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CHILD CARE PROGRAM PLAN

PHILOSOPHY
EarlyVentures Learning Center will provide professil, quality care to
meet each child's physical, emotional, social antktbpmental needs
while in our center. We do this by allowing theldispace to grow, to be
themselves, and to enjoy their time with otherdreih and staff. We strive
to provide the best possible care your child caeixe.

GOALS
It is the goal of the center to provide a warmjngy healthy, safe and
stimulating environment for children. All aspectdlze child's
development are considered as their needs aréMeestrive to keep
parents actively involved in the care of their cetmldren while pursuing
their own goals. We invite parents to review owgrsam plans at any time
and contribute their ideas to the program superv{shildren will be
supervised at all times at EarlyVentures.

ENROLLMENT POLICY
EarlyVentures Learning Center is licensed to caré¥ children. The
center is licensed for 12 infants, 12 toddlers, aBgreschoolers. An
infant is a child at least 6 weeks old but lessth@ months, a toddler is a
child at least 16 months but less than 33 monti$ agpreschooler is a
child who is at least 33 months old but has notayinded the first day of
kindergarten.

DAYS AND HOURS OF OPERATION
EarlyVentures Learning Center operates 52 weekggmar, Monday
through Friday. The center is open daily from 6230 to 6:00 PM. Our
center will be CLOSED on the following days.

Labor Day Christmas Eve
Thanksgiving Day Christmas Day
Friday after Thanksgiving New Year's Eve



New Year's Day 2 days before summer
Memorial Day program & 2 days before
July 4th school year program
EarlyVentures Learning Center reserves the right toclose on days
preceding or following these holidaysRelease day opening decisions
will be made based upon a minimum child enrollnsemd school district
policies.
PROGRAM OPTIONS

The childcare center is licensed by the Minnesapddtment of Human
Services to care for children ages 6 weeks toitheday of kindergarten.
It is staffed by two site leaders, teachers anibi@sg teachers to meet all
required staff/children ratios at all times. Thatee offers three separate
programs to meet the diverse needs of the children.
INFANT: (Ages 6 weeks to 15 months) A loving atmospherereviveellectual
and physical development is stimulated with mugeracy, language, muscle
development, and exploration of the environmemgisige-appropriate
equipment. A staff ratio of at least one adult tthddren is maintained.
TODDLER/EARLY PRESCHOOL(Ages 16 months to 47 months) The
curriculum is designed to cover areas of physicaVvaies, language arts,
creative thinking, socialization, communicationdaelf-sufficiency skills
with emphasis on exploration and discovery. A gtatfio of at least one
adult to 7 children is maintained.
PRESCHOOL{Ages 48 months through the first day of school)
Opportunity is provided for large muscle activifidsamatic play,
community exploration and socialization as welttesabove named
activities. A staff ratio of at least one adultlf® children is maintained.

FINANCIAL POLICIES AND PROCEDURES
FEES
EarlyVentures is a non-profit program operatingevenue collected
from tuition. This program is not funded from tI&D #659 general fund.
Parents must contract with EarlyVentures Learniegt€r for services
needed and follow a weekly payment schedule. Werveghe right to
drop a child from the program when payment is dgiant. Families will
also be responsible for any and all additionalemtibn fees accumulated




while recovering monies on delinquent accounts. raltes vary depending

on age and schedule options.

REGISTRATION FEEThere is an initial non-refundable registration éé&40.
This fee is payable at the time of enrollment. réhaill also be a yearly re-
registration fee of $40 beginning in Septemberrly&&ntures has a separate
summer registration fee of $20. The fees helpagyetie cost of processing
enrollment forms and immunization records, and nragbrtantly, for the
center’s supplies.

SICK CHILD/ABSENCE
Please notify us if your child is ill or will be sbnt. Parents will be billed for all
scheduled hours. Please remember if your chiltl EadyVentures they will need
to be well enough to participate in all activitiasluding outdoor play. Families
will be allowed one week of vacation accordinghte humber of days that they
are scheduled (i.e. if your child is scheduled Maoysdand Wednesday, you will
receive two vacation days.)

PAYMENT
Payment of your childcare account must be madaliréch week. All accounts
will be sent a monthly statement. Voucher co-pagsdue bi-monthly on thé'l
and 1% of each month. Parents on childcare assistaritbaviesponsible for
any and all costs not covered by vouchers.

CHANGE OF SCHEDULES
A permanent change of schedule requires a two wet&e and a $50 change of
schedule fee. We hope you understand our nedtifopolicy; as our staff will
receive their schedules based on enroliment. lardadbe as fair as possible to
everyone and maintain a consistent quality progrenwill charge for all hours
your child is scheduled. The childcare centerme@-profit program funded only
by tuition.

ARRIVAL & DEPARTURE
Parents must sign in their children each mornipgnuarrival in order to
transfer responsibility of care from parent to autted EarlyVentures
staff. After the child is signed in, the parenings the child to the group
to be assimilated and to allow EarlyVentures staffacilitate the parent’s
departure.
Upon departure, parents must sign out the chittllanthe EarlyVentures
staff know he or she is departing. Once the deiklgned out, he or she is
no longer the responsibility of EarlyVentures staff




All children must be picked up by 6:00 p.m. Ifwwill be late, it is
helpful if you call before 6:00 p.m. to let thef§&@nd your child know.

LATE PICK UP
Parents must pick up their children by 6:00 p.nosiag time of the
program. After 6:00 p.m. parents will be charged0®lper minute, per
child. (If you receive childcare assistance, youll viie personally
responsibldor this charge.) Every attempt will be made toteshparents
and authorized persons. 911 will be notified abg3n. if a child remains
at the center.

EMERGENCY CLOSING PROCEDURES
EMERGENCY CLOSING OR EARLY SCHOOL DISMISSAL

If school is closed for the dayecause of severe weather, EarlyVentures will be
closed that day.

If school has a delayed starting timeEarlyVentures will have a two-hour late
start time of approximately 9:30 a.m.

If school is dismissed earlyEarlyVentures will be dismissed two hours eatly a
approximately 2:30 p.m.

Notification Alerts Online

KARE TV (Channel 11) KARE11 School Alert —on
this site, you can sign up for

KMSP TV (Channel 9) e-mail alerts when your child’s

KSTP TV (Channel 5) school is closed.
WCCO TV (Channel 4) and KMSP (Fox 9 News) —

Radio (830 AM) School closings
KSTP 5 —School Alerts

WITHDRAWAL FROM PROGRAM
Once registration forms are received, we requixgcaweek notice, as
your spot has been secured and staff have beentpytlace. Written
notification of withdrawal from our program must tezeived 2 weeks in
advance. If there is no notification, a two-weékiege will automatically
be assessed. These costs will appear on thebifihal




PARENT INFORMATION
Parent communication and billing will be in youdividual childcare
center cubbies. We will occasionally have signs posters displayed for
your convenience of upcoming events. It is youpoesibility to check
your cubbies daily.

RELEASE OF CHILDREN
Children will be released only to their parentpersons authorized on
your emergency card or registration forms. Staff agk for picture 1.D.
from persons not familiar to them. If anyone ottien the authorized
persons will be picking up your child, you mustrtum a signed and dated
note to staff PRIORo the scheduled pick-up time.

ENROLLMENT FORMS
We must have the following forms on file:
EarlyVentures Contract for Services
Emergency Card
Immunization record
Health care summary (fill out by your child’s dogto
Infant dietary instructions
6. Health updated
It is your responsibility to keep us informed obdiges in your child’s file. (i.e.
changes in employment, phone number, address,ragti@ontacts, etc.) Please
submit these changes in writing.

abkrwbdPE

CONFERENCES/TOURS
A conference may be held at the request of thenpaweith either the
Ventures coordinator or site leaders before thielahienrolled in the
center. The conference will be to acquaint the mtanéth the program,
give them a tour of the facility, insure all ne@ysforms are processed
and answer any questions the parent or child meg.l@onferences on
the child's progress in the program will be offeredhe parent twice a
year. A written assessment will be provided thak rgport on a child’s
intellectual, physical, social, and emotional depehent. These
conferences may be done by phone if it is more eoiant for the parent.

OUTSIDE CHILD CARE SERVICES
EarlyVentures strongly discourages its employeas foroviding child
care services that are not a part of the child pevgram offered by
EarlyVentures. EarlyVentures cannot prohibit ouptayees from




participating in such outside activities. EarlyMams will not be
responsible for any acts or omissions of an EanhMiees employee while
providing such services.

BIRTHDAYS
If you would like to send a treat to be shared/our child’s birthday, it
will be welcomed. Inform us in advance so we Wwél expecting it.
Sending a treat is not necessary. Food must berygoackaged.
In order to be fair to all children, we requestgrds handle party
invitations outside the program.

INSURANCE
EarlyVentures Learning Center is insured throughl8D #659 insurance
carrier. The center does not operate any vehiolethé transportation of
children. Staff is noauthorized to transport children in their personal
vehicles under angircumstances.

CHILDREN'S NEEDS
DRESS:Children should be adequately dressed for indodroandoor
activities daily. Winter outdoor play will requifacket, snow pants, boots,
hat and mittens or gloves. All belongings shouldateled with the
child's name. A lost and found is available witthie childcare center for
parents to check periodically. EarlyVentures LeagrCenter will not be
responsible for lost or missing items.
An extra set of clothing should be sent with claldor left at the center.
All other items children wear or bring should bbdied with the child's
name and left in the child's cubby. Dirty clotha#i be sent home each
day. When extra clothes or winter outdoor clothvesneeeded and are not
available, parents will be notified and requiredbtmng them.
All children in diapers will be checked each hond @&hanged as needed.
Parents are required to furnish diapers and wipethéir own children.
Parents will be billed $1.00 per diaper change wdiapers have not been
provided from home.
Please have shoes at the center each day for jiddir o boots, stocking feet,

slippers or bare feet.

HEALTH AND IMMUNIZATION
A medical record will be maintained on each chiddoled. A health care
summary and immunization record must be on fileefmch child. These
forms must be completed and at the center beferehid can attend. The
center will provide the necessary forms neededbypairent that must be




signed by a physician. Children moving from infemtoddler, and toddler
to preschool must have their immunization reconui$ated by their
physician. Children under 24 months must have yeathms.

MEDICATION POLICY
Whenever a child requires oral or surface mediogb@rents must fill out
a written authorization form. A separate form igded for each
medication. The form includes: child's name, nafmgrog, quantity to be
dispensed, time to be dispensed and any specidlihgmeeded.
Medication must be in the original container witlgible information. Any
container that does not meet these requiremenitbevieturned to the
parents. The staff member who administers the ra@dic will indicate
the date and time a medication was given, pririt treeme, and initial the
form. These records will be kept in the child's fiWritten authorization is
required by parents for the administration of syofippecac.

CHILD CARE CENTER HEALTH POLICY
Diapering procedure&ach child must have their own supply of diapers.
The center has extras for emergencies. The faligus the diapering
procedure that we will follow:

* Put clean paper on the changing table.

* Wet 3 or 4 paper towels, if the parent has not kegphe child

with diaper wipes.

* Wash the child's bottom and apply a fresh diaper.

» Dispose of the diaper and paper in the diaper pail.

» Take the child to the sink and wash their handsfacel with warm

running water and soap.

* Dry the child.

» Staff must wash and dry their own hands after eadd with

warm running water and soap.

* Note on the chart; child's name, time of day, \wet,or BM.
Medical ConditionsLesions, open wounds, potentially infectious sooes,
skin conditions that may discharge on a child’sybeill need to remain
covered while they are attending childcare. Thalrfeethis policy is to
protect others from the potential risk of expodorbodily fluids.
EarlyVentures will change bandages or re-apply themecessary.
Parents may be required to supply bandages oridgetbst are needed.




Naps and Restnfants will be placed on their backs for all nalparents
that do not wish to have their child placed ondriker back will need
signed physician approval before EarlyVentures astommodate their
request. EarlyVentures will also require parentsigom a waiver stating
that ISD #659 and its employees cannot be heldeliduring toddler and
preschool naptime each child is to wash-up, uséailet or be diapered
and go to the nap area. Small blankets and pilloag be brought from
home and laundered weekly; no sleeping bags oplilleds please.
Adults will rock toddlers and comfort other childr@ubbing heads,
backs, etc.) as needed. After 30 minutes all oiildhat are still awake
may go into another area for quiet play. As chiidagvake they will join
the others in the play area.

Food storageMilk and formula will be kept refrigerated at alines. As
with other food, milk or formula not consumed b tthild during normal
feeding times will be disposed of. At the next fiegd fresh milk or
formula will be offered. When parents bring bottllesy will be placed in
the refrigerator until feeding time. A separatetlleat required for each
feeding time. All bottles and infant food items rmhe labeled with the
child’s name.

Food supplements and medications will be giverhtmieen only with a
signed statement from the parent and the physidoenever a child
requires oral or surface medication parents mlsiut a written
authorization form. Parents shall provide the cewith the child's diet
plan, as recommended by their physician and theghéabits of their
child.

MEALS AND SNACKS
The center will provide morning and afternoon sisat¢kot lunch is
available when school is in session and billedhateiementary school
rate. Free and reduced lunches are available ésetivho qualify. A
menu is available at the beginning of each monitles€ lunches are
payable in advance and are billed separately frotion. Children that
prefer cold lunches should bring a bag lunch cjelabeled with their
name. Pop and juice boxes will not be allowed iidl éanches. Milk is
required as part of cold lunches. Milk will be dahie and will be billed
separately. Foods that need to be microwaved wilbe allowed except
in the infant room. Cold lunches must meet USDAureaments.
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Supplements will be provided if necessary at a ttottie parent of $0.75
per item.

SICK CHILDREN
If children receive over the counter medicationdoefthey arrive at
EarlyVentures, parents must inform the EarlyVerdigite staff.
If a child becomes ill while at the center we wilbke arrangements with
the parent for pick up of the child. A parent iguged to inform the
center within 24 hours if their child contractsantagious disease. We
will post the information the same day that anytagious disease is
reported to us. The health department will be reatibf any reportable
disease or illness.
A child with any of the following conditions or ba¥iors is considered a
sick child and must be isolated from other childa¢the center and the
parent will be called immediately. The sick childlwe isolated on their
cot/crib until the parent can pick them up.
Conditions:
A contagious illness or condition as specified imiMesota Statute rule 3
part 4605,7040, or:
1. A child with chicken pox, until the lesions ameisted over.
2. A child who has had 3 loose stools since aduorisgiat day.
3. A child who has vomited since admission that day
4. Any bacterial infection that has not completddch®urs of antimicrobial
therapy.
5. A child who has ringworm or scabies that is tneated.
6. A child who has lice that has not been treateahy nits remaining in

the hair.

7. A child who has a 100 degree temperature orgnigh
8. A child who has an undiagnosed rash or sorehdrging ears or eyes,
or discharging lesions on their body.
Children must be fever-free for 24 hours beforey tten return to
EarlyVentures. Sick children will be superviseakhtimes.

EMERGENCY AND ACCIDENT PROCEDURE POLICY
The center's source of emergency medical careiblththfield Hospital.
EarlyVentures will conduct a daily inspection oftgatial hazards.

1. Administering First AidAll staff members will be trained in Red Cross
First Aid and CPR. In the event of an accidentaff snember will
evaluate the accident and decide on the appromtatese of action.
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Minor accidents such as scraped knees etc. wiNdshed with warm
water and soap. A bandage will then be applieceiRamwill be informed
of any such incidents upon pick-up. Accident repartl be filed any time
it is necessary to call parents or if the incideufuires treatment by a
physician. A report must be filed with the Comnuser within 24 hours
of any such injury or when there is the use of amgrgency medical
service by a child while in care.

2. Accident Prevention Procedures:

a. Injury: Equipment will be kept in good repair. All sharerits such as
scissors and knives will be kept out of the redothddren. Blunt end scissors
will be used by children.

b. Burns and Electrical Shockill outlets not in use will be
covered. Cords that are being used will be placexditlets out of the
reach of children. Use of electrical equipmenthia children’s play area
will be kept to a minimum.

Items that produce heat will not be allowed in¢hédren's play areas.
Water at the faucets will not be more that 120 degto prevent scalding.
Flammable items such as gas or lighter fluid wilt he stored at the
center. Storage areas will be kept free of comblgsthaterial and trash.
Furnishings will not be highly flammable.

c. PoisoningAll medication and toxic substances, such as
household cleaners will be placed in/on shelvesobtgach. All staff will
be instructed on items that are toxic and on tlo@gnr storage of such
items. Staff will know procedure for accessing plogson control center.
Syrup of ipecac will be stored on the premisesstatf will administer if
directed to do so by the poison control centeriftite child has a signed
permission form on file at the center.

d. Aspiration or ChokingFood items will be chosen carefully and
foods difficult for children to chew or eat will hbe served. Toys will
also be chosen for the appropriate age levels.|@mdleasily broken
toys, balloons, and toys with loose parts will hetallowed. All staff will
be trained in CPR.

e. SuffocationPlastic bags, materials that could suffocate valkbpt out
of the reach of children. The area will be checteggllarly for items that may
cause suffocation. These items will be removed frioenarea.

f. Traffic and Pedestrian AccidentSorridors will be kept clear for easy
exits and traffic patterns. Floors will be safelyeted or tiled and the center will
have adequate lighting.
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3. Fire Prevention and Procedure:

a. Fire Evacuation Plaithe fire evacuation routes are posted in
each room. They are located next to the doors o the closest outside
exit. The center will conduct monthly fire drille be prepared for any fire
that could occur.

b. Fire Drills: All staff and children will participate in monthfire
drills. The fire evacuation routes will be discedsnd a record kept of all
drills. A procedure to account for all children Mak part of each drill.
Staff will be trained to know who is responsible Which areas and the
phone number of the local fire department.

c. Procedure in the Event of a Figtaff will know the
location and proper use of a fire extinguisher bod to close off
the fire area.

4. Natural Disasters:

a. Tornadoesin the event of a tornado, staff will gather all
children together and go to the designated torsaflety area. All children
will be instructed to remain seated until danges passed. The center will
maintain a log of the dates and times of monthtgado drills from April
to September.

b. Blizzard: In the event that parents are delayed in picking
their children the center will remain open to clmethe children until the
parents arrive. EarlyVentures will follow ISD #65&hool closing
policies.

5. Missing Child: When staff is unable to locate a child, all creldwill

be asked to sit in one room. A check by all avaddaaff will be made of
the center and surrounding area. If the child idowated, the person in
charge will notify the Northfield Police Departmeartd the child's
parents.

6. Release of Childrei@€hildren will be released only to their parents or
persons authorized on the emergency card. No ¢wee titan the
authorized person will be allowed to up childreonirthe center. If an
unauthorized person attempts to pick up a childenga will be notified,

and 911 if necessary.

7. In the event a person who is incapacitated spexted of abuse
attempts to pick up a child the caregiver is deddb release the child
only to those persons who are authorized to déf slee caregiver suspects
an authorized person of being incapacitated ospestied abuser the child
must still be released. The caregiver is then mizad® report the
suspected neglect or abuse to the Northfield P@legartment and/or the
Rice County Human Services Department.

13



8. Abandoned Childf a child is still at the center after the regutéosing
time the staff person will contact the parentshé parents cannot be
reached, the staff will contact all other peopsdd on the child's
emergency card to pick up the child. The centelrn@thain open until the
child is picked up. If a child remains at the cemte6:30 p.m., 911 will be
notified of the situation.

9. Source of Emergency Medical Camdorthfield Hospital

10. Accident ReportA log will be kept of all accidents that occur et
center. The written record must contain the nanteagye of the person
involved; date and place of the accident; injurynaident; type of injury;
action taken by staff; and to whom the accidentirynor incident was
reported. This log will be reviewed at least seminzally and steps will be
taken to prevent accidents from re-occurring.

PERMISSION SLIPS
Field trips will be announced in advance and parerill be asked to sign
permission slips for any trip taken by the centtett ivould require
transportation. Parents will be asked to sign akdapermission slip for
trips that are within walking distance from the w#ni.e. parks, library or
local businesses.
Students training in the fields of childcare andation from time to time
come to EarlyVentures for observation, practicurstadent teaching in
the programs here. Parents will be asked to sigmipsion forms before
their child participates in any formal observation.
Parents will be asked to sign a form before thieildts picture is used for
publicity.

SECONDARY PARKS
Our secondary parks are Odd Fellows Park and Veay. FBBoth parks are within
walking distance of Longfellow school.

POLICY ON SERVICES TO CHILDREN WITH SPECIAL NEEDS
EarlyVentures is not designed to provide long-térfnassistance for
children. If a child receives 1:1 student supmothe classroom or has a
behavior plan developed, EarlyVentures must haveeting with the
family prior to the start date in order to deterenthe appropriate level of
support needed. Information regarding a studergéds will not be used
to prohibit a child’s enroliment in EarlyVenturasilessit is determined
they will need significant assistance beyond our program capabilities.
Rationale:As a public institution Northfield Public SchooGpmmunity
Services Division desires to provide equal accagsopportunity for all
people. However, since programs offered through @amty Services
are fee based, our program is equally obligatqutdwide affordable
services for the broadest possible spectrum obtipeilation.

Unlimited access for children with special needsido
significantly increase costs and could result em¢bmplete elimination of
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some programs. However, limiting access to onlgéhchildren who can
be included with no additional support is clearbf m keeping with our
mission as a public agency.

Accordingly, this policy has been developed afesiewing case
law regarding program access of a community seffeicdisabled
individuals under the rehabilitation act. The ppof the policy is to
provide maximum access for children with speciadsewnhile preserving
the affordable nature of the program for the puétitarge.
Pre-enrollment Conference and Release of InformaRarents of a child
with special needs who wish to enroll the childEsrlyVentures are asked
to contact the Ventures Coordinator.

A pre-enrollment conference will be held to disctiesnature of
the special need and the extent of support serwbesh are needed.

At this conference, parents will be informed of @@mmunity
Services policy of consulting with school staff adamining student files
if the child is enrolled in the Northfield Publici&ools.

If the child is not enrolled in programs providegdthe Northfield
School District parents will be asked to sign @ask of information for
other agencies/schools who are currently provigenyices for the child.
These releases are not mandatory in order forcesvo be provided, but
will result in a more complete individual servidamp.

Provision of Additional Financial Resourcdéisit is determined that
additional financial resources are necessary iera@make the program
accessible and beneficial the following proceduviisbe used.

1.) Modifications which are necessary to make fixed accessible will be
undertaken by the school district if they are ecoitally feasible. These
may include but are not limited to bathroom gratspwarist operated
sinks, etc. If these modifications are not feasipteviding accessibility
through use of mobility aides, etc. will be pursuledthese cases the
provisions included in Item 2 will apply.

2.) ltems which are considered personal suppovices are the
responsibility of the specific program in which tiparticular child is
involved, provided that they do not increase th&t ob the service by
more than 5%. If the cost does exceed 5%, additmwsds will be the
responsibility of the parent.

Examples of personal support services may inclodeare not limited to,
transportation, mobility aides, behavior managenaés, and/or nursing
services for children that are medically fragilhave multiple handicaps.
3.) Should it be necessary for parents to seekdiahassistance to cover
increased costs, EarlyVentures staff will be avdddo assist them in
locating possible sources of help through commuanggncies and
organizations.
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Implementing and Monitoring the Individual Servielan
The coordinator of a particular program in which thild is enrolled will
be responsible for developing a service plan.

This plan must be in place within 1 week of theedant which the
child began using the service, and a summary optdre will be reviewed
with the parent and placed in the child's file.

Site visits from special education staff or stdfbther agencies
that provide service to the child will be arrangedbtain input and
suggestions. Consultation with classroom teachéralso be scheduled
as appropriate.

The Ventures Coordinator is responsible for obteyrthis
information, including it in the child's plan andaking sure that any staff
members who work with the child are familiar wittetcontents of the
plan. All individual service plans must be reviewardl approved in
writing by the Ventures Coordinator and the paddrihe child.

Modifications in the service plan will be made asessary with
joint approval of parents and staff. Any changethaplan will be
documented in writing and placed in the child's.fil
Any written information concerning the child whoagart of the staff log
will be shared with the parents in a timely manner.

Policy on Behavior Managemeri@hildren who have been defined as
special education students and whose behavior tédenmanaged
through the application of existing behavior guicpolicies which are in
place for the various programs will be considengecgl needs children
for the purpose of this policy.

This definition will be applied whether behaviooplems result
from temporary individual stresses, mental impaimmas a result of
neglect or abuse, or as a result of long term ematiand behavioral
disorders.

In cases when these behaviors are documentedtp!tioe
enrollment of the child, the procedures used wéltire same as those
described previously for serving children with spéneeds.

If the problem surfaces after the child is enrqgli@donference will
be scheduled in accordance with existing behavemagement policies.
The purpose of the conference will be the sambaatof the pre-
enrollment conference already described.

Timelines for the development and implementatioarof
individual service plan will also be the same assthalready described.
Termination of Services to Students with Behaviatiems:If the staff
determines that an individual behavior guidance anot effective and
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no other options are available, it is possible seavice will no longer be
provided for that child. Termination of service#l Wwe considered if the
child constitutes a danger to other participant$im/herself, or if
behavior is so disruptive that it prevents the agaeshment of overall
program goals. The decision to terminate serviadde/the
responsibility of the Ventures Coordinator.

BEHAVIOR GUIDANCE POLICIES

The center’s daily scheduling, curriculum planassfoom arrangement, and

staffing pattern are designed to promote positie @njoyable learning

experiences, including respectful and trustingti@ships between adults and
children. To provide for the safety of all childreas well as the individual
development of each child’s self-help and self-oairgkills, staff maintains daily
routines and provides limits appropriate for eafug. These routines and limits
are frequently discussed and defined with the obld Consistency, or knowing
what to expect throughout the day, helps childrevetbp a sense of trust and
understanding of their environment and encouragisasntrol.

The goals of child guidance are to help childrevettgp safe and appropriate

ways of interacting with others and with the enmim@ent and to develop internal

self-control. Young children learn by experimegtitesting limits and
experiencing logical consequences of their behavior

EarlyVentures operates on the premise that youitgreh are never “bad”.

Many discipline problems arise from too much exoat, over stimulation and

enthusiasm rather than direct disobedience. Qaaltipositive reinforcement will

be used to encourage acceptable behavior. THepkiafto change behaviors
using positive techniques. These techniques ieglhdt are not limited to the
following:

1. Developing, with children, rules that are statethatchildren’s
developmental level.

2. Clarifying the consequences of not following rubegore an incident occurs.

3. Having age-appropriate expectations for children.

4. Allowing children time to practice following newlas and acceptable
alternatives to problem behavior in order to redcmeflict.

5. Reinforce desirable behavior by praising or rewagdhe child. When the
child realizes that attention comes from approprishavior, that behavior is
more likely to continue.

6. Provide immediate and directly related consequefares child’s
unacceptable behavior.

7. Ensure that each child is provided with a posithadel of acceptable
behavior.

8. Redirect children away from the problem toward astauctive activity in
order to reduce conflict.

9. Short breaks (timeouts), which are noted and logged

10. Protect the safety of children and staff pesso
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BEHAVIOR POLICIES

If our attempts at discipline do not work, thedaling will happen:

1. A behavior letter will go home to the parents sigitieason for referral,
previous action by staff, actions taken by theigistary personnel. After
three of these have been sent home and correttidhe child’s behavior
have not been made we will go to step 2.

2. When a child’s behavior is continually upsettingdangerous to others, or the
staff, a conference will be called with the paremsbehavior plan will be
developed. The plan will include specific detafdocus to eliminate the
behavior problems. Suggestions may include, inat limited to
atmosphere changes, incentive programs, more dieecices and/or
professional services, and referrals for behawwseasments.

3. When a child’s behavior is continually upsettingdangerous to other
children or staff, a conference will be called wiitle parents. If the problem
can't be resolved the follow actions will occur:

Behavior Incident Reports

A Behavior Incident Report is completed when a serious disciplinary actiocues.
Behavior such as violent outbursts, willfully hagiother children, throwing objects,
inappropriate language, leaving the room/buildingg, verbal or physical abuse of the
staff, not listening to staff or following directie to ensure a safe experience, or the
inability to adjust to the program guidelines viné considered serious disciplinary
concerns. Charges will be assessed for behadweseresulting in 1, 3, and 5 days off.
Should a child receive a sixBehavior Incident Report, charges will end with the last
date of service, and alternate care must be fomnaediately as the child will not be
allowed to return to the program.

1stBehavior Incident Report:
Parents/guardians, site staff, and child will descthe behavior to resolve the
situation. Parents/guardians will be informed tishibuld asecondBehavior
Incident Report occur, a meeting will be scheduled to includegheent/guardian,
child, site staff, and Site Leader."

2ndBehavior Incident Report:
Parents/guardians will be contacted for a meetrigdlude the parent/guardian,
child, site staff, and Site Leader. The procesgioaes should a parent/guardian
refuse to attend a meeting. Parents/guardianseedive a written warning that
"should athird Behavior Incident Report occur, the child will need to take a one-
day leave of absence from the program.”

3rd Behavior Incident Report:
Parents/guardians will be notified by telephonengrerson that the child will
need to take a one-day leave of absence from twagn on the next scheduled
day. (Fees will be charged during this absenBadents/guardians will receive a
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written warning that "should faurth Behavior Incident Report occur, the child
will need to take a three-day leave of absence trarprogram.”

4th Behavior Incident Report:
Parents/guardians will be notified by telephonengrerson that the child will
need to take a three-day leave of absence fromprtgram beginning with the
next scheduled day. (Fees will be charged duthigyabsence.)
Parents/guardians will receive a written warnirgf tlshould difth Behavior
Incident Report occur, the child will need to take a five-day leaf absence from
the program.”

5th Behavior Incident Report:
Parents/guardians will be notified by telephonengrerson that the child will
need to take a five-day leave of absence from tbgram beginning with the next
scheduled day. (Fees will be charged during ths®ace.) Parents/guardians will
receive a written warning that "shouldiath Behavior Incident Report occur, the
parent/guardian will be required to find alterneltdd care immediately. The
child will not be able to return to the programhatges will end with the date of
the sixthBehavior Incident Report.

6th Behavior Incident Report:
Parents/guardians will be notified by telephonéngrerson that alternate care
will be needed immediately, as the child will netdble to return to the program.
Charges will end with the date of the si@ehavior Incident Report.

EarlyVentures prohibits the subjection of a chddcorporal punishment, which includes
but is not limited to:
Rough handling, shoving, hair pulling, ear pullisbaking, slapping, kicking, biting,
pinching, hitting, or spanking.
EarlyVentures prohibits the subjection of a chdcetmotional abuse, which includes but
is not limited to:
Name calling, ostracism, shaming, making derogatemyarks about a child or the
child’s family, using language that threatens, Hiat@s, or frightens the child.
EarlyVentures also prohibits:
1. Punishment for lapses in toileting
2. Withholding food, light, warmth, clothing, or mediacare as a punishment
for unacceptable behavior
3. The use of physical restraint other than to physi¢enld a child where
containment is necessary to protect a child orrstirem harm
4. The use of mechanical restraints, such as tying

5. No child may be separated from the group unlesall@ving has
occurred:
(a) Less intrusive methods of guiding the child’s babatave
been tried and were ineffective
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(b) The child’s behavior threatens the well being &f ¢hild or

other children in the program
A child who requires separation from the group must

(a) Remain within an unenclosed part of the classrodmare/the
child can be continuously seen and heard by a progtaff
person

(b) The child’s return to the group must be contingenthe
child’s stopping or bringing under control the belba that
precipitated the separation

(c) The child must be returned to the group as sodheabehavior
that precipitated the separation abates or stops

A copy of the center's behavior guidance policdefined by the State of
Minnesota - Department of Human Service, Divisibhioensing, is on
display at the center. A copy is also availablenftbhe program
coordinator at any time. The policy defines theagahrequirements of
behavior guidance, procedures for persistent upaabke behavior and
actions that are prohibited by either staff ordtgh.

PETS
The center will inform parents and obtain signedhpssion before any
pets will be housed at the center or any pets nslytlie center.
PARENT VISITS

Parents are welcome to visit the center at any tioreng the normal
hours of operation. We encourage family voluntéeisur classrooms.
Please speak with the Site Leader for further médron.

TELEPHONE NUMBER FOR DIVISION OF LICENSING
If you have questions, concerns or complaints ajgout child's care, the
telephone number of the Department of Human Sesvi¢vision of
Licensing is 651-431-2000.

TOYS
We ask that all children leave their toys at hotha.child would like to
have a small, soft toy to nap with, that toy v allowed. Musical or
noise-making toys will not be allowed as they mesgudb others that are
napping. Children may also bring a toy from homewthere is a
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scheduled "show and tell". All other toys shoulddfeat home or will be
placed in the child's cubby to be taken home aetiteof the day. We
hope you understand our need for this policy. Gunter is fully equipped
with an adequate supply of age-appropriate toysh@ichildren and toys
brought from home create problems. EarlyVenturesicbbe held
responsible for lost, broken, or missing items.

MANDATED REPORTING/MALTREATMENT OF MINORS (SEE

ATTACHED FORMS)
Children need a safe nurturing environment thawadlthem to grow,
learn and feel loved by their caretakers. In otdegrow and learn,
children’s minimum needs for good nutrition, shelteedical care,
bathing, clean clothes, intellectual stimulatioppm@priate discipline,
love, a feeling of importance, and a safe, noneribhome setting must be
met. When these needs are not met, a child cgnoatand learn as
easily. If you are temporarily unable or unwillitgmeet your child’s
minimal needs, as described in the first senteftei®section, our staff is
mandated by Minnesota State Law to file a repottaicounty child
protection agency. It then becomes the role ofahigd Protection to
work with your family to insure that your child’®eds are being met.
Should you have difficulty in providing for your omchild’s emotional or
physical needs, or safety, you are encouragecktioaselp. Our staff
can help you find a community resource that caaraigsistance. Some
24-hour community resources which can help you wjeenfind that you
are experiencing more stress than you can hamtieide:

Parents Anonymous 1-800-225-4073
Rice County Crisis Hotline 1-800-607-2330
Rice County Child Protection 1-507-332-6214
Rice County Crisis Nursery 1-507-332-6255

EarlyVentures expresses a commitment to providenaironment that
encourages the child’s safe growth and learnifigou feel that our staff
is not meeting your child’s needs, we encouragetgdalk with the Site
Leader.

Should you feel your child’s needs are consistemtiybeing met; our
staff will work with you to identify your child’s @eds and assist you in
meeting those needs.

As mandated reporters, EarlyVentures staff areireqio make a report
if there is reason to believe or suspect that ll ¢hibeing neglected or
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abused or subjected to withessing domestic abusgsobeen within the
past three years.

NORTHFIELD SCHOOL BOARD POLICY REGARDING SEXUAL
HARASSMENT AND SEXUAL VIOLENCE

I. GENERAL STATEMENT OF POLICY

Sexual harassment is a form of sex discriminatidnch violates Section
703 of Title VIl of the Civil Rights Act of 1964 sseamended, 42 U.S.C.
2000e, et seq., and Minnesota Statute 363.01h&4Vitnnesota Human
Rights Act. Sexual violence is a physical act ajragsion that includes a
sexual act or has a sexual purpose.

It is the policy of Independent School District 9 to maintain a
learning and working environment that is free freexual harassment and
sexual violence. The School District prohibits &omym of religious,

racial, or sexual harassment and violence.

It shall be a violation of this policy for any pligeacher,
administrator or other school personnel of the $tbBastrict to harass a
pupil, teacher, administrator or other school pengbthrough conduct or
communication of a sexual nature or regarding i@hignd race as
defined by this policy. (For purposes of this pglischool personnel
include school board members, school employeesitsigelunteers,
contractors or persons subject to the supervisioicantrol of the
District.)

It shall be a violation of this policy for any glpeacher,
administrator or other school personnel of the $tbBustrict to inflict,
threaten to inflict, or attempt to inflict religisuracial or sexual violence
upon any pupil, teacher, administrator or othepstpersonnel.

The School District will act to investigate all cphaints, either
formal or informal, verbal or written, of religiousacial, or sexual
harassment or violence, and to discipline or tal®@priate action against
any pupil, teacher, administrator or other scha&sspnnel who is found to
have violated this policy.

II. SEXUAL HARASSMENT/SEXUAL VIOLENCE DEFINED
Sexual harassment consists of unwelcome sexuaha€ésarequests for
sexual favors, sexually motivated physical conauaither verbal or
physical conduct or communication of a sexual reatunen:

1. Submission to that conduct or communication aslena
term or condition, either explicitly or implicithgf obtaining or retaining
employment, or of obtaining an education; or

2. Submission to or rejection of that conduct or
communication by an individual is used as a fattatecisions affecting
that individual's employment or education; or

3. That conduct or communication purpose or eféct
substantially or unreasonably interfering with adividual's employment or
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education, or creating an intimidating, hostilet@iensive employment or
educational environment.

A. Sexual harassment/violence may include bubts n
limited to:

1. unwelcome verbal harassment or abuse;

2. unwelcome pressure for sexual activity;

3. unwelcome, sexually motivated or inappropriateipgit
pinching or physical contact, other than necesssstraint of
pupil (s) by teachers, administrators or other stpersonnel
to avoid physical harm to persons or property;

4. unwelcome sexual behavior or words, including deasdor
sexual favors, accompanied by implied or overtdtae
concerning an individual’s employment or educatictatus;

5. unwelcome sexual behavior or words, including deasdor
sexual favors, accompanied by implied or overt psesof
preferential treatment with regard to an individsial
employment or educational status; or

6. unwelcome behavior or words directed at an indizidiecause
of gender.

B. Racial Harassment: DefinitionRacial harassment consists of
physical or verbal conduct relating to an individsigace when the conduct:

1. has the purpose or effect of creating an intimidgthostile or
offensive working or academic environment.

2. has the purpose or effect of substantially or isoeably
interfering with an individual’s work or academierformance,;
or

3. otherwise adversely affects an individual’s emplewtor
academic opportunities.

C. Religious Harassment: DefinitionReligious harassment consists of
physical or verbal conduct which is related toradividual’s religion when the
conduct:

1. has the purpose or effect of creating an intimrdgti
hostile or offensive working or academic environtmen

2. has the purpose or effect of substantially or
unreasonably interfering with an individual’'s wark
academic performance; or

3. otherwise adversely affects an individual’'s empleyin
or academic opportunities.

D. Sexual Violence: DefinitionSexual violence is a physical act
of aggression or force or the threat thereof, wirsiolves the touching of
another’s intimate parts, or forcing a person tatoany person’s intimate
parts. Intimate parts, as defined in Minnesotau$ta Section 609.341,
including the primary genital area, groin, inndgth buttocks or breast, as
well as clothing covering these areas.
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E. Racial Violence: DefinitionRacial violence is a physical act
of aggression or assault upon another because iof aomanner
reasonably related to, race.

F. Religious Violence: DefinitionReligious violence is a
physical act of aggression or assault upon andibesiuse of, or in a
manner reasonably related to, religion.

G. Assault: Definition.Assault is:

1. An act done with intent to cause fear in anotfiemmediate

bodily harm or death;

2. The intentional infliction of or attempt to irdl bodily harm

upon another; or

3. The threat to do bodily harm to another withspré ability to

carry out the threat.

[ll. REPORTING PROCEDURES
Any person who believes he or she has been thieviatreligious, racial
or sexual harassment or violence by a pupil, teactaeninistrator or other
school personnel of the School District, or anysparwith knowledge or
belief of conduct which may constitute religiouscial, or sexual
harassment or violence toward a pupil, teacherjradtrator or other
school personnel should report the alleged actseidiately to an
appropriate School District official designatedthig policy. The School
District encourages the reporting party or comg@atrto use the report
form available from the principal of each buildiagavailable from the
School District office, but oral reports shall mnsidered complaints as
well. Nothing in this policy shall prevent any pen from reporting
harassment or violence directly to a District HunRaghts Officer or to
the Superintendent.
A. In Each Building. The building principal is the person responsible
receiving oral or written reports of religious, i@gcor sexual harassment or
violence at the building level. Any adult Schoasfict personnel who receives a
report of religious, racial or sexual harassmentiolence shall inform the
building principal immediately.

Upon receipt of a report, the principal must notife School District
Human Rights Office immediately, without screenargnvestigating the report.
The principal may request, but may not insist ugowyitten complaint. A
written statement of the facts alleged will be farded as soon as practicable by
the principal to the Human Rights Officer. If teport was given verbally, the
principal shall personally reduce it to writtenrfowithin 24 hours and forward it
to the Human Rights Officer. Failure to forward/drarassment or violence
report or complaint as provided herein will resnltisciplinary action against the
principal. If the complaint involves the buildipgincipal, the complaint shall me
made or filed directly with the Superintendentloe School District Human
Rights Officer by the reporting party or complaiban
B. In the District. The School Board hereby designates Denise Grifit
the School Districts Human Rights Officer to reeereports or complaints
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of religious, racial or sexual harassment or viogenlf the complaint
involves a Human Rights Officer, the complaint sbalfiled directly with
the Superintendent.

The School District shall conspicuously post themaaf the Human
Rights Officer including mailing address and telepé number.

C. Submission of a good faith complaint or repdnteligious, racial or
sexual harassment or violence will not affect tomplainant or reporter’s
future employment, grades or work assignments.

D. Use of formal reporting forms is not mandatory

E. The School District will respect the privadytloe complainant, the
individual(s) against whom the complaint is fileahd the witnesses as
much as possible, consistent with the School Ritsrlegal obligations to
investigate, to take appropriate action, and tdarom with any discovery
or disclosure obligations.

V. INVESTIGATION

By authority of the School District, the Districubhan Rights Officer(s),
upon receipt of a report or complaint alleginggelus, racial or sexual
harassment or violence shall immediately undertakauthorize an
investigation. This investigation may be condudigdchool District
officials or by a third party designated by the &alDistrict.

The investigation may consist of personal intergewth the
complainant, the individual(s) against whom the ptaimt is filed, and
others who may have knowledge of the alleged imt{d§ or
circumstances giving rise to the complaint. Thesgtigation may also
consist of any other methods and documents deesrddent by the
investigator.

In determining whether alleged conduct constitat@glation of this
policy, the School District should consider thersunding circumstances,
the nature of the behavior, past incidents or pasbntinuing patterns of
behavior, the relationship between the partiesliradand the context in
which the alleged incidents occurred. Whetherriquaar action or
incident constitutes a violation of this policy vags a determination
based on all the facts and surrounding circumstance

In addition, the School District may take immedistieps, at its discretion,
to protect the complainant, pupils, teachers, athtnators or other school
personnel pending completion of an investigatioalk#ged religious,
racial or sexual harassment or violence.

The investigation will be completed as soon astpralsle. The School
District Human Rights Officer shall make a writteaport to the
Superintendent upon completion of the investigatiirthe complaint
involves the Superintendent, the report may be filieectly with the
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School Board. The report shall include a detertionaof whether the
allegations have been substantiated as factualvhether they appear to
be violations of this policy.

V. SCHOOL DISTRICT ACTION

A. Upon receipt of a report, the School Districtlwake appropriate action. Such
action may include, but is not limited to, warnisgspension, exclusion, expulsion,
transfer, remediation, termination or dischargehdsl District action taken for
violation of this policy will be consistent withgairements of applicable collective
bargaining agreements, Minnesota and federal lalSmhool District policies.

B. The result of the School District’s investigatiof each complaint filed under
these procedures will be reported in writing to ¢benplainant by the School District
in accordance with state and federal law regarding diarecords privacy.

VI. REPRISAL

The School District will discipline or take appragie action against any pupil,
teacher, administrator or other school personnel rgkaliates against any person
who reports alleged religious, racial or sexuabhBament or violence or any person
who testifies, assists or participates in an ingasibn, or who testifies assists or
participates in a proceeding or hearing relatinguch harassment or violence.
Retaliation includes, but is not limited to, anyrfoof intimidation, reprisal or
harassment.

VIl. HARASSMENT OR VIOLENCE AS ABUSE

Under certain circumstance, alleged harassmeriblance may also be
possible abuse under Minnesota law. If so, theedutf mandatory reporting under
Minn. Stat.§626.556 may be applicable.

Nothing in this policy will prohibit the School Btrict from taking immediate
action to protect victims of alleged harassmermlevice or abuse.

VIIl.  DISSEMINATION OF POLICY AND TRAINING
A. This policy shall be conspicuously posted througteach school
building in areas accessible to pupils and stafinivers.
B. The School District will develop a method of dissing this policy with
students and employees.
C. This policy shall be reviewed at least annuallydompliance with state
and federal law.

GRIEVANCE PROCEDURE
Reporting Form
All program participants and parents are encouragetl shall be given
opportunities for observation, input, suggestiond eavolvement in the program.
However, all complaints and special requests shallmade through
appropriate channels. Any participant who beliehey have a grievance with the
program may fill out the form below. Use of therfois not mandatory. Please
follow steps of action if needed report to:
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Site Leader

Ventures Coordinator
Community Services Director
Superintendent of Schools
School Board

oAb E

Name:

Program:

Date:

Brief description of what has taken place: (who, awh where,

when)

Signature:

A written reply will be given to any written grienee within 10 days.

STAFF POLICIES

1. Children are to be supervised at all time. Chitdare not to be left in a room or on the
playground alone, even for a few minutes. All ratwall always be met.

2. Staff members are to interact with the childred not isolate themselves or converse
at length with other staff members.

3. Discipline is to be dealt with in a positive men Talk to the child without raising
your tone of voice. Try to determine the child’sisen for the misbehavior. Consult the
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center's discipline policy for further details aontlow accordingly. If separation from the
group is necessary a written report must be filed.

4. Children are expected to treat others with retsgéey learn by example and their role
model is you.

5. The staff is expected to sit with the childremidg snack and meal times.

6. All employees will be hired for a six month padion period. Employees will be
evaluated after six months and then yearly thezeaft

7. This childcare center does not discriminatesrhiring practices. E.O.E.

8. Teachers and Assistant Teachers are requirdthie standard first aid and CPR
training within 90 days of the start of work.

9. In-service training equal to 2% of the total toworked is required by the State of
Minnesota in order for a staff member to remainkiay.

10. ISD #659 is a smoke free district. Smoking isohallowed in any district building

or on its grounds

11. All records at the childcare center are to &gt kconfidential. This includes, but is not
limited to; children's records, personnel recoattsident and discipline reports. Staff will
release records only to those people who have siesa®quired by law.

12. As per DHS rule 17 Part 9543.1020, subpartfi4g and alcohol use is prohibited.
Individuals, subcontractors, and volunteers wheaatly responsible for children served
by the program are prohibited from abusing presompmedication or being under the
influence of a controlled substance or alcoholsThcludes any level of use that impairs
or could impair the person's ability to provideecar services.

RISK REDUCTION PLAN

EarlyVentures has developed a Risk Reduction plander to comply with Minnesota
Statutes, section 245.66 subdivisions 2 and 3. Reskuction Plans are in place to assess
risks among children in our environment and ensugee are procedures, policies, and
staff trainings in place for all risk determinedsRReduction Plans are available on site
at EarlyVentures.
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6:30-8:30
8:30-9:30
9:30-10:30
10:00-10:30
10:30-11:00
11:00-11:30
11:30-1:30
1:30-2:00
2:00-2:30
2:30-3:30

3:30-6:00

6:30-8:00

8:00-8:30

8:30-9:00

9:00-10:00

10:00-11:00

Infant Room Schedule

Arrival and Good Morning

Circle Time! Music and Finger plays
Reading and Art

Snack Time and Diapering

Large Muscle Development

Lunch Time

Diapering/Quiet Activity/Nap
Circle Time, Music, Stories

Snack Time and Diapering
Activities & Movement

Quiet Activities & Goodbye

Toddler Schedule
Arrival and Free Play
Clean Up and Bathroom
Circle or Group Time

Free Play w/ Learning Centers

Large Motor/Indoor or Outdoor Play
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11:00-11:15 Bathroom and Diapers

11:15-11:45 Lunch

11:45-2:30

2:30-2:45

2:45-3:45

3:45-4:15

4:15-6:00

6:30-8:00

8:00-8:30

8:30-8:45

8:45-9:45

9:45-10:05

Rest Time and Quiet Activities
Snack

Circle Time & Story

Activities & Movement

Quiet Play & Goodbye

Preschool Schedule
Arrival and Free Play
Clean Up and Bathroom
Circle Time

Learning Center

ABC/123
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10:05-10:30

10:30-10:50

10:50-11:05

11:05-11:40

11:40-11:45

11:45-1:45

1:45-2:30

230-2:45

2:45-3:45

3:45-4:15

4:15-6:00

Outside

Curriculum Activity
Singing and Dancing
Lunch-Bathroom

Story Time

Rest Time/Quiet Activities
Free Time
Snack-Bathroom

Circle Time

Activities & Movement

Quiet Play & Goodbye
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