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Welcome!

Welcome to Sunshine Learning Center! Founded in 1972, Sunshine is a 501c3 non-profit entity, known as Child Development, Inc., devoted to providing excellent care for the children who attend our center. This document showcases how the Directors and Board of Directors choose to run the business of Sunshine Learning Center. 
Our Center’s Information:

Executive Director – MacKie Duhme, mackieduhme@sunshinemaquoketa.org  

Center Director/Preschool Teacher – Amanda Burken, amanda@sunshinemaquoketa.org 
Board of Directors President – boardpresident@sunshinemaquoketa.org 

Phone Number – 563-652-2847

Fax Number – 563-652-2049

Board of Directors:

Board President – Amber Selman

Vice President – Tricia Snowden

Secretary – Kalli Bormann

Treasurer – Andrea White

Cindy Heck

Liz Wawro

Maggie Davis

Lorene McLaughlin

Megan Simmons

Emily Johnson
Child Development, Inc.  Mission Statement
Sunshine Learning Center offers a safe and stimulating environment for children six weeks to 12 years of age. A team of motivated and caring staff foster positive opportunities for children to grow intellectually, emotionally, socially, and physically. 
Philosophy

By providing a stimulating and accepting learning experience, we hope to provide for the following needs of our children: 
· Appreciation of creative arts and music
· Pride in self and environment

· Respect for themselves and others through cooperative play
· Inspiration for verbal expression through a variety of experiences
· Development of powers of observation to become more aware of the outside world

· Empathy for others 

· Physical skills, such as balance, coordination, and agility, through structured and unstructured play
Sunshine Learning Center is designed to provide a secure and caring environment for our children. Our program is designed to encourage our children to think critically, to learn through playing, and to appreciate the world around them. We offer the children the opportunity to explore and develop in many different areas. Children direct their own learning in a number of developmentally appropriate ways.
Understanding the Parent Handbook

If you need help understanding the full contents of this parent handbook, Sunshine will be happy to arrange a meeting to discuss the handbook and its contents. If English is a second language, we will arrange for a translator to assist you. 
Joining Our Program

To attend Sunshine, children must be at least six weeks of age. Children are accepted as there is space available. If there is no space available, parents/guardians may request that their children be placed on a waiting list. 

Child Development, Inc. complies with Title VI of the Civil Rights act of 1964 and does not discriminate against anyone on the basis of race, sex, color, creed, national origin, gender or ethnic background. Child Development, Inc also complies with Title III of the Americans with Disabilities Act and does not discriminate against children with disabilities on the basis of the disability. Sunshine will provide assistance for all families in need of translation or reading assistance upon request. 

Adjusting to a New Environment

Generally, we find that children need a few weeks to adjust to their new schedule and environment. Please don’t be alarmed if your child seems fine during the first few days, only to later become upset at your leaving. Children exhibit different reactions to separation. We will be there for you and your child, and will offer ideas and guidance in an effort to make the transition easy for everyone.

We have found that pre-enrollment visits help children adjust to the program more readily. We invite you to arrange these visits in advance with the director so you may stop and visit the program with your child several times prior to his/her first day. 

Admission Requirements and Registration

Each child must have an enrollment packet filled out prior to attending Sunshine. The information in the packet is valuable to the health and care of your child. 

The following forms must be in our office completed by 12 p.m. the Wednesday prior to their starting week:

Intake Sheet (by age)




Allergy Form
Registration Form
Nutrition (food program) Forms 

Immunization Paper
Medication Forms
Child Health Exam Form



Emergency Form

Sunscreen & Insect Repellent Permission Form
ACH Payment Form

Confidentiality

Any and all information received in this center will be held in the strictest of confidence. No information will be released without a written release from parents or guardians. Staff will not discuss an enrolled child with another person, other than their parent. 

Hours of Operation

Sunshine Learning Center will be open Monday through Friday. Our program begins at 6:00 A.M. and ends at 5:30 P.M.; parents or guardians must pick their children up and exit the building prior to 5:35 P.M. 
Capacities: 

Rooms and maximum capacity are as follows:
· The center is licensed for 281 children.

· Infant Room maximum capacity 24

· One –Year-Old Room maximum capacity 20

· Toddler Room maximum capacity 20

· Two-Year-Old Room maximum capacity 19

· Three Year-Old Room maximum capacity 38

· Four Year-Old Room maximum capacity 19

· Three Year-Old  Preschool Room maximum capacity 24

· Four-Year- Old Preschool Room maximum capacity 24 

· FAST Room maximum capacity 43
Staff

Sunshine employs qualified, experienced, and educated staff. All staff members must meet requirements specified by the Department of Human Services including health requirements, mandatory child abuse reporting, first aid/CPR, and continuing education. 

Staff to child ratio for children ages six weeks through 12 years of age:

Infants: 

1 staff for every 4 children.

Ones:
 
1 staff for every 4 children.

Twos: 

1 staff for every 7 children.

Threes:
 
1 staff for every 10 children.

Fours: 

1 staff for every 12 children.

FAST: 

1 staff for every 15 children.

FAST (Fun After School Time) Programming: 
Before School Programming: 6:00 A.M. – 7:45 A.M. Children will be transported via Maquoketa School District bus to elementary schools in the Maquoketa School District. The before school program will remain open on the mornings when school is delayed. 
After School Programming: 3:15 P.M. – 5:30 P.M. Children may be transported from elementary schools in the Maquoketa School District to Sunshine via Maquoketa School District bus.  The after school program will open accordingly on early out days and when school is dismissed due to weather, etc. 

Center Closings
Please note: Any changes will be posted on our Sunshine Learning Center Facebook page and broadcast on KWQC.
Holidays: Sunshine will be closed in observance of the following holidays: Christmas Day, Christmas Eve, the day after Christmas, New Years Day, Memorial Day, Labor Day, Independence Day, Good Friday, Thanksgiving Day and the day after Thanksgiving. 

Additionally Sunshine closes three times per year at 3:00 P.M. (Fair Parade, Staff Christmas Party and New Year’s Eve); parents or guardians are notified in advance of the dates of such closings.

Snow Days: In the event of severe weather if it is necessary to cancel preschool and/or daycare an announcement will be made on our Facebook page as well as broadcast on KWQC. Preschool classes will follow the schedule set by the Maquoketa School District. If the roads are labeled travel not advised by the DOT, Sunshine will close.
Families will be notified of planned closures through the posting of signs on the doors in the reception area, and/or notices sent home with children at least 48 hours prior to closure. 

Programs/Curriculum

Children will be offered a developmentally appropriate curriculum consisting of, but not limited to: a balance of active and quiet activities, individual and group activities, indoor and outdoor activities, staff-initiated and child-initiated activities and activities which promote both gross and fine motor skills. We use the Iowa Early Learning Standards to guide our program planning. All classrooms use the Creative Curriculum approach to planning learning activities in the classroom; where children learn through exploration and play. On days that preschool is offered, all children ages 2-5 will automatically attend preschool when in attendance at Sunshine. 

Room to Room Transition

Room to Room transitions will be handled on a case by case basis. Prior to the start of a transition families will be informed that a transition will begin, and the expected duration of the transition. At that time, you may request an orientation. If you have questions or concerns regarding the transition of your child please discuss this with your child’s staff or the Director. 
Conferences 
Either the staff or parent may ask to arrange for a conference at any time during the year. We welcome the opportunity to discuss anything that will benefit our children and their families. Twice a year the Preschool Program will offer parent teacher conferences.
Parent Participation

Parents or guardians are always welcome at the center. We love to have visitors in the classrooms and encourage parents or guardians to feel free to eat lunch with their child or visit during class time; parents or guardians will be afforded unlimited access to their children and the staff caring for their children during the Center’s hours of operation or whenever their children are in the care of the Center unless parental contact is prohibited by court order. During this time the parents or guardians must remain with their children. 
If the parent participation causes disruptions the parent and/or child will be dismissed with a warning. If disruptions to the center continue, a written termination notice will come from the Executive Director. 

Our open door policy is the best way to show you that your child is well cared for while you are away. If at any time you as a parent, have a concern, please let us know right away by discussing the matter with the room leader. If you feel more action or further communication is needed please contact the Director or Sunshine Board of Directors President. We enthusiastically support open communication.
Parent Notifications

Parents and Sunshine staff have the opportunity to exchange information regarding your child during arrival and pick-up. This is important in providing continuity between your family environment and the center environment. Teachers are happy to answer questions you may have with regard to your child. If there is not enough time for this type of exchange during the arrival/pick-up times, a time for more in-depth discussion can be scheduled. You may also call or email the Director. 
Communication sheets for children under two are regularly filled out by your child's teachers, and include information pertaining to meals/snacks/feedings, naps, activities, moods, medications (if needed), and any other pertinent information. 

It is the responsibility of the parent or guardian to check your child’s box, located in his or her classroom daily, as any communication (including changes to our parent handbook, health policies, artwork from children, etc.) will be placed there. 
Scheduling

Contracts are an important communication tool which allows the center to properly staff each room. All contracts are due the WEDNESDAY BEFORE THE WEEK OF CARE by 4 P.M. Blank contracts are kept at the front reception area. It is very important that these contracts are accurate and are on time, since our staff schedule is determined by how many children are scheduled to attend each day. Parents with a fixed schedule may provide Sunshine with that schedule, and the indication for our records that the schedule will not change unless we are otherwise notified. Contracts that are late, or not returned will result in your child being unable to attend Sunshine the following week. 
Cancellations

If your child will not be at the center on a previously contracted day, please call the center by 7:00 A.M. Because staffing is based on the number of children scheduled, it is important that we are notified by all changes so we may adjust our staff schedule accordingly. 
Drop-In Childcare

If your child is not contracted for a certain day and/or time, and you need care, you may call Sunshine to see if there is room for your child. If your child’s attendance on unscheduled days would cause the room to need additional staff at any point in the day, requests for drop in care will be denied. 
Sign In/Sign Out Procedures

We have a computer station within the reception area of the center to be used to check children in and out. Children must be signed in each day as they arrive. Individuals authorized by parents or guardians to do drop offs will use their fingerprints or a bypass code to check children in and out.
We ask that children are accompanied to their room. Please do not leave your child unless one of the staff has acknowledged their presence; NEVER leave a child in a room unattended. 
We also ask that parents only enter rooms related to their child’s/children’s care (i.e. finding their child’s teacher outside of the normal classroom, grabbing car seats, etc). 
Sunshine is responsible for every child until a parent or guardian or authorized adult picks up the child. An authorized individual may be a sibling 16 years of age or older, or an adult. Individuals must enter the building to sign the child(ren) out using the computer station.  For the protection of our children, only persons authorized in writing on the registration form may pick up a child. Staff will question those with whom they are unfamiliar and check their authorization and identification. Anyone without proper authorization will be prevented from picking up a child. In the case of an emergency, a parent may call the center to verbally authorize someone else picking up his or her child. The center staff may ask the caller to provide information from the registration form for verification of the caller’s identity. If needed, the parent should update the registration form on file to show proper authorization. 
Access Policy 

Centers are responsible for ensuring the safety of children at the center and preventing harm by being proactive and diligent in supervising everyone present at the facility.

1. Any person in the center who is not an owner, staff member, substitute, subcontracted staff, or volunteer who has had a record check and approval to be involved with child care shall not have unrestricted access to children for whom that person is not the parent, guardian, or custodian, nor be counted in the staff to child ratio. 
· Unrestricted access means that a person has contact with a child alone or is directly responsible for child care. 
· It is imperative that our center not allow people who have not had a record check assume child care responsibilities or be alone with children. This directly relates both to child safety and liability to the center. 
2. Persons who do not have unrestricted access or volunteers will be under the direct supervision and monitoring of a paid staff member at all times and will not be allowed to assume any child care responsibilities. The primary responsibility of the supervision and monitoring will be assumed by the teacher unless he/she delegates it to the teacher assistant.
3. Center staff will approach anyone who is on the property of the center without staff consent to ask what their purpose is. If there is still a question about whether a person’s presence is appropriate, staff will contact the Director to direct the situation. If the situation becomes dangerous, staff will follow the “intruder in the center” procedures. Non-agency persons who are on the property for other reasons such as maintenance, repairs, etc. will be monitored by paid staff and will not be allowed to interact with the children on premise. 
4. A sex offender who has been convicted of a sex offense against a minor (even if the sex offender is the parent, guardian, or custodian) who is required to register with the Iowa sex offender registry (Iowa Code 692A):

a. Shall not operate, manage, be employed by, or act as a contractor or volunteer at the child care center.

b. Shall not be on the property of the child care center without the written permission of the director, except for the time reasonably necessary to transport the offender’s own minor child or ward to and from the center.

i. The director is not obligated to provide written permission and must consult with their DHS licensing consultant first.

ii. If written permission is granted it shall include the conditions under which the sex offender may be present, including:

1. The precise location in the center where the offender may be present.

2. The reason for the offender’s presence at the facility.

3. The duration of the offender’s presence.

4. Description of how the center staff will supervise the sex offender to ensure that the offender is not left alone with a child.

5. The written permission shall be signed and dated by the director and offender and kept on file for review by the center licensing consultant.
Intoxication

It is our hope that all authorized individuals will use good judgment when picking up children from Sunshine; however, if we notice signs of an uncontrolled mental condition, or evidence of intoxication or substance abuse, we will suggest that another authorized individual is called. If the individual in question insists on leaving with the child, we will notify law enforcement immediately with an expression of our concerns, the name of the child and adult, car model and license number. 
Reporting Signs of Child Abuse

Section 232.69 of the Iowa Code requires that every staff member of a licensed childcare facility, who in the course of employment, reasonably believes a child has suffered physical abuse, sexual abuse, or neglect shall immediately report the suspected abuse directly to the Director and the Iowa Department of Human Services.
Any mandatory reporter who, in good faith, makes a report of child abuse or participates in the investigation of a child abuse case has immunity from any liability, civil or criminal. Records and/or information pertaining to the abuse may be released to the child abuse investigator without release required in other situations (232.73).

Lost or Abducted Child

In the event of a lost or abducted child a staff will notify all staff through the intercom system to search for the child (CODE ADAM). A staff member will notify parents or guardians; and law enforcement. A description of the child (including age and sex), a description of his/her clothing and a photo of the child will be presented to law enforcement.

Perceived Threats
Persons or events considered threats to the well-being of the staff or children at Sunshine Learning Center are taken very seriously. Sunshine staff will work with such organizations as the Maquoketa Police Department to assess such threats and to act quickly and efficiently to mitigate the risks of threatening people or events. 

Tuition Payments

Sunshine Learning Center’s goal is to provide the highest quality education and care for your child, while ensuring that our rates and policies are fair and reasonable. We have put into effect the following policies that reflect our commitment to maintain a high level of quality within our staff and programs: 
For children attending Childcare:

· You are responsible to submit your child’s contract no later than the Wednesday at 4PM of the week before attendance. If contracts are late or missing, children will not be able to attend the next week. 
· At enrollment, you must indicate if you will pay weekly, bi-weekly or monthly. Invoices will be provided each month, or upon request. 
· You are responsible for payment of weekly tuition, regardless of whether your child is present.
· Accounts will be considered delinquent if they are not paid in full two weeks after the date of the last scheduled payment. If your account is delinquent your child will not be able to attend until the account is paid in full. We suggest that if a problem arises concerning your payment, you can talk with the Director right away rather than let your account become delinquent. 
· Accounts will not be allowed to surpass $300 owed, regardless of date of last payment. 
· If an account reaches delinquency and families are no longer allowed to attend the center, a 1.5% finance charge will be added to the account each month until the amount is paid in full. If a parent deviates from a payment agreement, the entire amount will be due in full no later than seven days following the date of the missed payment. 
· Sunshine will “clear the books” quarterly. All accounts must have a zero balance on the following days: September 30, March 31, December 31, and June 30. Failure to do so will result in dismissal. 
· Parents who have been dismissed for non-payment, or have left Sunshine without paying their bill in full will only be able to re-enroll their children by paying the past due balance in full, and prepaying for care. 
· A returned ACH payment fee of $25.00 will charged to your account for a “returned ACH payment”. Returned ACH payments are required to be paid immediately upon notification of such to continue your eligibility for our services.
· Rate increases are determined at the discretion of Board of Directors and Director. You will be notified a minimum of 30 days prior to a rate increase.
· All accounts must be paid by ACH (Auto-withdrawal from your checking/savings) on a weekly, bi-weekly, or monthly basis.
· If you have a discrepancy with your weekly bill, please see the Director immediately.
· There will be a $25 fee per half hour for late pick-ups, early drop offs or late drop offs. 

· Children who are dropped off early will be asked to return at their scheduled time. 

· No call/no show incidences will result in a half day rate per child charge. 

Fees
Rates will be communicated to parents by April 1st each year after being reviewed by the Board of Directors and Executive Director. 
**Our requirement for attendance/billing is subject to change pending on needs of the facility and will be communicated at least 30 days before the change will take place. **
Withdrawal from Our Program 

Parents or guardians are required to give a two-week written notice to the Director of any plans to withdrawal your child from our program. Upon notification of withdrawal it is requested than an exit interview form is completed by the parent or guardian, this form shall be provided to the parent or guardian at the time the Director is notified of intent to withdraw. 
Discharge

The following events will result in discharge of a family or a child from Sunshine’s program immediately:
· Child habitually injures self and/or others or chronic disruptive behavior is displayed by a child, after all attempts to resolve the behaviors has been exhausted
· Consistent differences in the child rearing style of the parent and center or misalignment of values
· Have not attended Sunshine for one month without notice/contact will be considered voluntarily withdrawn

· A child may be discharged temporarily if physical exam or other necessary forms are not updated annually
· Failure to sign parent agreement at the end of this handbook

The following events will result in discharge of a family or a child from Sunshine’s program after one warning and 2 weeks to correct the event:
· Delinquent Accounts

· Habitual arrival or departure beyond regular contracted  

· Failure to adjust to program; if after an acclimation period a child requires more attention than we can provide risking the health and safety of other children in our care

· Habitually brought to the center ill or parents or guardians habitually not available to pick the child up after being called 

· Blatant disrespect toward the staff or staff’s family
If in the event the Executive Director feels the school can no longer care for a child due to specific parental behavioral reasons such as failure to obey school policies, use of profanity, rude or disrespectful behavior to the people of our school, failure to park and drive carefully in the school vicinity or makes payments repeatedly late, a written termination notice will be given by the Executive Director. 

While we at Sunshine strive to make adjustments and accommodations for all families there are times in which it is best for all parties involved if a family’s contract is terminated with the center. 
Care can be terminated at any time at the Board of Directors and/or Executive Director’s discretion. Termination of care will be brought to a formal meeting of the Board of Directors before written notice is given to a family. 

Grievance

Should a parent or guardian disagree with a policy decision, staff action, event at center, etc. he or she is encouraged to speak with their child’s room lead or teacher first, then the Director and lastly, he or she may appeal in writing to the Board of Directors within seven days of the policy decision, staff action, event at center, etc. The Board of Directors will respond in writing within 30 days of receipt of grievance. During the appeal process time, children will not be allowed to attend Sunshine.  

Transportation

Daily transportation of children to and from the center is the responsibility of the parent or an authorized adult. Transportation is provided to and from schools in the Maquoketa Community School District. Sunshine contracts Maquoketa Community School District to bus children to all schools in the district. This may change at any time with notice. For special field trips a bus will be rented. 
Field Trips

If field trips are designated as part of a preschool lesson, as a daycare activity, and as a seasonal activity during the year, these field trips are included in the monthly calendar for you to review. Parents or guardians will be informed of all field trips at least 7 days in advance, and will be asked to sign a permission slip for each outing. A notice will be sent home for each trip, which will include: departure and return times, whether lunch and snack is provided, a monetary fee is needed, along with a listing of the staff members that will be supervising the children, and a listing of activities planned for each outing. On occasion staff will take children on walks or stroller rides around the building and up the streets. Walks may not take place on any road that does not contain a sidewalk. 
Parents/Guardians have the option of authorizing their child to go on a field trip. If the parent or guardian chooses not to send their child, the child will be allowed to stay at Sunshine in another classroom. 
All field trips in and out of town are well supervised. Additional staff and aides are assigned to participate in the field trips, and parents/guardians are always invited to join us. At times space may be limited, so Sunshine staff will determine in advance the number of parental volunteers that we are able to accommodate. First Aid Kits, emergency numbers, and parent contact information for each child are taken on all trips. 
Meals and Snacks

Meals are provided for your child while they are in attendance at Sunshine.
Breakfast is served from 6:45 A.M. - 7:15 A.M.

Morning Snack is provided generally from 9:15 A.M. - 09:45 A.M.

Lunch is served from 11:15 A.M. - 12:00 P.M.

Afternoon Snack is provided generally from 3:00 P.M. - 3:30 P.M.
All of our meals and snacks meet the nutritional guidelines of the Child and Adult Care Food Program. Our meals are dietitian approved and are based on a 5 week cycle. Our meals are served family style (using proper manners, appropriate conversation, passing of food, etc.); we encourage, but never force, our children to try all food groups. 
Monthly lunch/snack calendars are posted on the kitchen door, classrooms and at reception. They are also available upon request from the office. 
We ask that you PLEASE not send food with your child. This is important to avoid potential allergic reactions from sharing the food, and to avoid potential food contamination issues, as well as to keep in compliance with our government funded food program. On special occasions such as birthdays and class parties, pre-packaged treats with an attached nutrition fact label may be supplied by parents or guardians if they wish. Please know these snacks will be served in addition to our nutritionally approved program.
Parents of infants are allowed to send special formulas, jarred baby food, prepared blended food (with special regulations), or breast milk with their children. Please have a conversation with the Infant Room staff to determine what types of foods are in compliance with our food program.  
If your child is on a physician-approved special diet, documentation of the diet requirements from a doctor must be kept on file at the Center, and meals will be planned accordingly.  This also applies to any allergies, an allergy form must be completed and turned in by a doctor. 
Allergies: 

Sunshine is a Nut and Chamomile free center. 
Prayer

We encourage, but do not require, prayer before snacks and meals at the center. Our prayer reads: “Thank you God for the Sunshine friends we meet and for the food we are about to eat, Amen.” 
Personal Belongings

Each child (with the exception of FAST) will have an afternoon rest period as required by the Department of Human Services. Your child will rest on a cot provided by the center, you will be asked to provide a small blanket to be left at the center (no sleeping bags please). If desired, a child may bring a comfort item. The center provides crib/cot sheets. Bedding will be laundered weekly. Parents of infants are asked to supply sleep sacks, rather than blankets. Swaddles are not allowed. 
Parents are to provide adequate outdoor wear for weather conditions including sunscreen, snow pants, boots, hats, and gloves. 
Solid shoes are required to wear outdoors, NO FLIP FLOPS. Solid shoes are those which are secured to the child’s foot at all times and their foot is not exposed, sandals are permissible but not recommended.
Please do not allow your child to bring toys to the center. Exceptions may be made for special occasions, such as show and tell. 
Pets

The center does not maintain animals on site, with the exception of an occasional fish tank. 
Accident/Incident Notification

Any accident/incident involving a child, including minor injuries, minor changes in health status, or behavioral concerns, shall be reported to the parent or guardian on the day of the accident/incident. Accidents/incidents resulting in a serious injury to a child or significant change in health status shall be reported immediately to the parent or guardian. A written report shall be provided to the person authorized to remove the child from the center. The written report shall be prepared by the staff who observed the accident/incident and a copy shall be retained in the child’s file.  

Behavior Management  

Discipline and positive guidance at the center are consistent and based on individual needs and development. We will use positive discipline guidelines as listed below. 
Our staff is trained to use positive discipline. Positive discipline may include the following methods: 
· Distraction and redirection: Staff will remove children from the situation and suggest alternate behavior.
· A quiet, private talk: Staff members will position themselves on the child’s level, look into the child’s eyes and give the child their complete attention. Talks will be brief and direct, and will show respect for the child and his/her feelings.  

· Direct praise: Staff will make an effort to provide praise to children, rather than always commenting on poor behavior. 
· Indirect praise: Staff may offer direct praise to a child exhibiting proper behavior to encourage children who are misbehaving. 
· Teaching by example or adult role model: Staff should always exhibit proper behavior and be an example for children in their care. 
· Logical consequences: The outcome is a natural consequence of the misbehavior, e.g. a child who intentionally pours out all of the paint at the art table is not allowed to finish his/her picture because (as a natural consequence) there is no more paint to use at that time.
· Arrange contingencies (“if then” statements) For example, “when you finish putting the blocks away, then we can… Statements will be made without threatening and as a friendly, logical consequence of the behavior. 
· Time-out For acts of physical aggression or other serious offenses, a “time-out” or supervised separation from the group is appropriate. Time out lasts approximately one minute per each year of the child’s age. Staff will give plenty of forewarning, then follow through in a firm, fair, and friendly manner with the action announced. When the child is calm enough to listen, staff will explain the reason for the time-out, what he/she felt, why he/she did it, and how it made the other person feel. 
There are a number of punishments which will not be tolerated at Sunshine Learning Center. They include: corporal punishment (including spanking, shaking, or slapping), humiliation, punishments that are frightening, that cause physical pain or discomfort, punishments associated with food or rest, verbal abuse, threats or derogatory remarks about the child or the child’s family. Children will not be punished because of illness, progress or lack of progress in toilet training or other intellectual skills. Sunshine will provide reasonable accommodations for special needs children with disabilities. We are unable to serve children who display chronically disruptive behavior. Chronic disruptive behavior is defined as verbal or physical activity which may include, but is not limited to: behavior that requires constant attention from the staff (i.e. crying, aggressive behavior), inflicts physical or emotional harm on other children or staff, and/or ignores or disobeys Sunshine rules 

Biting
As childcare educators we understand, that even in the best circumstances, periodic outbreaks of biting occur among infants, toddlers, and sometimes preschoolers and older children. This is an unavoidable consequence of grouping young children together. When biting occurs, it can be scary and very frustrating for the children, parents, and teachers. Understanding the reason for the biting is the first step to changing the child’s behavior. Children bite for a variety of reasons, including: teething, simple sensory exploration, cause and effect, imitation, crowding, seeking attention, lack of verbal communication skills, frustration, and stress. Group childcare situations are sometimes stressful for children: dealing with others constantly around, sharing attention and toys, too much or too little stimulation. Biting is not something to blame on children, parents or teachers. When children bite, both families will receive an incident form the same day it happens. All information is confidential and names of the children involved in the incident are not shared between parents.  

We wish we could guarantee that biting would never happen in our program, but we know there is no such guarantee. We want the best for all the children in our program. If you want more information on biting or have question or concerns, please let us know – we are here to help you and your child on their journey to independence

Toilet Training

Sunshine assists families in many aspects of development, including toilet training. We will work with families to assess signs of readiness to toilet train. If you have questions or concerns regarding toilet training please talk with your child’s staff or the Director.

Signs of toilet training readiness may include: asking to use the potty or toilet; indicating and understanding of key concepts such as wet/dry, clean/dirty, up/down; remaining dry for two hours or more or after naps; having regular bowl movements; pulling pants on or off and walking to the bathroom; asking to have his or her diaper changed; following simple directions; asking to wear underwear; indicating by words or gestures the need to urinate or have a bowl movement.

Consistency is the key to successful toilet training. Communicating with your child’s staff can ensure that consistent messages and methods are happening at home and at Sunshine. If children have an accident, they will potentially be placed in Sunshine clothes. Please launder and return at your earliest convenience. 
Child Health Policy

Sunshine’s health policies and procedures are designed specifically to meet the needs of this center and may not reflect guidelines of other health agencies. Being exposed to illness is an unfortunate part of childcare in a group setting. 
Parents or guardians are asked to use their good judgment in sending their child to Sunshine if the child shows signs of illness. 
We will notify you if your child exhibits any of the following symptoms:

 Fever (only if another symptom is exhibited) 
· A fever is defined as: 



100°F (37.8°C) axillary (armpit) 



101°F (38.3°C) orally 

 
101°F (38.3°C) Aural (ear) temperature.
· Vomiting

· Chronic and/or congested cough

· Redness of throat or eyes

· Severe diarrhea

· Unidentifiable skin eruptions or rash

· Red, inflamed, or draining eyes or ears

· Evidence of lice, scabies, or other parasitic infections

· Difficulty or rapid breathing

· Evidence of communicable disease

· Severe tiredness, paleness, or irritability
· PulsOx of below 95
Children may not attend the center if they have had fever, diarrhea, or vomiting within the last 24 hours regardless of the cause. Exceptions may be made on a case by case basis as determined by the Executive Director and two Board of Directors members. 
Please do not bring your child to the center with any identifiable symptoms. If your child has had surgery, you must obtain a written note from the physician stating that your child is ready to fully participate in the center's programs. 

A notice of the diagnosis will be posted on the room door if a child in that room has been diagnosed with a communicable disease. 
If your child has been diagnosed with a communicable disease, please notify the Director immediately. Please use these guidelines when deciding if your child is ready to return to daycare after the diagnosis of a communicable disease: 

· Chicken Pox - All pox must have crusted (5-7 days). 

· Conjunctivitis (Pink Eye) - 24 hours after proper medication is administered from a physician's prescription. 

· Croup - 24 hours after he/she is fever-free, including ability to keep PulseOx 95 or above.
· COVID – 24 hours symptom free without fever reducing medicine and a PulseOx 95 or above.
· 5th Disease- Once the rash appears but it must be brought to the attention of the staff and so we may inform any pregnant persons. 
· Ear Infection (Otitis Media) - If a note is obtained from the physician that states your child may return and the child is fever-free. 

· German Measles (Rubella) - Seven days after the rash begins. 

· Giardia, Salmonella, Shigella, and Campylobacter - There is documentation of two negative stool cultures after treatment. Please obtain a written note from your child's physician verifying two negative stool cultures. 

· Hand, Foot, and Mouth Disease - After the condition has resolved or a written note is received from the physician. 

· Head Lice - Child must be nit free. 

· Hepatitis A - One week after the illness has started and child is fever-free. 

· Herpes Simplex Infection - Approval of your child's physician. 

· Hib Disease (Haemophilus Influenza) – Child must have completed a four-day course of Rifampin. 

· Impetigo - 24 hours after oral or injectable antibiotics, or 48 hours with antibiotic ointment only. 

· Influenza (FLU) - Symptom free for 24 hours, including ability to keep PulseOx 95 or above.
· Measles (Rubella) - Four days after the appearance of the rash. 

· Meningococcal Disease (Neisseria Meningitides) - Child must have completed a two-day course of Rifampin. 

· Mumps - Nine days after the swelling appears. 

· Pinworm - The day after treatment begins as prescribed by the physician. 

· Ringworm - The day after treatment begins as prescribed by the physician. 

· Roseola - Rash and fever-free for 24 hours. 

· Rotavirus - Symptom free for 24 hours 
· RSV – Must be excluded for 5 days after positive test. They must also be fever free for 24 hours before returning without fever reducing medicine and keep a PulsOx at 95 or above.
· Scabies - The day after treatment begins as prescribed by the physician.
· Shingles - All sores must be crusted. 

· Strep Throat, Scarlet Fever - 24 hours after antibiotic is administered. 
· Thrush- 24 hours after medication has been administered. 
· Tuberculosis – After treatment has begun and a physician states child is no longer contagious.
In the event the child becomes symptomatic while at the center, the center shall provide a quiet area under supervision for a child that is ill or injured. The child’s parent or guardian will be notified of the need to pick up their child. If the parent or guardian is not able to be reached, authorized persons on the registration form will be called; if they cannot be reached and we feel it is necessary for immediate medical attention we will transport the child to a physician or the Jackson County Regional Health Center emergency room at the parent or guardian’s expense. 
In the event a child’s parent/guardian is contacted we expect the child to be picked up within 30 minutes by an authorized individual.

When your child returns to the center after an illness or infection he/she must be seen by a staff and/or nurse before being allowed to stay. At the discretion of the center a physicians release may be required before your child is allowed to return.  
Any other childhood illnesses or infections must be brought to the attention of the staff.
First Aid Kits

Sunshine ensures that clearly labeled first-aid kits are available and easily accessible to staff at all times whenever children are in the center, in the outdoor play area, and on field trips including walks and to the parks. The kit shall be sufficient to address first aid related to minor injury or trauma and shall be stored in an area inaccessible to children. First aid kits are located in each room.
Medication

Any medications that must be administered to your child while at the center require a Medicine Authorization Form to be completed by the parent or guardian monthly as needed. This form must be completely filled out including the type of medicine, dosage, and times to be given and the duration to be given with beginning and ending dates. The center will administer medication prescribed by a physician or over the counter medications (Tylenol, cough medicine, etc.). Medications must be in the original container and be properly labeled with the child’s name, name of medication and administration instructions on it.

Parents or guardians are encouraged to give their children morning and evening doses of medicine at home; when possible this would include once and twice-daily medications.

Medications may not be given as fever reducers to enable the child to remain at the center. Parents or guardians may verbally request staff to administer fever-reducing medications before the parent is able to pick the child up from the center and then sign when the child is picked up. 

Most medications will be stored in a locked case at the discretion of the Director. Medications that require refrigeration are stored in a refrigerator that is not accessible to the children. It is the parent’s responsibility to give the medicine to a staff when the medicine is brought to the center. The parent must ask a staff to get the medication at the end of the day; only staff are allowed to remove medicine from the case or refrigerator. All medications will be stored out of reach of children. 
It is the center’s responsibility to administer medications as directed on the label. If there is a question about the directions given on the label and/or medication authorization form the center may need to consult the physician or pharmacy. If there is a specific question regarding your child the parent or guardian will be notified for consent before contacting the physician or pharmacy.

Daily Medication

Children that require daily medication for their health (example, diabetes) or behavior must have their medication at all times or they will be unable to attend Sunshine.
Medication Coordinator

Only staff members that have successfully completed Medication Administration training will be able to administer medication to children. If you have any questions or concerns about your child’s medication distribution at the center please feel free to contact the Director. 
Infectious Disease Control

The center shall ensure that the staff demonstrate and assist children in, personal hygiene sufficient to prevent or minimize the transition of illness or disease. In certain circumstances, a separate cloth for washing and one for rinsing may be used in place of running water. Children will used individual cloths. Posters showing hand washing techniques are posted near each sink.

Staff hands shall be washed at the following times:

a) Upon arrival at the center

b) Immediately before/after eating or participating in any food service activity

c) After diapering/toileting a child

d) Before leaving the rest room 

e) Before and after administering non-emergency first aid to a child

f) After handling animals and cleaning cages

Children’s hands shall be washed at the following times:

a) Upon arrival at the center

b) Immediately before/after eating or participating in any food service activity

c) After using the restroom or being diapered

d) After handling animals

e) After coughing or contact with body fluids

f) Before or after using certain sensory tables

g) When hands are visibly dirty  

Universal Precautions is an approach to infection control. All staff is required to complete UP training annually, and utilize methods learned in the classroom.
Environmental Control 

All toys, beds, cots, mats, diaper changing mats, tables and chairs are disinfected daily.

Emergency Plans 
Evacuation:

In the event it is necessary to evacuate our facility in an emergency (chemical spill, bomb threat, power failure, blizzard, floods, etc.) the Director will call 911 indicating evacuation is necessary. A staff from each age group will gather items (medications, first aid kits, attendance sheets) from the classrooms. KMAQ will be notified to inform the public of the safe site where all children can be picked up as well as being posted on Sunshine’s Facebook page. The center has arrangements with Maquoketa Care Center and Medical Associates to take the children to their facility as a safe site until we are able to return to the center. If returning to the center is not possible, an announcement will be made on KMAQ 95.1 FM or 1320 AM to inform parents or guardians of where they can pick up their children. Staff personal vehicles, and Emergency Response Vehicles may be used to transport children to safety.    
Tornado and Fire drills are mandated by the Department of Human Services to be held once per month. In the event of a tornado, fire or flood each room has a map posted of instructions/escape routes for that room and is equipped with a flashlight. In the event of power failure emergency lights will turn on. In the event of a blizzard the center will monitor the scanner and radio to listen for weather conditions.  

In the event of an earthquake children will be taken to protective areas of the building, and roll call will be taken. Children on the playground will be escorted back into the building, and children out for a walk will be assisted back to the building. In the event of any structural damage, potential danger to children and staff will be assessed. Children will gather in an area that is structurally sound and deemed safe. Should evacuation be deemed necessary, the evacuation policy will be followed. 
Dental Emergency Procedures:

In the event of a dental emergency there are specific steps that will be followed by Sunshine staff, after parents have been notified. These procedures are recommended by the American Dental Association and can be found on Sunshine’s website. 
Security Camera

This center will begin use of security cameras in 2024. See the Frequently Asked Questions (FAQ) doc listed on the website (once cameras are in use) for additional details. According to DHS, the Executive Director and DHS has to review any and all footage prior to a parent. Parent viewing is optional based on the situation and will be decided at the discretion of the Executive Director and two Board of Directors members. 
Child Care Licensing Information

License # 4149000003

Heidi Hungate Licensing Representative
Phone # 563-326-8794
Reporting Child Abuse

Phone # 1-800-362-2178
Parent Agreement

I have received the Sunshine Parent Handbook and payment policy and agree to abide by the policies and procedures as outlined. 
Parent/Guardian Printed Name: ____________________________________





Parent/Guardian Signature:________________________________


Date: ___________

Child/Children’s Name(s): _________________________________________________________________



________________________________________________________________________

I authorize Sunshine Learning Center, it’s employees, representatives or agents to use my child/children’s photos: 

· in print and/or electronically for the purpose of marketing, publicity and advertising (ex. brochures, newspapers, presentations, newsletters).

Allow _____________

Decline ______________

· in web content, including for such purposes as publicity, illustration, advertising, and on our website and/or Facebook. 

Allow _____________

Decline ______________

Parent/Guardian Signature________________________________






I do _____ do not _____ give permission for my child/children to go on prearranged field trips with prior notice.

Parent/Guardian Signature________________________________





I understand my child will be on camera for security purposes only. 
Parent/Guardian Signature________________________________







Payment Agreement

I agree to pay for services rendered at Sunshine Learning Center:



Weekly on 



(day of the week) 



Twice Monthly on 




(date or day of the week) and 









(date or day of the week) and



Monthly on 



(date)  
*If you decide not to sign this form, Sunshine can not provide care to your child*
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