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Welcome
Dear Parents and Guardians,

Welcome to Community Learning Pod.  It is my goal to provide your child with fun and enriching childhood development so that your child can thrive and feel safe, happy, loved, and respected with lots of one-on-one attention.

My philosophy of education is to provide an environment for the child:
	-Where learning happens because of fun activities
	-That encourages independent learning as well as socialization
	-That reinforces the values of truth, respect, honor, and virtue
	-Where the child feels happy and safe
	-Getting to know your child’s interests, strengths, and challenges to better understand
	 How to help your child learn and discover

My philosophy of education is to provide for the parents/guardians:
	-Honest and open communication about your child
	-Up-to-date information about your child’s activities
	-An attitude of teamwork in areas relating to your child’s development

Thank you for choosing Community Learning Pod.  As a team we can work together to provide a fun, safe, learning environment for your child.

Sincerely,
Jaqualine Padilla 
Director








Program Goals And
Non-Discrimination Statement
It is our belief at Community Learning Pod:
-Learning should be a result of fun, developmental activities
-Children should learn how to relate to others with respect and honesty
-Children should have time to play in groups and individually
-Parents and Teachers should work together as a team to provide positive experiences for the children
Furthermore:
-Your written permission is required for your child’s information to be shared with community agencies to make improvements for your child’s development and/or well-being.  
-You are welcome to visit your child at any time
-Smoking is never allowed in the facility
-Parents/guardians may call to check on their child at any time.  
-Community Learning Pod recognizes and invites the participation of all people and does not discriminate on any basis in the administration of our programs.

 

Confidentiality Policy

Community Learning Pod will keep all information, pertaining to our childcare families, confidential until asked for or given permission otherwise.  






Non-Discrimination Statement
(Mental / Physical Disabilities)
Community Learning Pod does not discriminate against any people.  We will accommodate disabilities to the best of our ability.  

"Special Needs" is an umbrella underneath which a staggering array of diagnoses can be wedged. Children with special needs may have mild learning disabilities or profound mental retardation; food allergies or terminal illness; developmental delays that catch up quickly or remain entrenched; occasional panic attacks or serious psychiatric problems. The designation is useful for getting needed services, setting appropriate goals, and gaining understanding for a child and stressed family.
"Special needs" are commonly defined by what a child can't do -- by milestones unmet, foods banned, activities avoided, experiences denied. These minuses hit families hard and may make "special needs" seem like a tragic designation. Some parents will always mourn their child's lost potential, and many conditions become more troubling with time. Other families may find that their child's challenges make triumphs sweeter, and that weaknesses are often accompanied by amazing strengths.
Some of these disabilities may include:
-Down Syndrome, educatable
-ADD or ADHD
-Leg, Arm, or other braces (pigeon toes, MS, etc.)
-Wheel Chairs (in this case, accommodations will have to be made)
-many other mental disabilities
-many other physical disabilities
We are willing to work, along with physical therapists or doctors, to help your child to thrive during their day.  If your child has a disability, we will discuss with you: what needs to be done to help the child, what needs to be done for the child’s daily care, and any added assistance needed for the child.  We will also discuss your child’s special needs for emergency evacuation.  



Policies for Serving Children with Disabilities

At Community Learning Pod, we strive to be all inclusive so that no child feels left out. To accommodate children with disabilities we try different strategies to allow each child to be as independent as possible.  We put a lot of thought into our learning material selection and keep our activities and schedule flexible so that we can accommodate each child’s abilities.  We also strive to learn about special equipment when the need arises. 
 
 In the case of a communication development disability, we will:
-Use and reinforce good language skills by talking to the child about what is happening and encouraging the child to talk about what they are doing or how they feel.
-Building upon what the child says so that the child can hear better language skills being modeled
-Be patient while using good listening skills and keeping eye contact with the child
-Wait for the child to communicate at their own pace
-Make sure the child is accommodated in emergency situations.

In the case of a physical development disability, we will:
-Allow longer times for transitioning, positioning, and practice during activities
-Provide materials which are easier for the child to grasp and hold
-Become familiar with the child’s limitations so that we can support and involve the child in all activities
-Help the child to learn independence in areas where the child can do things independently

In the case of a hearing disability, we will:
-Encourage the child to let us know when he doesn’t understand so that we can say it differently not just repeat it
-Getting the child’s attention before starting an activity, giving directions, or introducing new materials
-Know the degree of hearing loss and how it affects the child
-Use alternative communication methods, if necessary, such as pictures, objects, gestures, signs, etc.
-Make sure the child is accommodated in emergency situations.

In the case of a vision disability, we will:
-Inform the child about what we are doing with other children and foreworn the child if we will be touching or moving them
-Show items to the child and allow them to use their other senses to explore them
-Make sure the child is accommodated in emergency situations.
-Familiarize the child with room arrangement and when changes are made do them gradually so that the child can adjust to the change
-Use books and pictures which are simple and bold
-Use sensory cues such as sounds to get the child’s attention for transitional times
-Guide the child to initiate play activities with other children

In the case of a cognitive development disability, we will:
-Determine the child’s developmental abilities
-Avoid abrupt changes in activities
-Provide adequate time for the child to practice new skills
-Keep the child involved with or near other children; this can promote language, cognitive, social, or emotional development
-Use whatever communication method works best with the child; speak slowly and clearly, pictures, gestures, etc. 
-Offer age-level as well as developmental-level challenges
-Offer activities which are multi-sensory or open-ended, allowing the child opportunities for creativity

In the case of a behavioral, social, or emotional disability we will:
-Show the child how to use words and teach acceptable play and social skills
-Offer a quiet area where the child can focus if there is too much activity
-Follow a consistent daily routine and allow extra time for transitions
-Set reasonable limits 
-Offer a limited number of choices
-Offer the child activities that they can do

In the case of adaptive development disability, we will:
-Give assistance to encourage independence
-Give reminders to use the toilet and aid if needed
-Encourage families to provide clothing with fasteners that the child can manage independently
-Encourage children to feed themselves and provide foods which can help them be successful

If the family has an Individualized Family Service Plan or an Individualized Education Program, they are encouraged to share these with us so that we can better serve their child.  If we notice a delay in abilities, you will be informed and given information on how to get further assistance for your child.  

Together we can help your child to become an independent life-long learner and to do their best.

If outside support is needed to address needs and/or concerns referrals may be given to you.  We keep a list of agencies which can help in these matters.  We will document these referrals and their outcomes.  
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Admission and Enrollment Procedures

1.  A visit with your child so that they can view the school and can meet the director.  During this visit I will answer your questions and provide you with critical information about our family facility.  This visit will help to reduce the first-day fears for your child by introducing me and the environment at Community Learning Pod.
2.  After a reservation has been made for your child, the following must be provided:
· Application
· Medical Record Form
· Immunization Records
· Supply Fee
· First Month’s Tuition

There will be an informal orientation between the provider and parents to answer any questions about the contract or childcare services.  This orientation can be conducted over the phone if it is more convenient. In June of each year there is a $500 supply fee due for each child to help cover costs for the year. 

Please let us know if you have any needs/concerns which we can help with.  We have the resources to make referrals for outside support to address needs and/or concerns.  We would like to make your transition to our area or center as pleasant as possible. We would also like to follow up on any referral made so that we can ensure your needs are being met.






Hours of Operation
[bookmark: _Hlk131674632]This childcare facility will operate Monday through Thursday from 8:00am to 4pm.  
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                    Fees
· $500 Supply Fee due in June of each year. 
· $300 monthly tuition due on the last Friday of the month before enrollment 
    (September’s due August 25th etc)
Continuity & Child Withdrawal

Enrollment Status 

Upon enrollment you will be asked to sign a contract containing your family’s tuition rate agreement as well as any other fees that may be charged to you. Your child’s specific schedule, days and hours will be outlined in this agreement. 
We require a 1 month notice for any schedule change to be submitted in writing. Provided with proper notice and the availability of open spaces, we are happy to make changes for you. Please submit all changes in writing. We reserve the right to terminate contract if new hours will not work for the facility. 
We offer the same enrollment options, including full-time and part-time days/hours, to every family. Days agreed upon may not be traded or switched out for other days or rolled over to another week. 
Paying your tuition ensures your child’s spot in our facility. It is not always possible to fill spots on short notice (you are paying for your child’s spot reserved just for them!) Because our costs remain the same throughout the year, we rely on the posted tuition to be paid to meet our expenses. We reserve the right to unenroll a child and fill the child’s spot if payment has not been made within 5 days of due date.

Child Discharge
It might be necessary for me to give notice to a parent/guardian to discontinue enrollment for a child.  I will give the parent/guardian two weeks written notice prior to ceasing care.  In rare cases of severe problems, I may be forced to release a child from care without giving a two-week notice.  Care may be terminated for the following reasons:
-Child consistently physically or verbally hurts other children or staff
-Parent/Guardian routinely abuses drop-off and pick-up times
-Parent/Guardian doesn’t pay tuition fees on time
             The steps that I will follow for discharge are: 1. Try working with the parents to achieve the objective of continuing enrollment for the child. 2. If that is not successful give a 3-week notice, unless there is a severe problem then there may be immediate termination.  
Child Withdrawal
If the parent/guardian finds it necessary to withdraw a child from my care, he/she must give a written, one month notice prior to withdrawal.


Health Policies and Procedures
Management of Medication
	-All prescription medications must be labeled with the child’s name and the parent must sign
	 a permission form giving permission to give the child the medication and what dose.
	-Medications must be contained in the original container as prescribed
Health Records
	-Immunization records must be kept up to date
	-Please notify me of any special health problems or concerns regarding your child or family
First-Aid Procedures
	-American Heart Association First-Aid and poison control guidelines will be followed.
-A First-Aid kit will be on the premises
-Emergency numbers are always available
-Parents/Guardians will be notified of accidents
Medical Emergencies
	-Immediate First Aid will be administered
	-911 will be called and paramedic recommendations will be followed
	-Parents will be notified as soon as possible
	-When parents are not available, their emergency references will be called
	-Parents are responsible for any expenses incurred because of emergency room
	 Care, ambulance, etc.
Illness
	-Parent/Guardian will be notified and expected to pick up their child as soon as possible if their child 	becomes ill during the day, i.e. throwing up, diarrhea, fever, etc. 
	-If a child is sent home with a fever they cannot return until 24 hours after the fever breaks. If your 	child has a fever at home, they cannot come to school until the fever has been broken for at least 24 	hours.
- Please notify me by phone the previous evening or the morning of the day of absence if your child will miss a school day.
Communicable Disease Prevention and Reporting
	-Your child is required to be current in his/her immunizations
	-Your child will be kept isolated from other children as much as possible if your child has a 	communicable disease.  Communicable diseases are required to be reported to The Health Department.
	-Individual items will be used and precautions will be taken to minimize the spread of infections
	-If the Swine Flu or any other flu is diagnosed the child must be absent from school while a high fever 
	is present, as well as while the illness is contagious.   
	-Head Lice-Please keep your child home if they have head lice.  They cannot return until there are no 
	 Nits or head lice visible.  
	-Pink Eye is very contagious.  Please do not bring your child to us until they have been on an anti-biotic
	 for 24 hours.
Allergies
If your child has allergies a notification will be posted for staff to be aware of the child’s allergy. 



Child Physical Abuse, Sexual Abuse and Neglect
	-In the state of Idaho, a childcare provider is a mandated reporter.  This means that I must report any 	suspected child abuse or neglect, whether physical or sexual.  A report of child abuse is not an 	accusation.  It is a request for more information by a reporter who has reasonable suspicion that abuse 	or neglect may be occurring. I have been trained in recognizing and responding to child abuse and 	neglect. Abuse may be physical, emotional, or sexual.  Neglect is failure, refusal, or inability, for 	reasons other than poverty, to provide necessary care, food, clothing, shelter, or medical care.  Staff 	and volunteers who report, in good faith, are immune from civil or criminal liability.  Staff or volunteers 	who intentionally fail to report suspicion are subject to fines and imprisonment under the law.  
I would only be reporting what I have personally observed.  This report is for the benefit and safety of the child(ren) and for the purpose of getting the family the help that is needed in these situations.
To review the guidelines for recognizing child abuse and neglect we will be annually reviewing the DVD, REPORTING CHILD ABUSE, CARE ENOUGH TO CALL, produced by the University of Idaho.

1. If I observe what I think is abuse or neglect I will document my suspicions and report them to authorities.  
2. I will testify as to my first-hand knowledge.
3. I will follow up on the health and safety of the child

Guidance Policy
At Community Learning Pod one of our goals is to help children to learn appropriate behavior.  We want children to act with:
	-Self-control
	-Respect for others
	-Obedience
To help children reinforce these actions, we:
	-Model the behaviors that we want to see in the children
	-Establish clear, consistent, and simple limits
	-Explain the reasons for rules
	-Remain positive in our approach
[bookmark: _Hlk121234353]In most cases, the way we encourage these actions is to reinforce positive behavior.  In some cases, guidance is necessary.  Before guidance of any kind is administered, however, a review of other possible causes will be considered.  Is the child sick, tired, or hungry?
We follow the 6 steps of conflict taught from the Hi Scope Foundation when conflicts arise.  
1. Approach Calmly			4.  Restate the Problem
2.  Acknowledge Feelings		5.  Ask for Ideas for Solutions and Choose One Together
3.  Gather Information		6.  Be Prepared to Give Follow-Up Support
When guidance is necessary, we will:
	-Redirect the child’s attention to an acceptable action
	-Explain the negative behavior and help child identify solutions
All guidance will be followed up with the child apologizing, if appropriate, a discussion on what went wrong, and a hug to let the child know that they are still wonderful, cared for by people. In some cases, the parent may be asked to participate by talking to their child and reinforcing good behavioral actions. 






















Application

Child’s Name : 									

Date of Birth : 										

Guardian’s Full Names : 								

											

Email : 											
Responsible Party’s Information
Name and Date of Birth : 								

Social Security Number : 								

Phone Number : 									

Address : 										

City, State & Zip code : 								
Please specify all medical conditions/allergies : 

											

Classes will be Monday-Thursday 8-12. Will you need care after school? Yes or No

If you do need care. How late will you need it for?__________________________

What classes would you be willing to help teach?___________________________

___________________________________________________________________

Child’s Physician : 									

Address : 										

City, State, Zipcode : 																
Phone Number : 									

Child’s Dentist : 									

Address : 										

City, State, Zip code : 																
Phone Number : 								

Approved Pick Up List
Anyone that will or may be picking up your child must be on the pickup list below (include yourself, your spouse, stepparents, etc.) Your child will not be allowed to leave the grounds unless authorized by you. Daycare employees may request picture identification before the child is released to someone on your approved pick-up list. 

1. Name : 									

Relationship : 										
							
Phone Number : 									
[bookmark: _Hlk131673586]Is this person authorized to make medical decisions if you cannot be reached? Y/N

2. Name : 									

Relationship : 										
							
Phone Number : 									
Is this person authorized to make medical decisions if you cannot be reached? Y/N

3. Name : 									

Relationship : 										
							
Phone Number : 									
Is this person authorized to make medical decisions if you cannot be reached? Y/N
4. [bookmark: _Hlk135311810]Name : 									

Relationship : 										
							
Phone Number : 									
Is this person authorized to make medical decisions if you cannot be reached? Y/N

5. Name : 									

Relationship : 										
							
Phone Number : 									
Is this person authorized to make medical decisions if you cannot be reached? Y/N

6. Name : 									

Relationship : 										
							
Phone Number : 									
Is this person authorized to make medical decisions if you cannot be reached? Y/N


				

General Health Policy
If a child is sent home with a contagious illness, they may only return with a medical excuse from a physician stating that the child is no longer contagious and may be safely involved in group activities. For your child’s enrollment to be accepted, a copy of current immunizations must be attached to this application. Records must be updated to keep children enrolled in our services.

If your child needs to have medicine administered during the day, we must have written authorization and dosage information from the legal guardian. Medication must be clearly labeled with the child’s name and given to a staff member. 

If a child displays any of the symptoms listed below, they will be isolated from the other children, and a guardian will be contacted. If the guardian cannot be reached, the emergency telephone numbers listed on the application form will be used to contact the appropriate person. Arrangements must be made to have the child picked up within one hour of notification.
· Diarrhea assisted with acting lethargic, fever, vomiting
· Severe Coughing
· Difficulty breathing or swallowing
· Yellowish skin or eyes
· Symptoms of pink eye (discharge of mucus from the eye)
· Unusual spots or rashes
· Vomiting
· Severe itching of the body or scalp
· Fever of 101 degrees Fahrenheit or more. The child may not attend Daycare until they are fever-free 24 hours without medication
· Extreme or unusual behavior
No child with head lice or nits will be allowed to attend daycare or preschool until the lice or nits are not present.
I have read, fully understand, and consent to the above agreements and policies:

Signature 								 Date 			
Authorizations

1. Community Learning Pod has permission to take and use
					 (Child’s Name) photographs on the website or public advertisements.

Guardian Signature : 							

Date : 				
2. Community Learning Pod has permission to take
					 (Child’s Name) off premises to local parks, schools and walks on warmer weather.

Guardian Signature : 							

Date : 				
1. Community Learning Pod has permission to administer first-aid, over the counter medications, Sunscreen, and insect repellent, if needed to 				 (Child’s Name). We will call 911 and have your child transported to the hospital for emergency treatment if needed. Parents will be responsible for all costs.

Guardian Signature : 							

Date : 				

Notes : 												
[bookmark: _Hlk89336205]
Child Profile

It will help us know your child better if you create a simple profile using the following checklist.


Does your child…   suck his/her thumb___use a special language___have certain fears___
		        (If “yes”, please communicate with me directly about these.)
		        Bite his/her fingernails___play well with other children ___

Have siblings___(How many? Names, Ages) _________________________________________

______________________________________________________________________________
Other information that I should know/be aware of to care for your child as a unique

Individual:_____________________________________________________________________





______________________________________________________________________________

Events in your home atmosphere often affect your child’s attitude.  I am better able to help your child when you inform me of situations and/or events that may impact his/her overall attitude such as: divorce, separation from a relative or friend, death of a relative or friend, etc.  Knowing about these transition times allows me to give special attention, understanding, and care.  The information you give me will remain confidential.  Thank you for helping me to care for your child.
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Su M Tu W Th F Sa Su M Tu W Th F Sa
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30

Su M Tu W Th F Sa

Su M Tu W Th F Sa 31 1 2 3 4 5 6
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