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Dixon Learning Academy


Western Learning Center
2201 Moore Street



1613-21 South Street

Philadelphia, Pa 19145



Philadelphia, Pa 19146

Phone: 215-334-2662



Phone: 215-735-1261

Fax: 215-468-6980



Fax: 215-735-2897
Child Care Centers

Our facilities are one of several state licensed and monitored child care centers operated by Diversified Community Services in Philadelphia County. Our purpose is to provide quality childcare services at an affordable cost for parents.  Our facilities are open from 7am to 6pm, and all children must be here by 9:30am.   If there are prescheduled appointments/visits/meetings for your child, then you need to inform the teacher and have your child here by 12pm.  Drop-in Care is offered at Western Learning Center Monday through Friday. (See Fee Booklet for more information)
Educational Program

Your child will receive the kind of care and attention that will encourage his/her intellectual, emotional, physical and social growth. Children are supervised according to governing standards. Individualized planning is a part of our weekly thematic lesson planning.  We use Creative Curriculum and Core Curriculum as our teaching and planning models.

Plan of Daily Activities
A written plan of daily activities and routines is established for each group and posted in the group space. Daily activities promote the development of skills, social competence and self-esteem. Daily experiences recognize the child as an individual and give some choice of activities that respect personal privacy, lifestyle and cultural background. Our daily activities are planned thematically to enhance the children’s learning experiences. The Educational Outline in conjunction with the standards of the Creative Curriculum effectively to introduce the children to an environment that encourages and promotes idea of choices. Daily activities include outdoor play activities, which facilitate the development of their gross motor skills.  Our facilities are operated under secular practices, therefore our teachings and activities are reflective of the seasons, events, and cultural celebrations.  In order for a child to make choices, he/she must be aware of options.  Knowledge renders a child with information to achieve.  Knowledge is an important key to learning for achievement of the BEST OUTCOMES. 
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Program for Infant Children (6 weeks -12 months)*

The function of our programming is simple, but meaningful in purpose.  Our purpose is to provide the infants with as many opportunities as possible to develop.  Our infants learn through their senses, so we hold and nurture them, we talk and sing to them.  We implement a time schedule similar to each child’s schedule.  Sleeping and feeding needs vary by child. This program stimulates the children’s learning patterns within a reliable framework of routines and repetitions through the utilization of Learning Games.

7:00-9:30am

Arrivals/transitions



*Breakfast / Hand washing




Diapering times/Hand washing




Interactions (ex. Stories, music/movement, floor activities etc.)

9:30-11:00am

Transition time

Activity Time (stories, music/singing, floor activities, etc.)

Outdoor activities (indoor play in inclement weather)



Diapering/hand washing
11:00-12:30pm              Transition/Meal time
Hand washing/Lunch Time
Diapering /Hand washing




Clean-up Time/hand washing
12:30- 2:45pm

Transition

Quiet time activities/stories/soft music




Rest time/hand washing




Individual wake-up time




Diapering and hand washing

2:45- 5:30pm

Transition/Meal time
Diapering and hand washing/snack time
Activities (stories, music/movement, floor activities)



Floor exercises (fine and gross motor activities)
5:30- 6:00pm

Quiet activities (soft music)




Stories, diapering, clean-up/hand washing




Transition /Closing

This time schedule is planned in large chunks of time, which allows for flexibility of implementation of activities.  Outdoor activity is for 1 hour weather permitting. The children are provided with learning experiences that enable them to develop their senses and motor skills. It is our intent to provide a schedule flexible to include each child’s schedule for feeding, sleeping and diapering.  Each child is checked every two hours for diapering needs, and each change is documented.  
*Only Dixon Learning Academy has infant care.
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Program for Toddler Children (13mos-36mos)

The function of our programming is simple, but meaningful in purpose.  Our purpose is to provide the children with as many opportunities as possible to develop.  This program stimulates the children’s learning patterns within the educational framework of the Creative Curriculum for Toddlers/Twos and offers learning experiences to enable developmental growth. 

7:00-9:30am

Arrivals/transition




Hand washing,*Breakfast (8:30-9:00am), 




Bathroom/diapering times/hand washing




Free choice activities (ex. Stories, art &crafts, music/movement, etc.)

9:30-11:30am
Transition/hand washing/Lunch time
Free choices (dramatic play, stories, table/floor activities, blocks, art, science), all interest centers are available.
Planned thematic activities for individual or group participation 

Computer time (5”-10” p/child)
Sand or water play (at least once a week)
Outdoor activities (indoor play in inclement weather)

11:00-12:30pm
Transition/hand washing /Lunch Time
Toileting/Diapering /Hand washing




Clean-up Time/hand washing

12:30 -2:45pm

Transition/Quiet time activities/stories




Hand washing/Rest time




Individual wake-up time/Snack time



Toileting/diapering and hand washing

2:30 -5:30pm

Transition/Toileting/diapering and hand washing/snack time
Individual choice of activities (stories, music/movement, floor or table activities)




Gross Motor/Outdoor Activity 
5:30 - 6:00pm

Quiet activities (free choices)




Stories, toileting, clean-up/hand washing




Transition/Closing

This time schedule is planned in large chunks of time, which allows for flexibility of implementation and choices as the children participate in interactive activities.   The children have one hour of outdoor activity (30”-am and 30”-pm).  The children are provided with learning activities that enables them to move from parallel to cooperative play.  Sand/water play at least once a week.  Toileting/diapering occurs at scheduled times and as needed throughout the course of the children’s day.   *Breakfast time is 8:30am-9:00am. Children must arrive by 9am to receive breakfast supplied by the center.  Breakfast will not be provided after 9am.  If children arrive after 9:00am, parents may bring prepared foods and supervise the child eating in a designated area.  Transition times are indicators for the children to be aware of pending changes.
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Program for Pre-School Children (3 years – 5 years)

A planned program of daily activities is provided to encourage each child to explore, discover, create, and learn.  According to the readiness of each child, we introduce the beginning skills of reading, writing and math.  Our teachers observe, record, and assess your child’s developmental achievements with the utilization of the Work Sampling System.

7:00-9:30am

Transition/Arrivals/Hand washing




Breakfast (8:30-9:00am)* Hand washing




Clean-up times/Hand washing

Free choice activities (ex. Stories, art &crafts, music/movement, dramatic play etc.)

9:30-12:00pm

Transition/Free choices (ex. dramatic play, stories, table/floor activities,
fine motor activities-games/blocks, music/movement, art, math/science, water or sand play), for all interest centers are available.
Planned thematic activities for individual and group participation

Computer time (10”-15” p/day, p/child)

Outdoor activities (indoor play in inclement weather)

11:30-1:00pm

Transition

Lunch Time/hand washing

Toileting/Hand washing




Clean-up Time/hand washing

12:30-2:45pm

Transition/Quiet time activities/stories




Rest time/hand washing




Individual Wake-up time




Toileting and hand washing

2:45-5:30pm

Transition/Toileting and hand washing/snack time
Individual choice of activities (stories, music/movement, floor or table activities, dramatic play, blocks)




Gross motor/Outdoor activities
5:30-6:00pm

Transition
Quiet activities (individual listening of music/stories)




Stories, finger play and songs, toileting, clean-up/hand washing




Transition/Closing
Children are to have sand/water play daily, as well as one hour of outdoor play (30”-am and 30”-pm).  This schedule is formatted to provide the children with opportunities that promote choices for the strengthening of their emerging skills. Educational portion of each day is from 8:30am-3:30pm, and the extended hours of each day is supported with learning experiences.  *Breakfast time is 8:30am-9:00am:  Children must arrive by 9am to receive breakfast supplied by the center.  If a child arrives after 9:00 am, the parent may bring prepared foods and supervise the child eating in a designated area (resource room or staff lounge).   Transition times are indicators for the children’s awareness of pending changes.
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Program for School Children (ages 5yrs-12yrs)

Our program, for a child who attends school, offers special activities for broadening his/her learning experiences in arts and craft, physical fitness, etc.  Homework supervision is offered in accordance to arrangements determined by the parent.  We provide tutorial services for students when available.  During the summer, we provide a special enrichment program designed to promote the visual and performing arts augmented with field trips and other engaging activities.

Out-of-School Time
Summer Schedule 

7:00-9:30am

Transition/Arrivals/Hand washing



Breakfast (8:30-9:00am)* Hand washing




Clean-up times/Hand washing

Free choice activities (ex. Stories, art &crafts, music/movement, dramatic play etc.)  all interest areas are accessible.
9:30-3:00pm

Transition/Thematic Activities as an individual or small grouping



Participation in Self-Selected Activities (all interest centers)



Lunch Time/hand washing




Clean-up Time/hand washing




Outdoor activities/sports

Quiet time activities/stories




Snack time/hand washing

3:00-6:00pm
Individual choice of activities (stories, music/movement, floor or table activities, dramatic play, blocks)




Outdoor play (indoor play in inclement weather)




Transition/Closing

Fall
3:00-3:30pm

Transition/Arrival of children/hand washing
3:30-5:00pm

Snack Time/clean-up time/ hand washing

Quiet activities/Homework time and free choices
Transition
5:00-6:00pm
Free choices (ex. music/movement, computers, dramatic/block play, reading)


Transition/Outdoor Play/Closing
*Breakfast time is 8:30am-9:00am:  Children must arrive by 9am to receive breakfast supplied by the center otherwise the parent will need to furnish a prepared food item(s).  If children arrive after 9:00am, parents may bring prepared foods and supervise the child eating in a designated area (Lounge or resource room).  Children who escort themselves to the center will be required to call their parent upon arrival, for this action validates your child’s arrival time to the center.  Children escorted to the center by our personnel are to meet the staff person at the designated site. Parents who provide their children w/cell phones: our rule is no cell phone on or in use during attendance at the center.  You can reach your child by calling the center phone number, and your child can reach you via our phone carrier.  Outdoor play is provided for at least one hour a day (usually in the am during the summer).
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1. Discipline

A staff person may not:


-Use any form of physical punishment, including spanking a child

-Single out the child for ridicule, threaten harm to the child, or degrade the child or the children’s family

-Use harsh, demeaning or abusive language

The teacher(s) will redirect the child’s behavior and/or provide a quiet area for individual use by the child.

2. Health Program

a. Medical Examination

All children are required to have a completed medical examination stating that the child is in good health, free from contagious diseases and up-to-date on immunizations before admission and on a yearly basis thereafter. Families with no health coverage will be provided with information in reference to Adult Basic and CHIP (Caring Foundations).


b. Outdoor Play

Each child is expected to play outdoors each day (*weather permitting). Therefore, your child should be dressed appropriately for the weather. Children not well enough to go outside are probably not well enough to attend school.

c. Illness

Any child with symptoms of a communicable disease or infection that can be transmitted directly or indirectly by casual contact and which may threaten the health of children in care, will not be permitted to attend until the center receives notification from a physician or Certified Registered Nurse Practitioner that the child is no longer considered a threat to the health of others.  We follow medical alerts provided by the Philadelphia Health Department regarding any contagious diseases.
Children with a high fever {100*} will not be admitted to care.

When a child becomes ill or a child with a temperature of 100*, you or your emergency contact person will be notified.  The child is to be picked up as soon as possible. The child will remain in the classroom if the illness has symptoms of being contagious, and the child will be made as comfortable as possible until you or the emergency contact person arrives, otherwise, the child will be removed from the classroom and given a comfortable space to rest until departure. Children who exhibit symptoms of fever, loose stool or diarrhea will be excluded from care until symptom-free for 24 hours.  Also, you may be asked to bring a doctor’s note if your child is sent home due to an illness. In the event of a child’s illness, please remember to have a back-up plan for care during this time of illness, for we are only licensed for well-caring of children.
*Weather permitting: 15 degrees or below (winter time w/ or w/o wind factor), 90 degrees or above (summer time w/ or w/o humidity factor), children can not go out.

d.    Child Medication

Medication that a child takes frequently (or when necessary) must always be current for dispensing. This refers to any medicine that has a shelf life.  It is recommended to ask your physician for a twice-a-day prescription when possible.  A group leader or director will administer medication to your child, but only if the following requirements have been met:

-A prescribed medication must be in its original container

-Written information must be provided identifying pharmacist, pharmacy w/ address and phone number, and physician’s name
-Instructions for administering the prescription must be printed on a pharmaceutical label and placed on the container. Dosage amount is to be on the label.

-The label of a medicine container should identify the name of the medicine on the label. 

-Name of the child for whom the medication is intended. Medication should be administered to only the child whose name appears on the container.

-Epi-Pen will be administered, if provided in pharmaceutical container with instructions of use; same applies for nebulizer for asthma

-A parent must provide written consent for medication administration re-sign with each need or month

e. Emergency Medical Care

If an accident should occur at the center requiring more than ordinary first aid treatment, a designated staff member will take the child to the nearest hospital via the police or emergency transportation. The parent/guardian will be notified verbally if this action becomes necessary. The designated staff person will remain with the child until parent/guardian assumes responsibility for their child’s care.

The agency maintains accident insurance, which will pay for doctor and hospital bills up to a certain limit when required. Forms can be obtained from the center director for center related accidents. You must attach copies of doctor and hospital bills and obtain the necessary signatures on the forms and return to the center director for processing. All accidents are documented and the parent/guardian will be given a written copy of the report.  If you wish to be notified verbally at the occurrence of an accident not requiring medical treatment from a licensed physician, please let administration and lead teacher be aware of this request.

3.   Nutritional Program

        a. Meals and Snacks

Nutritionally well-balanced meals and supplements are provided for all
children. These meals include breakfast, lunch and snack. All meals and              snacks are served family style. Menus are posted monthly and available upon request.  Tooth brushing occurs after each meal, for children with teeth.  PEANUT NUT FREE ENVIRONMENT.
If your child is to be served breakfast, it is required that your child be present at the center by 9am.

Food will not be withheld from a child/ren for purposes of discipline and a child will not be forced to eat his/her food, but we do encourage children to try all foods that they are not listed as being allergic to.

                   b.   Child Care Food Application

All parents are required to complete a Child Care Food Application. Completion of this application enables our center to receive federal funds to provide meals for the children enrolled in our program. Otherwise, you would have to pay an additional fee for meals and snacks.

c.
Special Diets/Food Substitutions
If a special diet is prescribed for a child by a nutritionist/doctor, the parent/guardian must provide written instructions/training for feeding (if applicable) and the parent’s written consent must be obtained before we can administer the diet to the child. If training is necessary it must be from a licensed specialist. For any food substitution parent/guardian will need to bring prepared foods for the child. The only canned foods permitted are those commercially preserved in airtight jars or cans. Please inform staff of any known food allergies. 

4. Hours of Service
Our center is open Monday through Friday from 7:00am until 6:00pm except on holidays or emergency closing. At the time of enrollment, an agreement is signed for contracted services. This agreement reflects time needed for child care services which is not to exceed ten service hours.
5. Holidays
New Year’s Day





Martin Luther King’s Day





President’s Day




Professional Training Day (DVAEYC) No Charge to parents
Spring Break Day (Friday before Easter)
Memorial Day

Independence Day
Labor Day

Columbus Day

Veterans’ Day

Thanksgiving Day and the Day after

Christmas Day

Holidays that fall on Saturday, the center will be closed on the Friday before. Holidays which fall on Sunday the center will be closed the following Monday. 

6. Emergency Contacts
a.
Emergency contact information is required for each child including the   name, address and telephone number of the individual designated by the parent to whom the child may be released. It is very important that you update your emergency contact information every six months or as soon as there is a change of any information. ex. address, phone number, contact person.

    7.   Emergency Closing
a. In the event of an emergency closing due to bad weather, or any disaster directly related to this center, we will request KYW News Radio 1060 to make school closing announcement. Our code number is 109. KYW News Radio announces closings twice an hour.

b. In the event of a closing due to a building problem, we will provide notice as soon as possible. Please keep all phone numbers up to date.

c. Children, who attend elementary school, will be escorted from their school as agreed except in the event of an unscheduled closing by your child’s school with less than 24 hours notice.
  8.     Escorts and Release Children
a. Before your child is admitted for care, we must know who will be alternate escorts for bringing and picking up the child each day and at what time

b. A child will be released only to the child’s parent or to an individual designated in writing by the enrolling parent.

c. In an emergency, a child may be released to an individual upon the oral designation of the enrolling parent. A staff person must verify the identification of the individual. When requested, escorts must show personal identification such as: a license, state identification or employee identification that has a picture affixed to it.

d. Children will not be released to a child under twelve years old.

e. The escort must walk the child to and from their classroom and each child must be presented to the teacher. The escort must be sure the classroom staff knows that the child has arrived or departed. Make sure you sign your child in and out on the classroom “Sign In an Out” sheet.  School age children sign in and out themselves.
f. A child is considered to be late if the escort brings the child after 9:30am. A child is considered late leaving the center if departure occurs after the contracted time or closing time. If there is continued lateness, we reserve the right to deny service for that day.  Continuance of lateness can result in lost of service.

g. The parents of school-age children must provide escort service for unscheduled closings or early dismissals that did not have at least a 24 hour notice given to center. Parents are to provide the center with available monthly schedule for their children’s schools.

h. Enrolled school age children must report to designate area at the time of dismissal. (School designates site for inclement weather).

9. Parent Meetings
Parents are encouraged to attend parent meetings, which include discussions on child development, common child problems, etc. These meetings will give you an excellent opportunity to meet and talk with some staff members, to give them the benefit of your good ideas, and to get to know other parents who are using the center’s service. We hope that all parents will participate in these meetings. Open House is our favorite parent meeting which is usually held at the beginning of October of each new school year.
10. Personal Conferences

Our staff will be happy to talk with you regarding your child and any special problems, which you may have. In order to be sure that they will be free to give you undivided attention, please make an appointment. Twice a year, we will conduct a parent-teacher conference to discuss your child’s development. A parent can speak with a director at anytime.

11. Parent Visits

a. Parents and designated family members are welcome to visit at anytime. We ask, however, that you take into consideration how your visit might affect your child.  Family members must be given permission for volunteering/visits by the enrolling parent(s)/guardian.

b. In the beginning, your child may find it difficult to separate from you. If this happens, we encourage you to visit with your child the first day and for increasingly shorter periods on following days, until your child is comfortable in the new situation.

c. Some children want to leave with their parent and are very upset when their parent leaves without them. Please talk with your child(ren)’s teacher about how to handle this situation if it arises.

12. Exchange of Information

On a day-to-day basis our teaching staff will share written information with you in reference to the outcome of your infant or toddler’s day and pre-school children will have written reporting at least twice weekly.  We do ask

parent or guardian to share information with your child’s teacher(s) to insure that your child has a normal day. 

At our parent meetings, the Parent-Teacher Conferences, and suggestion box allow parents to provide input regarding our policies and procedures for operation of our facility. Parents’ input regarding their children’s need is welcome. Inputs from our parents help us to provide a higher level of quality service. Our suggestion box is located on the table outside the front office. Participate in our surveys which occur once-a-year. Your input is reflected in our center Quality Improvement Plan.

13. Clothing

a. Since children play hard and are often on the floor or ground, sturdy clothing, which is comfortable and easily removed by the child, should be worn.  All shoes must secure your child’s heels and protect your child’s toes ( no flip-flops, open toes shoes, clogs, or heeled shoes, etc.), no large hoop ear rings or dangling jewelry around the neck/wrist of a child or no dangling braids w/beads or ornaments, for all of these things can cause severe injury to a child.  Accidents happen without warnings.
b. At all times, each infant, toddler or preschool and some school age children need to have a change of clothing in his/her locker for use in case of “accidents”. It should include underwear, socks, play clothes and sweater. When a child has an “accident” at the center, his extra clothing will be put on him and a clean set of clothing should be brought in the following day. When a child is being potty educated, several sets of changes are needed, and this includes disposable diapers/pull-ups.
c. In cold weather mittens, scarf, and hat should be provided for each child. In order to help the children keep their mittens/gloves from being lost, please sew them to each end of a long piece of twill, which passes through each coat sleeve. Children need to be dressed appropriately in order to play. The children go outside each day weather permitting, so layered clothing is recommended.

d. In order to help the staff see that each child has his/her own clothing at all times, you are requested to mark all clothing as follows: Print child’s name on tape and sew firmly to the inside of the neck of the coat, inside hats or caps and sweaters, in leggings or snow pants (on waistbands across the back). Print the child’s name on the inside of children’s shoes on the tongue. Use a permanent ink marker for labeling.

e. Infants/toddlers and twos who wear diapers are to use commercially available disposable diapers or pull-ups, unless there is a medical reason (must be documented), each cloth absorbing diaper must be used with plastic outer covering.  Each cloth diaper changing must have a new plastic covering, and each soiled set will be placed in plastic bag unwashed to reduce contamination to be sent home.
f. All diaper changes are documented for each child at the point of diapering.

14. Lost Items

Neither the center nor Diversified Community Services are responsible for lost, stolen or damaged articles, clothing or property. Children should not bring valuables or money to the center. We cannot guarantee a secure place for them. Show-n-Tell day is one of the times that a child can bring a toy/book to the center. The classroom teacher will share the designated day-of-the-week with you.

15. Transportation

Transportation of your child to and from the center is your responsibility. Transportation for trips is arranged by the center. Toddler’s parents are asked to escort their children on field trips away from the center in order to insure safe trips. There are times that other children may need to have individualized monitoring/supervision (parent/designated escort) for a trip. This happens when a child has behavioral problems that can cause unsafe conditions.

16. Children’s Birthday
We recognize the birthdays of all children. If you wish to arrange a special party for your child, we ask that you check with your child’s teacher at least two days in advance of the birthday, and you must supply all items for the party including paper plates, cups, napkins, candles and decorations.  
17.Concerns, Questions and Problems
It is our purpose to provide quality service for you and your child. We want to hear about your concerns, questions or problems. For health and safety, please let us know of any unsafe areas.  Please let your child’s teacher know if you have a complaint. We will try to find a solution. If you are not satisfied, then speak with the Director of Day Care Operations. Still, no satisfactions, then please take your concern to the Diversified Community Services’ Executive Director. If you are still unsatisfied, you may register your complaint by notifying any of the following:
President Board of Directors
Pennsylvania Department of Public Welfare

Diversified Community Services
State Office Building

1529 So. 22nd Street

1400 Spring Garden

Philadelphia, Pa 19146

Philadelphia, Pa 19130

18.Articles Needed:

Each child will need to have a small blanket and pillowcase for rest time. These are articles that need to go home each Friday for laundering and return on each Monday. Children are encouraged to brush teeth after each meal, so please supply a toothbrush. Toothbrushes are to be replaced each month, MORE FREQEUNTLY AFTER EACH ILLNESS to reduce reoccurrence.

19.Water Activity
During the warmer months, the children have outdoor water activities.  The young toddlers to the pre-school age children are sprinkled with the hose in our play yard.  The school age children are offered the opportunity to have recreational swim under a contracted agreement with a facility that employs licensed life guards in accordance to PA. Code 55 (3270.31(e)(4 (iii).  Our teachers are in the water to provide child-staff ratio (1-6) in accordance to PA. Code 55-3270.115 and 3270.115a.  At our childcare facilities, we do not have on site swimming accommodations.  When the off-site swimming is contracted, you will be informed in writing and only with your signed permission will your child be permitted to participate.

20.Hazardous Conditions

All toxics materials are kept out of the reach of the children in order to provide safe and healthy learning environments for all children.  Each month the maintenance person/director performs an environmental check of each physical plant.  On-going the teachers perform inspections of their workplaces and the children’s learning spaces to keep the classroom safe and healthy.  Working together, we can make our center a safe place for our children and their families and our staff, so let us know if you see a hazardous condition.   
21.Hands Washing

As a measure to ensure a healthy environment, washing of hands is encouraged upon entering the classroom.  Hand washing is to be done before/after serving food, toileting/diapering and transition to and from water and sand activities, and hands-on messy activities.  These best practices are to be done by each person/child.  

22.Court Orders
Whenever it becomes necessary for a parent to petition the court for a Court Order that reference possession of the children, the Court Order must be duplicated and presented to the day care center. The center staff will adhere to the court order. If the court order denies the other parent asses to the child(ren) we will inform that parent of the court order and if he/she attempts to remove the child(ren), we will call 911 for assistance.  Otherwise, a parent that has been introduced as a parent, and there is no existing court order, then we can not deny access to his/her child(ren).

23.Parental Participation 
Parents are welcomed to visit their children’s learning environments in order to familiarize themselves with the operational procedures. Parents are encouraged to read information on bulletin boards and review the “Weekly Lesson Plans” to give feedback and/or ask questions for clarification of planning. During parent teacher’s conference, you can discuss with the teacher your assessment of how your child is developing and offer some suggestions to be included in your child’s individualized plan. Our classrooms are structured chronologically; therefore, as your child ages and develops it becomes necessary to transfer him/her to a new environment. When this becomes necessary an advance notice (two weeks) is sent to you that will inform you of this move. Your child visits his/her new room for a smooth transition prior to the move.  If you disagree with the transfer please let the lead teacher know or speak to administration.  Parents/guardians are encouraged to volunteer in the classrooms, for center activities, and/or class trips.  If you can not participate, then you can designate a family member or friend.

 24.Referral 
Our agency is a multi-purpose organization with the capability to provide families with assistance in many areas referencing community resources: family activities, mental health services, education, wellness and medical services, housing, energy assistance, etc.  There are times when a child may exhibit indicators of possible developmental delays, after conferring with parents we will assist in providing referral information.  Families participating in our PKC and HSSAP will be provided with opportunities to meet with health, educational and/or behavioral specialist, and a staff person will be present.  Children under 3 years are referred to Child Link, and if needed our client service worker/family advocate or program director will escort family to referral or invite referral service representative to our facility for a meeting w/family.
25.Getting to Know You
Upon entry into our program the office manager, family advocate or social worker will provide programmatic information. Within sixty (60) days, a director will formally meet and welcome the new family and respond to any questions and/or concerns. The parents will be made aware of our Open Door Policy which welcomes parents to address a concern with a director at anytime.

26.Signing-In and Signing-Out

 All escorted children are to be taken to the classrooms by their escort, and the escort is to make contact with staff person in the classroom.  Children five years and older (escorted by parents) can/will sign in and out upon entering and exiting the classroom at arrival and departure times.  Parents/escorts can sign their children out.
27.Policy of Non-Discrimination
Admission and provision of services are made without regard to race, color, religious creed, disability, ancestry, national origin, age or sex. Any individual who believes they have been discriminated against may file a complaint of discrimination with the agency or with any of the following:


Pennsylvania Human Relations Commission


711 State Office Building


Broad & Spring Garden Streets



Philadelphia, Pa 19130

Office for Civil Rights


U.S. Department of Health and Human Services


Region III, P.O. Box 13716


Philadelphia, Pa 19101

]



Department of Public Welfare 
Civil Rights Compliance Unit


1400 Spring Garden Street


State Office Building


Philadelphia, Pa 19130

28. Pedestrian Safety


       Children under six years old should not cross the street without an escort,  

although some younger children seem to cross the streets carefully.  The necessary “stop, listen, and look” skills do not fully develop until later, so please take time and read the Pedestrian Safety handout given to you, and share this information with your young child.


29. Confidentiality

The individual dignity of each child, their families, and employees will

be respected and protected at all times in accordance to the governing laws/standards (locked cabinets).  Information pertaining to the children, families, and employees will not be divulged to anyone other than those persons who are authorized to receive/review such information.  This policy extends to internal and external disclosures.

30. Environmental Expectations

There are times that occurrences/incidents may occur, which may cause a                   parent/guardian a concern.  We do appreciate you sharing your concern, but it is unacceptable to use vulgar or threatening language to a staff person.  Lost of service will occur if a staff person is threatened by a parent/guardian or a family member.  This environment will not tolerate violent behavior, and this is not limited to vulgar/threatening language.

31. Educational Activities

In our classrooms, our teachers intentionally include and use life experiences to solidify our children’s learning process by linking concrete learning opportunities to their environment as well as stimulating their awareness of various cultures and their celebrations within their immediate community and other communities.  Our childcare facilities are secular.
32. Seasonal Attire

To protect your child against the cold, heat, sun injury, and insect-borne disease, it is encouraged that in the colder months your child should layered for warmth, and an extra set of clothing to maintain dryness.  Also in the much warmer months your child should wear sun-protective head gear and clothing, and applied skin protection.  Applied skin protection should either be sunscreen or sun block with UVB and UVA protection of SPF 15 or higher that is applied to exposed skin (only with written permission from parent).  When there is a public health alert to use insect repellents due to high risk of insect-borne disease, only repellents containing DEET are used.  Written permission is required for designated staff person to apply on children (three months and older).  Application will be done only once daily.  All applications will be documented. 
33. Transition for New Families

          Families who are scheduled to enrolled are provided with a Parent Hand-  

          Book at which time the staff person will review it with the family.  The 

          Parent is encouraged to read it over and highlight any section that needs 

          clarification.  Parents are given an additional tour along with the enrolling 
  child(ren) and a date is scheduled for a half-day visit prior to start date.  A
  director and the class teacher will individually meet with the family to

  answer any questions.  The tour includes the entire facility to be aware of

  locations of staff/children used spaces.

DIVERSIFIED COMMUNITY SERVICES

Parent Booklet

Parent Involvement and Awareness

Community Resources:

Health care information is provided to the parents in our community and to those parents in the community-at-large.  On-going, our parent health care informational board is maintained in order to keep the parent group informed of free and available health care services and health care insurances for themselves and their children.  The family advocate and social worker maintain listings of available support services.

Parents can access this assistance by asking for our help.  Our agency is a multi-functional in the arena of social services and other resources, therefore, additional family services are provided within our agency (DCS).

School Readiness

Transition for Pre-kindergarteners:

The children who are in the pre-kindergarten classrooms are provided with learning experiences that will help to aid them as they prepare for the next level of learning in a new environment called school.  This transition can be traumatic, therefore, it is our goal to minimize the stress factor for you, the parent, and for your child(ren).  Either the center or the program director will meet the school principals in our immediate community to make arrangements for the kindergartners and their parents to visit the schools and interact with the children and their teachers being visited.

The nearby schools that Dixon and Western provide pick-up services are Edwin M. Stanton, Universal Institute Charter, Independence Charter School, Chester A. Arthur, Christopher Columbus, Walter G. Smith, Steven Girard, The Performing Arts Charter, McDaniel and Childs Schools.  The in-house classroom visits for the pre-kindergartners are encouraged in order for them to engage in social activities with our older enrollees for the purpose of having opportunities to mingle with older mixed aged groupings.

There will be parent meetings to discuss the pre-kindergartners transition and the activities that will accent this event.  As parents, you are encouraged to investigate the potential schools on your list as soon as possible. Incorporate your child’s feedback by letting them visit the schools as a part of the decision making process.  As your child participate in these school visits, take note of the interactions between your child and teacher and your child and other children.  Ask questions about the school’s curriculum.  Do early registration.  We will provide you with copies of your child’s record upon your written request.

Nutritional Advocacy For Well-Being
      Information that reference nutritional servings for meals is located in each classroom and on the informational board in the hallway.  Our meals are prepared by the Nutritional Development Services under the auspices of Archdiocese of Philadelphia in accordance with the U. S. Department of Agriculture (USDA) Child and Adult Care Food Program (CACFP) guidelines.  As a staff we will work with you to provide information and programs to support the nutritional well being of you and your family.
     Any food brought from home to supplement or replace meals served by our program needs to meet the nutritional food guidelines set by USDA’s CACFP.  All liquid and solid foods brought from home are to be labeled with your child’s name and the date.  Our staff will refrigerate food items that need to remain cold until served and non-refrigerated food items will be stored accordingly.  When necessary, supplement foods will be provided to maintain USDA’s CACFP guidelines at meal times to foods brought from home.  All foods brought from home for parties of celebrations to share among the children must be either whole fruits or commercially prepared packaged foods in factory sealed containers.  Foods served to our infants are done with the consultation of the parents and their child’s physician to be in compliance with the individual dietary and developmental needs, and then each child’s menu is posted.  
     For food safety, all food items with expired dates will discarded, and at any times that we are required to make necessary corrections and/or changes to our food policies and practices we will do to so.  Our food program is monitored by the Archdiocese of Philadelphia/NDS and the Philadelphia School District, and documentation of any corrections and compliance (when necessary) is done in accordance to recommendations of our program’s health and nutritional consultants or a sanitarian that reflect consideration of federal and other applicable food safety standards.
     For all infants and children with special health care needs, food allergies, or special nutrition needs, the health care provider needs to provide an individual care plan that is approved by the parents/legal guardians and specialists involved in the care of this child. All infants and children with disabilities who have special feeding needs, parents are to provide instructional training for teachers (if necessary) from their child’s specialist, and our staff will document all feedings, foods, and the amounts served.  Children with allergies will have food substitution (when able), otherwise the parent must provide.  This information will be shared with our teachers and cook, and kept in a folder for confidentiality, and as a visual reminder the folder will be marked ALLERGIES Information and posted.  
     If there are any questions/concerns in regards to our menus and/or food serving policies and/or practices, please feel free to speak with a director.
NOTES
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