ABOUT WORD Inc. CHILD DEVELOPMENT CENTER
WORD Inc. Child Development Center is a non-profit childcare agency committed to providing high-quality, center-based inclusive services for infants, toddlers, and preschoolers ages 5-weeks to 5-years. The agency holds a collaborative approach within the community and has been in business since 1983.

MISSION STATEMENT AND PHILOSOPHY

The mission of WORD Inc. Child Development Center is to provide a total learning environment that encourages personal development that enables the potential of the whole child in a nurturing, inclusive environment while responding to the needs of the individual child and family. Through talk, read and play, the child develops and learns age-appropriately while benefiting cognitive, physical, and social-emotional development. 

Early Childhood Education is seen as the underlying foundation of a promising pathway to overall success; WORD Inc. Child Development Center is equipped to pave a solid basis in the early years of children and families that fosters security throughout the duration of personal and academic success. 

The philosophy of WORD Inc. Child Development Center is to provide a safe and positive environment that offers the opportunities for growth and stimulation. WORD Inc. Child Development Center is set up to challenge, exercise and support the developing potential of young children. Through positive reinforcement, consistent routines, a challenging yet age-appropriate curriculum, and a valued understanding of developmentally appropriate practices, we strive to offer high-quality childcare to the community. 

TEAM PLAYERS/EDUCATORS

WORD Inc. Child Development Center is proudly accredited through the National Association for Education of Young Children. The agency also has an exceptionally qualified staff. Approximately 25% of staff have a Bachelor’s Degree, and 45% have an Associate’s Degree, while a majority of others actively pursue degrees in a related field.  All staff are continually trained with Professional Development workshops, mostly in regards to Developmentally Appropriate Practices with current trends and strategies. All staff are CPR/First Aid certified.
CURRICULUM

WORD Inc. Child Development Center offers an Arts-enriched curriculum through talk, read and play! WORD Inc. also provides a multi-sensory approach by incorporating key areas of learning as presented in The Guidelines for Preschool Learning Experiences, developed by the Massachusetts Department of Education, and The Creative Curriculum. The foundation of our curriculum support children through experience, interaction, and routine. Our highly-qualified and experienced team of educators teach and play according to weekly and monthly themes typically deriving from a literacy basis and/or relevant holiday, special occasion, etc. The agency also plays an active role in the community by participating in field trips that visit and support community workers, local farms, libraries and live-arts-performances. 
DEVELOPMENTAL GOALS FOR CHILDREN
*Encourage safety practices in and out of child care

*Make each child’s experience a happy one

*Encourage positive feelings about self

*Stimulate each child’s thought process to bring understanding, awareness and curiosity
*Encourage independence tending to personal needs
*Assist children in developing self-esteem by meeting appropriate challenges
*Children will attain the highest level of independence that is appropriate for his/her age
*Children will value diversity of people in the world
*Children will develop physically, cognitively, socially, emotionally and creatively
PROGRAM GOALS FOR FAMILIES

*Parents should be participants in their child’s care and education and remain their best advocates.
*Parents should have the opportunity to gain knowledge about their child’s development.

*Parents are able to leave their child at W.O.R.D. Inc with the knowledge that their developmental needs are being met in a caring, nurturing environment.

* Parents will have the opportunity to meet and develop relationships with other families.

TYPICAL CLASSROOM RULES
(to go over with your child(ren))
We use walking feet.
We use nice hands, feet and words.

We clean when we are done.

We ALWAYS stay with a teacher.
AGENCY RULES FOR STAFF AND FAMILIES

For your health and ours, please use the hand sanitizer on your way in and on your way out.
Smoking is not allowed anywhere on school property (this includes Barclay Street and Slade Street). 
Please use the park-side of Slade Street.

No cell phones. We want to be able to talk to you, and so do your children.

Please be advised that Level 2 and Level 3 Sex Offenders are not allowed on the premises.

No home and/or outdoor pets are allowed on school grounds.

Payments must be made on time.
Educators are not allowed to style or re-style children’s hair. 

Also, for safety purposes, children cannot have beads in their hair.
All children’s clothing and items MUST be labeled!

We are a Peanut Free Environment.
ADJUSTMENT
What is typical: It is normal for your child to have some fears and misgivings about being away from you. Children, like adults need time to get used to new situations. Try to prepare your child for the changes as far in advance as possible. Discuss any concerns. Talk about some of the new people your child will meet and the new things your child will do. If you are enthusiastic, soon your child will be too.

First Experience:  If this is the first time your child has been separated from you, it is natural for he/she to be hesitant. A cheerful good-bye kiss, a smile, and a reassuring word that you will be back after work is all you need to do. Our caring staff will take it from there. Please do not sneak out when your child is not looking. Usually the child will settle down after you leave.

Common Behaviors:  Depending on their age, some children will “act out” by:

1.
Clinging and refusing to let go.

2.
Having tantrums

3.
Forgetting their toilet training

4.
Not eating (short term)

5.
Waking up at night or having bad dreams

6.
Thumb sucking

7.
Expressing desire to stay home.

Usually these problems are temporary. If your child is treated lovingly but firmly, this behavior should and will go away.

What to do: Please feel free to call the center when you arrive at work and throughout the day to see how your child’s day is. Chances are that your child will be busy playing and you can relax and concentrate on work.
HOURS OF OPERATION


W.O.R.D. Inc Child Development Center operates from 6:30am-5:15pm. We request that all children be picked up before 5:15 in order for the staff to make preparations for the following day. From 6:30am to 9:00am there are staff waiting to meet and greet you. This is our scheduled time to assist you and your child to make a smooth transition away from you and into the day care center.

* To assist your child in adjusting we strongly recommend that you bring them in before 9:00AM.


At  9:00AM our day begins! The children are scheduled to be in the meeting area, going over the day’s events. Teachers are able to give you and your child the proper attention prior to these scheduled routines. Carefully planned classroom routines will assist your child to predict what activity comes next and enable them to move through the day with confidence and ease. At 9:00AM the children separate into their respective classrooms with their teachers and proceed with their planned classroom routines that remain the same day to day.
During the hours of 6:30-9:00AM and again in the afternoon between 4:30-5:15PM your child may be grouped with other children in the center, this is called “transition period.”

Families must call the center before 9:00AM if your child/ren are going to be late or absent. This is essential for meals and activity preparations. If you do not call the center prior to 9:00 we will not accept your child.
If your child is going on vacation please notify the center of how long they will be absent for.
HEALTH AND SAFETY PRACTICES

Accidents and Injuries: First Aid will be administered to a child needing care. Parents/Guardians are notified by a phone call or upon picking up their child. Each accident/injury will be recorded in the “Injury Log” All parents will receive a copy of the accident/injury report. We will ask the parent to sign the original which we will keep in the child’s file. The center needs to be notified of any injury that occurs outside the center when the child arrives. If the child received medical care for the injury, please provide us with a copy of the medical forms and /or permits to return to daycare. W.O.R.D. Inc reserves the right to take pictures of any injuries that have occurred both at home and at the center. 

Release of Children: Children are only released to those listed on the Enrollment form. A form of identification may be asked from those who are unfamiliar with staff. Persons listed as possible pick-up people must be over the age of 16. In the event that you wish to add another pick-up person, you must provide a written request in advance. 
Health Care:
Procedures for Emergencies and Illness:   
Child is immediately transported to the hospital if the injury requires more than first aid treatment. The child’s medical record and release forms are taken with the child.


Transportation Method:
Ambulance – 911  

Parents are notified immediately.
Emergency procedures if parent / guardians cannot be contacted:  

Emergency contacts are notified by order given to the childcare agency as indicated by the parent/guardian at the time of the intake or when the child’s record is updated.
Emergency procedures when off premises:   

Administration and lead staff have a cell phone and classroom staff have children’s permission slips with the emergency contact phone numbers for any emergency needing more than basic first aide. All staff are to follow these steps off premises:

1. Call 911

2. Contact Parent

3. Contact our Agency


Emergency plan for evacuation of center:










*  
Evacuation plans are posted in each individual room next to every door.

*
Staff members lead toddler and pre-school children out of the building. Infants are placed in the evacuation crib and wheeled out of the building. If the ratio is one adult to one child the staff can carry out the infants.
*
Classroom teachers are responsible for assuring the number of children in attendance book is the exact number of children being evacuated.  (Teachers use their attendance book to verify attendance).  Supervisor takes the Central Attendance Book to cross reference.

*
The Executive Director and/or Assistant Director are responsible for assuring that evacuation drills are held every month at different times during the day.  The Executive Director and/or Assistant Director is responsible to maintain documentation of date, time, and effectiveness of each drill.
Emergency Procedures

In the case of missing a child … 

All entranceways are locked so that nobody may enter the building; we will also ‘man the doors’ so that nobody leaves. 911 is called while a headcount is done. The parent(s) of the missing child is alerted while authorities and staff trace steps to discover the child. Afterwards, if needed, a corrective action plan will be formatted in order to remain aware of possible scenarios and proactive measures making sure that a similar incident does not occur. 

In the event of a fire …

All children are escorted to the designated area while administrative staff call 911 and confirm that nobody is left behind in the building. Children and staff are kept at a safe distance until all parents are called. During monthly practice drills, administrators document the date/day, time, length of time, children evacuated, and the evacuation routes.
In the event of a natural disaster …

An administrator will call local authorities to determine if an evacuation or shelter-in-place is required. If an evacuation is needed, the agency’s bus will be used to transport children and staff to the Henry Lord Middle School, 151 Amity Street, Fall River, MA 02724, where all parents will be notified. 
In the event of loss of power, heat, hot water, etc. …

All parents will be notified immediately and will be asked to pick-up the children.

In the event of terrorism (bomb threat) …

911 is called and all children and staff are escorted across the street to Chew Field, and eventually to Henry Lord Middle School, 151 Amity Street, Fall River, MA 02724, where all parents will be notified.
In the event of on-site violence …
911 is called and a CODE RED is acknowledged. CODE RED is an essential crisis ‘lockdown’ for safety and security reasons. For example, if a staff member encounters any type of violence, “CODE RED” will be alerted by the intended victim and then orally communicated throughout the facility. All staff members are to remain behind closed doors until the CODE RED is over and acknowledged by either an Administrative Staff and/or local authorities.
In the event of any evacuation, administration will:

· assure that no child is left behind on the premises

· display a posting on the Main Door stating the ‘event-of-emergency’ and note the designated meeting place (either the Chew Field or the Henry Lord Middle School.)

· remain on his/her cellphone with local appropriate authorities

· bring the children’s emergency cards (for emergency contacts) as well as a second cellular phone

In the case of an emergency evacuation, all staff and children will meet at the Henry Lord Middle School - 151 Amity Street, Fall River, MA 02724
Plan for meeting the individual need of mildly ill children while in care:

*
The individual child is under the supervision of the classroom teacher as he/she is in a quiet area in the classroom until the parent/guardian or emergency contact can pick-up the child.  Children who exhibit signs of illness at home are not encouraged to attend childcare.

*
If a child is able to sit quietly in their classroom and rest on a couch or chair they remain in the classroom. If they are too ill to remain in a classroom a coordinator will take the child and their mat to an office and have the child rest there while waiting for the parent or appointed pick up person to arrive. We ask that ill children are picked up within 1 hour.
*
Children will be sent home if they have a fever of 101.0 or above, have diarrhea or vomiting, rashes of unknown origin, draining of the eyes or any other unforeseen illnesses that may possibly be contagious to the other children. Children will be asked to obtain a doctor’s note for any illness that may be contagious or if they are out ill for 5 consecutive days.


Criteria for excluding an ill or infected child from the program are, but not limited to:  

Chicken Pox
Head lice
Hepatitis A
Diarrhea



Impetigo
Measles
Mouth sores
Mumps


Pertussis
Pinworm
Purulent Conjunctivitis


Rash

Ring worm
Rubella
Scabies


Strep Throat
Tuberculosis
Vomiting
etc.

Upon a child returning to childcare, a doctor’s permit is required for all communicable diseases (everything listed above except vomiting and diarrhea.) When a communicable disease has been introduced into the center, all parents are notified of the fore mentioned by written correspondence of signs and symptoms.  
Plan for administering medication:

*
Medications are only administered to children if it’s a prescription from the doctor in the original container with the pharmacy label affixed. We must completely abide by doctors’ orders.

*
For non-prescription medications, a doctor must sign a medical form, including the name of the medicine, amount to be given, and for how many days it is to be given.  If a medication only has to be given three (3)

times a day; it should be given before school, after school and before they go to bed, unless it has to be taken with meals. Over-the-counter medications must also be in the original manufacturer’s packaging. 

*
Topical medications:  such as Desitin, Balmex, Vaseline, sunscreens, etc. will be applied only with a parent/guardian written request.  Note:  It is imperative that each child has been exposed to the topical ointment prior to our application in order to prevent any unknown allergic reactions. 
           * 
All un-used medication is returned to the parent/guardian. When return to the parent is not possible or practical, such prescription medications must be destroyed and the destruction recorded by a  supervisor in accordance with policies of the licensee and the Department of Public Health, Drug Control Program.

*
Medication Administration can be done and will be recorded by any Coordinator, or a teacher who has been trained on ‘Medication Administration’ via the Department of Early Education and Care. Annually, the medication administrators re-new their skills by taking EEC’s online e training. 


*
Educators must not administer any medication contrary to the directions on the original container, unless so authorized in writing by the child’s health care practitioner.

*
Each person who administers prescription or non-prescription medication to a child is trained to verify and to document that the right child receives the proper dosage of the correct medication designated for that particular child and given at the correct time(s), and by the proper method. Each person who administers medication (other than topical medication) must demonstrate competency in the administration of medication before being authorized by the licensee to administer any medication. Each time medication is administered, the educator must document in the child's record the name of the medication, the dosage, the time and the method of administration, and who administered the medication. (See attached medication administration logs)

*
The licensee will ensure that at least one educator with training in medication administration is present at all times when children are in care. 
*
Each staff person who administers any medication, other than oral or topical medications and epinephrine auto-injectors, will be trained by a licensed health care practitioner and will demonstrate annually to the satisfaction of the trainer, competency in the administration of such medications. An alternative method of training approved by the Massachusetts Department of Public Health (MDPH) can be substituted with approval from MDPH. 

*
The licensee will ensure that each educator, including those educators who do not administer medication, receives training in recognizing generic medication side effects and adverse interactions among various medications, and potential side effects of specific medications being administered in the program. 

*
Unless otherwise specified in a child's individual health care plan, we will store all medications; prescription and non prescription that are administered orally in a locked cabinet in the main lobby.  Only Coordinators and the director will have the key to this cabinet. Any medication that needs to be refrigerated will be stored in a clearly marked container with a snap lock lid in the refrigerator in the staff lounge.

Non-prescription diaper creams will be stored in the classrooms and bathrooms out of the reach of children.
*
Emergency medications such as epinephrine auto-injectors will be immediately available for use as needed. 

*
No educator will administer the first dose of any medication to a child except under extraordinary circumstances such as allergic reaction and with parental consent; this includes prescription, non-prescription or topical. Parent will sign consent form stating they have received this medication prior to us administering it. ( See attached forms)


*
The educator will inform the child's parent(s) at the end of each day in writing on the child’s daily report if they received medication, what type of medication and at what times, this includes topical medication such as diaper cream.
Plan for meeting specific Health Care Needs:  

During the intake process, all parents/guardians are asked if the child/ren have any allergies.  If so, it is recorded in their medical record with a note from their physician stating such allergies.  Names of children with allergies are posted in each classroom, kitchen and dining room.  Parents can bring in a substitute meal/snack on the specific day that the child is allergic to the specific item on the menu.  Parents can also provide substitute meals for religious reasons.  (Written note from the parent is also kept in the child’s file.) 


Parents and/or the child’s health care practitioner are encouraged to meet and thoroughly communicate with staff the implementation of the child’s individual health care plan. We allow parents, with written permission of their child’s health care practitioner, to train staff in implementation of their child’s individual health care plan.


The agency is fully agreeable in meeting the needs of all children, including those will disabilities, and will aim to meet any specific measure to ensure thorough communication in meeting his/her health care needs. We ensure that all appropriate specific measures are taken to ensure that the health requirements of children with disabilities are met.
Procedures for Identifying and Reporting Suspected Child Abuse or Neglect to the Department of Children and Families and the Department of Early Education and Care:

*
All childcare staff are mandated reporters of suspected child abuse/neglect and are required to report it immediately to the Department of Children and Families (508-235-9800.)The telephone report is followed up by a written 51A within 24 hours.  In case of physical danger, 911 emergency number is called. 

*
All staff members are required to observe and document any bruises, scratches, etc. noted on a child.  Parents are asked how the child sustained the bruises, scratches, etc.  The parent’s response is also documented.

*
All staff members attend yearly workshops and training on how to recognize signs of abuse and neglect.
Procedures for handling allegations of abuse/neglect by staff members:


*
The individual staff person is removed from child contact until an investigation is completed by the Executive Director, Department of Children and Families and the Department of Early Education and Care. The Executive Director is responsible for calling EEC and for filing with DCF. The particular staff member(s) will remain suspended until both DCF and EEC thoroughly investigate.
** Note that ALL educators are mandated reporters by the Commonwealth of Massachusetts. If a staff member expects abuse or neglect by ANY person, he/she in mandated to report it to the Department of Children and Families.

Injury Prevention Plan:

*
Toxic substances and hazardous items are located away from children’s access.  All medications are in a locked cabinet in the lobby or in the staff’s refrigerator if necessary.

*
A designated staff member reviews the playground daily for any broken glass and/or objects.  Each classroom is inspected daily for any type of hazard which may cause injury to the children.  If any such hazard is found, our maintenance person corrects the situation within 24 hours.


*
The Family Service Coordinator is designated to maintain and monitor the central injury log on a daily basis.  All injuries are recorded on the EEC form.
*
When an injury occurs, the staff member who observed the accident is responsible to fill out the “Incident Report” or “Biting Report” in detail and sign it.  Parents are either notified by this report upon picking up their child or by a phone call depending on the severity of the injury.  A copy is given to the parent, and the original with the parent’s signature is maintained in the child’s file.








*
In case of a serious injury, such as in-patient hospitalization, the Department of Early Education and Care will be immediately notified.
 Plan for managing Infectious Disease:


When a child/ren exhibit signs of illness or becomes ill while in care, the parent/guardian is notified to pick up their child/ren as soon as possible.  Upon parent/guardian receiving diagnosis from a physician that it is a communicable disease, ALL parents are sent a written notification discussing the illness and symptoms.  If warranted the Fall River Board of Health is also notified.

Plan for Infection Control:
*
All staff upon entering the childcare agency wash their hands, and at the appropriate times such as after diapering or assisting children with toileting, nose wiping, before serving or handling food, after contact with any potentially infectious materials including body fluids and handling pets or animals.  

*
Children wash their hands at appropriate times such as before eating, after toileting, and after certain classroom activities (art, play-dough, etc.) and upon coming in from outdoors while being monitored by teachers, staff and supervisors.








*
Surfaces are bleached using appropriate bleach solution for tables, toilets and changing tables, toys and blood or vomit spills.



*
Tables are bleached before and after each meal is served and after table activities such as art.

*
Toys are washed with the appropriate bleach solution as needed and/or on a weekly basis, abiding to a rotating ‘cleaning’ schedule.

*
Changing tables and toilets are bleached after each use and are allowed to air dry.


*
When a blood-spill occurs, staff wear disposal gloves and clean the surface with the appropriate bleach solution, then place the used paper towels in plastic bags and are disposed of in a covered trash container


*
The agency fully follows EEC’s “Guide to Sanitizing and Disinfecting in Childcare Settings.”
NUTRITION
Since food and nutrition are important components of a child’s development, WORD advocates for fresh and natural selections. As a participant in the USDA Food Program, we supply each child (except for infants on formula) with breakfast (before 8:15AM), lunch and snacks that meet the guidelines for his/her age group.

Monthly menus are sent home at the end of the preceding month in our Monthly Newsletter. 

If a child has a particular allergy or dietary need substantiated by a physician or dietitian, substituted meals and/or snacks may be brought from home, however – it must be nutritious! 
WELLNESS POLICY

It is highly encouraged that children do NOT bring in personal snacks from home. When children bring in personal snacks from home, other children are less apt to eat the snacks that we are providing. If, by chance, you are substituting a daily snack, you must supply a healthy food option. Cupcakes, donuts, etc. are encouraged. If you are bringing in a non-healthy food item, it must also be supplemented with a healthy food, for example, an apple, banana, etc.
We have a Health Care Consultant that meets with the Administrative Team to ensure that we are continually meeting all requirements. 

HOLIDAYS/CLOSURES
WORD Inc. Child Development Center is typically closed on the following 12 holidays:

· LABOR DAY 
· COLUMBUS DAY 
· VETERANS DAY 
· THANKSGIVING (Thursday and Friday)
· CHRISTMAS 
· NEW YEARS DAY
· MARTIN LUTHER KING DAY  

· PRESIDENTS DAY 
· PATRIOTS DAY 
· MEMORIAL DAY 

· INDEPENDENCE DAY
*The staff also participates in 2 Professional Development Days, typically 1 in the Fall and 1 in the Spring,

in which the agency is closed.
INCLEMENT WEATHER
The agency ultimately attempts to remain open during inclement weather in order to provide services for working parents. As always, use your best judgment and remain aware of safety on the roads and sidewalk when traveling to school during inclement weather. If/when the Fall River Public Schools cancel during Inclement Weather, we immediately CANCEL TRANSPORTATION! WORD participates in the RI Broadcasting System, typically seen and heard on Turnto10.com, for delays and early closures (as needed.)

LATE PICK UP POLICY
WORD Inc. Child Development Center ends its childcare services at 5:15. Though we always remain flexible with parents/guardians, educators use the last 15 minutes to prep for the next day. Therefore, we urge you to pick up your child(ren) before 5:15. Otherwise, a fee applies if picking up after 5:15pm. 

There is a $1.00 a minute late fee. 
For example, if arrive at 5:20, you owe the center $5.00.
If for some reason you know that you are going to be late, simply call, and we will consider voiding the late fee (unless it becomes a habit.)

If children are still in our care after 5:30, we reserve the right to call the Fall River Police Department and/or the Department of Children and Families. 
If a parent/guardian is late for pick-up on three occasions, we have the right to terminate childcare services.
Any late-fee must be paid within 24 hours.
FEES AND PAYMENTS
Upon enrollment, an initial fee (equal to the regular weekly fee) PLUS the first weekly payment is required. This deposit holds the child’s slot and is used as the first week’s tuition. If you decide to withdraw your child from the program after enrollment, the deposit will be forfeited. 

Parents/Guardians will receive a late notice if the weekly fee is not made. 

All weekly fees must be made one week in advance. 

WORD Inc. reserves the right to terminate childcare services if the fee(s) is delinquent more than three times throughout the school year, or at the discretion of the Executive Director.
Payments are expected even when a child is absent due to illness, school closings, vacations, snow days, holidays, etc.

We gladly accept cash, money orders and/or checks for payments.

If a check is returned, a $20.00 charge will be added to the fee and the agency will not be able to accept personal checks in the future.
TERMINATION POLICY
WORD Inc. Child Development Center reserves the right to terminate childcare services for any of the following reasons, and/or other similar cases as deemed fit by the Executive Director:

1.
Failure to provide required documentation as mandated by the government, funding and licensing sources, including but not limited to validation of income.

2.
Failure to provide verification of a child’s physical completed yearly and/or failure to provide updated immunization records.

3.
Failure to update emergency contact information.

4.
Child has more than 10 unexcused absences and no notification has been given. This is considered voluntary withdrawal.

5.
Failure to adhere to WORD Inc. policy and procedures, including Department of Early Education and Care licensing requirements.

6.
In the unusual case that WORD is unable to meet the specific needs of a child (or family), including health and safety scenarios.
Before a possible child-slot termination, WORD Inc. fully follows EEC’s regulations, including but not limited to:

Meeting with the Parents to discuss options, Offering referrals,

Pursuing Supportive Services, and developing a behavioral intervention plan for home and the program
7. Failure to make prompt payments.
BEHAVIOR MANAGEMENT AND DISCIPLINE POLICY
A. Positive Reinforcement: Every child is encouraged and praised when he/she is demonstrating appropriate behavior. 

B. Redirection: When he/she is not demonstrating an acceptable behavior, he/she is re-directed to another activity/area. The child is always given another opportunity to demonstrate acceptable behavior.

C. Take a Break / “Watching Chair”: The child may be required to take a break from the activity and/or group. This technique is used only when a child is exhibiting a “temper-tantrum”-like behavior and/or hurting him/her self, others, or property. The “watching chair” is used as a break for the child. The child may sit and “watch” the other children display good play-behavior. When the child demonstrates appropriate behavior, then he/she is ready to participate in the activity, with the group, etc.

*Children are never excluded from outdoor play or lunch.

*Teachers are encouraged to work with any behaviors IN the classroom. Bringing a child to an administrator should only be done as a result of violent/unsafe behavior.

*In the case of on-going violent/unsafe behavior, a phone-call to the parent (or a person on the emergency card if needed), will be made. If needed, a child may be sent home at the Executive Director’s discretion.

FAMILY INVOLVEMENT
WORD Inc. Child Development Center has an “open door” policy for parents and guardians. Parents are allowed, and encouraged, to visit, stay and play. WORD Inc. is committed to working with parents and guardians in achieving mutual goals in providing a nurturing, inclusive and comprehensive learning environment. In order to achieve and maintain a strong collaborative environment, we provide the following services in order to maintain thorough and consistent communication between parents/guardians and staff: 

-
Daily memos and/or Daily Reports informing parents/guardians of your child(ren)’s daily activities.

-
Monthly Newsletter that highlights the agency’s curriculum themes, special events, pertinent information and articles from various sources.

-
Progress/Assessment Reports - submitted three times a year for toddlers and preschoolers (January, May, October); Progress Reports are submitted four times a year for infants (January, April, July, October.)

-
Opportunities to join classroom activities and field trips.

-
Parent-Teacher Conferences.

-
Open Houses and special events.

-
Support agency funds through donations and fund-raisers.

-
Attend and participate in monthly parent meetings (and trainings.)

Call at anytime during regular business hours in order to talk to your child’s teacher and/or somebody on the administration team. 

If you have any suggestions and/or concerns, we prefer them in writing and can be left in our Suggestion Box or in the mailbox of any staff member on the administration team. 
PERSONAL BELONGINGS
All of your child’s belongings, including clothing should be clearly labeled with his/her name. For sanitation reasons and limited storage space, we request that parents/guardians provide a small light weight blanket that will fit neatly into your child’s cubby or storage box. Please refrain from quilts, sleeping bags and pillows. All belongings must fit into your child’s storage box.

We strongly discourage bringing toys from home. The staff are not responsible for any items that your child brings from home and/or lost clothing. Therefore we suggest that any valued toys, etc remain at home.

W.O.R.D. Inc strives to provide a wide variety of stimulus to assist in the enhancement of the developmental growth of your child. Art activities are introduced to the children can be very messy. Also children are learning independence and they are using utensils and at times spills will occur, therefore we request that at least 2 sets of clothing are provided in case we need to change your child. If your child does not have any spare clothing you will be called and asked to bring some in. Please check your child’s cubby daily for any art work, daily reports, dirty clothing etc. W.O.R.D. Inc will not be responsible for any items left behind after termination.

In order to ensure safety at all times we ask that sneakers ,or closed toed shoes with rubber soles are worn. Please do not send your child in with open-toed sandals, clogs or party shoes. The children go outside daily (weather permitting), so please dress your child appropriately for the weather and provide hats, mittens and boots if needed.
WE HIGHLY SUGGEST THAT CHILDREN DO NOT WEAR ANY JEWELRY TO SCHOOL.
REST TIME
W.O.R.D. Inc. in compliance with the Department of Early Education and Care provides a rest time period for all children. Infants are on their own schedule. Quiet activities will be provided for children who do not sleep. 
All children twelve months of age or younger are placed on their backs for sleeping, unless the child’s health care professional orders otherwise in writing. The agency fully abides to EEC’s “Infant Safe Sleep” in group childcare programs.
TOILET TRAINING

Procedures and expectations for toilet training must be consistent between the child care and home. It is the philosophy of W.O.R.D. Inc. that the children are not forced or rushed. We recognize the importance of this developmental stage and its major accomplishment for young children.

If your child shows readiness for toilet training, he/she may show the following:


1.
He/She is dry for long periods of time and is indicating with facial expressions or other 


gestures.


2.
He/She has language abilities to follow simple instructions and can talk enough to 


indicate when he/she needs to be brought to the bathroom.

A letter will be sent home to the parent/guardian stating your child’s readiness and your written permission to begin toilet training will be needed.

The staff will notify the parent/guardian of the child’s progress. The toilet training will be a low keyed and non-punitive process. Parents are responsible to send in at least three to four sets of clothing during this process.
TODDLER BITING

Occasionally a toddler may reach a developmental stage in which biting another child is a way of expressing his/her emotions. Some toddlers bite for the following reasons:


1.
Teething


2.
Sensory exploration


3.
Mimicking others


4.
Self-expression

When biting occurs the staff will:


*
Attend to the child who was bitten and administer first aid according to the severity of 


the bite.


*
Talk to the biter to help him/her understand that biting hurts.


* 
For confidentiality purposes the children involved in the incident will not be named.


* 
If the biting is consistent the staff will seek assistance from the parent of the biter to 


ensure that there is consistency in behavior management.
A child who is exhibiting age appropriate biting and whose family is fully cooperating with the child care staff will not be asked to leave W.O.R.D. Inc. If a child is exhibiting chronic biting and the staff, along with the parents have tried all approaches to end this behavior, it may be that group child care is not appropriate for the child at this time, and the child care staff may ask to end the child’s enrollment at W.O.R.D. Inc.
TRANSPORTATION POLICY

Transportation Coordinators: Paul Tramontano and Lucy Rebello 
Contact phone #: 508.673.4421
For those children/families that WORD Inc. Child Development Center (further referred to as WORD) provides transportation, the following policy must be adhered to for use of the agency’s transportation services:

1.Transportation route is established by geographic areas.
2.Families are informed of approximate pick up and drop off times.
3.It is the responsibility of the family to arrange schedules to meet their approximate pick up and drop off times.
4.Once a pick up/ drop off location has been established, it can only be changed by contacting the agency with advance notice of change in residence.
5.When three (3) misuses of the transportation policy occur, a conference will be set up to explore other transportation alternatives or to terminate services.
6.Neither the bus driver or monitor are responsible for your child(ren) until he/she is inside the bus under the supervision of our staff.
7.It is your responsibility to bring your child(ren) to the bus monitor who will be inside the bus supervising the other children. Neither the driver or monitor are allowed to leave the vehicle.
8.Transportation cancellations due to weather conditions are announced on the local television and radio stations. If the Fall River Public Schools are closed we will automatically cancel our transportation for the day. Child care agency staff will notify families in the event that we need to cancel transportation due to mechanical reasons.
9.Children will only be released to the designated people pre -authorized by the parents/guardian. If the parent/guardian plans to have someone else take their child(ren)off the bus they must sign a standing(can pick up anytime) or a Daily(today only) pick up form in advance. Person picking up child must have a valid ID.
10.If your child(ren) is not in need of transportation please call the center ASAP.
11.Messages to staff members should be written down and given to the bus monitor. No verbal messages should be given to avoid miscommunications.
12.The bus cannot beep the horn and will not wait, please have your child ready for the bus and waiting at the designated pick up location. You must be visible to the bus staff when they arrive at your location. If the designated pick-up person is not visible, then the child will be transported back to the center.
13.Children and teachers continue to follow WORD’s behavior policy. Children are praised for wearing their seatbelts, as it’s required by law. If a child attempts to take off a seatbelt, the bus monitor will remind him/her of the safety rules and its consequences. If severe behavior persists on the bus, then the parent will be called to get the child via a cab.
14.Families are to use child-friendly and appropriate language when dropping off and picking up children from the bus.
15.Absolutely no smoking when dropping off and picking up children from the bus.
16.No cell-phone use when dropping off and picking up children from the bus.
17.Families must keep emergency phone numbers current.
18.Transportation Coordinators will maintain a Bus Log of drop-off and pick-up times as well as on-going incidents.
19.The agency will reimburse cab-fare if there is a cancellation of bus services due to maintenance problems, etc. We will not reimburse cab-fare due to weather-related cancellations.
20.Childcare fees can be accepted by the bus monitor. Families will sign a log which states how much money was sent in. The office receptionist/coordinator will sign a receipt when the funds are received and will send home the receipt as verification.
21.Notify the bus monitor if your child needs medication. Do not send it in your child’s bag. The bus monitor has medication authorization forms on-hand that need to be completed before WORD staff are allowed to administer it.
22.The transportation coordinators are CPR certified. In the case of an emergency, 911 is called with a follow-up call to the center. 
23.There is an agency-owned cell phone available on the bus for emergency use only.
24.In the case of a bus malfunction, children will be transported either home or to the center via cab. 
25.Any moving violation or accident that transpires while children are being transported, the Executive Director will be immediately notified. He/She, in return, will notify the Dept. of Early Education and Care.
Responsibility for Pick-Up, Drop-Off and Tracking of Each Child: 
(1) Passenger Log: 

a. A passenger log shall be used to track each and every child during transportation. 

b. The first and last name of each and every child received for transport shall be recorded on the passenger log. A sibling group shall not be listed as a single entry. 

c. The driver or a monitor assigned to of the vehicle shall be responsible for completing the log. 

(2) Pick-Up Procedures: The time the child was picked up shall be recorded on the passenger log. 

(3) Drop-Off Procedures: The passenger log shall be updated immediately upon the child being released from the vehicle by recording the time the child was dropped off. 

It is best practices that when an infant or toddler is picked up or dropped off at home, from a designated stop, or from a child care program, the parent/caregiver or other authorized person, such as a child care educator, initial the passenger log indicating that the child was placed on or received from the vehicle.

(4) Inspection to Confirm that No Child is on the Vehicle: 

a. Driver Responsibilities. Immediately upon dropping off the last child and to ensure that all children have been dropped off the driver shall: 

i. Physically walk through the vehicle; 

ii. Inspect all seat surfaces, under all seats and in all compartments or recesses in the vehicle’s interior; 

iii. Sign the passenger log, with the driver’s full name and time, indicating that each and every child is unloaded; and 

iv. Give the passenger log to either a monitor (e.g. an adult riding on the vehicle who is responsible for the supervision of a child being transported), or to an additional reviewer (e.g. an employee of or person designated by the Transportation Provider), when there is no electronic vehicle monitoring device on the vehicle. 
b. Monitor or Additional Reviewer Responsibilities. A monitor who was also on the vehicle or another person designated by the Transportation Provider (“reviewer”) shall: 

i. Physically walk through the vehicle, in addition to the walk through required of the driver; 

ii. Inspect all seat surfaces, under all seats and in all compartments or recesses in the vehicle’s interior, in addition to the inspection required of the driver;
iii. Confirm that each and every child is no longer on the vehicle. The monitor or reviewer shall then sign the passenger log with the monitor’s or reviewer’s full name and time; and 

iv. Immediately notify the Transportation Provider and the child care program of any discrepancies on the passenger log (e.g., the number of children who boarded the vehicle does not match the number of children that were released from the vehicle). 

Family/Program Notification: 

Effective communication between parents and early education and care providers promotes the safety and welfare of children both in and out of child care settings. Timely communication ensures that children are accounted for as soon as possible. Families are strongly urged to promptly notify the child care program that their child will be absent or will arrive later than scheduled that day. The child care program shall note on the attendance sheet the absence or late arrival of the child on the appropriate day and, if known, the name of the person who notified the program of the absence or the late arrival. 

When a child, who is transported to a child care program by a Transportation Provider, does not arrive within thirty minutes of his or her regularly scheduled arrival time and the parent or guardian has not provided notification of absence or delay, the provider shall immediately contact the Transportation Provider to determine whether the child was picked up that day, and if so, to determine the child’s location. If the Transportation Provider cannot be reached, the provider shall then contact the parent or guardian to inform the parent or guardian that the child has not arrived. If the parent or guardian cannot be reached directly (i.e. if the provider does not directly speak with a parent), the provider shall then contact the child’s emergency contact person. If a provider is unable to reach the Transportation Provider, parent/guardian or emergency contact, the provider should contact the Family Child Care System or the umbrella organization applicable to that program to determine the location of the child. When a provider reaches a person who can confirm the location of the child, the provider shall note the location of the child, the name of the individual spoken to, and the time on the attendance sheet. 

For any child who is privately transported or is transported on a vehicle supplied by a public school and who fails to arrive at the child care program within thirty minutes of his or her scheduled arrival time, the provider should contact the parent and/or the school to determine the child’s location, unless notified by the parent or the school that the child will be absent or will arrive later than scheduled that day.
*These regulations set forth also apply to fieldtrips.
**Failure to comply with any of these regulations will result in a forfeit of transportation services. After 3 misuses, there will be a meeting between the family and a representation from WORD’s administrative team to discuss alternative options.
FIELD TRIPS

Field trips are schedule throughout  the year. Children are transported by the W.O.R.D Inc . bus. Parents must sign a permission slip in order for their child(ren) to participate.

Parents are encouraged to volunteer/chaperone the trips whenever possible.

W.O.R.D. Inc reserves the right not to allow a child to participate on field trips for behavioral issues unless the parent or family member accompanies the child.

Due to insurance regulations, only children ages three (3) and older may attend field trips requiring transportation.

REFERRAL PLAN

W.O.R.D. Inc Child Development Center uses the following procedures for referring parents to appropriate social, mental health, educational and medical services for your child should the center feel that an assessment for additional services will benefit your child.
Referral Process:


Whenever a classroom teacher has concerns about a child’s development or behavior and feels that further evaluation should be done, he/she reports to the appropriate Lead Teacher/Educational Coordinator/Case Manager who will review the concerns with the Executive Director. If the team agrees observations will be done and then the referral will be made to the appropriate agency with parental consent.

Referral Meeting with Families:


A meeting is scheduled with the parent/guardian notifying them of the center’s concerns and a copy of a list of possible resources will be given to them. At the meeting
the reasons for the referral will be discussed as well as all efforts that have been made to accommodate the child’s needs.


The staff will offer assistance to the parent/guardian in making the referral. Parents are encouraged to call and request an evaluation if they feel one is needed.

Follow up referral:


With parental consent the agency will contact the referral agency or service provider who evaluated the child for consultation and assistance in meeting the child’s needs at the center. If it is determined that the child is not in need of services from this agency , or is ineligible for services the center shall review the child’s progress every three (3) months to determine if another referral is necessary.
Record of Referral:
The child care agency will maintain a written record of any referrals, including the parent conferences and results. A referral checklist will be kept in the child’s record.
Any child/(ren) who are in need of special services are referred to the following agencies depending on the type insurance they may have:


Fall River School Department/CFCE Program   Contact person: Barbara Allard

Early Intervention People Inc. 
Contact: Robin Jones

South Bay Early Intervention

Contact: Angela St. Pierre



Family Services of Fall River


St. Anne’s Hospital 


Charlton Memorial Hospital 

If needed, and feasible, the Lead Teacher or Family Service Coordinator will accompany any child to these facilities with the parent/guardian.
RECORDS and CONFIDENTIALITY
W.O.R.D. Inc Child Development Center staff understand that in the course of caring for your child(ren) you may share confidential  and private information with them. We respect the privacy of all of the children and families that we service. We hold any information that you share with us in the strictest confidence, and use it to better serve the needs of your child(ren).

We do not disclose any information given to us in confidence UNLESS:



*We are mandated by law.


* It is necessary to prevent clear and immediate danger to a person or persons, as determined by W.O.R.D. Inc staff and administration.


Information contained in the child’s records shall be privileged and confidential. W.O.R.D. Inc. shall not distribute or release any information in the child’s file to anyone not directly related to the implementing the program plan for the child without the written consent of the parent/guardian. W.O.R.D. Inc shall notify the parent/guardian if the records are subpoenaed. 


The child’s parent/guardian shall upon request have access to his/her child’s record at reasonable times. In no event, shall access be delayed more than two (2) days after initial request. Upon such request for access the child’s entire record, regardless of the physical location of its parts, shall be made accessible.
AMENDING THE CHILD’S RECORD

A. A child’s parent/guardian shall have the right to add information, comments, data or any other relevant materials to the child’s record.

B. A child’s parent/guardian shall have the right to request deletion or amendment of any information contained in the child’s record. Such requests shall be made in accordance with the procedures described below.

1. If such parent/guardian is of the opinion that adding information is not sufficient to explain, clarify, or correct objectionable materials in the child’s record, he/she shall have the right to have a conference with administration to make his/her objections known.

2. W.O.R.D.  Inc. shall within one week after the conference, render to such parent/guardian a decision. If the decision is in favor of the parent/guardian, he/she may immediately take steps as may be necessary to put into effect.

Upon written request of the parent/guardian, W.O.R.D. Inc shall transfer the child’s record to the parent/guardian or any other person the parent/guardian identifies, when the child is no longer in child care.

COURT ORDERS AND CUSTODY
W.O.R.D. Inc. recognizes in most situations both parents have a legal right to be part of their children’s lives. W.O.R.D. Inc  can deny  a parent access to their child only if there is a legal document which addresses the denial.

If pursuant to a court order one parent has been given the legal right to child custody or visitation determines which parent may pick up his/her child or if a parent has been restrained by court order from visiting or has been ordered to stay away from the child W.O.R.D. Inc. requires the following:

1. A certified copy with an original signature which states the rights or parents restrained.

2. If a later court order is issued changing the terms of the original court order an original must be given.

3. We will not accept information regarding the validity of orders over the telephone. Only written instructions will be accepted. (Court Order)

4. Visitation with the non-custodial parent will not be allowed at the center.
COMPLAINT PROCEDURES

W.O.R.D. Inc wants to ensure that all families served have an opportunity to present any complaints or concerns they have about the center. The following procedures allow for all parties to address and, it is our hope, resolve any issues that may arise.

1. Arrange for a meeting with teachers/or and administration to discuss the problem/concern.

2. If a resolution has not occurred, you may request a meeting with the Executive Directors and/or the Board of Directors.

3. Anyone with concerns or complaints related to licensing regulations should contact the:

Department of Early Education and Care

1 Washington Street, Suite 20
Taunton, MA 02780
Please be advised that parents/guardians may contact EEC for information

regarding the program’s regulatory compliance history.
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