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Welcome to Stepping Stones Early Learning Center!

The information contained in this “Parent Handbook” will introduce
you to the philosophy and organization of the center. It will serve as
a quick reference to the daily operating policies and procedures.
Your familiarity with them will help make your child’s day a most
rewarding experience.

Stepping Stones Early Learning Center was created to meet the
need for high quality childcare for the children and their families in
our community. We look forward to working with you to provide a
secure foundation for your child to ensure successful growth and
learning.

Not all policies and procedures can be listed here, but we will be
happy to answer any questions you may have.

Stepping Stones Early Learning Center is an equal opportunity
employer and provider.

Thank you for trusting us to care for your children!
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This handbook is the property of Stepping Stones Early
Learning Center and may not be copied or reproduced
without written consent. It is intended to familiarize families
with current Stepping Stones practices and standards.
Stepping Stones reserves the right to revise its policies,
practices, and standards as deemed appropriate by the
Director. The most up to date version can be found on our
website or by asking for an updated copy.

=
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PROGRAM PHILOSOPHY

We believe that good childcare depends upon consistent caregiving in a center-based
atmosphere. Children grow and learn best in a safe environment that provides
opportunities to explore, create, and communicate with other children and adults. These
groups function independently but cooperatively, following routines appropriate to
individual needs. The program is designed to be inclusive of all children, including those
with identified disabilities and special learning and developmental needs.

Stepping Stones Early Learning Center’s program is designed to include both planned and
spontaneous activities in response to children’s interests. Experiences with music,
movement, art, language, and building are incorporated into daily plans. Regularly
scheduled snacks and meals, rest time, indoor and outdoor play, and routines in physical
caregiving promote the child’s health, comfort, and ability to care for his/herself. There is
maximum flexibility for the children as a group and as individuals.

Children are encouraged to develop a positive self-image, to learn inner controls and to
cooperate with peers and caregivers. Clearly defined limits help them recognize and
accept their emotions and express their feelings as they grow and feel secure in the world
around them.

GETTING TO KNOW OUR CENTER FAMILIES

Stepping Stones Early Learning Center builds a positive relationship with our families by
being familiar with their unique characteristics, strengths, and issues important to each of
them. To develop partnerships with families, we create a welcoming environment as well
as opportunities for involvement.

Our center gathers information during the enrollment process by asking parents questions
and collecting the following items: Enrollment Form, Health History, and Child and Family
Background information. All the information is kept strictly confidential in the child’s file
which is kept in a locked cabinet in the directors office. Stepping Stones Early Learning
Center only releases your information under your authorization.

Stepping Stones has an open-door policy. Parents and family members are always
welcome. Each child is provided with a labeled cubby for program communications and
personal belongings.
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COMMUNICATING WITH FAMILIES

There are many ways to keep you knowledgeable about what is happening in your child’s
classroom.

e Website - www.steppingstoneschildcare.me

e ProCare Connect - App for communication with your child’s teachers
e Newsletters

e Telephone Calls

e E-mails

e Notices

e Facebook Page

CONTACT INFORMATION
Stepping Stones Early Leaning Center Inc.
301 Sawyer Road
Greene, ME 04236
(207) 946- KIDS (5437)

info@steppingstoneschildcare.me

www.steppingstoneschildcare.me

CENTER INFORMATION

HOURS OF OPERATION

Stepping Stones Early Learning Center is open Monday through Friday from 6:00am to
5:30pm. Please pick up your child in time to exit the building by 5:30pm. For the safety of
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our children, parents are asked to leave the property at 5:30pm and not to visit on days
when the center is closed.

CALENDER

The following calendar includes important events and closings. As other important events
are scheduled for the center, updates will be posted on the parent board across from the
office.

We will be closed for the following holidays:

e New Year’s Day

e Martin Luther King Day

e Presidents Day

e Memorial Day

e We will close at 4:00pm on the day of Preschool Graduation which is always the
Thursday following Memorial Day

e The WEEK of July Fourth

e LaborDay

e Columbus Day

e \Veterans Day

e Thanksgiving

e The day after Thanksgiving

e Christmas Eve

e Christmas Day

e The day after Christmas

e New Years Eve

Full tuition is due for these days. If a holiday that we are normally closed falls on a
Saturday, we will be closed on Friday. If a holiday that we are closed falls on a Sunday, we
will be closed on Monday.

CENTER HAPPENINGS

Stepping Stones Early Learning Center makes every attempt to keep parents up to date on
happenings here at the center and in the community. Classroom newsletters are posted
outside of the classrooms each month. There are parent bulletin boards on classroom
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doors as well as a center information board across from the office that are updated each
month. Please check the boards and read the newsletters. Stepping Stones works hard
to communicate important information well in advance through notices, the Procare app,
and classroom and center boards. That said, the center can only provide the information—
parents and guardians are responsible for checking these communication channels
regularly to stay up to date. Together, as partners, we will be able to provide your child with
a fun and safe learning environment.

The following are Holiday parties that are celebrated in the classrooms:

e Valentine’s Day
e St. Patrick’s Day
e Easter

e Halloween

e Thanksgiving

e Christmas

The following events we encourage parents / Guardians to join:

e Muffins with Mom —The Friday before Mother’s Day

e Donuts with Dad - The Friday before Father’s Day

e End of Summer BBQ - The Thursday before the First Day of School
e The First Day of School - For family photos & Send off

e Grandparents Breakfast —The Friday after Labor Day

e TrunkorTreat—-TBD

e Thanksgiving Lunch —The day before Thanksgiving

PARENT VISIT / INVOLVEMENT

Enrolled Parents may visit the center at any time. However, if there are problems arising
from parent visits that interfere with the deliverance of quality childcare, then the parent(s)
will not be permitted in the classroom. Families are welcome to participate in the class

activities and school events.
WAYS FOR THE FAMILIES TO BE INVOLVED:
* Making things or bringing in things for the program or special activities

e Sharing their culture
e Sharing a talent or a job

¢ Participating in the class activities or field trips
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e Contributing to the curriculum

If you plan to join us for any events or would like to volunteer for field trips / classroom
involvement, then you will need to be fully background checked (This includes
Thanksgiving lunch and Summer BBQ). Any time you are around the children when not all
parents are, you will need a background check. Please see the office for more information
on this.

REFERRAL BENEFIT

Any family currently enrolled who refers a new family to Stepping Stones Early Learning
Center will have the opportunity to receive a free week of childcare. To take advantage of
this benefit, the referring family needs to request the referral form to fill out and give to the
incoming family. The referring family should notify the Director about the potential new
family, and the new family needs to bring in the referral form with the referring families
name during their tour at the center. The referring family will have their tuition bill credited
on the new family’s fifth consecutive week of childcare.

CENTER CAMERAS

Webcam and Webcam Security

We have cameras installed in every classroom, the hallways, the parking lots, and outdoor
play areas. While parents do not have access to the cameras, if a problem or concern
arises, we will gladly go through and look back to see what has happened.

To protect against unauthorized access, the webcam system utilizes 256-bit encryption to
protect usernames and passwords.

STAFF AND CURRICULUM

STAFF

Children deserve a fun and memorable childhood, and we pride ourselves on having a
loving staff and home-like atmosphere in each of our classrooms to make that happen. Our
teachers are specifically chosen for their caring attitudes, knowledge of child
development, and their enthusiasm for teaching young children. Our teachers encourage,
innovate, and facilitate development for a well-rounded early childhood experience.
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Professional development including training in First Aid, CPR, Sudden Infant Death
Syndrome (SIDS) Prevention, Mandated Reporting, as well as age-specific training on child
development is a continuous process for our staff. Staff are required to do a minimum of
forty hours of childcare-based training a year. In addition, we make it a priority to remain
informed about current child development, education research, and trends to serve your
child’s needs most effectively.

Each teacher undergoes criminal background and criminal history fingerprinting to ensure
your child’s safety.

STEPPING STONES CURRICULUM

The curriculum at Stepping Stones Early Learning Center includes the child-initiated and
teacher-directed activities and experiences offered to young children that support and
enrich their development physically, emotionally, socially, and cognitively. Stepping Stones
uses the Thematic Curriculum for Infants, Toddlers, and Preschoolers as guides for
planning the curriculum in each of its program rooms. Each classroom has daily lesson
plans that directly correlate to the Maine Early Learning and Developmental Standard.
These plans contain several activities, designed to foster each child’s development, and
the development of the group. Lesson plans may be changed to accommodate the
children’s changing interests and abilities.

Each classroom is set up in centers, which include blocks, dramatic play, books, gross
motor, fine motor, and art. Outdoor play is important to a child’s physical development and
must be included in both the morning and afternoon schedule. Self-selection or “free play”
is a daily part of the curriculum and means a child has the opportunity to choose which
center or activity he/she participates in. This promotes creative expression and the
development of important social skills.

INFANTS

The Infant Program serves children from six weeks to eighteen months of age. Our program
is designed to foster a strong sense of belonging, security, and loving care, which are
essential foundations for healthy growth and development during the earliest stages of life.

We recognize that every infant is a unique individual with their own abilities, interests,
needs, and emotions. Our caregivers are committed to building trusting relationships with
each child and family while providing individualized care and attention. Educational and
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developmental experiences are thoughtfully planned to support each infant’s growth at
their own pace.

The infant classroom offers a safe, nurturing, and stimulating environment that
encourages development in all areas, including visual awareness, language development,
gross motor skills, and fine motor skills. Through age-appropriate activities, sensory
exploration, and responsive interactions, infants are supported as they explore and learn
about the world around them.

Understanding that infants thrive on individualized care, each child follows their own
routine for eating, sleeping, and playing. Our caregivers work closely with families to
ensure consistency between home and center, honoring each infant’s schedule and
developmental needs.

TODDLER ONE

The Toddler One Program serves children from 18 months to 28 months of age. This stage
of development is marked by growing independence, curiosity, and a strong desire to
explore the world around them.

Our toddler classrooms are thoughtfully designed to provide stimulating, hands-on
experiences that encourage children to learn through their natural inquisitiveness. During
the toddler years, the primary focus is on building self-confidence, learning through
socialization and play, and beginning to understand roles, routines, and boundaries within
their environment.

Throughout the day, toddlers enjoy a wide variety of developmentally appropriate play
materials that are easily accessible and rotated regularly to maintain interest. Creative
learning centers invite children to build with blocks, engage in pretend play, and practice
gross motor skills such as climbing, balancing, and sliding. Activities in art, music,
language, and early science are also introduced and tailored specifically to little hands and
growing minds.

Our teachers provide the warmth, patience, and gentle guidance that are essential at this
age. Through consistent routines and nurturing relationships, children feel safe, secure,
and comfortable when separating from their parents. With deep respect for each child’s
individuality, we strive to create an environment where toddlers feel confident, supported,
and excited to learn—fostering a lasting love of school and learning.
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Daily Schedule

6:00am - 8:00am: Good Morning & Breakfast
8:00am - 8:45am: Free Play

8:45am - 9:00am: Diapers

9:00am - 9:30am: Cleanup & Snack

9:30am - 10:00am: Circle Time

10:00am - 10:45am: Craft Time / Sensory Play
10:45am - 11:00am: Diapers

11:00am - 11:45am: Cleanup & Lunch
11:45am -2:00pm: Nap Time

2:00pm —2:15pm: Diapers
2:15pm - 3:00pm: Outdoor Play (Weather Permitting)

3:00pm: Snack
3:15pm - 4:00pm: Outdoor Play (Weather Permitting)
4:00pm: Diapers
4:15pm - 5:00pm: Cleanup & Free Play
5:00pm - 5:30pm: Good Bye’s
TODDLER TWO

The Toddler Two Program serves children 28 months to 36 months of age. This stage of
development builds upon the skills developed in the Toddler One classroom and is
characterized by increasing independence, curiosity, and a strong desire to explore and
understand the world around them.

Our toddler classrooms are thoughtfully designed to provide stimulating, hands-on
learning experiences that support children as they grow developmentally. At this age,
children begin to better understand their emotions, develop early self-regulation skills, and
are gently introduced to early academic concepts in developmentally appropriate ways.
The primary focus during the toddler years remains on building self-confidence, learning
through socialization and play, and gaining a clearer understanding of roles, routines, and
boundaries within their environment.
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Throughout the day, toddlers have access to a wide variety of engaging play materials and
creative learning centers. Children are encouraged to dress up and engage in pretend play,
build with blocks, and explore through hands-on experiences. A strong emphasis is placed
on helping children identify, express, and manage big emotions. Teachers guide toddlers in
learning calming strategies and self-regulation skills using supportive tools such as the
cozy cube, sensory spinners, and the indoor swing set.

Our caring teachers provide consistent guidance, patience, and encouragement, creating
a classroom environment where children feel safe, supported, and confident. Through
nurturing relationships and intentional teaching, toddlers develop the emotional, social,
and foundational learning skills needed for a smooth transition into preschool.

Daily Schedule

6:00am - 8:00am: Good Morning & Breakfast
8:00am - 8:45am: Free Play

8:45am - 9:00am: Diapers

9:00am - 9:30am: Cleanup & Snack

9:30am - 10:00am: Circle Time

10:00am - 10:45am: Craft Time / Sensory Play
10:45am - 11:00am: Diapers

11:00am - 11:45am: Cleanup & Lunch
11:45am -2:00pm: Nap Time

2:00pm - 2:15pm: Diapers

2:15pm - 3:00pm: Outdoor Play (Weather Permitting)

3:00pm: Snack

3:15pm - 4:00pm: Outdoor Play (Weather Permitting)
4:00pm: Diapers

4:15pm - 5:00pm: Cleanup & Free Play

5:00pm - 5:30pm: Good Bye’s

TOILET TRAINING
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Toilet training is an important developmental milestone for toddlers and young
preschoolers. As with all learning experiences, this process is developmentally individual
and varies from child to child.

There is no specific age at which a child should be fully toilet trained. For this reason,
Stepping Stones does not require children to be toilet trained prior to enrollment in our
toddler programs. When a child begins to show signs of being physically, cognitively, and
emotionally ready, we ask families to begin the toilet training process at home, preferably
over a weekend or holiday to allow for consistency and focused support.

Signs of readiness for toilet training may include:

e The ability to pull pants and underwear or pull-ups up and down independently, with
little or no assistance

e The ability to communicate the need to use the bathroom

e Staying dry for extended periods, including after nap time

e The ability to recognize the need to use the bathroom and hold bladder and bowel
control long enough to reach the toilet

Once toilet training has begun at home, we will work with families to develop a coordinated
plan using consistent methods while your child is in our care. Teamwork and daily
communication between home and school are essential for a successful and positive
toilet training experience.

Please note:

Children must be almost fully toilet trained prior to enrollment in the Preschool classroom.
Children who are not consistently going on the toilet will remain in the Toddler Two
classroom until toilet training is complete.

PRESCHOOL

Our Preschool Program is designed to prepare children both socially and academically
while supporting the development of independence, responsibility, and confidence—all
essential skills for a successful transition to kindergarten and beyond.

Our educational approach focuses on the whole child, addressing social, emotional,
intellectual, and physical development. Children learn best through meaningful
experiences, so we provide concrete, hands-on activities that encourage exploration,
problem-solving, and critical thinking.

The Preschool curriculum actively engages children in developmentally appropriate
learning experiences across key content areas, including literacy, mathematics, science,
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social studies, the arts, and technology. Through guided instruction and purposeful play,
children build foundational academic skills while developing creativity and curiosity.

Our skilled teachers thoughtfully design curriculum that is both exciting and appropriately
challenging, while remaining flexible and responsive to each child’s individual learning
style and developmental needs. By fostering a supportive and nurturing classroom
environment, children gain confidence in their abilities and develop a lifelong love of
learning as they prepare for kindergarten.

Daily Schedule

6:00am - 8:00am: Good Morning & Breakfast

8:00am - 9:00am: Free Play

9:00am - 9:15am: Cleanup & Snack

9:15am - 10:00am: Circle Time

10:00am - 10:45am: Craft Time / Learning Worksheets
10:00am - 11:45am: Free Play

11:30am - 12:00pm: Cleanup / Lunch

11:45am -2:00pm: Nap Time / Movie Time

2:00pm - 3:00pm: Outdoor Play (Weather Permitting)

3:00pm: Snack
3:15pm - 4:00pm: Outdoor Play (Weather Permitting)
4:00pm -5:00pm: Cleanup & Free Play
5:00pm - 5:30pm: Good Bye’s
GRADUATION

We have a graduation ceremony every year on the Thursday following Memorial Day for the
Pre-K children entering Kindergarten. This is a big event that includes all the pre-k children
(not just those graduating). The center will close at 4pm on this day. Information will be
posted and sent home at the beginning of May.

BEFORE AND AFTER SCHOOL
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Our Before and After School Program provides a safe, nurturing, and supervised
environment where children can begin and end their school day with confidence.
Students enjoy engaging activities and daily homework support, while also exploring new
challenges, building meaningful friendships, and developing responsibility by helping in
their classroom.

While you’re at work, you can feel confident knowing your child is safe, supported,
productive, and having fun.

Key Features:

e Fun, Supervised Environment

e Convenient hours for working families

e Homework assistance

e QOurown school bus that never gets canceled

e Fresh breakfast before school, snack after school, and lunch on full days

e Avariety of hours available (Before / After School, Full Days, Half Days, Teacher
Workshops, School Vacations, and Summer Break)

BEFORE SCHOOL

Mornings start early and so do we! Get to work on time and avoid school traffic by enrolling
in our before-school program. We will serve your child a nutritious breakfast, get your child
on the bus at the center (We have our very own Stepping Stones School Bus), and get their
school day started right.

AFTER SCHOOL

After a full day of school, children benefit from a safe, supervised environment that offers a
balance of learning and fun. Children are met by staff upon arrival from the school bus at
the center each afternoon and are provided with a nutritious afternoon snack.

The program includes a Homework Club, where children receive guidance and support
from staff to complete their daily homework assignments. This structured time helps
reinforce learning while promoting responsibility and good study habits.

SPRING AND WINTER BREAK

When school is closed for teacher workshop days, school vacations, or summer break, our
program remains open.
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During spring and winter breaks, children participate in themed camp weeks designed to
keep them engaged and excited. Activities may include special guests, themed events, and
unique hands-on experiences (February — Indoor Beach Day, April - Cake Walk)

We understand the need for flexibility, and our school break programs are designed to
accommodate a variety of schedules. Families may enroll for the full week or select
individual days, when available. Children enjoy daily themes, special activities, and
optional dress-up days in a safe, structured, and supervised environment.

SUMMER CAMP

Our School-Age Summer Program offers a fun, enriching, and not-to-be-missed camp
experience. Our trained teachers collaborate to design a thoughtfully planned Summer
Camp Curriculum that highlights the best of what summer has to offer.

Children participate in a wide variety of activities, including sports, cooking projects, and
hands-on experiences that enrich their understanding of the local community. Planned
excursions may include visits to parks, zoos, museums, aquariums, and farms.

Creativity is encouraged through arts, crafts, music, and play, while children enjoy new
adventures, exciting field trips, and visits from special guests. Each week features a unique
theme, ensuring a fresh and engaging experience throughout the summer.

PLACEMENTS INTO OLDER CLASSROOMS

Children are assessed for class placement into the older classes by chronological ages
and in terms of their total development —social, physical and emotional as well as
availability of an open spot at a particular time that matches the enrollment days of the
child being moved. Move up’s typically occur in January, June, and August, but may occur
periodically throughout the year if a child is showing readiness before then.

The classroom teacher is also consulted as to the readiness of the child. Parents will be
notified within two weeks of the expected move up date.

ASSESSMENT OF CHILDRENS PROGRESS

All age groups are assessed formally and informally to ensure that the teachers plan their
curriculum goals and activities to support individualized learning.
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Our teachers observe, record and document children’s development, participation and
learning throughout the year. The assessments are ongoing, systematic, and gathered from
natural play activities and realistic settings that reflect children’s actual performance.

Our center uses a variety of methods such as observations, checklists, and rating scales.
The assessment results are used to benefit children by informing sound decisions about
children, teaching, and program improvement.

We are not certified to make any diagnosis of children, however when assessments
identify concerns, we will appropriately follow-up with a parent or guardian and encourage
a referral for proper observation and diagnosis or other intervention.

All our assessments are kept in the child’s records, which show the progress in cognitive,
language, physical, social and emotional areas of development that are consistent with
our program curriculum and philosophy.

Our families are part of the assessment process with regular communication, partnership,
and involvement.

PARENT TEACHER CONFERENCES

Using ongoing assessment tools throughout the school year, teachers collaborate with
parents and guardians during scheduled conferences to discuss each child’s strengths,
goals, progress, and any questions or concerns either party may have. These conferences
provide dedicated time for families and staff to work together to support the child’s overall
development.

Parent-Teacher Conferences are held twice each school year. The first conference takes
place in October and the second in April. On conference days, the center will close at 2:00
p.m. to accommodate meetings.

The October conference serves as a baseline meeting, allowing teachers and families to
get to know one another, review the child’s starting point for the year, and establish
developmental and educational goals. The April conference focuses on reviewing
progress, growth, and achievements made throughout the year.

While conferences are not mandatory, participation is strongly encouraged, as
collaboration between families and educators is essential to supporting each child’s
success.
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ENROLLMENT AND TUITION

ENROLLMENT AND PROCEDURES

Stepping Stones Early Learning Center has a license capacity of 116 children. Application
for enrollment of children ranging in age from 6 weeks to 12 years old will be considered
without regard to race, color, religion, sex, or national origin.

WAITING LIST

If we are full at the time of your interest in our program, children will be placed on a waiting
list for opening. Preference will be giving to siblings of children currently in the program and
then to those families who have gone through the enrollment process with the provider.

REGISTRATION

Non-Refundable Deposit: Equivalent to two week’s payment (last two weeks of care)
Non-Refundable Registration Fee: $35.00 Annual Fee

FAILURE TO ACCURATELY COMPLETE FORMS OR PAY FEES IN A TIMELY MANNER MAY
RESULT IN CANCELLATION OF THE ENROLLMENT AGREEMENT.

RESERVING SPOTS

If you need us to hold a spot for your child, depending on availability, we may be able to do
that for a deposit equivalent to two weeks tuition. The spot will be held no longer than two
weeks.

This will be applied to your child's first week and last week of attendance, however, if you
should decide not to enroll your child after all, the money will not be refunded. If you need
the spot held longer than 2 weeks, depending on availability, we may continue to hold a
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spot for your child at the regular weekly rate, however this amount will not be refunded or
applied to any week of care, regardless of attendance or enrollment.

TUITION AND LATE PAYMENTS

Tuition: For your convenience, we accept the following forms of payment: Check, Cash,
Visa, Mastercard, and Tuition Express. Tuition is due every week on the first day your child
attends for the week and is considered late if not received by Wednesday. The exception to
this rule is if you enroll in Tuition Expression, then your payment would be pulled from your
account on Thursday or Friday.

Tuition is due regardless of attendance. There will be no reimbursement for unused
childcare due to illness, vacation, maternity leave (A parent may choose to withdraw their
child temporarily during their leave if they chose to not send them to the center, but
Stepping Stones Early Learning Center will not be able to guarantee a spot for re-
enrollment of the child), or other absenteeism or closure of the center. The expense of
providing a developmentally appropriate program continues daily, whether a child is in
attendance or not.

We do not trade a scheduled day for another. Parents may request an added day or
extended hours to a day, however it is not guaranteed that we can accommodate.

TUITION RATES
A multi-child discount of 10% will be given for a family with 2 or more full time children

Drop-in Care: Full Time Tuition Divided by 5

Returned Check Fee: Should your check be returned for any reason an NSF fee of $40.00
will be assessed to your account. After 3 returned checks, you will be required to pay by
cash or with a credit card. No exceptions.

Late Payment Fee: A late fee will be assessed for all childcare tuition that has not been
received by 6:30pm Wednesday evening. On Thursday, any accounts that have not been
paid will receive a late payment notice with the balance due. Balance must be paid in full
for your child(ren) to attend daycare the following day. Payments that are more than 5
working days late (without approval from the Director) will constitute a temporary
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suspension of childcare until tuition is paid in full. Payments that are more than 14 working
days late will constitute notice of intent to cancel enrollment.

All balances not paid in full within 30 days of termination will be forwarded to a national
collection agency and any fees incurred from collection will be billed to the parent.

Late Pickup Fee: It is exceedingly difficult for children to understand why they are late
being picked up. A fee will be assessed of $5.00 per minute per child that a parent is late in
picking up his / her child. This fee will be added to your bill.

Please remember that parents need to arrive prior to closing time so that parents and
children exit the building by 5:30pm. We understand that from time-to-time emergencies
arise, please call us ASAP to inform us of an emergency so that we may assistyouin
finding someone on your contact list to pick up your child. Please note that an emergency
does not waive any late fee incurred unless approved by the Director.

CHILDCARE AFFORDABILITY PROGRAM

Parents who are receiving a childcare subsidy or childcare assistance must pay the full
regular tuition rate (by check, cash, credit card or money order) until the authorizing
paperwork is delivered to us by the paying agency. Upon our receipt of subsidy payment, a
credit will be applied to your account, with the exception of your co-pay. You are
responsible to directly pay us your subsidy co-pay each week. Co-pays vary based on each
family and are not determined by Stepping Stones Early Learning Center. If subsidy billing
lapses it is your responsibility to pay the full tuition amount until the subsidy program
notifies us otherwise.

BI-ANNUAL RATE CHANGE
Tuition rates will be raised every other year.

WITHDRAWALS
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Itis Stepping Stones Early Learning Center’s policy that parents give the Director or
Assistant Director a minimum of 2-week notice of intent to withdraw. Your withdrawal
must be in writing and given to the Director or Assistant Director only.

Payment in full is required whether your child attends during the two weeks’ notice or not.
All outstanding tuition balances (Including any family vacation benefit used within the prior
three months) need to be paid within 30 days of withdrawal (a daily late fee will be applied
for any accounts past due more than 7 days). All balances over 30 days (where payment
arrangements have not been made with the Director) will be charged a 12% monthly
finance charge and will be sent to collections. Parents will be responsible for any
collection fees charged to the center in addition to their original balance.

Payment agreements must be made with the Director prior to the end of the 30 days. The
Director will be responsible for putting an agreement in writing and it must be signed by
both the Director and the parent. Failure to follow through on the arrangement will result in
being sent to collections. Finance charges will still apply to balances over 30 days.

Stepping Stones Early Learning Center reserves the right to as a parent to withdraw their
child if it is determined that the child cannot be adequately cared for in the center or if a
parentviolates our Center’s policies.

A center exit questionnaire may be sent to you by the center Director. We appreciate your
cooperation in completing this form so that we can better serve our children and families.

POLICIES AND PROCEDURES

DROP OFF / PICK-UP POLICIES

Arrivals and departures are transitional times for children and need to be handled
delicately. Your child may cling to you or cry when it is time for you to leave in the morning.
Do not take tears as a personal rejection or clinging as a sign of dislike for the center. This
reaction is normal for a young child. Together, we can work to make these difficult times a
little easier for you and your child.

Children should be brought directly to their classrooms with their parents or guardians.
You are responsible for your child until they are transferred into the care of their teachers in
their classrooms. Please make sure that your child’s teacher is aware of his / her arrival.
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Children should NEVER be left unaccompanied in the parking lot, dropped off at the
front entrance, left in the halls, or on the playground.

Inform the staff either verbally or in writing of any special instructions or information that
might be needed for that day. Let your child’s caregiver know that you have arrived, help
your child get settled, and then prepare to leave. Parents are welcome to stay briefly to
help their child adjust to the group and to smooth the separation. If the child is anxious
about saying goodbye, allow your child’s teacher to help with the separation by offering
activities to do or waving good bye at the window.

At pick-up, your child may be involved in an individual or group activity. It’s okay to allow
them to finish up what they are doing by giving them a warning period, i.e., “We will be
leaving in two minutes, please finish up what you are doing while | get your stuff” or “After
you finish that picture, we will leave”. Please remember to collect any artwork, soiled
clothing, and outerwear that your child may need from your child’s cubby area on your way
out.

PROCARE CONNECT

Here at Stepping Stones Early Learning Center, we know how important your child is to you
and that often throughout your working day you are wondering how their day is going. We
use the Procare Connect app to give you updates throughout the day to let you know
exactly what your child is up to. Please keep in mind though that our priority is taking care
of the children so if teachers don’t respond right away or update the exact minute
something is done it is because they are busy tending to the children in their care. That will
always be our number one priority.

What do parents gain from Procare Connect?

1. Build closer relationships between staff and parents.

2. By making it easier for parents to receive updates and respond to staff messages,
they are more likely to feel confident that their child is receiving the best care at our
center.

3. The photos and videos that are sent will often be ther highlight of a parent’s day.

4. Procare Connect works hard to reduce complaints and confusion. For parents who
don’t want to receive multiple messages, there is an option to pick and choose
which notifications they want to see.
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5. Parents can message their child’s teacher during the day to let them know
something they may have forgotten to tell us at drop off or to just check in.
6. Parents canimmediately make requests regarding their child

What can parents do in the app?

Message their child’s teacher or school administration

Instantly sign their child in or out for daily check in

View any activities that were recorded by staff

Edit their child’s allergies and medications

Edit their child’s authorized pickup list

Add profile pictures for themselves, their children, and their authorized pick-ups

N Oahkobd-=

View their current account balance

Procare Connect updates like meals eaten, naps taken, and diaper changes are logged for
children every day up until 18 months of age.

SECURITY / ACCESS

Our building has a state-of-the-art security system. The front door has a keypad that will,
when a code is entered, release the magnetic lock on the inner door. When you enroll your
child, you will pick the number combination to enter the keypad for independent entry.
There is a front doorbell for guests or if you forget your passcode. Please do not give out
your entry code to anyone else. Other authorized pickups on your child’s account will
need to pick out a code of their own. You are required to enter through the main entrance
for drop-offs or pickups as all other doors will be locked from the outside.

For authorized pickups on an account outside of the immediate parents and / or guardians,
you must ring the doorbell to enter through the main entrance. At the office window, we will
need to validate identity with a photo I.D that will be copied and kept on file. As long as you

are on the authorized pick-up list you may choose a code of your own for future pick-ups.

PICK-UP / RELEASE FORMS
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If someone else is going to be picking up your child that is not already on the authorized
pick-up list, the center must be contacted in advance. A release form with the names of
those authorized to pick up your child and signed by the parent will be keptin your child’s
file. The state requires that this information be completed on your child’s enrollment form.
If you do not wish anyone other than yourself to be authorized to pick up your child, this
must be stated on the enrollment form.

Let us know who will be picking up your child, when he or she will be picked up, if your child
knows the person, and provide us with a physical description. We require that any person
who will be picking up your child for the first time have a photo ID (although they may be
asked for ID on subsequent pick-ups if a teacher has not met them before) on hand so that
we may verify who the person is. Please ask any guest to respect this policy; it is for your
child’s safety. If no photo ID is given, then your child will not be released, and you will be
responsible for picking up your child.

ABSENCE OR LATE ARRIVAL

If your school or working hours are irregular, keeping arrival and departure times as
consistent as possible will help to promote a stable routine for your child. We ask that you
drop off your child no later than 9:30am as this is the start of our curriculum-based
program. Parents are asked to inform the center if a child must arrive late due to an
appointment or an emergency. Arriving late is disruptive to the child’s routine as well as to
the other children in the program. Any child arriving after 9:30 am without prior approval
will be turned away, if your child has an appointment, we do require a doctor’s note
clearing them to return to daycare. If your child will be absent for any reason, we ask that
you call the center to notify us by 9:30 am as well.

For health, safety, and legal reasons the center must insist that cars not be left running in
the parking lot and that children be properly restrained in appropriate safety seats when on
center property. Parents must walk children from their vehicles into the child’s designated
classroom. Children shall not be left unattended in the parking lot. There is also a NO
SMOKING OR VAPING policy on Stepping Stones Early Learning Center’s property.

DISCIPLINE POLICY
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At Stepping Stones Child Care the term guidance is used for several reasons. It is a positive
term and implies working with the children to develop internal control of their behavior. Our
goalis to encourage children to become creative, independent, responsible, and socially
mature human beings. This involves learning to make responsible choices and accepting
the consequences of such choices.

Guidance takes several forms within out center:

* Environment--A place designed for children. Each room is age-appropriate in furniture
size, large and small manipulatives, and supplies required for hands-on experiences.

¢ [ ogical Rules--Such as keeping our hands to ourselves and taking care of the learning
environment. These are discussed with the children as well as why such rules are needed.

e Curriculum--Is developmentally appropriate, based on the children's interest and level of
readiness.

* Positive Behavior--We reinforce the behaviors we wish to see repeated.
* Redirection--Often interesting a child in another activity can eliminate potential difficulty.
We might ask a child to help us or send a child to a different area to play.

* Positive Reminder--Telling the children what we want them to do rather than using "no" or
“don't."

* Renewal Time--Occasionally, as a last resort, a child needs to be removed from the
situation for a brief break. This allows the child time to calm down and consider alternate
behavior.

Stepping Stones Early Learning Center strives to stay up to date with best care practices
including discipline and guidance practices. We have tools and equipment specifically
designed to help children regulate their emotions and are used religiously during
redirection and renewal time, i.e., Cozy Cubes, Body Spinners, Sensory Baskets. Please
feel free to ask us about the things we use in the classroom to help with positive guidance.

DIFFICULT BEHAVIOR

Respectful treatment of other children, staff and all property, toys, and furniture are
expected. We will make every effort to work with the parent or guardian to ensure a
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cooperative approach for children having difficulties with behavior. We are here to serve
and protect all children!

A parent may be called at work or home at any time the child exhibits uncontrollable
behavior that cannot be modified by the center's staff. The parent may be asked to take the
child home immediately. The following steps may be taken regarding children who display
chronic disruptive behavior that upsets the emotional or physical well-being of another
child or an adult. Willful destruction of property will be charged to the parent at the cost to
replace the item.

INITIAL CONSULTATION
The teacher and Administration will document reoccurring behaviors using observation
sheets and incident reports. Through these documents, teachers and administration will
consult with parents, explaining the behaviors being observed, the effects it has on other
children and the classroom, and reflect on strategies being used to work with the child.
Teachers and administration will collaborate with parents to come up with a plan that fits
the needs of everyone involved as best as possible

SECOND CONSULTATION
If the initial plan for helping the child fails, the parents or guardians will be asked to come
into center for a conference with the Teacher, Assistant Director, and Director. Together,
we will go over continued observation sheets, incident reports, strategies used, effects on
the classroom as a whole, and review camera footage if available. Another attempt will be
made to identify the problem, and establish a new, or revised, approach for solving the
problem. Parents may be asked to consult outside professionals or bring in behavioral
specialists to help identify the problems or provide new strategies, in order for Stepping
Stones to continue care. Our goal is to work as a team to better serve each child.

DISENROLLMENT
If previous attempts have been followed and no progress has been made toward solving
the problem, the child may be disenrolled from the center at the discretion of the center
Director. The Director may also, at their discretion and when necessary, disenroll a child or
family without any consultation if they feel that the child’s continued enrollment could put
other children or the center at harm or if they feel that there are no conditions that would
change the end outcome of disenrolling the child. Stepping Stones Early Learning Center
will attempt to give a two week notice to families just as we require a two week notice when
families leave. Payment is due for the two week notice regardless of families attendance.
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If threats are made against a child, staff member, or the center then termination will be
effective immediately.

PARENT CONDUCT

Parents are expected to always conduct themselves in a courteous and respectful
manner. The relationships between parents, teachers and children impact the well-being
of all our children and should serve as a role model for healthy, adult interactions. While
issues with teachers should not be discussed in front of the children, parents should feel
that they can communicate their concerns and complaints directly to the caregiver of their
child, provided itis done in a civilized manner. Parents may also talk directly to the
Director. Displays of anger, hostility, or offensive language are not appropriate.

Neither the Assistant Director nor teachers have the authority to change the center policy;
issues of policy should be brought before the Director.

Certain actions are so serious that they will lead to immediate disciplinary action. Such
conditions include but are not limited to:

e Comments of a sexual nature

e Racial, ethnic, orreligious slurs

e Violence orinappropriate language

e Smoking or drinking on center property

e Disrespect to staff, children, or other parents

DISCIPLINARY ACTION

If a parent or guardian is in violation of center policy, this isolation will be brought to the
attention of the parent. First-time violations or minor incidences may be discussed verbally
with the parents or guardians by the Director or the Assistant Director. The Director or the
Assistant Director, however, shall make it clear to the parent that this is a formal verbal
warning, and a written record will be kept in the file. Violations that are more serious or
repeated minor violations will result in a written warning from the Director to the parent or
guardian. As a last resort, the Director may ask a family to leave the center. A parent who
disagrees with any disciplinary action may submit a written complaint as directed below.
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NEGOTIATING DIFFERENCES

The primary purpose of this Policy is to provide for prompt and equitable resolution of
parent’s complaints and grievances. The resolution of a complaint through informal
communication as close as possible to the point of origin is encouraged. A student/parent
with a complaint shall first take it to the immediate teacher depending on the point of
origin. In the event the complaint cannot be resolved through informal communication a
Formal Grievance may be filed by the parent.

The following steps shall be followed when filing a Formal Grievance:

LEVEL ONE: The parent filing the grievance shall complete the Stepping Stones Early
Learning Center Grievance Report (found in parent forms). The report shall be submitted to
the Assistant Director. The Assistant Director shall investigate in a timely manner. The
Assistant Director’s decision shall be reduced to writing and presented to the parent. In no
event should an appeal to Level Two be allowed without the involvement of the Assistant
Director. The Assistant Director shall document his/her involvement with the problem.

LEVEL TWO: In the event the problem is not resolved at Level One, the student/parent may
file an appeal in writing with the Director by completing the Stepping Stones Early Learning
Center Grievance Report (found in parent forms). Such an appeal shall be presented within
ten (10) days of the Level One decision. The Director shall request a conference with the
aggrieved or render a written decision within ten (10) days from the receipt of the
grievance.

CHILD ABUSE POLICY

All staff of the Stepping Stones Early Learning Center are mandated reporters and are
required to report any suspected abuse, neglect, or maltreatment on the part of an
employee, parent, or volunteer.

Any abuse or maltreatment of a child, either as an incident of discipline or otherwise, is
prohibited. Any means of corporal punishment will not be tolerated. Additionally,
withholding or using food, rest or sleep as a punishment is prohibited. If any type of abuse
or neglect is suspected, it will be reported to the State Central Registry at the mandated
number.

To make a report of suspected abuse or neglect please call: 1-800-452-1999
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INCLUSION POLICY
“Early childhood inclusion embodies values, policies, and practices. that support the right
of every infant and young child and his or her family, regardless of ability, to participate in a
broad range of activities and contexts as full members of families, communities, and
society. The desired results of inclusive experiences for children with and without
disabilities and their families include a sense of belonging and membership, positive social
relationships and friendships, and development and learning to reach their full potential.
The defining features of inclusion that can be used to identify high quality early childhood
programs and services are access, participation, and supports.”

(Definition of Early Childhood Inclusion excerpted from: “A Joint Position Statement of the
Division for Early Childhood (DEC) and the National Association for the Education of Young
Children (NAEYC), April 2009”)

Our goal is to meet the needs of every child at Stepping Stones Early Learning Center INC
by acknowledging that all children have their own special needs at one time or another. We
are often the first educators to identify these needs, and we see facilitation of early
intervention services as a critically important aspect to our work with young children. We
closely watch the development of all the children in our care and, should we have a
question, we will take the following steps. Throughout this process, we ensure that the
confidentiality of every child is protected:

e We willdocument development and note when behaviors seem outside the
developmental range over time for children of this age (through anecdotal notes,
and samples of work) and meet with the director.

e We will contact the family and communicate our concerns in writing and verbally.
We will request their permission to make a referral to CDS or request that they do
this themselves if they are more comfortable. If the family agrees, we will help to
coordinate a screening through the appropriate school system or agency for that
family.

e Ifthe family refuses to pursue a screening or consult with their child’s school
system, and the need presented by the child requires additional programmatic
resources, families may be asked to assume costs of those additional supports for
their child’s inclusion in the program. The Director will be responsible for the hiring
and supervision of the additional staff.
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e Ifthe screeningindicates an area of concernin a child’s development, the
Teachers, Director, and Parents will meet with the special needs coordinator for
that school system or agency and develop a plan for the child in writing. Typically,
these plans will involve modifications to our classroom environment or practice,
and guidance will be provided to teachers to support their work.

e Insome cases, a school system or agency may recommend that a child be enrolled
in a different program where there may be more resources available to provide early
intervention.

In some cases, certain adaptations to our program may be impossible (an additional
teacher at the cost of the family, for example) and we may recommend a different
placement for the child. Please know that wherever possible, we will draw upon all
resources to meet the child’s needs.

Stepping Stones Early Learning Center may determine that we are not able to serve the
child. Staff and administrators will let the family know as early in the year as possible if this
is a possible outcome, so that the family can pursue other placement options. The family
will be notified verbally and in writing.

Stepping Stones Early Learning Center has three considerations when asking a child to
leave:
1. Hasimplementation of strategies over time resulted in improvement, or have the
concerns persisted or escalated?
2. lIsthe program able to meet the needs of the individual child and the needs of the
group as a whole?
3. Isthere a safety issue regarding the child or other children in the classroom?

Each case is considered on a case-by-case basis, and the program will apply every
recommended strategy to support the child’s progress before considering termination.

Our Policy for the inclusion of children with special needs in as follows:

Stepping Stones Early Learning Center INC will integrate children with disabilities and
other special needs (such as chronic illness) and children without disabilities in all
activities possible.

Children with special needs and their families shall have access to and be encouraged to
receive a multidisciplinary assessment by qualified individuals, using reliable and valid age
and culturally appropriate instruments and methodologies before the child starts in the
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facility. The multidisciplinary assessment shall be voluntary and focus on the family’s
priorities, concerns, and resources that are relevant to providing services to the child and
that optimize the child’s development.

The Individualized Family Service Plan (IFSP) or Individualized Education Program (inclusi)
and any other plans for special services shall be developed for children identified as
eligible in collaboration with the family, representatives from the disciplines and
organizations involved with the child and family, the child’s health care provider, the staff
of the facility (depending on the family’s wishes), and the agency’s resources and state
laws and regulations.

If a child has an IEP or IFSP, the Director will be responsible for coordinating care within the
facility and with any caregivers and coordinators in other service settings, in accordance
with the written plan.

A child with special health care needs shall have a special care plan on file that includes
emergency contact information, health provider, triggers, signs and symptoms of the
condition and treatment instructions.

In all cases, we place the best interests of our children and families at the center of all
plans, and work with the family and with community partners to ensure that the best plan
is developed.

LEGAL CUSTODY

In cases where an enrolled child is the subject of a court order (ex. Custody Order,
Restraining Order, or Protection from Abuse Order) Stepping Stones must be provided with
a Certified Copy of the most recent order and all amendments thereto. The orders of the
court will be strictly followed unless the custodial parent(s) requests a more liberal
variation of the order in writing. In the case where both parents are afforded shared/joint
custody by order of the court, both parents must sign the request for more liberal
interpretation of the order. In the absence of a court order on file with Stepping Stones
administration, both parents shall be afforded equal access to their child as stipulated by
law.

Stepping Stones cannot, without a court order, limit the access of one parent by request of
the other parent, regardless of the reason. If a situation presents itself, where one parent
does not want the other parent to have access to their child, Stepping Stones suggests that
the parent keep the child with them until a court order is issued. If conflicting court orders
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are presented, the most recently dated court order will be followed. Once presented with a
Protection from Abuse Order or a Restraining Order, Stepping Stones is obligated to follow
the order for the entire period it is in effect. Employees of Stepping Stones cannot, at the
request of anyone, except the issuing judge, allow a Protection from Abuse Order and/or a
Restraining Order to be violated. Stepping Stones will report any violations of these orders
to the court.

STAFF HIRED BY PARENTS

We strongly discourage our employees from making independent childcare arrangements
with families at our center. However, if you enter into an agreement with a Stepping Stones
Early Learning Center employee to babysit for your family outside of the employee’s
normal work hours and / or outside of the school hours, it must be done away from the
school and with full knowledge and understanding that the sitter enters into such an
agreement as a private citizen and not as a Stepping Stones Early Learning Center
Employee.

We cannot be responsible for our employees away from school, outside their working
hours, and will not be liable for their acts or omissions when not on our property, including
the transportation of children. You may be required to sign an acknowledgment and waiver
to this effect.

If you hire a staff member to work for you and that employee resigns their position with us
to accept your employment offer, you will be required to pay Stepping Stones Early
Learning Center a $500.00 finder’s fee.

INCLEMENT WEATHER POLICY

In the event of inclement weather, Stepping Stones Early Learning Center will make every
attempt to open as usual. However, to preserve the safety of our staff and children we will
close if conditions warrant such action. It is at the discretion of the Center’s
Administration to make the decision to close earlier or open later due to natural disasters
(i.e., Snow, ice ...) Please note that Stepping Stones will automatically close if the forecast
calls for 10” of snow or more.

If conditions occur during non-operating hours parents will be notified of the decision, prior
to 5:30am, in the following ways:

e Shown on the following television channels: NBC 6, WMTW 8 and CBS 13,
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¢ Posted online on the before-mentioned station websites as well as on Stepping Stones
Facebook page.

e Text alert for delays or closings for our center (If sighed up through the app)
* Messaging on the App

If the condition occurs during operating hours, the center will contact the parents through
phone as well as through our app so that the children can be picked up as soon as
possible.

To receive texts, you will need to sign up online on our website. Stepping Stones is not
responsible for any fees that may occur from receiving text alerts and will not send them to
you without a release form. There will be no refund or compensation for closings that are
beyond the control of the Center Staff (for example, inclement weather, or any state of
emergency, or any type of loss of power or water).

MEALS AND SNACKS
Stepping Stones Early Learning Centers children are provided a nutritious breakfast, lunch,
and PM snack. Stepping Stones Early Learning Center follows the nutritional guidelines
established by the Child and Adult Care Food Program. Menus will be posted on the
bulletin board near the main entrance. We encourage you to take a picture of the menu to
keep on hand for reference. You may also request a copy to take home if you’d like.

Children will be positively encouraged to sample all foods that are offered but will never be
forced to eat. Please inform your child’s teacher and the Director or Assistant Director if
your child cannot eat a certain food or has different dietary needs (e.g., vegetarian, vegan,
lactose intolerance, etc.) so a substitution can be made. For certain dietary restrictions,
you may be asked to provide food from home for your child.

Please make sure your child is at the Stepping Stones Early Learning Center before meals
and snacks. We will not serve food after the schedule meal/ snack times, so please make
sure your child is fed if they are coming in after meal times. Infants under 12 months of age
are fed on-demand, however children who eat off the menu can only eat the menu food at
scheduled meal times.

MEAL TIMES
Breakfast: 6:00am - 8:00am
Lunch: 11:30am-12:15pm
PM Snack: 3:00pm —-4:00pm

34
Updated: January 1%, 2026



Stepping Stones Early Learning Center’s Parent Handbook

BABY FOOD
Infants 6-11 months: Stepping Stones Early Learning Center will supply solid foods upon
parent/ guardian request when baby is developmentally ready. Teachers may request
trying solids if they are observing signs of readiness in class. Baby led weaning is the
preferred method of feeding, beginning with purees or finger foods depending on parent
preference. All staff working with Infants have taken the training, Baby Led Feeding by My
Little Feeder (https://mylittleeater.com/baby-led-feeding/).

All proper food safety and storage procedures are used when preparing, handling, and
feeding children. Purees that have been opened, but not finished can be left in the
refrigerator for 24 hours. After the 24 hours, it will be discarded.

Please let us know your preferences and what foods your child may or may not have when
starting this journey. We believe the best approach is by creating a list that can be leftin
center and adding more as needed. Formula and / or Breast Milk will still be served until
the child’s 12-month birthday. Once a child turns 12 months, formula will no longer be
served, but breast milk will be alongside scheduled meal times if a parent chooses.

BOTTLES
FORMULA FEEDING

Stepping Stones Early Learning Center will supply Wellsley Farms premium infant formula
with iron until 12 months of age. If the parent/ guardian chooses not to use this formula,
the parent/ guardian must bring in their preferred formula brand labeled with the child’s
name. The contents of a formula bottle must be eaten within an hour from the beginning of
feeding and will be discarded after the hour is up.

BREAST FEEDING

Breastfeeding is supported and encouraged at Stepping Stones Early Learning Center. For
convenience, a mini refrigerator and freezer are available in the classroom for the safe
storage and transfer of breast milk. Breast milk may be stored in the refrigerator or frozen
in the freezer. All breast milk must be clearly labeled with the following information:

e Child’s fullname
¢ Amount of breast milk (in ounces)
¢ Date the milk was pumped
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If families are able, a quiet and private space is available for parents to breastfeed their
child at any time during the day. Stepping Stones Early Learning Center follows

rec 1ed
HUMAN MILK STORAGE GUIDELINES*

STORAGE LOCATIONS AND TEMPERATURES

Countertop Refrigerator Freezer

int

TYPE OF BREAST MILK 77°F (25°C) or colder 40 °F (4°C) 0 °F (-18°C) or colder
(room temperature)

Within 6 months is best

Freshly Expressed or Pumped Up to 4 Hours Up to 4 Days
Up to 12 months is acceptable
. y Up to 1 Day NEVER refreeze human milk
L DR ) Ll (24 hours) after it has been thawed

Leftover from a Feeding

(baby did not finish the bottie) Use within 2 hours after the baby is finished feeding

*Recommended storage times are important to follow for best quality.

FOOD ALLERGIES

Based on the needs of the children at each center, a classroom may be peanut/egg free.
Please see classroom teachers or signs posted on the doors for further information. In the
case a classroom is peanut/egg free, no food containing or processed in a facility with
peanuts/eggs is allowed in that classroom.

FOOD ALLERGY ACTION PLAN

If your child has a food allergy, please make sure you complete a food allergy action plan
form, available in the office. This form will be posted in your child’s room, as well as in the
food preparation areas. We also require a doctors note for the allergy to be keptin the
child’s file in the office. If medication for an allergic reaction is provided, please have your
physician sign the food allergy action plan as well.

PHOTOGRAPHS AND PUBLICITY
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Photographs of the children participating in our programs may be taken from time to time
and may appear in newspapers, magazines, brochures, social media ads, or other
publicity materials. Regular photos of children participating in daily activities are taken and
sent through the Procare app and posted to our Stepping Stones Facebook Page. In your
parent folder, you will find a photography release form. This gives permission for Stepping
Stones Early Learning Center to post photos of your child participating in these activities. If
you don’t give permission, faces will be covered in photos posted. Please make sure you
clarify if photos in the app are still okay.

BIRTHDAY CELEBRATIONS

Parents may bring cake, cupcakes, or other special treats to school to celebrate a child’s
birthday.

NON-DISCRIMINATION POLICY

It is unlawful for any Early Childhood Education Center staff member to discriminate in the
enrollment of children and families at Stepping Stones Early Learning Center based on
race, color, religious creed, handicap, ancestry, national origin, age, sex, veteran status,
disability, marital status, sexual orientation, pregnancy, or citizenship status.

HEALTH AND SAFETY
HEALTH POLICIES

“The risk of transmission of the agents that cause infectious diseases is increased when
children are gathered into groups for any reason. This risk is particularly significant in day
care because of the many close physical interactions between children and adults. The
majority of day-care programs attempt to exclude ill children. However, illness among
young children is frequent and many parents want to bring mildly ill children to day-care
programs. This results in a struggle between staff and parents and a desire for absolute
criteria to use to determine when a child’s illness requires exclusion. Day-care personnel
criticize parents for demanding care for sick children. In turn, parents criticize day-care
programs, believing that their children acquire their illnesses from day-care contacts. The
resulting tensions strain parent/staff relationships, negatively affecting the quality of the
day-care experience. Unfortunately, absolute criteria for exclusion of ill children do not
exist. Day-care programs base their exclusion policies on two issues: 1. Risk of
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transmission of infectious diseases 2. The demand of sick children for increased adult
attention, which may exceed the resources of the day-care program.” - Pediatrics in Review

For your child to attend Stepping Stones Early Learning Center, he/she must be well enough to
eat the meals and snacks provided by the center, be able to go outdoors, and participate in all
activities throughout the day. If your child exhibits symptoms of illness during the 24-hour
period prior to scheduled attendance at the center, your child should be kept home until the
symptoms mentioned have disappeared or a note is obtained from your physician stating that
your child does not have a contagious condition. Please call the center or message us through
Procare to report any and all sickness for record keeping. Children must wait 24 hours without
medication after the last fever, vomiting and diarrhea episode.

IF YOUR CHILD BECOMES ILL AT THE CENTER

Children who are mildly ill and do not exhibit any of the following conditions may attend.
Children must be able to participate in activities (which include outside time, as well gross
movement activities.) If children develop any symptoms while at Stepping Stones, the child
will be separated from the other children and parents will be contacted. Arrangements
should be made to pick up children within an hour. If you cannot be reached within 15
minutes or you will not be able to arrive within the hour, we will begin contacting
authorized contacts from your registration forms to pick up your child. Please make every
effort to follow these state Health Department requirements.

STATE GUIDELINES FOR ILLNESS
For the welfare of all children in our care, Stepping Stones Early Learning Center is required
by the State of Maine Childcare Licensing to exclude a child from care if the following
symptoms exist:

e The child has an oral temperature of 100.5 degrees Fahrenheit or greater.

e Diarrhea (anincrease in number of stools compared to the child’s normal amount,
with increased and/or decreased stool water) within the previous 24 hours. (Two
diarrheas within an hour).

e Vomiting within the previous 24 hours.

e Thrush with the inability to control his/her saliva, until 24 hours after medication.

e Rash with fever or behavioral change.

e Influenza A: Quarantine 5-7 days from the onset of symptoms. May return after
quarantine as long as they are fever free without medication for a minimum of 24
hours and no other symptoms are present.
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Infected eyes with discharge, until 24 hours after treatment started by a physician.
Infestation (Scabies, Head lice, Ringworm, etc.) until 24 hours after treatment and
knit free.

Impetigo, until 24 hours after antibiotic treatment has begun.

Strep Throat, until 24 hours after medication and no fever.

COVID-19, until no fever for 24 hours.

Chicken Pox, at least one week after the onset of rash or until all lesions have dried
and crusted. Siblings must remain out sure to being able to carry and spread it even
without breaking out.

Hand, Foot, & Mouth: Quarantine for 7-10 days from the onset of symptoms. May
return after quarantine as long as all sores are gone or crusted over and no fever.
Siblings must remain out due to being able to carry and spread it even without
breaking out.

Any child having surgery must remain out for a minimum of 24 hours (More if the
doctor has stated differently).

Children who need individual one-on-one care should be kept home until they are
able to participate normally.

For the health and safety of all children and staff, the Lead Teachers and/or Director

reserve the right to exclude or send home any child who arrives at Stepping Stones Early

Learning Center exhibiting symptoms of illness that meet the center’s required exclusion

criteria. Families should maintain a reliable backup childcare plan in the event their child

becomesiill.

Please do not mask symptoms by administering Tylenol or similar medications prior to

arrival. To help control the spread of illness, children who are contagious must remain at

home until they are no longer considered infectious and meet the center’s return-to-care

guidelines. While we understand the desire for children to attend childcare, our

responsibility is to maintain a healthy environment for all children, families, and staff. For

this reason, illness policies are taken seriously and enforced consistently to protect the

well-being of everyone in our care.

REPORTABLE ILLNESSES

Some childhood illnesses are required by law, to be reported to our local health agency. In

the case of a contagious illness in your child’s class, we will post a notice on the door of

the classroom and send a message to all families in that class.
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MEDICATION AND MEDICATION FORMS

If your child has an illness that requires medication, the following policy will be in place:
1. All medication must be given to a staff member upon arrival at the center and will be
stored out of reach of children. No medications should be left in cubbies.

2. Prescription medication must be in the original containers, with the child’s full name,
have the original pharmacy label and date clearly marked on the prescription. Must have a
child safety cap.

3. Medications must be accompanied by a medication permission form. No medication
will be administered if there is not a current form signed with date and submitted.

IMMUNIZATION STANDARDS

e Acomplete Hib series is two doses plus a booster dose on or after 12 months of age
(three doses total). If a child receives the first dose of Hib vaccine at 12 - 14 months
of age, only one additional dose is required (two doses total). Any child who has
received a single dose of Hib vaccine on or after 15 - 59 months of age is in
compliance with these specified vaccine requirements. Children 60 months of age
and older are not required to receive Hib vaccine.

e Ifthe PCV series is started when a child is seven months of age or older or the child
is delinquent in the series, then all four doses may not be required. Please
reference the information below to assist with compliance:

o Forchildren seven through 11 months of age, two doses are required.

o Forchildren 12 - 23 months of age: if three doses have been received prior to
12 months of age, then an additional dose is required (total of four doses) on
or after 12 months of age. If one or two doses were received prior to 12
months of age, then a total of three doses are required with at least one dose
on or after 12 months of age. If zero doses have been received, then two
doses are required with both doses on or after 12 months of age.

o Children 24 months through 59 months meet the requirement if they have at
least three doses with one dose on or after 12 months of age, or two doses
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with both doses on or after 12 months of age, or one dose on or after 24
months of age. Otherwise, one additional dose is required.

o Children 60 months of age or older are not required to receive PCV vaccine.

e For MMR, Varicella, and Hepatitis A vaccines, the first dose must be given on or
after the first birthday. Vaccine doses administered within 4 days before the first
birthday will satisfy the requirement.

Here is the required vaccination schedule provided by Maine Childcare Licensing:

Age at which child Minimum Number of Doses Required of Each Vaccine

must have vaccines to

be in compliance: DTaP Polio HepB Hib PCV MMR Varicella HepA

0 through 2 months None None None None None None None None
By 3 months 1 Dose 1 Dose 1 Dose 1 Dose 1 Dose None None None
By 5 months 2 Doses 2 Doses 2 Doses 2 Doses 2 Doses None None None
By 7 months 3 Doses 2 Doses 2 Doses 2 Doses’ 3 Doses? None None None
By 16 months 3 Doses 2 Doses 2 Doses 3 Doses? 4 Doses? 1 Dose? 1 Dose3 None
By 19 months 4 Doses 3 Doses 3 Doses 3 Doses? 4 Doses? 1 Dose> 1 Dose? None
By 25 months 4 Doses 3 Doses 3 Doses 3 Doses? 4 Doses? 1 Dose? 1 Dose? 1 Dose®
By 43 months 4 Doses 3 Doses 3 Doses 3 Doses’ 4 Doses? 1 Dose? 1 Dose> 2 Doses>

If you have any questions regarding catching your child up on immunizations, please
contact the Maine Immunization Program at: (207) 287-3746, (800) 867-4775, or
ImmunizeME.DHHS@Maine.gov.

IN CASE OF INJURY

Basic first aid will be performed. In the event of a serious injury, a parent will be notified
immediately. If the parents are not available, the emergency numbers on the child’s
emergency contact list will be called. If the person(s) cannot be reached, the child will be
taken to Central Maine Medical Center’s emergency room, unless the parents have
designated a different emergency plan.

EMERGENCY DRILLS
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We are required by Childcare Licensing to do fire drills monthly and lock down drills and
disaster drills bi-annually. Fire drills are held on random days and times. We practice
evacuating the classrooms, meeting at designated points on property, and accounting for
all staff and children. We discuss the importance of these drills with children and talk
about any fears they may have.

EVACUATION PROCEDURES

If there ever comes a time when there is an emergency so catastrophic that we must
evacuate the building and immediate property area, we would relocate to the building at 11
Cody Lane (The gray house seen from the parking lot, owned my Miss Mandi). If that
property was also not safe to evacuate to then we would relocate the Greene Fire
Department. After arriving at 11 Cody Lane or the Greene Fire Department we would
attempt to contact parents or emergency contacts for all children to notify you of where
your child is located/ Children will be grouped according to age and staff members will
stay with children until the Director releases them from their responsibilities.

PANDEMICS

Our Preparedness and Response Plan (available upon request) will be followed during any
pandemic period. The Center for Disease Control, Department of Health and/or State Child
Care Licensing Rules will be followed. Response will include, but is not limited to,
monitoring symptoms in staff and students, practicing social distancing, following proper
hygiene protocol, implementing any/new safety equipment, isolating staff and/or students
infected, decreasing class sizes, and transparent communication with families and
regulating agencies.

BODIES AND BOUNDARIES

There is a natural curiosity among children with regards to their bodies. When situations
arise where we must speak to children about body parts, we use the anatomically correct
terms. We also teach children that every person has boundaries and that our bodies are
private and should be respected. Parents will be notified if situations occur in the
classroom that directly affects their child(ren).
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CONFIDENTIALITY POLICY

Within Stepping Stones Early Learning Center, confidential and sensitive information will
only be shared with employees of Stepping Stones Early Learning Center, your child’s
physician(s), therapist(s), and/or student interns who have a “need to know” to care for
your child most appropriately and safely. Confidential and sensitive information about
faculty, other parents and/or children will not be shared with parents, as Stepping Stones
strives to protect everyone’s right of privacy. Confidential information includes, but is not
limited to names, addresses, phone numbers, disability information, and HIV/AIDS status
or other health related information of anyone associated with Stepping Stones Early
Learning Center.

Outside of Stepping Stones Early Learning Center, confidential and sensitive information
about a child will only be shared when the parent of the child has given express written
consent, except where otherwise provided by law. Parents will be provided with a
document detailing the information that is to be shared outside of Stepping Stones Early
Learning Center, persons with whom the information will be shared, and the reason(s) for
sharing the information.

Our Confidentiality Policy protects every child’s privacy. Employees of Stepping Stones
Early Learning Center are strictly prohibited from discussing anything about another child
with you. Parents are NOT allowed to discuss any child or employee through private email,
social media, or group forums. This type of conversation will NOT be tolerated and could
result in the family’s dismissal from the school. Our confidentiality policy protects every
child’s and employee’s privacy. If a parent or family member has a concern regarding
another child or employee, they should contact the Director directly to discuss those
concerns.

DAILY ROUTINES

CLOTHING

Children play hard and need to be comfortable throughout the day. Please dress your child
in clothing that is suitable for both fine and gross motor activities, including but not limited
to art projects, outdoor play, and mealtimes. Clothing should allow children to move freely
and participate fully in daily activities.
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Cold weather does not necessarily keep us indoors. Please ensure your child comes
prepared with appropriate outdoor gear for the season, such as jackets, snow pants,
boots, hats, and gloves. Clothing should be suitable for changing weather conditions. All
clothing and personal items must be clearly labeled with your child’s name to assist with
dressing and to help reduce loss.

Two full sets of extra clothing must be kept at the center at all times. Accidents related to
play, feeding, or toileting may occur, and having extra clothing ensures your child remains
comfortable throughout the day. If extra clothing is used, replacement items should be
sentin as soon as possible.

Shoes should be appropriate for both indoor and outdoor play. For health and safety
reasons, wet or snow boots must be changed upon arrival and replaced with indoor shoes.
Sneakers or rubber-soled shoes are required for safe play in our older classrooms. An
additional pair of shoes may be kept in your child’s cubby, and teachers will gladly assist
children with changing footwear as needed.

Outside shoes are not permitted in the Infant or Toddler 1 classrooms. Young children in
these classrooms spend much of their day on the floor crawling, sitting, and playing. To
help maintain a clean and healthy environment and to reduce the spread of bacteria and
dirt, all outside footwear must be removed at the classroom door before entering. If you
choose, a pair of clean indoor shoes or slippers may be brought from home and keptin
your child’s cubby for use during the day.

PERSONAL BELONGINGS

Fridays are “share day” in our classrooms. On that day children are invited to bring in 1
item from home to share with their classroom. Every other day we ask that toys be leftin
the car or at home, so as not to be lost, broken, or envied by others. Projectile toys are not
permitted in the center. Projectile toys encourage inappropriate play which often leads to
aggressive play; this can get out of control when children confuse make- believe with
reality. Please be aware that Stepping Stones Early Learning Center is not responsible for
broken or lost items brought from home.

CHECKLIST: WHAT YOUR CHILD WILL NEED
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Individual cubbies will be available for each child so that items can be left at the center.
Items sent in and paid for by parents are not shared between students, siblings aside.
Please label all belongings.

INFANTS
e Diapers and wipes
e Baby Cereal (If not using what the center provides)

e Baby Food (If not using what the center Provides which is as follows: pureed foods
until six months, baby led weaning of solid foods (Stepping Stones Menu) for infants
6 months and up)

e Extra can of ready-to-feed Formula or Breast Milk (If not using what the center
provides)

e Bottles
e Change of clothes

e Pacifiers, if used

TODDLERS
e Diapers and wipes
e AM Snack
e 2 Changes of clothes including shoes/play clothes for outside
e Blanket/ Snuggie for Nap Time

e Water Bottle / Sippy Cup

PRESCHOOLERS

e 2 changes of clothes including shoes/play clothes for outside
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e Sleeping bag and pillow
e AMSnack

e \Water Bottle

OUTDOOR PLAY

Outdoor play is part of the early childhood curriculum. Outdoor play includes use of all
equipment and land available in our outdoor play yards. At Stepping Stones, we promote
children to safely explore the capabilities of their bodies through large gross motor
movement on playgrounds, climbing structures, and natural elements. During the winter,
your child needs a jacket, snowpants, hat, and mittens. During the summer, your child will
need to come with sunscreen which teachers will apply multiple times throughout the day.
We will go outside every day except in the following cases:

*Orange or Red Air days (Yellow days we will limit outside time to 15 minutes)
eTemperatures above 99 degrees

eTemperatures under 10 degrees (Temperatures between 30-32 degrees we will limit
outside time to15 minutes in the am and 15 minutes in the pm) or will a “feels like” of 10
degrees.

STEPPING STONES EARLY LEARNING CENTER WELCOMES
YOU!

ALL FEES AND POLICIES ARE SUBJECT TO CHANGE
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This parent handbook is your to keep and review when needed. Please
keep it somewhere that is easily accessible to you and return the
acknowledgment agreement below.

| acknowledge that | have received and reviewed the Parent Handbook for
Stepping Stones Early Learning Center. | understand that the handbook
contains important information regarding the policies, procedures,
expectations, and regulations of the program.

| understand that it is my responsibility to read and become familiar with the
contents of the handbook and to ask questions if clarification is needed. |
agree to comply with all policies and procedures outlined within the
handbook, including any updates or revisions that may be made during my
child’s enrollment. | understand that | will be notified of any significant
changes to these policies.

| acknowledge that policies may be updated as necessary to remain
compliant with licensing regulations and to best serve the children and
families enrolled.

By signing below, | confirm my understanding of and agreement to abide by
the policies set forth in the Parent Handbook.

Child’s Name(s):

Parent/Guardian Name (Print):

Parent/Guardian Sighature:

Date:
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