Lakeland

Community College

The mission of the Teaching Learning Center is to provide quaiy and learning for the children 3
families that we serve while modeling a developmentally apm@tepearly childhood program for ea
childhood education students.

Provide an educational childcare program of the highest quality keldrad Community College a
community families.

Provide children 18 months to 5 years with developmentally appropriate educatiperateces.

Provide a quality program whose curriculum reflects the cognigwegtional, physical, social a
creative development of the young child.

Establish a positive on going rapport with caregivers by being supportive oei&goals and needs.

Serve as a training facility and observational site for lakeiCommunity College students preparing
careers in Early Childhood Education, Psychology, Nursing, Education, and ottesd figlials.

Function as a laboratory for development of curriculum and teachiategies for early childhog
centers.

The philosophy of the TLC is to inspire in young children the valcieallenge and excitement for lear
through teacher guidance and social interactions. Young children shawvédthe opportunity to establ
positive attitudes towards the learning process, teachers, and shhmajh a variety of creative a
meaningful school activities. The Teaching Learning Center bsligvat positive relationships with {
families of the children enrolled are of utmost importance. Thraanfgrmation gathered from pare
observation, and interaction with the child, teachers plan curriculunrefiatt the individual needs a
interests of each child. The program and classroom environmerdesagaed to meet the different lear
styles and creative expressions of the children.
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Lakeland Community College = Teaching/ Learning Center

# Location

Teaching Learning Center

Lakeland Community College Building L

7700 Clocktower Drive Rooms L-01 - L14
Kirtland, Ohio 44094

The program consists of the Toddler Developmental Learning Pnogmnad the Preschool / Pre-
Kindergarten. The owner of the Teaching / Learning Centéakeland Community College
and the owner’s representative is the Dean of Social Services and Publie $Sechoaologies.

The Teaching Learning Center is licensed by the State of Dédypartment of Job and Family
Services. The Center operates legally in accordance witpt€ka5101:2-12 of the Ohio
Administrative Code governing licensure of Child Day Care Centers.
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The Teaching Learning Center is an accredited program by the Nationabfissaxi Education for
Young Children. This accreditation ensures that the Teaching Learning Centet kias cniteria
for professional standards of excellence in the early childhood field.

!
Front Desk 440-525-7500 * PLEASE CALL THE FRONT DESK OR
Toddler Classroom 440-525-7326 YOUR CHILD’'S CLASSROOM TO
Preschool Classroom 440-525-7003 REPORT ABSENCES

Toddler Lead Teacher Office 440-525-7489
Coordinator Office 440-525-7196
Preschool Lead Teacher Office 440-525-7196

Calls made to the Center between 7:30 a.m. and 6:00 p.m. will be answered by a reéaaptiotys
Calls will be forwarded to each classroom and/or messages will be taked &g n€enter staff has
immediate access at all times to a working telephone in each classroom.

/ n

Hours of operation are Monday through Friday (year round) 7:15 a.m. until 6:00 p.m.

The center will be closed to observe the following holidays: Labor Day, Marttver King Day,

President’s Day, Memorial Day, Fourth of July, and three Teacher Prepatati®ariice Days.

Holiday breaks include Thanksgiving break, December holiday break, Spring brealkester a
closing in August. Please check the TLC calendar for specific dates.

The Teaching Learning Center will be open whenever Lakeland Community Coltggenisnd
according to the center’s calendar. If a family is in doubt as to whethemtiee iscopen, call
Lakeland’s Emergency Hotline at 440-525-7242 or listen to local radio stations abdanviels 3-5-8.
In the event of an emergency closing, parents will be contacted as soon lale posisbe given
specific pick-up deadlines.
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The Coordinator has office hours from 1:00-4:00 p.m. Monday through Friday. If you would like to
meet with the Coordinator at another time; please call either the Coordinaggeptionist and a more
convenient time will be scheduled.

The Teaching Learning Center teachers are professionalsrip €hildhood Education and Child
Development. The lead teachers in the center hold baccalaurettteiroequivalent degrees in Early
Childhood Education. Associate teachers hold, minimally, an Associgie®and experience in Early
Childhood and a State Department of Education Pre-kindergarten Assdeathing License. Other
adults in the center may include student teachers from the Early Childhood degraenpro

The function of the Teaching Learning Center at Lakeland Comm@ityege is to train Early
Childhood Education(ECE) students preparing for teaching careers with young children. r&tud
Teachers will be assigned to teach with the Teaching lar@enter staff in both the toddler and
preschool rooms per semester. Students will gain experienceaspaltts of operating an early childhood
classroom, including opportunities to interact with our families.nambers of the TLC Programs,
families will be asked to support the ECE students in their final stage of teattlzation.
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The TLC follows state required ratios: The maximum group sizes arefaows:
1:7  Toddlers 18 months — 30 months 14  Toddlers 18 months — 30 months
1:8 2%-3yearolds 16 2% -3yearolds
1:12 3 yearolds 24  3yearolds
1:14 4-5year olds 28 4 -5yearolds

The TLC is licensed to accommodate 14 toddlers, 23 pre-school and 5 aghdothildren. The TLC

maintains a quality ratio of 1:6 in the toddler room and 1:10 in tBscpool room. Ratios for toddlers
and preschoolers may be doubled for 1-¥2 hours at naptime as long laitdedhcare resting quietly on

their cots and enough staff is in the building to meet the regatprired/child ratio if there is an
emergency.

$

Lakeland Community College carries general legal liabiliysurance for the staff of the
Teaching/Learning Center. Children’s medical coverage should be undereh&giasurance policies.
Upon enrollment, families will be asked to provide insurance informatiecessary for medical
emergencies.

-$

The TLC is a green safe environment. During operating hour$ lchemicals and/or aerosols are not
allowed on the premises. Mild solutions of Clorox and water onlysee for cleaning and disinfecting.
The TLC follows an air pollution policy under the guidance of thelikas Management Department on
the campus of Lakeland Community College. Through established protadolcammunication
procedures, the TLC is informed and advised of chemical use that may impact teevitdbments.

The TLC works in conjunction with the Facilities Management Department tweetigat the facilities
and surrounding outdoor play areas are insecticide, pesticide, and herbicele/ireement.
2
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Enroliment in the Teaching Learning Center is considered continoousmé year. Parents “purchase” a
one-year enrollment “slot” for child care by contract agregméour child’s tuition is a yearly fee, and is
calculated to include all days of operation. The tuition is brokennmanthly and weekly payments for
your convenience and eag@arents are charged for all days a child is enrolled whethehe child is in
attendance or not.All children continuing their enroliment slot through August, and not comignhan to
kindergarten, will automatically be re-enrolled for the next scieat. Kindergartners last day of school
will be the last day of summer before closing for two weeks.

The tuition is to be paid at theeginning of each week at the college’s Cashier’'s Office or tolLied
Teacher in each respective classroom. Prompt payment of yoisr iitessary. If fees become in arrears
more than two weeks, the child may need to be withdrawn from the pragheetks can be made out to
Lakeland Community College / Teaching Learning Center.

No credit on tuition is given for absence due to illness, appointmentsscaieduled school holidays
and/or school closings due to weather, etc. When holidays occur dioeirsghool week, a full week’s
tuition must be paid.

When an enrollment position is given up, eC immediately considers the waiting list for enroliment
entry. Children who are newly enrolled in the TLC in June are thewmatically re-enrolled in the
program in September

In the event that a parent chooses to withdraw their child prior to entrance aCtjthadre will be no
refund of any fees.

Parents should notify the TLCoordinator if they plan to withdraw their child. Two weeks advanc
notice in writing must be given. Full fees remain due until expinaof those two weeks whether or not
the child is in attendance.

Enroliment in the Teaching Learning Center is open to the publi@a Aallege facility, the center is
committed to the policy that all persons who may benefit from ype of curriculum shall have equal
access to its program and facilities. Children shall be 18 mant 5 years by the time of enroliment.
Each child and parent will have a personal interview prior to eneolinm the TLC. Vacancies are filled
on a first-come, first served basis with preference givendthérs and sisters of children presently o
previously enrolled. The center reserves the right to makeiaegisbout the initial and continued
enrollment.
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It shall be unlawful to discriminate by reason of race, creed, religion, catgirseational origin or
disability.

#

Special needs children are evaluated on an individual basis as to the aliig¥GE Laboratory School
to provide a developmentally appropriate program that will prontaedtal development of the child.
TheECE Laboratory School must be determined to be the least restrictive environméuet ¢bildl.
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Procedures & Policies




Parents are required to accompany their children into the adassroom and return there to pick up thg
child. The center follows sign-in and sign-out procedures. Thieegure for daily attendance is

mandatory and required by State Law. It is important for theysafehe child a teacher acknowledges
the child’s presence in the room. Upon arrival in the morning, paaeait® sign their child in at the front

desk and the staff is to be informed of any circumstanclesmaé that may affect the child’s behavior at|
school (special visitor, late bedtime, etc.).

Because the major function of the center is to provide a labprfatoteacher training in Early Childhood
Education, it is important that the center have a representativeagiopuby 9:00 a.m. each day. For that
reason, it is strongly recommended that all children arrive9i®9) a.m. Also, a child mayeel
uncomfortable about arriving after everyone else has become involy@dyiractivities. Please do not
have your child arrive before 7:15 a.m., as morning staff are engagealdying the room for instruction
and not available to supervise children until the official opening at 7:15 a.m.

Parents are responsible for informing a staff member when tlieisheaving. Parents are urged to pick
up their child promptly. If an emergency arises, parents shoulcedwtely contact the center so that
arrangements can be made for a member of the staff to dtayheichild.There are overtime charges
for_children not picked up by the 6:00 p.m. closing time of $5.00 / 15 minutes (perilch.

#!

Parents are encouraged to call the center if their childoeiibsent from school. It is best to call betwee
7:30 and 9:00 a.nifhe TLC Preschool telephone number is 525-700&nd theTLC Toddler class
number is 525-7326After 7:30 a.m., parents may also call the Center’s receptiarb@5-7500and the
message will be conveyed to the classroom.

Your child will be released only to parents or legal guardians or personbdon the center has written
authorization on the child’'s Release Foffile parent or guardian responsible for informing a staff
member if their child is to beeleased to persons other than {ha&ent or guardianA verbal
communication will be accepted, and the receptionist will be nméarin writing of any release changes
for that day, if that person is on the authorized pick up list. Aewrigiermission will be required if the
person is not on the authorized pick up list and/or he or she willckengiup the child on consecutive
days. Proper authorization (photo ID) will be required. A child shallekeased to persons 16 years of
older except when parent or guardian permission is on file.

Children enrolled in the TLC may not beleased to or transported by Ti€achers or staff whilen the
premises olLakeland Community Collegén casesf separation or divorce, legalidence of the party
holding custody must be on file at the ECE Laboratory School.
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Parents are expected to be punctual in arriving to pick up thed. ¢ththey know they are going to be
detained, they should notify the TL@mediately so the staff can reassure your child.

Late fees are charged anytime the children are picked up after 6:00 p.m.
If a parent is late in picking up a child, one of the following procedures will be fallowe
1. Unavoidable detention(i.e., car malfunction, blizzard, etc.) It is expected that indage the parent

will have contacted the center before closing time so we caaiexple situation to your child.he
late fee for this category is $5 for each 15 minutes past the closing time

. If by one half hour after closing time the TLC has not heard from the parat, an emergency
situation will be assumedLakeland Community College Campus Police will be called and the
situation will become a matter of police record as an emergency. A lifeghie@emergency causes
significant distress to the parent; therefore, there is only a flat fee of $5.00.

Parents who are chronically late will be asked to discusprtftdem with the Lead Teacher. Consisten
lateness may be cause to ask you to withdraw your child from school.

In all cases, a parent must, if late, sign the late sheet gritigpappropriate overtime charges within two
school days. This policy will be strictly enforced.




The center will complete a report for the following: accidemyry, or illness which requires first aid
treatment; bump or blow to the head; emergency transportatiamusual or unexpected event which
jeopardizes the safety of the children or staff.

Parents must be informed of any injury a child has receivedf. iSteequired to fill out an incidence
report in triplicate when any injury has occurred while thédcis in attendance at the center. Thesg
reports provide parents with detailed information regarding accidEmésteacher, center administrator,
and parent sign the report. One copy is given to the parent; oneacbpyptaced in child’s file and one
copy filed in the center’s general files. This same incident repaceduse is followed if a child arrives at
the center with evidence of an injury incurred prior to his arrival at the center

- #

1. Fire emergency, weather, alert plans, and general emergemsyaska posted in the classroorirs.
the event of an emergency evacuation, the children will follow thére emergency plans to the
back field across the service road or, in inclement weathdo the basement of “C” Building. See
diagrams in classroom for further details.

2. In the event of an emergency creating a need for medical or dental attentiofpthi@g procedures
will be followed:

a. If immediate emergency treatment is indicated, the CampuscePa@t Lakeland
Community College will be contacted. Campus Police will bring thesmmergency
equipment to the area immediately and call the rescue squad if the need tedindica
The parent will be contacted.

. A child in need of emergency care away from the centell Beatransported in an
authorized emergency vehicle along with child’s records andffanséanber. Staff will
remain in an authorized vehicle and/or hospital with the child until the child’s parents
assume responsibility for the child.

If the parent cannot be reached and a doctor’s services are necessaryptrepaive
and staff will obtain the necessary medical information from the child&Saaleon the
emergency form. Procedures for family contact on the child’'s emergemyill be
followed.

. All accidents will be reported to the TLCoordinator, logged on an incident form and reported to
Campus Police / Health Services. Parents will receive a copy of thenoeitlaccident form.

. Fire drills will be conducted at varying times each month unannoumztbenado drills during the
appropriate season. The center has posted a diagram showing buildingtievamutes and all exits
are clearly marked.

* The TLC will make every effort to provide a safe and secure environment. Parentsear
encouraged to identify and discuss with the TLCoordinator any perceived risks to a child’s
health or safety.




@ PLEASE NOTE:

THE TLC IS A PEANUT FREE ENVIRONMENT.
Please do not bring in snacks or treats that contain foods in the nut faiyi

A morning and afternoon nutritious snack shall be served and contaesabfee food from two of the
four basic food groups. The children often prepare snacks during atagart of the educational
curriculum.

Children in attendance in the TLC shall be served a luncheon mieigh constitutes one-third of the
child’s recommended daily dietary allowance from all (4) groupd, ia catered by the College’s Food
Service. Routinely, lunch for toddlers will be served at 11:30 a.m. and preschoolers atrhl:45 a

For toddler/twos food will be cut into %2 inch squares accordingdb ehild’s chewing and swallowing
capability.

Children younger than four years will not be offered these foods: hat whgle or sliced in rounds,
whole grapes, popcorn, raw peas, hard pretzels, chunks of raw carrotgabrarger than can be
swallowed whole.

> >

The TLC does not provide breakfast as part of the meal plan. Parent/Car@dieewish to bring in a

breakfast meal must provide, as required by law, one serving of each: fllajcarfilit or vegetable, and
a bread or grain.

Parent/Caregivers who wish to bring in a breakfast snack are asked to providewitnaakitional
value. Please inform the teacher that this is not a “meal”.

Please note that all foods that have been opened must be thrown away after themaekl binepened
foods will be saved.

[

When sharing special snacks and treats from home, parents are encourageditbesfiehele fruits or
commercially prepared packaged foods in factory sealed containers. Foods¢hagdra prepared by a
store or restaurant are also acceptable.

Please observe the “low sugar” nutritious snack policy. Please avoid foodsigatissibstitutes,
artificial colorings, and chemicals.
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The Lead Teacher should be informed at the pre-admission confereang fifods which a child may
not eat for religious or medical reasons.

Parent/Caregivers requesting special diets for cultural ayioe$ reasons will be asked to provide
written, dated, and signed instructions.

Parent/Caregivers of children with special health needs, foodjiaBeior special nutrition needs will be
asked to fill out a Child Medical/Physical Care Plan accompawnigh a signed note by the family
physician indicating the health need and required plan of action. Ther aeill make every effort to
provide alternate foods to meet the daily-recommended dietaryeewrits and allowances. Parents ma
be asked to provide alternate foods to meet the dietary needs of that food group.

As required by law, children older than 12 months and under 24 months shatbwided whole

homogenized vitamin D fortified cow’s milk. Children over 24 months béllprovided 2% vitamin A or
vitamin D fortified cow’s milk.

Any alternate milk substitute will require a Child MedicalyBical Care Plan and a note from the famil
physician.

Organic cow whole milk (whole and/or fortified) is accepted without the canegpldoctor’s note.

The amount of naptime children needs varies depending upon theiraaghy, $chedule, and growth
spurts. As a rule, both the toddler and preschool classrooms have a fiapéttene that allows each
child to sleep/rest for a minimum of 1-%2 hours. Teachers andagsistill position themselves to see
and/or hear all resting children and will check on the well beingjesdping children every 10 minutes.
Children may engage in a quiet time cot activity afteeasonable period of rest of sleep. Upon you
request, staff will work with families whose child is outgrowing naptime.




Parents need to check their child for signs of communicable digedse sending
him/her to school. The center also has persons trained to recognize the common signs of
communicable disease or other illnesses and will observe eadidely before he/she
enters our group. A child is not admitted if circumstances outlingtlerHealth and
Communicable Disease Policies are evident. Included will berdbegnition of the
following signs of illness:

Temperature of 100 degrees Fahrenheit taken byiayxinethod when in combination with any
other sign or symptom of iliness.

Skin rash; untreated infected skin patches, unuspak, rashes.
Diarrhea three times in the same day.

Evidence of lice infestation, scabies or other gitiainfestation.
Severe coughing, sore throat, or difficulty in aaing.

Difficult or rapid breathing.

Yellowish skin or eyes.

Conjunctivitis or redness of eye, discharge, itghiourning.
Unusually dark urine and/or gray stool.

Stiff neck with an elevated temperature.

Vomiting more than one time or when accompaniediy other sign of illness.

*Children who have been absent from school for illness may retn when they
are no_longer contagious and/or _have been without a fever, vomiting, or
diarrhea for 24 hours. The child may return to school after a full day’s absence.

Any child who is suspected of having a communicable disease orrgh®igns or
symptoms of illness will be isolated immediately and provided waitbot and made
comfortable. According to Ohio Child Care Licensing Regulations Th€ is not
allowed to keep actively sick children in the classroom. A child witornes ill during
the day is discharged to the care of his/her parents or other dadiginated by his
parents_within an hour from the time the parent is called g@ra@sptly as possible.
Parents are encouraged to develop alternative sick childcargemants before they
may be needed.

If a child has been excluded from the center for any contagioeasdisor illness, a
written statement from the physician will be requested tdyérat the child has been
diagnosed and is no longer contagious and can return to the o&rsign is posted in
the TLCto notify parents when their child hhgen exposed to a communicable disease.

The center has neither the facilities nor staffing te ¢ar mildly ill children. If the child
is considered by the parent to be too ill to go outside, the chtlmbidl to be at the
Center. (see outside play policy).

The Ohio Department of Health “Child Communicable Disease tGbaollowed by
staff and is posted in the TLC for review by parents and. sédiffstaff is trained in
recognizing signs and symptoms of illness and in hand washing amtianfeontrol
methods.
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No prescription medications, vitamins, special diets or fluoride sumpitsmare
administered unless instructions to administer such items aternwrsigned, and dated
by a licensed physician and prescribed for a specific child. Apptepforms are
available at the center. Medications that are injected widdreinistered according to
day care licensing guidelines and regulations.

1. No non-prescription topical products or lotions will be applied to a chilgowt
instructions from a parent or guardian on the prescribed form prowigdte
department. When used for skin irritation, the topical product shall beedppt
no longer than 14 consecutive days at any one period of use.

. Written, signed and dated instructions for medication, vitamins, $pmbeta, or
fluoride supplements for a particular child can be secured in the following way

a) Instructions shall be signed and dated by the licensed physictlentst and
secured on forms prescribed by the Department of Human Sefai@akable
from the TLC staff)
and/or

b) A prescription label attached to the original container which contains each
medication or vitamin, etc., requires the minimum:

1) Child’'s name

2) Current date (within the last 6 months)

3) An exact dosage to be given

4) Specific number of dosages to be given daily
5) Times the dosages are to be given

6) The route of administration

Staff members responsible for administering prescription medicatiqrshetit
complete written forms each time it is administered. Forms will be kegdeon fi
for one year.

It is the TLCpolicy that no non-prescription medication will be administered
(for example: Aspirin, Tylenol, cough medicine) without written instructions
from a physician.

. All medications must be given directly to center personnel foradiate safe
storage.




The environment of the Teaching Learning Center is designedotaope positive and enjoyabj?
learning experiences for the child and positive interactions between adults anenchil

Guidance in the TLC involves establishing rules for safety, geheedih and social interactions in
environment offering a comfortable atmosphere and consistent dadgde. No adult will ever u
corporal punishment or other frightening or humiliating disciplinary techniques.

Specific strategies for guidance and discipline in the Teaching LeaCeintgrshall include:

1.

Using redirection and diversion rather than negative reinforcement.

. Changing the learning environment when it interferes with positive behavior.
. Setting clear, consistent, and reasonable limits and then following through ocirentbe limits.

. Stating the causes and effects of behavior, rewarding appropriateidretmat complies with th

center’s rules and standards, and emphasizing positive behavior.

. When a child’s negative behavior involves frequent hitting, pushing, bitingarm to himself o

other children, or equipment, the child shall be removed from the sitdatipnoblem solving, re
direction, and/or quiet time alone. This time shall be used judicidueslyre using time out. O
rule of thumb is “one minute for each year of the child’s age.”

. Parents will be informed of inappropriate behavior (as desciibéth) and discipline measurs

used at the time. We do not recommend additional discipline by partelnésne for infraction o
Center rules. School behavior is dealt with at school but tHfevsag ask you to discuss a proble
with your child.

. The specifications of rule 5105.2-12-22 under Guidance and ManagementAdrtheistrative

Code shall apply to all employees at the Center.

The Center reserves the right to make judgments concernimgrttoal from enrollment of any chil
from the Center for behavioral reasons. However, the policy ofltReis one of ongoing discussio
so that parents and teachers can work out solutions together.




The TLC recognizes that those who work with young children face many daisyaies that have
morale and ethical implications. As members of the TLC teaching staféand the teachers agree
honor the following core values of ethical behavior.

Appreciate childhood as a unique and valuable stage of the human life cycle.
Appreciate and support the bond between the child and family.

Respect the dignity, worth, and uniqueness of each individual.

Respect diversity in children, families, and colleagues.

$

No child shall ever be left alone or unsupervised eithenithe classroom or in the outdoor pla
area at any time for any reasonCenter staff is responsible for the health and safety oflith@ren
while they are in attendance. Staff trained in pediatric diit recognition of communicable disea
and child abuse prevention will be on the premises during all hours @ltioperCollege students wi
assist in the classroom only under the direct supervision of the TLC staff.

No child will be allowed out of the center without adult supervisidmldgen shall be signed in a
out on the center’s daily log upon arrival and departure at ther@mte staff member is made awsx
of the child’s presence or departure.

All college safety policies at Lakeland Community College abserved by the Teaching Learn
Center. The center’s medical and dental emergency plan is posted bydineeit each classroom.

#!

Staff needs to be alerted to the physical and emotional statehbfchild on a daily basis. Parents
asked to inform their classroom teacher of any minor or majodents that occurred outside
school. This will enable the teachers to be aware of previoawsegjwhile caring for the child’s heal
and safety.

If child abuse or neglect is suspected, as mandated reportees,thedOhio Revised Code, all chi
care staff are required to immediately report suspicions ofeabuseglect to their local publ
children’s services agency.

A report to Children and Family Services can be made by phd@e596-KIDS, in person, or i
writing
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Many toddlers, in the course of normal development, go through a lptiage. This is natur:
behavior for very young children, but cannot be allowed for the safetyvahdeing of the othe
children.

Staff will be alerted to a biting situation and take preventatieasures to discourage the biter :
protect the other children.

Typically, the following steps will be taken:
1) Separation of the biter and the bitten child.

2) The teachers will calmly and firmly communicate “Biting hurtss lhot okay to bite. lhurts
when you bite!”

3) The biting child will be asked to help hold ice over the affected area.

4) If biting occurs frequently, the child may be given a teething toy and loeieged to bite
appropriate items such as food.

5) An incident report will be given to the parent of the child who was bitten.
6) The parents of each child will be notified of the incident that day.

Toddler biting episodes often accompany periods during which the chéikberiencing his or hg
independence. It is important that the teachers and/or caregiveksclesely together to provid
consistent opportunities for self-esteem and “growing up.” A conference mayujeweh parents to
discuss the situation and to plan management strategies that camiée out both at home and at 1
Center. If the above-mentioned strategies do not reduce and/onatknthe biting behavior, it ma
indicate the biting child cannot handle the demands and stimulation ddfa group situation at th
time and may be withdrawn. Should this occur the decision for tlnelraival is the sole judgment

the Lead Teacher and Coordinator

The TLC adopts the philosophy of toilet learning, rather than toilet trainiioget learning is no
required for entrance into the TLC Toddler Development Program. Barketaddlers should discus
their toilet learning plans with the Lead Teacher. Becauselrehilvary in their development
readiness for toilet learning, the family and classroom teachél work together to make toil
learning a positive, successful transition for each child.
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Many toddlers and preschoolers experience their first separ&tom parents and their firg
introduction to group care when they enroll at the TLC. We watietp make the transition fro
home to center as smooth and positive as possible. With this goaldnthe child will be graduall
introduced to the classroom environment over a period of one week. W paust be present the fir
two days of transition. We have found that this kind of unhurried introdulcéips the child adjust t
a group situation easier. The lead teacher of each classrdbpravide the enrolling family with
schedule of dates and times for transitioning.

1

At the time of registration, the parents will receive enrofitngapers including a personal histg
form, a medical form, and an emergency medical authorization forno. lkvs for Child Day Carg
Centers require that each child be examined by a licenseccialmyprior to the date of admission
within 30 days and annually thereafter until 6 years of ager Rriadmission means within 6 mont
for children less than 3 years, within 12 months for 3-6 year olds.

The center must have the completed Emergency Medical Formig tefiore your child may enter t
center. Parents are asked to keep the center informed dueirygdr of change of address and ph
numbers ahome or atvork so that we can keep information updated.

#

The assessment process includes a variety of tools used throughgearthe help track each childy;
learning needs. The assessment includes a developmentalrsgreeeicdotal notes and observatig
for identifying children’s interests and needs; checklists améesmngs to identify development
progress; and resources for arranging diagnostic referrals wheded. Other purposes inclu
utilizing the assessments to adapt curriculum, teaching pracéiodsthe classroom environment
the benefit of each child.

All assessment, whether formal or informal, are to be usdtebteacher and families as a means
evaluating the child’s needs and development. All assessmermisrdidential and are to be utilized
the discretion of the parent(s) or caregiver.

Each child will be given a developmental screening at the begimfhiagch school year. Results
be available within the first month upon request and there will béi@aali communication with thos
parents/caregivers whose child’s score indicates furthersasseat Teachers will begin individu
assessments through observation and anecdotal record keeping throudh watéa, and spring
These assessments will be used to complete the child’s portfolio for the/teaicer.

Parent/Caregiver/Teachers conferences will be held three times dlyeaarly November conferenge
will address the child’s transition to school, as well as akiotopics of concern for the parent/teac
The January and May conference will center on the child’s partidhich will address progress in 3
developmental areas.

The Portfolio will be gladly shared to take home but must bernetuwithin a month so that ne
entries may begin.

The TLC considers it their professional responsibility to be as®atvith varies community agenci
and resources that may be of use for the families. All attempts will e tagpromote communicatid
between these agencies and families as needed.
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The toddler child is a person who is full of awe and wonder. Everyriexge provides ne
information about them and the world they live in, “Me” and “mine” is the celg@aahing point for all
toddlers. As they use their bodies and senses to explore their envitptimeeself-centered, hands ¢n
learner is striving toward independence and success. Keepingdneach child’s individual stage {
development, the goals for the toddler learner are:

Personal Growth — Caring for one’s needs and developing trust and confidence in one’g§ own
skills and abilities.

Emotional Growth — Helping each child to better understand their feelings throughrtopgaes
to manage, regulate, and practice emotional and physical control of their.bodies

Social Growth — Providing opportunities to learn how to play, be a member of a grouf and
develop trust for other known caring adults.

Cognitive Growth — Providing experiences to learn about their world that encouradpepr
solving and sustained attention.

Language Growth — Offering activities and an environment that encouragesda wariety of

communication skills including conversation, books, and the world of drawing and writing.

Physical Growth — Providing many opportunities to develop basic gross motor skills asid jra
fine motor skills.

Creative Expression— Providing many medias of art for self-expression and pride ins@ne
creativity.




Time

7:15-8:00

8:00-9:30

8:30-9:30
9:30-10:00
10:00-10:45
10:45-11:00
11:00-11:15

11:15-11:30

11:30-12:15

12:00-12:30
12:30-3:00

3:00-4:00

4:00-4:45

4:45-6:00

Activity

Parent-Teacher-Child Greetings Welcome and acknowledge each
child/family upon entry.

Enrichment_and Open _Snack Play Centers Open: Sensory Table, Ta

Cooperative Learning Center, Construction, Dramatic Play, Libeay, Writing

Center. Enrichment activities may include art, table games, scietnges;
language arts, and gross/fine motor.

Diapering/Toileting Learning

Family Meeting — Good morning songs and theme related activity — Song/St

Large Motor Play — Indoor or outdoors weather permitting.

Small Group — Teacher directed activity that includes skill development.
Manipulative— Materials and activities

Pre-Lunch — Teacher directed activity with whole group used as a transition
lunch.

Lunch Socialization, Table Manners, Self-serving skills, and exposure to n
foods.

Diapering/Teeth

Nap Prep— Books on cots
Nap Time Rest/Sleep offered one and half-hours. Remainder- quiet activiti

Snack / Enrichment — Classroom centers are open for children’s free ¢
while snack and enrichment is being offered

Diapering / Toileting

Large Motor — Indoor or Outdoor

Closing Choices- Tabletop choices. Preparation to go home.
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The preschool child is a person who is working hard at “growing up”.Vé lza idea!” and “Let mg
do it” are cornerstones of the preschooler's emotional and cagiévelopment. This young pers
is striving to be a more mature, responsible and an independenteeahd-she seek opportunities
take initiative, to pursue new activities, and to show what they hawke ror learned. It is an age
pride, accomplishment, and sharing one’s successes. Keeping in @aghd child’s individual
development and interests, the goals for the preschool learner are:

-~ O O

Personal Growth —Caring for one’s needs; fostering self-respect, self-coméel@nd developin
trust in one’s own skills and abilities.

Emotional Growth — Helping each child to better understand one’s feelings; encouregain
child to express and communicate in respectful ways.

Social Growth — Enabling each child with awareness and caring for each opaEriencing ang
practicing social problem solving skills; creating opportunitiespfasitive social interactions argl
successes; exposure to cultural and social diversity.

Cognitive — Providing experiences for exploration and experimentation througt whitdren
learn to trust their own skills and observations; provided opportungreledrning and proble
solving skills, logical thinking, and symbolic thinking.

Language — Providing social and learning interactions with peers and athdtsfoster ora
communication skills in listening, speaking; reading, and writing skills.

Creative Expression— Providing opportunities to “have fun” and a feeling of accomplishng:nts
through the “arts”; exposure to artists and their art forms.




Time

7:15-9:00

9:00 a.m.
9:00-9:30

9:30-10:30

10:30-11:00
11:00-11:30
11:30-11:45

11:45-12:30

12:30-1:00
1:00-3:00

3:00-4:00

4:00-4:15
4:15 - 4:30

4:30 - 5:30

5:30-6:00

Activity

Teacher / Family Greeting
Breakfast, free play, and large motor activities

Preschool Begins

Focus Time— Teacher directed small group activities

Class Time / Open Snackhis is an enrichment time during which all classro
centers are open. Teachers are available in these centers as welliag sffecial
curriculum related activities. The centers include art, language, mat
manipulative, science, dramatic play, blocks, sand and water, andutay
Special activities may include cooking, science, experimentsd lgzanes, car
games, creative expressions, project work, etc.

Musical Arts — Singing, dancing, and musical instruments

Large Motor Play Indoor / outdoor activities

Pre-lunch — Teacher directed language arts activities

Lunch
brushing

Family style lunch, socialization, table manners, clean-up and

Preparation for Naps — Books, puzzles, story time.

Nap Time — Sleep, rest, quiet choices

Snack / Enrichment— Teacher directs small group activities geared toward
language arts, math, science or social/emotional development

Musical Arts Activities

Small Group — Teacher directed activities

Gross Motor - Indoor/Outdoor weather permitting.

Quiet Time

Tabletop choices. Preparation to go home.

18

both




- —
> =

— .
U P,
e
=4

Diapers -f needed label package.

Plastic Grocery Bags — needed for disposal

Disposable wipes-abel container

Two changes of clothing, including socks & shokbeled
One box of Kleenex

Comb and/or brush

Small blanket, small pillow for naptime, soft sleeping buddy
Four facial photos

1.
2.
3.
4.
5.
6.
7.
8.

. One complete change of clothintabeled

. One box of Kleenex

. Comb and/or brush

. Small blanket, small pillow, and soft sleeping buddy for naptime.
One gallon bottled water
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A roster of names and telephone numbers of parents and guardianisireincattending the TLC i
available upon request. The rosters are prepared in accordatiteRule 5101 of the Ohis
Administrative Code. This roster shall not include the name gohefee number of any parent w
requests the TLC Administrator not include his/her name or telephone number.

S

Any custodial parent or legal guardian of a child enrolled in the iBLy&rmitted unlimited access
the center during its hours of operation for the purposes of contabgigchildren. Entering th
premises, parents shall notify the Ti&@ministrator/Coordinator or her designee of their presence

Parents need to check each day the child’s mailbox that is prolodgte family and the child
Messages, newsletters and other pertinent information to théschiirollment will be placed in yo
mailbox. Parent information boards outside each classroom and in the daddp contain notes (
interest to parents.

$9

Success in an early childhood classroom depends on cooperation betweengraléeachers. Pare
are asked to keep informed of center activities by readingamdguicheduled newsletters as well
reading announcements posted on the parent bulletin board in the hallar@ptsPwill have
opportunities to participate in individual conferences with the LeadHe¥, but daily communicatio
is also encouraged at arrival and departure time. Parents should pizke ttime periodically fo
discussion of their child’s activities at home or at school. Paneaty communicate with any TL

staff when assistance is needed related to concerns about therdg@am. Annually, parents a
given an opportunity to formally evaluate the center.

A parent who needs assistance with problems or who has a concempsaiod with or about som
aspect of the program should try to discuss and resolve the dffittgdt directly with the Lead
Teacher and then the TLCoordinator. In the event that a difficulty remains unresolved, dinenp
Lead Teachers and TLC Coordinator will discuss the issue witbeha of Social Services. From t
meeting a recommendation or decision will be made to the Center staff reghsdmgtter.

- 3

Children attending the TLC have the added benefit of enrichingierpes with the early childhoo
students, faculty, and other department students, and person on campuslebrrimg environmen
an exchange of ideas, materials and teaching strategiefitball programs. For this reason, parg
will be asked permission to share, from time to time, theitd'shiclassroom work, including
Portfolio’s. Under the guidance of ECE faculty, for educational purposes alhlmaterials will
remain confidential and be returned to the child’s teacher.

The Lead Teacher will schedule three yearly conferenceseTldmferences give parents and teac
the opportunity to meet privately and to share information about the<lédelopment at home a
at school. A parent or a teacher may also initiate conferaxtcasy time during the year. Whene\Jz
possible, both parents are encouraged to attend conferences. Rarfenénces will be held i
November,
January, and May during the center’s operating hours.
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The TLC Parent Committee is a group of parents and one staff endhdi meets 4-6
times a year to organize social events for the program. Alhfsdgeiardians are welcome
to join this committee. The committee decides on a yearly hasisaising activities and
what to do with the funds collected. Typically the committee sporesdrsanksgiving
Feast, Teacher Appreciation Events, and a Year End Family Picnic.

# $

Parent programs are planned throughout the year for families toggther to discuss
issues of interest. Please contact your lead teacher with topics oftinteres

Parents are encouraged to share a special activity, skillalenttwith the class.
Parents/guardians are also welcome to join your daily classaatimities. Check with
your lead teacher for available time.

[

Holidays are viewed as special times to celebrate and tdalchiea about different
traditions and cultures. The TL@oes not offer religious instruction, but may discuss
different holidays to help children understand and appreciate variousiottadand
cultures. We encourage parents to share their family’s cateisaand traditions with
their child’s classroom. Please talk to the Lead Teachew adgs in advance so that she
may plan accordingly.

If parents have objections to the child’s participation in certain celebrationse itk
to the Lead Teacher. Arrangements will be made so that thi'g&apreferences may be
honored.

>

Children enjoy celebrating their birthday at the center. A speriack or treat is
welcomed by allPlease do not bring in peanut butter or foods containing peanst

Parents are encouraged to discuss their contributions for amyatela with the child’s
teacher. Parents may wish to help their child select a book, game, or naturegiesrno
their class as their birthday gift.




Children and pets are a natural fit. Pets provide opportunities for caring, nuraurthg
developing a sense of responsibility towards all living creatures.

Depending upon the health conditions of the children enrolled, the classr@ym m
introduce a small pet for the school year. Typically a snmathal, such as a gerbil or
guinea pig that has been medically approved by a veterinarian, will be al tipaice.

Some pets, with a history of carrying disease, such as amphdnanseptiles, are not
permitted as classroom pets.

As a rule, pets visiting the center are welcome if they are with an apprayaaization,
such as Farm Park, Natural Wild Life Organization, or the Zoo, and have approval by thg
lead teacher.

Pets from home are not allowed due to the unpredictable circumstances a classroom
environment presents.

Adherence to this policy is appreciated and necessary.

1/

Parents are encouraged to help their child select somethingomatlysto share with
friends. Books, games, music, and nature items are examples wfidefes that work
well. Anything related to education, sports, and the arts will Iseic@essChildren
should not bring valuable or very breakableitems to the

Toys brought from home can present special problems for the amddstaff. Prized

possessions are very difficult to share. Parents need to helpeohildderstand that toys
are better left at home. For safety and programmatic reamynguns, knives, swords,
war toys, and/or any toy of a violent nature will not be allowed.

Young children may like to have a security item from home, suehldanket, a pillow,
or soft toy, to help bridge the gap between the home and the center.

The Teaching Learning Centercognizes the importance of a child’s family and
staff welcomes them as observers and contributors to our programhopés
communications will be open and frequent, built on trust and the goal pihd:
children reach the optimum of their development.
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