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Parent Handbook

2011-2012
Planning Events Calendar 2011-2012



*dates subject to change
August:    
16, 17
GRANT Home Visits


18
Preschool Orientation 3:00p -6:00p; BOTH CLASSES


    
22
First Day for Preschool – MS. CARRIE’S CLASS ONLY




29
First Day of Preschool – MS. Mollie’s CLASS

September:
2
Enrichment Friday 9:00a -10:30a



5
NO School – Labor Day



6
All About “ME” Museum starts 



6 -8
Vision Screenings



8
“A Day in Preschool” Parent Event 6:00p-7:30p



13
Generations AM 9:15 -10:30a (*not a regular schedule day)



20
Generations PM 1:15 -2:30p



29
Apple party (in session time)

October

5
Generations AM 9:15 -10:30a



7
Enrichment Friday 9:00a -10:30a



11
WCCC library day 9:00a / 1:00p



13
WCCC advisory dinner



18
Generations PM 1:15 -2:30p



21
Parent Advisory Breakfast 8:30a -10:00a



25
Father Fun Night 6:00p-7:30p



29
Parent conference (tentative) Ms. Carrie’s Class


31
Halloween Party (in session time)

November
1
Generations AM 9:15 -10:30a



4
Parent Conferences Ms. Carrie’s Classes



7
NO SCHOOL – WCCC PD Day



8
ELECTION DAY – YES IN SESSION


8
WCCC library day 9:00a / 1:00p



10
Parent Conferences, evening 4p-8p



15
Generations PM 1:15 -2:30p



22
Family Feast (in session time)



23-25   Thanksgiving Break, NO school
December 
1
Parent Date Night 6:00p-8:00p



2
Enrichment Friday 9:00a -10:30a



7
PDN weather makeup



13
WCCC library day 9:00a / 1:00p



15
Angel Party (in session time)



21-2
Winter Break, No school
January

3
Generations AM 9:15 -10:30a



6
Enrichment Friday 9:00a -10:30a



10
WCCC library day 9:00a / 1:00p



16
NO School – Martin Luther King Jr. Day



17
Generations PM 1:15 -2:30p

February

3
Enrichment Friday 9:00a -10:30a



7
Generations AM 9:15 -10:30a



14
WCCC library day 9:00a / 1:00p



20
NO School – President’s Day



21
Generations PM 1:15 -2:30p



23
Author’s visit – Eric Litwin 5:50 -7:30p
March

2,9,16 
Parent Conferences Ms. Carrie’s classes



6
Generations AM 9:15 -10:30a



8
Kindergarten Transition Evening 7:00p-8:30p



13
WCCC library day 9:00a / 1:00p



20
Generations PM 1:15 -2:30p



22
WCCC library day 9:00a / 1:00p



29
Spring Party (in session time)



30
Parent Advisory Breakfast 8:30 -10:30

April

2-9
Spring Break, No school



10
WCCC library day 9:00a / 1:00p – Last one of the year


12
Family Interaction Night 6:00p-7:30p



17
Trike A Thon (in session time)



18
Trike A Thon weather date



24
AM DAY – Cincinnati zoo trip 8:30 -2:00 (NO PM session)



26
PM DAY – Cincinnati zoo trip 8:30 -2:00 (NO AM session)

May

4
Enrichment Friday 9:00a -10:30a



12 
2nd Annual WCCC Community Service Day 10-2



24
WCESC Last day of school – MS. MOLLIE’S CLASS ONLY



28
NO School-Memorial day


30
Preschool Graduation 5:45p -7:00p; only preschoolers going onto       



Kindergarten, Both Classes

31
 Parents and Preschoolers Picnic; Both Classes– LAST DAY OF  PRESCHOOL

Session Times – Monday  through Thursday

A.M. session:






P.M. Session

8:15


Table tops



12:15
8:25


Morning Moves
/Afternoon Moves
12:25



8:40


First Circle



12:40
8:55


Teacher Directed Activities

12:55
9:40

Magic Board / Outdoor Classroom
1:40
10:10


Snack




2:10



Child Directed Activities

11:00


Second Circle



3:00
11:10


Begin dismissal to pickup

3:10



11:15


End of session



3:15
Doors are unlocked at 8:15a.m. and 12:15p.m.
Pickup time is promptly by 11:15a.m. and 3:15p.m. (see pg. 13 for pickup procedures)

PHONE Number 513.933.3937 or 513.935.5677 X5264
Sharepoint: http://sharepoint.mywccc.org/preschool
PERSONNEL

The Learning Lab:
Kendra Murphy – Director of Preschool




Carrie Mueller – Lead Teacher




 Karen Seeber -Teacher Aide 

Warren County Educational Service Center: 




Mollie Baldwin – Lead WCESC teacher




Angie Jones –WCESC Aide

SUPPORT PERSONNEL

Warren County Career Center:
Maggie Hess –Superintendent

Gary Patton – Director of Secondary Education






Lisa Powell – ECE Instructor






Karen Royer - Treasurer

Warren County Educational Service Center:



Katie Poitinger –Director of Preschool
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PURPOSE

The Learning Lab Preschool at the Warren County Career Center is a public preschool licensed under Ohio Department of Education (ODE) licensing guidelines.   The goal of the Learning Lab Preschool is to provide an environment and implement activities conducive for the preschool aged children to learn through play.  The Learning Lab Preschool provides and supports worthwhile enrichment experiences for the early childhood education Junior and Senior program.

Warren County Career Center Vision

WCCC is the valued partner of choice within the educational and economic systems of our communities, by providing quality academic and career technical education.  We pave the way for a future of opportunities unique to each of our learners.

Warren County Career Center Mission

To prepare youths and adults to make informed career choices and to successfully enter, compete and advance in a changing world.

PHILOSOPHY


The educational philosophy of Warren County Career Center Learning Lab Preschool (TLLP) is based upon developmentally appropriate practice as defined by the National Association for the Education of Young Children (NAEYC).  Programming is planned to meet each child’s physical, emotional, social and cognitive developmental needs as the child passes through a universal, predictable sequence of growth and change.


Learning takes place as children actively construct their own knowledge.  Child-directed, teacher-supported exploration and meaningful learning experiences in a safe, non-competitive, well-prepared environment are designed to allow children to become active participants in the learning process.  Play is the primary way in which this early learning occurs.  Through play, children discover concepts and relationships; practice newly acquired skills; gain/acquire important social skills; and demonstrate their understanding of the world and their role in it.


Integrated programming allows all children, typically developing children and children with special needs, to broaden their positive interactive experiences with peers and adults.  A variety of opportunities and experiences exist to enhance their learning and development.


Families are considered an integral part of the Warren County Career Center Learning Lab Preschool.  They are encouraged to be active participants in their child’s educational program.  Our goal is to respect and reflect the value and diversity of individual families in our program/community.

PROGRAM

A. We are a licensed center meeting and implementing the State of Ohio Pre K preschool standards.
B. WCCC preschool is in operation Monday-Thursday from August through June, following the Warren County Career Center school calendar.
C. Closing of TLLP due to inclement weather will coincide with the closing of the Lebanon City Schools and / or Warren County Career Center / Warren Co. Vocational School District and be announced on local radio and television stations.
· If LEBANON CITY is closed, DUE to weather related closing, we will not have preschool.

· If the WARREN COUNTY VOCATIONAL SCHOOL District is closed, we do not have preschool

· If there is a 1 hour delay for LEBANON CITY schools, DUE to weather related closing, A.M. preschool will start at 9:00.  WCESC bus will be delayed 1 hour.

· If there is a 2 hour delay for LEBANON CITY schools, DUE to weather related closing, NO A.M. preschool.

· If LEBANON CITY schools cancel their P.M. Kindergarten, NO P.M. Preschool.

We will try to make attempts to notify all parents ASAP via community safe calls.  Please check the TV / radio also.

D. The Learning Lab Preschool of the Warren County Career Center is designed to meet the needs of preschool aged (3, 4 and 5 year old) children.  There is a full time staff, consisting of a Director, Preschool Lead Teacher and Preschool Aide, who supervise and develop appropriate learning curriculum and environment for the preschool children.  Enrichment by the WCCC early childhood education students is provided under the supervision of the ECE Instructor. Based on knowledge of growth needs for these ages, early childhood education students will select and organize worthwhile enrichment learning experiences for preschool and school-aged children.

E.  WCCC Learning Lab Preschool does NOT discriminate in enrollment upon the basis of race/color, religion or national origin.

We emphasize the full development of the young child, both as an individual and as a member of a group.  Our goal is to maintain a balance between spontaneous behavior and conformity to society’s standards.  The Lab seeks to help children realize their potential and at the same time aid them to accept the limits of life in a democratic society, while maintaining a concern for the feelings and attitudes of young children.

GOALS
Goals for the preschool programs for children between the ages of 3, 4 and 5 year olds are as follows:
A. His/Her Physical Needs: to nurture health and safety, physical growth and development of motor skills.

B. His/Her Emotional Needs:  to further his/her sense of trust and initiative, developing a good feeling about himself/herself and developing both self-expression and self-control.

C. His/Her Cognitive Needs:  to make choices, to expand understanding and perception, to observe, investigate and enjoy learning.

D. His/Her Social Needs:  to form relationships with other children, to feel secure with adults.

E. To provide a wide variety of age and developmentally appropriate activities, within a routine, that draws from the curriculum areas of art, math, science, cooking, large and fine muscle activities, music and movement, social studies, self help development, dramatic play, language and literacy, woodworking and manipulative activities.

F. To provide a nurturing, flexible and calm atmosphere where physical affection is freely given, self-concepts are enhanced, independence is encouraged, social skills are encouraged, free choice decisions offered, individuality is respected and expectations are made clear.

G. To provide the child with opportunities to gain competence in a variety of skills and techniques that increases their interest and control over their environment.

H. To be supportive of parents, encouraging involvement and open and honest communication.

I. To provide for each child’s physical well being while in our care.

J. To provide ample opportunity for the use of large motor skills and outdoor activity.

K. To provide an atmosphere where the foundation of respect for others is established and behavior guidance is encouraged.

L. To develop in the child an active curiosity about the world in which they live and an enthusiasm for learning which stimulates exploratory behavior and creativity.

M. To encourage social development through cooperative play.

N. To utilize an observation / assessment system in which documentation of children’s skills and behaviors are kept to provide intentional teaching moments.
We firmly believe that what a child learns and how he/she learns during the early years greatly influences later adjustment and attitudes.  It is also our belief that if learning is fun, it will be grasped quicker and retained longer.  As a result, our program is planned to provide a necessary balance of the following:

A. Quiet and active experiences utilizing learning areas
B. Daily large muscle and small muscle activities

C. Indoor and outdoor play

D. Child directed and Teacher directed activities

E. Individual play, small group and large group participation
ADVISORY COMMITTEE

The Warren County Career Center and the Early Childhood Education Program strive to keep and improve the quality of learning and education for the preschool, high school and community. 
It is for this reason we offer the opportunity to participate in the Warren County Career Center Advisory Committee.  This committee meets two (2) times a year and offers the opportunity to share concerns, successes and improvements for the program.

PRESCHOOL ADVISORY COMMITTEE

REPRESENTATIVES

WARREN COUNTY EARLY LEARNING CENTERS
COUNTRYSIDE YMCA

WARREN COUNTY EARLY CHILDHOOD COORDINATION COMITTEE
WARREN COUNTY EDUCATIONAL SERVICE CENTER

WARREN COUNTY HELP ME GROW

WARREN COUNTY CAREER CENTER:

CAREER AND TECHNICAL INSTRUCTORS

STUDENT SERVICES

FORMER STUDENTS

LEARNING LAB:

DIRECTOR

INCLUSIONARY INSTRUCTORS

PRESCHOOL INSTRUCTORS

PRESCHOOL PARENTS

STAFF

The Director and staff are recruited, employed, assigned and evaluated in accordance with adopted board policies and without discrimination on the basis of age, color, national origin, race, sex or handicap.  The Director and staff are assigned responsibilities according to written job descriptions.  The Director will be on site at the preschool program at least half of the program’s operating hours.  The Director and staff will hold the certification required for the identified positions as stated in the Ohio Preschool Licensing.

The Director and preschool staff must not have pleaded guilty or have been convicted of any offense.  There will also be a signed conviction statement on file.

The appropriate preschool staff member/child ratio will be maintained at all times.  The ratio will be as follows:


Age Group                         Class Max Size

3 year olds

     
  1:12     24


4 & 5 year olds


not in school

     
  1:14     28

There will be two responsible adults available at all times when seven or more children are present in the program.  When groups are combined, the maximum number of children per preschool staff member shall be determined by the age of the youngest child in the group if there is more than one young child.

The Learning Lab at WCCC accepts twenty-six (26) preschoolers, in each session A.M. / P.M.  The current state license issued to the center is located in the lobby on the parent information board.

The Preschool is enriched by the instructor and students of the Early Childhood Education Program at the Warren County Career Center.  This program introduces high school juniors and seniors to the opportunities available to them in working with young children.  The high school students enrich our preschool in various capacities throughout the year.  The high school students are report directly to the Early Childhood Education instructor.  Any problems or questions parents may have should be directed to the Early Childhood Education instructor.

POLICIES AND PROCEDURES /ADMISSION PROCEDURES

A. The preschool program is suggested for children 3 to 5 years of age.   Children will be accepted if fully potty trained.

B. Parents will submit an application packet to the Director of the Learning Lab.  A non-refundable, yearly registration fee of $35.00 is charged at the time of enrollment (excluding grant qualified children /identified children).

C. The Learning Lab Preschool will base the enrollment of 26 children in the following order:
1. Children of Employees of the Warren County Career Center

2. Returning families and /or families previously served by the grant and currently qualified for the grant will be considered first for availability.

3. New families who currently qualify for income assistance will be considered for availability.

4. Returning families will be considered for enrollment based on the terms of a signed tuition agreement.

5. Open enrollment for all non-grant qualified children on a first come basis until all slots are filled.
D. Parents and children will go through an orientation with the Preschool Director.

E. Two scholarships will be available to children who are eligible for grant monies BUT are not age eligible to receive assistance.  These children would benefit from another year of preschool and need assistance to attend the preschool. The families interested in participating in the scholarship must meet the following requirements:

1. Need to have been eligible for the grant monies in the prior year.

2. The child must be Kindergarten age eligible. 

3. All scholarships are dependent on available funds and need by a child.
To apply for the scholarship the family would need to write a letter of intent and submit it to the Director.  At such time that there is more than two families applying for the scholarship, a parent  / teacher advisory board will determine the awarded families based on social recommendation, needs of the child, age of child, and academic documentation
ARRIVAL AND DISMISSAL

A. Arriving and leaving is an important part of each day, and one that you can share with your child.  Please walk your child to the classroom at the beginning of the day or utilize the “teachers at the curb”.  This service will begin in September for the remainder of the school year. You must enter the preschool to sign your child out and to pick up your child from inside the room.  Parents are responsible for making sure a teacher is present before leaving a child.

B. Sign your name and time in/out next to your child’s name on the attendance form on the sign in desk upon arrival and departure each day.
C. Parking is allowed in the North East parking lot; please use the North East Preschool door when entering the building.  Please park in a designated parking slot, not in a drive area, fire zone or drive way. There are three “10 minute” parking and one “Preschool Parking” only slots available for the Preschool families during pick up and drop off. These slots are made available to alleviate having to walk through the parking lot. 
D. Please do not park in the parking space marked handicapped unless you are authorized to do so because this space is reserved for the parking of our inclusion transportation. 
E. All parents or designated persons must COME INSIDE to sign their child out at the end of the preschool day.  Dismissal will begin at 11:10 and 3:10 starting with ESC bus, and as parents arrive.   We are hoping to cut the congestion during pickup times in the cubbie area.
F. The Preschool will assess a late pickup up fee of $5.00, for repeated late pickup of your child (2 notices).  Preschool times are 8:15a.m. –11:15a.m. and 12:15p.m.-3:15p.m., Monday through Thursday; late pickup time is determined 5 minutes after 11:15a.m. and 3:30p.m.  For continual neglect of pickup procedure, individual children / families may be assigned specific times to pickup their child (i.e. instead of 11:15 a.m.  ,Pickup time would reflect 11:05a.m. to avoid charges.)
G. A child will be released only to his/her parent unless the parent specifically requests that someone else is to pick up.  Proper photo identification will need to be provided at the time of pick up.

TRANSITION PLANS

Transition from home to preschool

If child enrolls at Beginning of a school year:

Enrollment into the preschool:

1) Fill out a pre enrollment  application (sent or give upon request of parent)

2) Indication if want to be considered for grant monies 

3) If yes, request income verification (W2 or 2-3 current pay stubs)

4) If no, depending on availability, will take registration payment to secure slot. 

June mailing:

Parents are mailed in June the following information and papers:

1) Time changes or any other changes in the immediate year

2) Home Visit sign up for GRANT families only

3) Sign up for AS-SE

4) Time & Date for Preschool Orientation / open house format – Parent handbook given at Parent Preschooler orientation. 

5) First full day information – times, screenings etc.

6) List of what is needed for the first day of school (list)

7) Physicals to be completed by a physician (form)

8) GRANT families, dental exam paper signed by the dentist (form)

9) Information given on how to contact TLLP

10) Instructions on how to access TLLP SharePoint services; Http://sharepoint.mywccc.org/preschool
11) Parent Summer Play Group Schedule enclosed

July / August mailing:

Parents are mailed the following at least three weeks prior to school:

1) Child’s Enrollment and Health Information 

2)  Transportation Permission 

3)  Photograph Release 

4) Screening notice / Permission 

5) Parent Helper sign up

6) Bright Beginnings 

7) Tuition and Fee Statement 

8) Grant child - Child Information Page (3 Pages) – New Students only

9) Grant child - Dental Health paper

Child enrolling MID YEAR:

Same information as above, however, given at one time.  Orientation is with the Director at time of enrollment. 

Transition from PRESCHOOL to Kindergarten

Child transition plan:

1) Content areas are focused throughout the year, with more emphasis in the last quarter: 

a. Language ~rhymes, writing first name, Using Handwriting Without Tears

b. Science ~ five senses

c. Social Studies ~basic good manners, personal space, cooperation, two step direction to three step direction

d. Math ~ identifies and writes number 1-20 by end of the year.

2) Stories are provided to be read for initialing and begin talking with the PreK about Kindergarten and the Kindergarten environment (MAY)

3) Provide opportunity for the children to visit local school district Kindergarten building in May. 

4) Send home summer calendar with enrichment activities to be continued throughout the summer

5) Local Countryside YMCA preschool enrichment program for Pr K students to attend 3-5 day program for continual enrichment over the summer. 

Family transition plan
1) During the spring parent conference, information given to parents is pertaining to Kindergarten Registration, local school district bus transportation and information on the KRA-L screening.

2) In March, host a parent workshop – “kindergarten Transition” where local school districts sent a representative to share information in a parent question/answer session with round table discussion to follow. 

3) During KRA-L screening a school bus present for the incoming Kindergarteners to explore. 

4) Parents are provided with information about a “transitional” reading library for possible continuation of reading throughout the summer. 

Preschool transition to the local school districts

1) Invite the Kindergarten Teachers to visit the preschools in the Spring, the preschool teachers visit the Kindergarten classroom in the Fall.

2) Hold collaborative meetings between preschool and school district~September, January, March.

3) Share professional development as appropriate

4) Preschool teacher input sheets sent to the local school district to assist in placement.

5) A “screening” summary to be placed on the teacher input form  includes – hearing, vision, health, dental, developmental

Transition from PRESCHOOL to preschool(identified)

If child is enrolled at THE LEARNING LAB PRESCHOOL:

Need to be identified for special services:

1) Teacher has observation of areas of concern

2) Discuss with the Director areas of concern

3) Begin RTI/interventions as needed (behavior plan)

4) Initiate a conference with parents to discuss area of concern. 

5) Inform parent to make decision to contact child’s school district.

6) School district contact information given to parents to start screening process.

7) Coordinate with school district for screenings/meetings/specialist 

Child qualifies for a slot – a preschooler with a special need 
1) Specific date named for day of transition 

2) Specialist informed of the addition

3) Parents given appropriate paperwork from the WCESC/preschool

4) Child “flips” – may result in cubbie change of location

5) Child becomes a preschooler identified with a special need on paper – reporting of assessment scores etc.

If Child is NOT enrolled in THE LEARNING LAB PRESCHOOL
1) Transition is as a new child enrolling

2) Parent inquiring about the preschool, but indicates possible need for services is immediately referred to the child’s school district to begin screening processes.

3) At identification of a preschooler with a special need - paper work comes from the WCESC

4) Transportation Permission/ Photograph Release/Parent Helper sign up/Bright Beginnings/Tuition and Fee Statement given to the family by TLLP.

5) Child transitions in as a new enrolled preschooler.

RECORDS

A. To insure the health and safety of your child in his/her activities, you are asked to have on file before the first day, the medical (physical) examination form and all other forms included in the registration packet.

B. Daily attendance, health records, anecdotal records, notes from parents, phone numbers of parents and emergency phone numbers will be kept on file.

C. Two conferences will be held yearly with parents in order to inform you of your child’s progress.  Parents may request additional conferences at anytime throughout the year by contacting the Director.

D. In addition to the annual conferences, two more parent contact times will be scheduled during the year for assessing family needs and goals. (grant children only)
DRESS

A. Children should be dressed in comfortable and durable play clothes; skid resistant soled shoes prevent slips and falls. Sandals, flip flops etc., are not recommended.   The preschool program is active and includes a variety of activities that include paint, sand, dirt, clay, etc.

B. Children should be dressed suitably for play and for the weather.  Since outdoor play will be enjoyed everyday, children should be dressed for inclement weather.  Please mark boots, coats, hats and mittens with the child’s name.

C. You will be asked to provide an extra set of clothing to be kept at school.

ATTENDANCE POLICY

A. If a parent has a message for the preschool Director, please give it to her directly, either email or by note. There is a Parent communication notebook available by sign in for such correspondence. 
B. To accomplish our goal of providing a comprehensive learning experience for your child, attendance must be on a regular basis.

C. Please contact us if your child is not coming to school that day.  You may leave a message on the answering machine before or after office hours.  We need your name, the child’s name, and the reason for absence.  An attempt will be made to contact you for all unreported absences.  Parents may reach the Director by telephone at 513-933-3937.
D. If your child’s attendance is inconsistent and of concern to the preschool staff, it will be discussed with the Director, you will be contacted, and a determination will be made on your child’s continuation in the program.

E. Daily attendance is a requirement for the program. This component is essential to your child’s growth and experiences.  If a child accrues too many absences without contact or has other extenuation circumstances, we cannot hold your child’s slot within the program.  Your child is allotted eight excused days of absence, before notification and/or action may be taken by the Director.

TRANSPORTATION

A.  Parents are responsible for transporting his/her child to and from school.

B.  Parents may want to form car pools to alleviate the transportation problem.  Class rosters will be made available to parents at the end of the fourth week of school.
C.  Parents must notify the Preschool Director in writing prior to the beginning of the class day if someone other than the usual person(s) is picking up their child.  We cannot and will not release a child to anyone other than his regular ride without advance notice. Enrollment papers provide transportation information for who may drop off / pick up your preschooler.
NOTIFICATION OF CHANGES

It is critical that you keep us up to date on changes in your registration information. If a change in phone numbers occurs, and we are not updated, in an emergency situation with your child, we would not be able to contact you.

PRIMARY PHONE NUMBER:  This is the number you will want to be notified by our automotive system called Community Safe.  This system allows us to communicate in a timely fashion with parents regarding school events, emergency situations and general information.

You must notify us of any of the following changes:

1. Home phone is changed or disconnected.  (You must have a nearest contact)

2. Primary phone number

3. Emergency Contact person-phone numbers, change in contacts.

4. Home Address

5. Place of Work-phone number and hours working.

6. Authorization of people who may pick up your child.

7. Income (started work, quit work, change in pay, etc.)

8. Family situations-divorce, custody, # of people in household

9. Child’s health
FACILITY

TLLP is located in a safe and convenient section of the Warren County Career Center.  TLLP accommodates the enrollment and supports the children’s growth and development according to program objectives.  The children enrolled in the preschool program have exclusive rights to the Lab when that program is in session.  The facility includes 35 square feet of usable space per child.  The outdoor play space is well drained and free of hazards.

Warren County Career Center is a non-smoking building and grounds, please refrain from smoking during pickup and drop-off.

EQUIPMENT

The equipment and supplies are purchased to meet the cognitive, physical, social and emotional needs of the preschool children.  The materials and equipment are sanitized regularly and checked for breakage.  There are adequate numbers of equipment to accommodate the preschool enrollment.  The play materials are easily accessible to the children.

PROCEDURES AND EVALUATION

The preschool is licensed by the State of Ohio Department of Education.  It is evaluated yearly to ensure compliance of state standards and regulations.  All complaints and reports concerning the operation of programs should be reported to the designated department ombudsman.  The name and number of the designated department ombudsman is posted in the lobby of the Preschool Program (1-614-466-0224). 
Our licensing record is available from the State of Ohio Department of Education upon request.  Current licensing compliance statement is posted behind the license on the Parent Board.
Parent and Staff surveys are filled out and made available on a yearly basis per request.
SCHOOL FOOD SERVICE

The Learning Lab will provide one snack per session (A.M. / P.M). The snacks shall be of quantity and quality to supplement food served at home so that the daily nutritional needs of the child are met in accordance with required daily allowance as prescribed by the U.S. department of agriculture meal patterns (www.usda.gov).

A food source of Vitamin C shall be served daily and a food source of Vitamin A shall be served twice a week either with the meal or required snack.  The low fat milk used will be Vitamin A and D fortified served as a choice daily. 

A choice from two of the groups listed below must be served for snack:

(a) Meat/meat-equivalent group;

(b) Bread/bread-alternatives group;

(c) Milk group; or

(d) Fruit/vegetable group
The snack menu will be posted on the Parent Information Board and sent home with the Parent Newsletter each month.
If your child requires a modified diet: a medical plan will need to be filled out and placed on file.  The modification food supplement will need to be supplied by the parents on a daily basis. 

Peanut / Nut Free Snacks Guide                   EFFECTIVE 2/17/11
If you choose to bring a Birthday Snack on your child’s Special Day or your child is on a restricted snack diet, please consult the below snack list. The BRAND of the snack does make a difference, (ex: pretzels must be Rold Gold. fruit rollups must be Betty Crocker, etc.). Because all of the snacks below have been explored and we are secure that they are "peanut/nut-free", they are the only snacks we will allow to be served. We do want to continually check items BEFORE they are brought into the Preschool. The list contains plenty of snacks that are nutritious and "fun" for our preschoolers. Thank you for your help and cooperation. 

Fruit:



  Gummy Snacks

Crackers

All fresh fruit
  NOT Brach’s varieties

Honey Maid –Cinnamon, Honey 

Sun Maid Raisins 

   Betty Crocker Fruit Roll Ups
Sunshine Cheez its

  (not Chocolate covered)
  
 Betty Crocker Fruit by the foot
Cheese Nips

Applesauce cups

  
 Betty Crocker Gushers

Triscuits

Apples with T. Marzetti dip
  
 Kellogg’s Twistables

Wheat Thins

Del Monte Fruit to Go cups
   
Capri Sun Juicer and Fruit Roll ups
Pepperidge Farm Gold fish

Dole Fruit Bowls


   Hi-C Fruit Snacks





   Trix Fruit Snacks





   Kroger Fruit Snacks

Vegetables
Meats / Cheese Lunch Packs:

All fresh vegetables
All meats including sliced deli meats

Pickles
Most Cheese, String cheese


Lunchables – ONLY the varieties that do not contain chocolate or peanut candies
Pizza:
Yogurt:


Breads/Tortillas/Bagels
Fresh pizza
Yoplait



Home Pride Wheat 

Frozen Pizza – Tombstone
Gogurt



Kroger flour tortillas


Danimals



Plain Bagles

Jell-O and Puddings:
Cookies and Sweets

Salty Snacks

  

Kraft Handi Snacks

  Nilla Wafers



Rold Gold Pretzels

Jell-O Gelatin Cups

  Oreos, mini Oreos


Popcorn

Jell-O Vanilla, Chocolate or Oreo
  Teddy Grahams


Pringles





  Hostess – HoHo’s Twinkies, Zingers
Fritos





  Entenmanns’s



Cheetos, 

 



  Nabisco Barnum Animal Crackers
Fritos





  Kellogg’s Rice Crispy Treats PLAIN

Candy



 Frozen Treats


Other:

NOT most chocolates
          Popsicles



NO home baked goods or 

Skittles, Starburst, Twizzlers        ICEE



Bakery snacks of any kind 

Tootsie Rolls, Suckers
          Good Humor Brand Treats
         

Sweet Tarts, Jolly Ranchers

PLEASE~ Check all labels, and ask before deviating from the list… 

Birthday Celebrations: If you would like to celebrate your child’s birthday at TLLP, the following guidelines need to be followed:

· Notify a teacher to know when and what you will be bringing in so it can be placed on the snack calendar and any modifications to diets can be made.

· Keep it simple and nutritious 
·  We have a food allergy in the room. Please do NOT bring in any homemade items. Refer to list on the previous page. If you have questions, please see Director
· Plan for 26 children

MEDICAL EMERGENCY PLAN

The first aid kits are located on the storage shelf in the children’s restroom, and back resource room (evacuation bag).
All of the children’s RECORDS (including the Emergency Authorization) are filed by name and are located in the file cabinet in the Director’s office.

A master list of each child’s name and the names, addresses, and phone numbers of where their parents can be reached in case of an emergency is located in the Director’s office by the telephone (notebook)and in the evacuation bag located in the back resource room by the door (red bag).

In Case of Medical Emergency

1. Call life squad, fire department, and police at 937-748-1522 and/or poison control at 1-(800) 872-5111; Sycamore Hospital at 866-0551; Bethesda North at 513-569-6111; or Middletown Hospital at 513-424-2111.

2. Call Nurse.

3. Call child’s parents or emergency contact.

4. Call Children’s Services if necessary at 513-932-1855 or 513-932-5326.

Adult Assignments

A. WCCC Nurse, Director or qualified preschool staff member administers emergency first aid to child and stays with child at all times.

B. Director / Lead teachers make emergency telephone calls.

In case of illness:  the child may lie down on the bed in the nurse’s office or bean bag chair in the preschool.  One adult or student teacher will stay with the child until he/she is picked up by a parent.  A staff member or student teacher will telephone the child’s parent and request that the child be picked up and taken home as soon as possible or within one-hour period of time from notification.  We will never transport a child.  Only the Life Squad will transport the child.

A child will be released only to his/her parent unless the parent specifically identifies that someone else is to pick up.  Proper photo identification will need to be provided at the time of pick up.

The Medical and Dental Plan are posted within the TLLP.
SAFETY POLICY

To insure the safety of your child, the preschool adheres to the following guidelines:

A. No child is ever left alone or unsupervised while attending preschool.

B. Parents are expected to bring their children into the building and sign the attendance sheets daily. A designated parent may assist with the drop off, however written notification will need to be on file.  Please be sure a teacher is aware of your child’s arrival and departure.  Children WILL NOT be released from the playground; you must sign your child out inside the building.

C. Each child will be released only to his/her legal parent/guardian.  Exceptions to this rule will be accepted if the child’s parent/guardian has completed a transportation agreement form in writing that their child:

1. Will be picked-up by (person’s name) on a particular day (day’s date).
2. Is a member of a car pool.  The names of the adults in the car pool and the day(s) each adult driver should be included and kept in child’s file.
D. There is always immediate access to a working telephone within the preschool for business and emergency use.

E. If the children are transported by vehicle, by Warren County Career Center bus, away from TLLP on field trips a person trained in first aid and CPR and a complete first aid box shall be available.  

F. On all field trips away from TLLP, each child shall wear a nametag containing the center’s name, address and phone number and/ or Shirt identifying the child as part of the Learning Lab Preschool.

G. No child will be allowed to participate in water related activities unless TLLP has written permission that includes the child’s name, date, indication of a swimmer or non-swimmer and parent’s permission (must be signed).

H. Preschool staff members shall always accompany and supervise children during all water related activities.  Activities in or near water two feet or more in depth will be supervised by persons who are currently certified as lifeguards or water safety instructors by the American Red Cross or an equivalent water safety program.

I. An incident report will be filled out any time the child:

1. Has an illness, accident or injury which requires First Aid treatment
2. Receives a bump or blow to head

3. Requires emergency transportation 
4. For all incident reports, parents will be required to sign a form and will be given a copy at their request.  Another copy will be kept on file within the preschool. 
J. Aerosol sprays will not be used when the children are in attendance.

K. A preschool staff member will notify Children’s Services immediately when the childcare staff member suspects that a child has been abused or neglected.

EVACUATION / INTERNAL SECURITY

A. A fire and tornado drill will be held at varying times each month.

B. An emergency plan is posted near the entrance and near the back door of the Lab, which explains actions to be taken and staff responsibilities in case of fire and weather alerts.

C. Evacuation and Internal security protocols are given to parents during enrollment within the center. 

EVACUATION PROTOCOL:  The Learning Lab Preschool has developed a procedure to be followed in the event of the WCCC building would be evacuated for fire, gas leak, etc.  Staff is clear on their assigned procedures for the safe evacuation of all preschool children.  Each staff member is responsible for a certain aspect of the evacuation and has been instructed and trained on the procedure of the evacuation and relocation of the preschool children.  An “evacuation bag” which includes daily attendance, care items and emergency papers, has been created to be taken out of the building if evacuation is necessary.


Primary evacuation site:  In front of building around tree, to the left of the entrance drive when leaving playground area (need to cross drive under proper supervision).


Secondary evacuation site: To be determined as dictated by the emergency. Primary off site location is Urban Crest Church on Drake road. 
INTERNAL SECURITY: To ensure internal security, the Learning Lab Preschool adheres to the procedure of allowing only preschool families to enter / exit the preschool door. Parents are asked to use this door when entering and exiting the preschool.  Do not use high school entrance during preschool hours.   All outside doors are kept locked while preschool is in session. Further internal security where the “lock down” alarm is sounded may result in all doors to be locked, and children to be moved to a “safe room”.  Parent communication will be provided as the situation warrants.
MANAGEMENT OF COMMUNICABLE DISEASE

The staff and ECE students are trained to recognize the common signs of communicable diseases or other illnesses.  The teacher shall observe each child daily as he/she enters a group.  If you observe any of the following symptoms, your child should remain at home and you need to call the Lab.  The following precautions shall be taken for children suspected of having a communicable disease:

A. The parent will be notified immediately of the child’s condition when a child has been observed with signs or symptoms of illness.

B. The WCCC school nurse may be contacted to verify the preschool staff’s observation.

C. A child with any of the following signs or symptoms of illness shall be immediately isolated in the nurse’s office, Director’s office or observation room and discharged to his parent or guardian:

1. Diarrhea more than one abnormally loose stool within a twenty-four (24) hour period.

2. Severe coughing, causing the child to become red or blue in the face or to make a whooping sound.

3. Difficult or rapid breathing.

4. Yellowish skin or eyes.

5. Conjunctivitis. (Redness of the eye, obvious discharge, matted eyelashes, burning and itching)

6. Temperature of at least one hundred (100) degrees Fahrenheit taken by the auxiliary method, in combination with other signs/symptoms of illness.

7. Untreated infected skin patch (s).

8. Unusually dark urine and/or gray or white stool.

9. Stiff neck 

10. Evidence of untreated lice (must be nit free to return), scabies, or other parasitic infestations.
A child with any of the following signs or symptoms of illness shall be immediately isolated from other children. Decisions regarding whether the

child should be discharged immediately or at some other time during the day

shall be determined by the Director and the parent or guardian. The child,

while isolated from the program, shall be carefully watched for symptoms listed

in bullet A of this rule as well as the following:

1. Sore throat or difficulty swallowing.
2. Unusual spots or rashes

3. Vomiting 
4. Elevated temperature

The preschool program will follow the Ohio Department of Health “Child Day Care Communicable Disease Chart” for the appropriate management of suspected illnesses.  This chart is located behind the door in the observation room.

A child isolated due to suspected communicable disease shall be:

1. Cared for in the nurse’s office, observation room, or Director’s office.
2. Within sight and hearing of an adult at all times.  No child shall ever be left alone or unsupervised.

3. Made comfortable and provided with a cot.  All linens and blankets used by the ill child shall be laundered before being used by another child.  After use, the cot shall be disinfected with an appropriate germicidal agent; or, if soiled with blood, feces, vomit or other body fluids, the cot shall be cleaned with soap and water and then disinfected with an appropriate germicidal agent.
4. Observed carefully for worsening condition; and

5. Discharged to parent, guardian or person designated by the parent or guardian as soon as practical.

All staff is required by the Director to complete both Red Cross courses:  Multi-Media First Aid and Common Childhood Illnesses; CPR and Child Abuse Training as required by our program and preschool standards.

The staff and parents will be informed of the policies and procedures for isolating and discharging an ill child.  The Lab will readmit a child who was discharged to the parent or guardian with signs of a communicable disease or illness only after the child has been certified by a physician as cured and the parent attests to this fact that the child has been symptom free for a 24 hour period of time.

A child who was discharged with a fever will not be readmitted to the Lab for a minimum of at least 24 hours after the fever has been eliminated.

Parents will be notified of exposure to a communicable disease through the parent message board, share point, email and /or by personal written notification. 

The Learning Lab Preschool shall provide training for all staff in hand washing and disinfection procedures prior to working with children.

The staff is under the same guidelines for communicable disease as the children and are granted sick days when the need arises.  A substitute will be called to replace that staff member when ill.

MEDICATION

PRESCRIPTION MEDICATION, FOOD SUPPLIMENTS OR MODIFIED DIETS:


The Learning Lab Preschool must have written instructions from a licensed physician and parent on given forms.  The medication needs to be in the original container with the label containing child’s name, date and exact dosage.

OVER THE COUNTER MEDICATION (non prescription):


The Learning Lab Preschool requires written instructions and training from parent and guardian.  The dosage may not exceed manufacturers recommended dosage.  Medication needs to be in the original container with the label specifying appropriate dosage for child.  Child’s full name must be on the container.  Medication will be administered no more than 3 consecutive days.

OVER THE COUNTER – TOPICAL MEDICATION:

Same as above, non-prescription.

BEHAVIOR MANAGEMENT / DISCIPLINE

(A) 
A preschool staff member in charge of a child or a group of children shall be responsible for their discipline.

(B) 
The center shall have a written discipline policy describing the center's philosophy of discipline and the specific methods of discipline used at the center. This written policy shall be on file at the center for review. Constructive, developmentally appropriate child guidance and management techniques are to be used at all times, and shall include such measures as redirection, separation from problem situations,

talking with the child about the situation, and praise for appropriate  behavior.

(C) 
Behavior management/discipline policies and procedures shall ensure the safety, physical, and emotional well-being of all individuals on the premises.

(D) 
The center's actual methods of discipline shall apply to all persons on the

premises and shall be restricted as follows:

1. There shall be no cruel, harsh, corporal punishment or any unusual punishments such as, but not limited to, punching, pinching, shaking, spanking, or biting.

2. No discipline shall be delegated to any other child.

3. No physical restraints shall be used to confine a child by any means other than holding a child for a short period of time, such as in a protective hug, so the child may regain control.

4. No child shall be placed in a locked room or confined in an enclosed area such as a closet, a box, or a similar cubicle.

5. No child shall be subjected to profane language, threats; derogatory remarks about himself/herself or his/her family, or other verbal abuse.

6. Discipline shall not be imposed on a child for failure to eat, failure to sleep, or for toileting accidents.

7. Techniques of discipline shall not humiliate, shame, or frighten a child.

8. Discipline shall not include withholding food, rest, or toilet use.

9. Separation, when used as discipline shall be brief in duration and appropriate to the child's age and developmental ability, and the child shall be within sight and hearing of a preschool staff member in a safe, lighted, and well-ventilated space.

10. The center shall not abuse or neglect children and shall protect children from abuse and neglect while in attendance in the preschool program.

(E) 
The parent of a child enrolled in a center shall receive the center's written

discipline policy located in the parent handbook.

(F) 
All preschool staff members shall receive a copy of the center's discipline policy for review upon employment and on a yearly basis. 
Listed below are the techniques used to correct unacceptable behavior:

1. Redirecting child to another activity.

2. Redirection to calming area.

3. Provide alternative options and activities.

4. Modeling appropriate / expected behaviors.

5. Conferences with parents.

6. Removal from Center.

PARENT PARTICIPATION

A. The Director is available for assistance with problems or complaints related to the preschool program.  You may make an appointment for any time between 8:00 a.m. to 3:00 p.m., Monday – Friday by calling 513.933.3937 OR Director’s office 513.933.3930
If you are dissatisfied with a conference, you may contact:

 Mrs. Kendra Murphy


Preschool Director

 Mr. Gary Patton

__________ WCCC Director of Secondary Education

 Ms. Margaret Hess                            WCCC Superintendent

To report any concerns, complaints and / or violations call 614-466-0224 or Ohio Department of Education Ombudsperson 1-877-644-6338. 
B. Warren County Career Center Learning Lab Preschool has an open door policy, which allows parents to visit and observe any time.  Parents who would like to stay for part of the day, chaperone trips, read to children, help celebrate birthdays or other activities, should contact the Director in advance to make arrangements.   Parents wanting to volunteer on regular bases will need to be fingerprinted and background checked prior to participation in the Lab. All holding, redirection, or first aid attention need to be done by Preschool staff for safety and confidentiality reasons, with the exception of your own child.  The Preschool is geared to accommodate 3-5 yr. old children. Younger siblings need to be supervised by parents at all times while within the Lab during preschool time.

C. There will be two -parent/teacher contact times each year (four for grant eligible children).  The first one shall be after the first month of school in the fall, or the first month after admission into the program.  The second one shall be in the spring, before the close of the school year.  

D. Telephone conferences are acceptable if in-person conferences are impractical; however parent / teacher contact cannot be stressed enough.

E. Rosters containing names and telephone numbers or parents or guardians are available upon request.  Any parent or guardian may have his/her name withheld from the roster if desired, by notifying the Director in writing upon child’s enrollment.

TUITION AND FEES

Preschool Fees:

REGISTRATION: $35.00, annual, non refundable

TUITION:  Vary depending on eligibility within the Learning Lab. 

	GRANT ELIGIBLE
	“FULL” PAYING
	IDENTIFIED

	Varies depending on eligibility
	$48.00 weekly

$1824.00 yr.(38 weeks)
	To be determined when identified


All tuition is non-fluctuating with holidays, vacations, building closures or weather related days resulting in the Learning Lab Preschool being closed

ACTIVITY FEE:  $20.00 annually.  Fee includes transportation, admission and identification shirt.  (All students enrolled pay the activity fee or do not participate in field trip activities.)

Preschool Grant Eligibility:
The tuition is based on federal family income guidelines and mandated by the Public Preschool Grant.  Current income guidelines are available from the Director. Current W2 or pay stub needed for income verification.

Identified Children:

Eligibility is assessed and placement is determined through the child’s home school district and/or Warren County Education Services Center.  Tuition is based on eligibility into the program and placement within the WCCC Learning Lab Preschool.

Returned Check:
A five dollar ($5.00) for a check returned by the bank for any reason will be charged to the family.  Should a check be returned, continued payment will need to be made in the form of cash or money order. Make checks payable to the Warren County Career Center.  

Delinquent Payment:

Tuition payments are due the first week of the month, or weekly on Monday. Late payment fee of $15.00 will be added for any late tuition payments after the second week. 

Delinquent payments without satisfactory arrangements made with the Director will result in a notification from the treasurer’s office and removal from the Lab. 

A two-week notice is required to withdraw your child.  If notification is not given, you will be charged for the two weeks of tuition.

Late Pick-up fee: The Preschool will assess a late pickup up fee of $5.00, for repeated late pickup of your child (2 notices).  Preschool times are 8:15 a.m. –11:15a.m. and 12:15p.m.-3:15p.m., Monday through Thursday; late pickup time is determined 5 minutes after 11:15a.m.and 3:15p.m. For continual neglect of pickup procedure, individual children / families may be assigned specific times to pickup their child (i.e. instead of 11:15 a.m.  ,Pickup time would reflect 11:05a.m. to avoid charges.)
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