 

use in the future instead of biting. 
• Assist the children in moving on with their daily routine.   
• Confidentially report to the parents of involved children notification 

of the biting incident.  Staff will always maintain the confidentiality 
of all the children involved. 

If a child has recurring biting incidents then the following steps may be 
taken, alone or in any combination, as determined in the sole discretion of 
the director or assistant director: 

• Assess the situation to determine if the child’s needs are being met. 
• Review the environment to establish how that may be influencing the 

child. 
• Evaluate the need for additional social-emotional support. 
• Observe the child and document behaviors and context both before 

and after biting incidents occur. 
• Use the information to identify patterns and develop solutions. 
• Meet with the family to gather and share additional information about 

behavior in the home as well as collaborate to ensure continued 
working together to address the child’s needs. 
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• Seek additional professional development for staff to support them in 
their work with the children and families. 

• If necessary a shadow may be assigned to the child to ensure the 
safety of all children. 

• Request consultation from specialists and resources in our area. 
• Provide parents with additional information about biting. 

Nothing in this biting policy is intended to alter or restrict C.E.L.A 
discretion under the Dismissal Policy located in the parent handbook. 
 
 
Field Trips 
Children ages three years and older can take short field trips that are 
enjoyable and will enhance learning experiences.  There is always 
adequate adult supervision and children are always transported in an age 
appropriate car seat.  Parents are asked to provide their child’s car seat for 
any field trip.  Parents will always be notified in advance of any field trips 
and are invited and encouraged to participate.  A Field Trip Permission 
Form must be signed before the child can be taken on a trip away from the 
center.  This protects each child and meets insurance requirements. 
 
Field trips are a part of our curriculum. Classrooms with children over the 
age of 3 may take a field trip during the school day.  Parents who do not 
wish their child to take part in a field trip will need to make alternate care 
arrangements for the time period of the field trip.  In order to maintain 
ratios in classrooms, we cannot put a child into another classroom for a 
day. The children will travel by vans to their destination. Parents are 
responsible for loading their child’s car seat into the van by the designated 
time. If payment for a field trip is required, please check with your child’s 
teacher on the method of payment that will be accepted. Checks are made 
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out to C.E.L.A for field trips. 
 
Enrichment Activities: 
Catherine’s Early Learning Academy will make enrichment activities 
available to children enrolled in our program.  These programs are 
optional.  Parents may elect to have their child take part in these programs 
at an additional cost once available.  
 
 
DVD / Video Policy: 
Catherine’s Early Learning Academy recognizes that videos have the 
potential to be effective educational tools for children.  Used 
constructively it can expand children’s knowledge and promote positive 
social values.  Each classroom with 2 year olds and over has one day a 
week that they have a television and VCR/DVD player available to them.  
Only age appropriate DVDs/Videos which have been previewed by 
teachers will be shown during these times.  Other activities will always be 
available to children.  No child will be required to watch videos.  Video 
time will be no longer than thirty minutes.  Commercial videos or full-
length films will not be shown.  Teachers will select videos that are 
relevant to the classroom theme, that promote positive social skills or that 
are educational for children.  We ask parents not to bring videos from 
home, as teachers may not have time to preview them nor are all parents 
ready for their children to be exposed to some of the themes in full-length 
movies. 

 
Daily Schedules: 
A developmentally appropriate daily schedule, established to meet the 
needs of the children, will be posted in each classroom.  The schedule is 
flexible and will include the following: 

• Learning through play and learning centers 
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• Group times for music, movement, stories, etc. 
• Snack and lunch 
• Outside play 
• Quiet time 

 
 
 

Communication 
 
Day-to-Day Communication: 
Please tell your child’s teacher about anything special or different about 
your child’s day, such as: an early pick up for an appointment; an 
approved substitute picking up your child; if your child is not eating 
breakfast, etc.  Writing this information down is also encouraged to ensure 
the teacher understands the instructions completely. 
 
 
Infant/Toddler Communication: 
The infant and toddler teachers provide parents with daily activity sheets.  
Parents may write instructions about feeding, sleeping, etc. for the 
teachers.  Your child’s primary caregiver/teacher records daily activities. 
 
 
Website: 
Catherine’s Early Learning Academy has a website at 
www.celaeagles.com  This website contains general information about our 
center. There is also a calendar with activities, closings, and other 
pertinent information for parents to consult.  
 
Changes in Your Child’s Life:  
Your child’s teachers should be notified about any unusual or upsetting 
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experiences that may affect behavior, such as an illness or death in the 
family, a recent move, separation, or a parent out of town. 
 
Other Communications: 
Classroom newsletters from teachers provide information about activities 
occurring in your child’s class.  Ideas and suggestions from parents for the 
newsletter are welcome.  Lesson plans, a daily schedule and the snack 
menu are found posted in the classroom on the parent bulletin board.   
We ask parents to designate one email address for invoices and receipts. 
 
Current Address, Phone Numbers and Emergency Information: 
If your address, home or work numbers, or emergency contacts change, 
please complete a Parent Information Update form which is available in 
the office.  Failure to provide current, accurate information may result in 
temporary termination of the child until information is provided. 

 
Grievance Procedure 

 
Any parent who has a specific concern is encouraged to discuss it with the 
child’s classroom teacher.  If it is not resolved, parents should talk with 
the Director of the Center.   
 

 
Conferences/Parent Visits 

 
Individual parent/teacher conferences are held each year.  Other 
conferences may be scheduled by appointment. Parents are encouraged to 
visit the classroom, participate in classroom activities, and eat lunch with 
their child.   
Mothers who are breast-feeding are welcome to breast-feed their child.  A 
quiet private space is available for this. 
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Interns: 
C.E.L.A is privileged to partner with local high schools and colleges to 
educate those who are interested in the field of early childhood. We 
welcome students into our classrooms to learn and gain experience. You 
may see new faces in your child’s classroom at various times and days. 
Interns are not counted in our teacher/child ratios. Student Interns are 
never left alone with children. All Interns will have a recent local 
background check. Interns will be asked to follow all policies of C.E.L.A 
during their visits. 
 

 
Days and Hours of Operation 

 
Catherine’s Early Learning Academy operates year round Monday 
through Friday, from 6:30 a.m. - 6:00 p.m. regular hours.  Extended 
evening hours are from 6:00 p.m. to 9:00 pm once there is a need (4 or 
more families enrolled) CELA also has Saturday hours from 8:00 a.m to 
9:00 p.m 
Full Time consists of 50 hours or more from 6:30 a.m. - 6:00 p.m.  
Part Time consists of 25 hours or less. We also offer afterschool care.  
 
Arrival and Departure: 
A parent or authorized, approved adult must bring the child to C.E.L.A 
and pick up the child each day.  Please make verbal contact with the 
teacher and sign the child in and out upon arrival and departure. 
Unsupervised Children: 
Children need to be with a parent or adult at all times during drop off and 
pick up. Children may not wait outside a classroom unattended while a 
sibling is being dropped off. This includes infants in strollers. We 
recommend that the older siblings are dropped off first followed by the 
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younger siblings. 
Please call to notify C.E.L.A if your child: 
Will arrive later in the day, is going to be absent, or needs to leave early. 
Please indicate who will pick up the child 
 
Only those persons authorized by the parents may pick up a child.  Parents 
must notify the C.E.L.A in writing, by fax or email if anyone other than 
those named on the child’s documentation will pick a child up.  The staff 
will ask for identification of anyone picking up a child. 
 
If an adult comes to pick up a child without parent/guardian permission 
and the adult is not listed as an emergency contact, the C.E.L.A will not 
release the child until a parent/guardian is contacted. 
 
After Hours Departure Policy: 
Our teachers work extremely hard while they are here with the children.  
To ask them to remain after program hours imposes a hardship for the 
teachers and causes anxiety for the child.  We realize that emergencies 
arise.   

• We ask to be notified as soon as it becomes apparent that parents will 
arrive after hours to get a child.  We will let the child know and also 
make arrangements for adequate staffing. 

• The first two times in a 12-month period that a child is picked up late, 
the parent will be charged a $1.00 per minute late fee per child.  This 
fee will be added to the parent account and must be paid within 5 
days of the event. 

• The third time in a 12-month period that a child is picked up late, the 
parent will pay a $10.00 fee plus $1.00 per minute per child.  The 
Director will then have a personal conversation with the parent to 
address the situation. 

• If a child is picked up late four or more times in a 12-month period, 
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the parent will be charged a $20.00 fee plus $1.00 per minute per 
child. 

Late departures are not an option in our program.  If the problem 
continues, it jeopardizes the child’s enrollment. 
 
 
Holidays and Closings: 
C.E.L.A observes the following holidays: 

 
New Year’s Day (If on Saturday, then Friday is holiday; if it is 
Sunday, then Monday will be the holiday) 
Martin Luther King Day 
Good Friday 
Memorial Day 
July 4th (If on Saturday, then Friday is holiday; if it is on Sunday, then 
Monday will be the holiday) 
Labor Day 
Thanksgiving Day 
Thanksgiving Friday 
Christmas Eve and Christmas Day 
(If Sat/Sun, then Fri/Mon are holidays; 
If Sun/Mon, then Mon/Tues; 
If Fri/Sat, then Fri/Mon) 
The day after Christmas if it falls on a weekday 

 
 
Closings and Delays: 
C.E.L.A reserves the right to close due to inclement weather or in the 
event of an unforeseen emergency (including, but not limited to: power 
failure, water problems, heating and cooling problems) which would affect 
the safe and reasonable operation of the Early Childhood Center.  Parents 
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will be notified in advance whenever possible.   
C.E.L.A will also operate by the schedule of Hillsborough County School 
District for emergency closing. 
 
 
 
Enrollment 
 
C.E.L.A strives to maintain a multi-cultural enrollment and to 
accommodate children year round.  
 
 
Requirements for Full-Day Program: 

1. Payment of non-refundable registration fee. 
2. Completion of enrollment forms. 

 
 
If the parent is not ready for the child to be enrolled, but wishes to reserve 
the space, the registration fee of $100 must be paid to hold a place for up 
to one month.  The space will not be held without advance payment. 
 
Transitioning to New Classrooms: 
Children will go thru a transition period before moving up to a new 
classroom. The transitions may occur with the whole class, part of the 
class or a single child. typically transition in June or August. Current 
classroom ratios will be maintained during classroom visitations. Your 
child may only visit their new classroom on their assigned visitation 
schedule.  
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Withdrawal: 
A 30-day written notice to the Director is required if it becomes 
necessary to withdraw a child from the program.  If the parent does not 
give such notice, tuition payment is required for the 30-day period 
beginning on the date of notification.  The notice of withdrawal may be 
waived for the following reasons: 

• Transfer between programs. 
• Serious illness of the child. 
• Delinquent account. 
• Mutual agreement between the parent/guardian and the Early 

Childhood Center if the adjustment to school is unsatisfactory, or 
together we determine that the Early Childhood Center is unable to 
meet the needs of the child. 

Once a 30-day notice has been given or the center is aware of your child 
leaving you must have your account paid current within 5 days or by the 
5th of the month that your child will be leaving. 

 
 
Dismissal from Program: 
C.E.L.A reserves the right to dismiss a child from the program if there is 
difficulty with repeated behavioral problems or the safety of other children 
is endangered, or when all alternatives have been exhausted. 
 
Before dismissal occurs, the following procedures take place: 

1. Verbal and written communication from the teacher and/or Director 
to the parent about the specific behavior problems and why they are 
disruptive to the class. 

 
2. Conference with teacher and parents to find the reason behind the 

problems and to develop solutions to rectify the problem.  
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3. Efforts of teacher and parents to implement the designated solutions 
in the classroom and, if necessary, at home as well. 

 
If, after the above procedures do not change or modify the behaviors and 
the teacher and Director feel the other children in the class are still at risk, 
the Director will mandate dismissal in writing. 
 
A parent’s lack of cooperation or failure to comply with center policies is 
reason for dismissal. 

 
Tuition and Fees 
 
Tuition is due on the Mondays.  Receipts will be available via email 
through Pro-care.  Arrangements can be made to print an invoice in the 
event the parent does not have an email address. 
 
Please make checks payable to the Catherine’s Early Learning Academy 
(C.E.L.A).  Please do not give tuition checks to staff members.  Place 
checks in designated tuition mail box at front desk.  Do not put cash 
payments in the tuition box.  The front office needs to receive those 
payments and issue a receipt for any cash. 
 
Realizing that family emergencies, out of town trips, or unforeseen 
circumstances can occur, we have a grace period thru Wednesday.  A late 
fee of $35 will be added to any account that is not paid by Wednesday. If 
there are extenuating circumstances, payment arrangements must be 
made in advance with the Director.  Arrangements for a payment plan 
for any given month must be made before Monday. A child may be 
readmitted to the program by the payment of all outstanding fees, provided 
that space has not been filled.  Failure to cooperate in efforts by C.E.L.A 
to collect an unpaid balance will normally result in the matter being turned 
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over to a collection agency. 
 
There is a $35.00 charge for any returned check, including tuition, field 
trips, fundraisers and any checks written to the C.E.L.A for any purpose.  
All returned checks must be paid in cash or with a money order within 5 
days of notice.  If (3) three checks are returned within a 12-month period, 
we will require all payments for the next (12) twelve months to be paid in 
cash or money order.  If, after that period another check is returned to 
C.E.L.A parents will be required to pay their child’s tuition in cash or 
money order for the balance of the child’s enrollment at the C.E.L.A.    
 
Annual Fee:  
A non-refundable annual fee is charged in October for materials and 
supplies.  The annual fee is not charged to children enrolling and paying a 
registration fee after June 1 of the same year. 
 
Prorated Tuition:  
Tuition is prorated by the Director for the following reasons only: 
_ For the first month of enrollment, if enrolling after the first of the 

month.  
_ For children who withdraw mid-month at the end of the school year 

or re-enroll mid-month at the beginning of a school year.   
 
Special Fees:   
Additional fees or contributions may be requested during the school year 
for special activities such as field trips, cooking experiences, or special 
holiday activities. 
 
 
Nutrition: 
Nutritious snacks are served each day.  Foods high in sugar, fat or 
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additives are not served.  A beverage of either whole milk for infants and 
toddlers and 2% milk for preschoolers, or 100% fruit juice or water is 
served with the snack.  No canned sodas are used. Chocolate milk does not 
meet Florida nutritional guidelines for licensing agreements and will not 
be served. 

• Parents provide daily nutritional lunches for their child. C.E.L.A 
provides unflavored milk.  Lunches should be packed in a lunch box 
that is clearly labeled with the child’s first and last name and the date. 
See attached requirements (at the back of the handbook) for USDA 
meal patterns for children in child care.  Please see that all required 
components are sent for your child every day.  Children do not need 
the empty calories of chips or candy.  Any food that does not qualify 
within a food group according to the child care food program lunch 
guidelines will be sent home. 

• A child’s special diet, food allergies, restrictions, etc. must be noted 
on the Enrollment Form in writing and discussed with the child’s 
teacher.  In cases of severe allergies, C.E.L.A requires the parent 
complete and the physician sign an Allergy Action Plan. Special 
requirements or the Allergy Action Plan will be posted in the child’s 
classroom and in the center kitchen.  This plan must be updated 
annually. 

• Parents of children under 15-months of age must complete and return 
to the teacher the required feeding schedule.  Feeding schedules 
should be updated as the child ages and food requirements change.  
All formulas must be brought in labeled bottles and will be fed to that 
child only. 

Refrigeration is provided for all lunches, formulas and snacks.  No food or 
bottles can be left at C.E.L.A overnight. 
 
Hand Washing:   
State policy dictates that children must wash their hands upon entering the 
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classroom.  C.E.L.A expects that parents supervise this activity before 
leaving the classroom, as teachers are busy interacting with all children at 
this time. 
 
Immunizations: 
A current immunization record signed by a health care provider must 
accompany enrollment.  Each child must receive all immunizations 
required by the state of Florida at entry unless the child has a Medical 
Exemption granted by the FL Department of Health and Human Services 
Immunization Department.  When a child receives immunizations, the 
Center should be provided with current documentation. 
 
Wellness Policy: 
In order to protect the children in our center and offer excellent childcare, 
we need to ensure that we have policies in place addressing health and 
safety standards.  Please help us by cooperating with the following 
policies for dealing with sick children in a group care setting. 

• Please call the center if a child is going to be absent due to illness.  
• If he or she has been diagnosed with something that may be 

contagious, we especially need to know so other parents can be 
notified.  Parents will be alerted if the children have been exposed to 
anything contagious.  In some instances a fact sheet will be provided 
so parents can be prepared for what symptoms may appear, how it is 
treated, and what the incubation period is. 

• Once parents are notified that the child has become ill during the day, 
they will be expected to pick them up promptly.  If parents’ cannot be 
reached or cannot leave work, we will need to notify the people 
designated to pick the child up in an emergency. 

• Please keep in mind that, although a child’s symptoms may subside, 
they may still not feel well enough to return to group care.  Children 
who cannot fully participate in center activities should not return to 
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care.   
• Our exclusion from care is based on recommendations from the 

public health department and include, but are not limited to the 
following: 

 
• Fever: Children should be kept home if they run a temperature 

of 100 degrees or more.  They may return to care after being 
fever free without medication for fever reduction for at least 24 
hours. 

• Vomiting: A child who cannot hold stomach contents down, 
must be excluded from care until they have had normal meals 
and the vomiting has subsided for at least 24 hours. 

• Diarrhea: This is defined as loose watery stools that cannot be 
contained. If a child has three stools in a period of 2 to 3 hours 
that cannot be contained in the diaper or clothing, parents will be 
notified.  Numerous germs can be passed through feces and if it 
is uncontainable there is greater danger that it will spread, 
potentially infecting several children.  The child may return to 
care once they have normal stools while eating regular meals. 

• Nose & Eye discharge: Children who have thick, green, 
excessive discharge will need to be excluded from care until 
they have seen a doctor and it is under control. 

• Conjunctivitis: Commonly known as pink eye, this is a 
condition that is very contagious.  A child whose eyes are 
inflamed, red, itchy or draining with mucus needs to be removed 
from care.  They may return once the child is on medication for  

• 24 hours and there is no further drainage. 
• Open blisters or sores: Any open place on a child’s skin that is 

bleeding or oozes bodily fluid can be hazardous.  The child 
needs to be excluded until the skin is crusted over. 

• Skin rashes: All skin rashes need to have a doctor’s note 
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indicating the child is not contagious in order to return to care. 
• Sore Throat: A child who has a sore throat especially if 

accompanied by fever or swollen glands should be kept at home. 
 A child with strep throat must have had at least 24 hours of an 
antibiotic to return to the center. 

• Respiratory Symptoms: This includes difficulty in breathing, 
or continuous coughing to the point that the child cannot rest 
comfortably. 

• Head Lice and Nits: Parents will be notified to pick-up a child 
with a suspected or confirmed lice infection. Treatment will be 
required. The child may return to school as she or he is 
completely free of lice and nits. Children will be inspected when 
they return to school. 

 
The teacher will fill out a “Symptoms of Illness” form and give parents a 
copy when they are called to pick up that child.  This form has a space for 
the teacher to fill in when the child may return to care.  If the child is sent 
home one day because symptoms appear that require exclusion from care, 
they may not return the following day. 
 
Please understand we do not have adequate facilities and staff to meet the 
needs of both the ill child and the other children in the group.  Therefore, 
we have no choice but to exclude ill children from group care.  This also 
serves to protect all the children and staff members in the center from 
contagious diseases. Your cooperation is appreciated. 
 
 
Medications:     
Children with non-contagious conditions may require medication during 
school hours.  Prescription and non-prescription medicine must be in the 
original bottle and labeled with the child’s name, date, and dosage, the 
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name of the medication and the doctor’s name.  Non-prescription 
medication cannot exceed recommended dosage for age written on 
packaging and the medication must be brought in the original containers.  
If not a doctor’s written consent must accompany the medication.  
 
Written permission and directions from the parent are required before 
administering any medication.  The medicine is kept in a locked container 
that is inaccessible to the children.  Please give all medications to the 
teacher to ensure proper storage.  Never leave medication out on the 
counter or in a child’s diaper bag.   
For topical medications or creams parents can give written permission on 
the appropriate form, to cover a 12 month period.  Please check all 
medications for an expiration date.  We may not keep anything on our 
premises beyond the expiration date. 
 
If routine or extended periods of medication are necessary, arrangement 
for administration must be made with the C.E.L.A Director.  (Examples of 
conditions include, but are not limited to, diabetes, asthma and 
hemophilia.)  
 
When a child is enrolled, parents complete forms authorizing emergency 
medical aid and list a minimum of two local emergency contacts other 
than the child’s parents. 
 
Diaper Bags: 
We ask that parents not bring items labeled with “Keep out of the reach of 
children” in the child’s diaper bag.  These items include, but are not 
limited to diaper creams: lotions, medications (child’s or parents), 
sunscreen etc.  These items must be kept under lock and key.  
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Sunscreen: 
C.E.L.A is aware of how damaging UV rays from the sun can be to your 
child’s skin. During the summer months, or when necessary, C.E.L.A staff 
will apply sunscreen approximately thirty minutes before going outside. 
 
C.E.L.A requests that parents supply one bottle of sunscreen (non aerosol 
only) prior to expiration date with their child’s first and last name labeled 
on the bottle. Parents will be informed when a new bottle is needed. 
Research supports our decision to only accept non aerosol forms of 
sunscreen. 
 
Sunscreen is not recommended for children under 6 months old. Parents 
may also bring in labeled hats and sunglasses to provide additional 
protection. 
Injuries:  
For minor injuries, first aid is administered and a report is completed and 
sent home.  Parents are contacted immediately in the event of serious 
injury to a child.  If the parents, contact persons, and the doctor are 
unavailable, the child may be taken to the designated hospital emergency 
room.   
 
 
Infant Safe Sleep Policy:  
The following policies are in place and will be practiced at C.E.L.A 
regarding sleeping infants: 

• Babies will always be put to sleep in their cribs on their backs.  
• For infants six months old or younger to use an alternative sleep 

position, we require an Alternative Sleep Position Waiver form to be 
completed by a health care provider.  For infants older than six 
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months, the Alternative Sleep Position Waiver or a parent’s written 
instruction will be allowed.  The Alternative Sleep Position Form is 
available at the front desk. 

• The room will not exceed 75 degrees. 
• There will be no stuffed toys, bumper pads, pillows or comforters 

used in infant’s beds. 
• We will monitor sleeping babies.  They will be visually checked 

periodically, at least every thirty minutes, as they sleep.  Visual 
checks will be documented by the infant’s primary caregiver and kept 
on a safe sleep calendar. 

• We will only use firm, safety-approved mattresses in children’s cribs. 
• Staff is trained in safe sleep practices. 
• While awake infants will have supervised tummy time. 
• Babies will only be covered with a lightweight blanket while 

sleeping. 
• Infant’s faces will never be covered while sleeping. 

 
Clothing and Personal Belongings 

 
All children need to have at least one complete set of clothing that is to be 
kept in the classroom in case of accidents, spills, etc.  The clothes should 
be in a container with the child’s name on it and should be seasonally 
appropriate. Parents of children using diapers are to provide the diapers 
and wipes.  While C.E.L.A cannot be responsible for objects brought from 
home, young children may feel more secure if they bring special objects 
such as a toy, stuffed animal, doll or blanket.  
 
All war toys are prohibited.  All clothing and objects brought from home 
should be clearly marked with the child’s name. 
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Birthday Celebrations and Holiday Parties 

 
Simple birthday celebrations are encouraged.  Please schedule the 
celebration ahead of time with the child’s teacher.  We ask parents not to 
leave birthday invitations for private parties in children’s folders or 
cubbies.  If all children in the class are not included, it may result in hurt 
feelings or risk that the invitations may be lost.  If you wish to mail 
invitations, please see the front office and we can provide parents with 
names and addresses of those children whose parents have given 
permission to release such information.  The Health Department requires 
that all foods consumed by groups of children must be obtained from 
sources that comply with the laws relating to food and food labeling (i.e. 
packaged foods purchased in stores or bakeries that have health 
inspections).  This rule does not apply to individual lunches. 
 
 
 
 
 
 
 
 
 
 
 
 
Your concerns and suggestions are welcomed.  You are encouraged to 
speak with Director at anytime. 
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 Meal Patterns for Children in Child 

Care Programs 
 When good eating habits and positive attitudes toward food are established at an early age, the chance of an individual 
enjoying optimal health throughout life is increased. For young children eating a nutritionally balanced diet is essential 
if they are to grow and develop normally. 

Daily nutrient intake judged by the National Research Council to be adequate for maintaining good nutrition has been 
formulated and called Recommended Dietary Allowance (RDA). The RDA is based on age, sex, weight, and height of an 
individual. 

The United States Department of Agriculture (USDA) has developed for use by the Child Care Food Program meal 
patterns for breakfast/supplement/lunch that equal approximately 1/3 of the RDA. The meal patterns are based of the 
premise that if the meal pattern is followed, the food consumed will be equal to approximately 1/3 of the RDA. 

The Child Day Care Commission approved use of the USDA meal patterns as the minimum amount of food 
which can be served to comply with the licensing standards for adequate nutrition. This publication is intended to assist 
centers and homes with the preparation of the correct quantities of food. The following meal patterns contain the 
minimum food components needed to comply with licensing requirements: 

 
     Children 1 up   Children 3up  Children 6 up   
Breakfast:     to 3 years   to 6 years   to 12 years  
Milk, fluid    ½ cup   ¾ cup   1 cup 
Juice or fruit or vegetable   ¼ cup   ½ cup   ½ cup 
Bread, enriched or whole grain; or  ½ slice   ½ slice   1 slice 
Cereal, cold, dry, or    ¼ cup   1/3 cup   ¾ cup 
Hot, cooked    ¼ cup   ¼ cup   ½ cup 
Midmorning or Midafternoon Snack (supplement): 
(Select 2 of these 4 components) 
Milk, fluid    ½ cup   ½ cup     1 cup 
Meat or meat alternate   ½ ounce   ½ ounce   1 ounce 
Juice or fruit or vegetable   ½ cup   ½ cup   ¾ cup 
Bread, enriched or whole grain; or  ½ slice   ½ slice   1 slice 
Cereal, cold, dry, or    ¼ cup   1/3 cup   ¾ cup 
Hot cooked    ¼ cup   ¼ cup   ½ cup 
Lunch or Supper: 
Milk, fluid    ½ cup   ¾ cup   1 cup 
Meat or meat alternate 
 Meat, poultry, or fish, cooked 
 (lean meat without bone)  1 ounce   1 ½ ounce  2 ounce 
Meat alternates 
 Cheese    1 ounce   1 ½ ounce  2 ounces 
 Egg    1   1   1 
 Cooked dry beans and peas  ¼ cup   3/8 cup   ½ cup 
 Peanut butter   2 Tbsp.   3 Tbsp.   4 Tbsp. 
Vegetable and / or fruit (two or more)  ¼ cup   ½ cup   ¾ cup 
Bread or bread alternate; 
 Enriched or whole grain  ½ slice   ½ slice   1 slice 
 
 
 
¼ cup (volume) or 1/3 ounce (weight), whichever is less 
1/3 cup (volume) or ½ ounce (weight), whichever is less 
¾ cup (volume) or 1 ounce (weight), whichever is less 
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2017 – 2018 Tentative Calendar 

 
August 14   Center Opening 

September 4   Labor Day Holiday (Closed)  

November 10    Veterans Day (Closed) 

November 20-24  Fall Break (No VPK) 

December 25-29  Winter Break (No VPK) 

January 1-8    Winter Break Continues – (No VPK) 

January 15   Martin Luther King Holiday (Closed) 

March 12 - 16   Spring Break (No VPK)  

March 30    Good Friday (Closed)  

May 25   Last Day of VPK  

May 25   VPK Graduation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


