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FAMILY HANDBOOK 
 
 

 
Center Administrators: 

 Education Coordinator - Delores Olszewskie 

 Operations Coordinator – Katie Willwerth 
 

 
 

Hours of Operation: 
Monday – Friday 

6:30 AM – 5:15 PM 
 
 

 

Effective:  September 1, 2018 
 

Community Action Program Child Care Center is licensed through the Department of Human Services 
and is a Keystone STAR 4, non-profit organization that provides full day care services for children ages 

6 weeks to 5 years of age. 
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MISSION STATEMENT: 

CAP Child Care is a family-centered, comprehensive, community –based program that assists 
families and their young children in achieving their social, economic, health and educational 
goals.   
 

 
PROGRAM PHILOSOPHY/GOALS: 

 
CAP Child Care will create a center where the children come first by providing a nurturing 
learning environment, which encourages children to take developmentally appropriate risk 
through child centered activities. 
 
CAP Child Care will create an environment in the center where parents are secure in the 
relationship with administrators and staff. Staff and administrators honor family values. In turn, 
we will encourage family involvement, open communication, and trust. 
 
CAP Child Care will encourage staff to develop and to grow professionally and to work together 
as a team to create strong bonds with children, families and other staff members. 
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Section I.  Operations Information 
 
HOLIDAYS/CLOSINGS 
The Center will be closed for 14 CAP holidays and staff training days.  A list of these dates is distributed 
annually and posted in each classroom. 
 
We reserve the right to close in case of severe weather.  Information regarding severe weather closings 
is distributed annually. See www.caplanc.org for updated closings. 
 
We will be closed if a “state emergency” is declared. 
 

ENROLLMENT 
The following forms must be completed and submitted prior to the child’s first day of attendance. 
1. Proof of CCIS if needed. 
2. Child Health Assessment – completed and signed by child’s health care provider (submit within 30 

days of child’s first day of care). Updates are required according to state mandates (within the first 
30 days of enrollment, 6 months, 12 months, 2, 3, 4 & 5 years of age). Children can be excluded for 
failure to update physicals. 

3. Emergency form – completed and signed by parent/legal guardian.  Must be updated every six 
months and whenever information changes. 

4. Fee agreement – completed by parent/legal guardian. 
5. Special Care Plan – if applicable (IEP, IFSP, Behavior Plan) 
6. Legal documentation: 

a. We must have documentation of any custody arrangements for children in divorce/separation 
arrangements in order to adhere to them. 
b. We must have documentation of any protection from abuse orders in order to adhere to them. 
c. All open children and youth cases must be reported at enrollment. 

7.  Release of Information Form – completed by parent/legal guardian. 
8.  Getting to Know You form 
9.  CACFP Enrollment & Eligibility Form. 
10.  $25 Registration Fee and $10 Key Card Fee 
11.  Automatic withdrawal – Let parents know that they will need a checking account to start.   
12.  Emergency Plans – Weather, Closings, Add Parent Reunification Site from AHP 
13. Family Strengths Matrix 
 
 (These forms must be completed prior to child’s first day of attendance.) 
 
Throughout the year, some paperwork will need updated/reviewed according to state mandates. These 
updates must be completed in a timely manner or the child will be considered for exclusion from the 
program. 
 

WITHDRAW/TERMINATIONS 
We reserve the right to terminate services provided for a child based on: 

 Lack of cooperation by child and/or parents with established rules and policies 

 Tuition payment falls in arrears for more than 2 weeks with no payment arrangements made 

 Habitual late pick-up of child/children 

http://www.caplanc.org/
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ANTI-DISCRIMINATION POLICY 
Families are served regardless of race, color, religion, national origin, sex or disabling condition. We are 
an equal opportunity employer.  
 
Any individual, who believes they have been discriminated against, may file a complaint of 
discrimination with: 
Department of Public Welfare       PA Human Relations Commission 
Bureau of Equal Opportunity     Harrisburg Regional Office 
PO Box 2675       1101 S. Front Street, 5th floor 
Harrisburg, PA 17105      Harrisburg, PA 17104 
 
U.S. Department of Health & Human Services   Bureau of Equal Opportunity 
Office for Civil Rights      Room 223, Health and Welfare 
Suite 372, Public Ledger Building    PO Box 2675 
Philadelphia, PA 19106-9111     Harrisburg, PA 17105 
 

CONFIDENTIALITY 
Children’s records are confidential and they are stored in a locked cabinet. All other information 
concerning the children and family are accessible only to parents, legal guardians, childcare staff and 
licensing representatives.  Expressed written consent from parent or legal guardian is necessary for any 
information concerning the child to be made available to anyone.  Furthermore, staff will not discuss 
issues with you concerning other children. 
 

SECURITY 
All the exterior doors to the center are locked with a security system. Anyone entering the center must 
have a key card to enter. Any person not having a key card will only be allowed into the center by the 
center administrators.  All other staff members are not authorized to allow any unidentified persons into 
the facility.  Parents are only permitted to exchange key cards with persons that are listed on their 
child’s emergency pick-up form. Any parent giving a security key card to persons that are not list on their 
child’s emergency sheet will be asked to find care elsewhere. Parents are also encouraged not to hold 
doors open for other people to enter the center, so that unidentified or unauthorized persons are kept 
out of the facility. 
 

VIDEO SURVELLIANCE POLICY 
To ensure the safety and security of all children, staff, parents, and visitors, as 
well as the security of our child care facility, CAP Child Care Center is equipped 
with a 24-hour video surveillance system and security cameras are installed in all 
classrooms, hallways, outdoor play area, and parking lot. We may conduct video 
surveillance of any portion of the premises at any time. Video/security cameras 
will be positioned in appropriate places within and around our child care center facility and used in 
order to help promote the safety and security of children, staff and our center. Because we respect the 
privacy of all children, parents, and staff in our child care center, our 24-hour video surveillance 
system/security cameras are for internal purposes only. If at any time it is necessary for 
parents/guardians to review video of their child, they will only be permitted to view pertinent video of 
their child in the center including classrooms where other children may be present. CAP Child Care 
Center pledges to keep all information about your child and your family confidential. This means we will 
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not release any information or video unless we are required to under state law or if you give us written 
permission to do so. State law mandates that we release certain information when requested by 
childcare licensing, law enforcement agencies, child protection agencies, or government health officials. 
 
The following are just some of the many benefits of having security cameras installed in child care 
centers: 

 Security cameras keep children & staff safe & are very effective deterrent of any crime. 

 People tend to behave/perform better when there are security cameras around. 

 Center administrators can more efficiently and accurately respond to concerns expressed by 
staff or parents. 

 They provide peace of mind to our parents & staff. 
 

Because we respect the privacy of all children, parents, and staff in our child care center, our 24-hour 
video surveillance system/ security cameras are for internal purposes only.  ONLY select members of 
the CAP Administrative team have access to our live security cameras/ video footage.  Video 
surveillance/recording consent forms are signed prior to your child(ren) start attending CAP Child Care 
Center. 
 

CHILDREN’S CLOTHING 
The children play hard and do lots of messy and entertaining activities.   We suggest comfortable, casual, 
wash and wear clothes that are appropriate for the weather. We go outside each day, weather 
permitting, so that children can run, jump, climb, play, and take walks around the neighborhood. 
Sneakers or tie shoes are the safest protection for your child’s feet during outdoor activities. Sandals, 
flip-flops, and open toe shoes are unsafe!  Please provide a complete change of clothing in a marked 
bag for your child in case of a spill or accident. Children are embarrassed and uncomfortable in wet 
clothing. 
 

TOYS/PERSONAL BELONGINGS 
Our daily schedule includes a quiet time after lunch.  We provide a cot/mat and ask you to provide a 
blanket for your child. Parents are responsible for washing their child’s blanket on a weekly basis. Staff 
sanitizes cots/mats on a weekly basis. 
 
Your child will be assigned a “cubby,” where he/she can store outer clothes, extra clothing, and personal 
treasures. Please check here daily for those special things your child wants to take home and share with 
you. We put memos, notices about program activities, the center newsletter, and a monthly menu in 
your child’s cubby. 
 
Parents should keep children’s toys, money, and jewelry at home. The program is not responsible for 
lost, broken, or stolen personal belongings.  Staff can request parents to take home any of these items if 
they are brought in to the classroom. 
 

CONTINUITY OF CARE (STARS 4.4.3)  
 
Your child will have a primary classroom and teacher. CAP Child Care strives to keep children with their 
primary teacher consistently to support healthy bond and relationships between the child, family and 
teacher. Occasionally, staffing needs will require us to move staff around. If the move would become a 
permanent change, center leadership will communicate that to families.  
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TRANSITIONS BETWEEN CLASSROOMS  (STARS FC.2.2, FC.3.4.3) 
CAP Child Care values the relationships between child, family and teacher.  When your child is ready to 
move up to the next classroom, center leadership will talk with the classroom teacher and decide the 
best plan for your child to transition to the next classroom. The current and new teacher will also share 
information about your child to promote a smooth transition.  Availability in the next classroom may 
also be a factor in the transition plan.  Parents will be communicated by letter about the transistion 
plan. Typical plans provide time for the child and parents to meet the teachers, visit the room several 
times with increasing the length of time each time.  
A typical plan may look like this: 
Day One – 2 hours visiting in the new room 
Day Two- morning visit with lunch  
Day Three- morning visit with lunch and nap  
Day Four- full day visit  
Parents are encouraged and welcome to have a meeting with the new classroom time before, during or 
after the transition to the new classroom.  Within 45 days, the new teacher will complete a new 
screener on your child as well as invite you to have a conference.  
  

EXITING OUT OF THE PROGRAM (STARS FC 2.2 FC 3.4.3)  
We will provide information to your child’s next school about your child at your request. This can include 
your child’s health and educational records.  

 
 
SUSPENSION & EXPLUSION POLICY  (STARS , EHS CD#7, HS 1302.17) 
As a center with both Early Head Start and Head Start programming, we follow the Head Start Program 
Performance Standards.  The HSPPS prohibit expulsion or un-enrollment of a child because of a child’s 
behavior.  Our center implements specific strategies and procedures in an effort to ensure that all of the 
child’s, and family’s needs, are being met by the program.  This process must be adequately 
documented in each classroom in the event that the family and program determine the child’s needs 
would be better met in a different program if needed. 
 

POSITIVE DISCIPLINE POLICY 
Our approach to working with challenging behaviors is based on the individual need of the child, 
the ability of each child to understand what he/she is doing and the consequences of their 
actions. A child is never made to feel that the outcome of an act will result in physical or verbal 
discipline techniques. Children are not told to "sit out" and "time out" is not mandates; 
however, these options may be presented as part of a student’s choice for de-escalation 
strategies. 
 
Positive behavior intervention and supports (PBIS) are always encouraged and children are told 
what they are doing well. It is the responsibility of the teacher in charge to ascertain what has 
taken place as clearly as possible. If an altercation between children has occurred, each child is 
spoken to with reason and with respect. Each child is then given the responsibility of 
approaching the other child in a friendly manner, with adult supervision, in order for the 
children to participate in the resolution to the misunderstanding. This is done in direct relation 
to the verbal ability of the child but can be accomplished even when the child is not yet talking.  
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When inappropriate behavior occurs with the adult being the recipient, the child will be 
approached either with a reasonable verbal response or with the technique of redirection. 
Removal from an activity for a short period of time is used only if it has been ascertained that a 
child is at risk or presents a safety concern to others. 
 
There is less likelihood of discipline problems when positive responses and remarks are the 
norm throughout the day. If a positive base is established in an atmosphere of respect and 
understanding, inappropriate or negative behavior then becomes the exception. When any staff 
member feels that he/she is unable to manage a situation with a child in an effective manner, he 
or she will direct the child to another staff member and take a break. Staff members assist one 
another in creating a positive, relaxed atmosphere. 
 
Our center’s PBIS approach includes three universal practices implemented in all classrooms: 

1. We are safe. 
2. We are friends. 
3. We work together. 

 
We encourage families, community partners, and center visitors to model and reinforce this 
language whenever possible. 
 
The following are prohibited at the center: 

 Corporal punishment, including spanking; 

 Verbal or physical abuse, humiliation, neglect, or abusive treatment; 

 Speaking to a child in a volume or tone that is disrespectful, sarcastic, demeaning or 
threatening; 

 Withholding food, drink or sleep; 

 Force feeding children; 

 Disciplining a child for soiling, wetting, or not using the toilet; forcing a child to remain in 
soiled clothing or forcing the child to remain on the toilet, or using any other unusual or 
excessive practices for toileting. 

 
 

INCLUSION POLICY  (STARS E.C. 2.4, STARS F.C. 2.1, EHS CD #21, HSPPS 1302.14 ) 
Based on OCDEL’s Policy Statement (July 1, 2017), Early Head Start and Head Start performance 
standards, and current best practices in early childhood education, our center promotes the acceptance 
and developmental growth of children with disabilities.  CAP Child Care Center welcomes all children 
and is committed to providing developmentally appropriate early learning and development 
experiences that support the full access and participation of each and every child. We believe that each 
child is unique and work in partnership with families and other professionals involved with the child to 
provide the support every child needs to reach their full potential. 
 
Process/Procedures:  
Admissions/Waiting List  
Children of all abilities are accepted into the CAP Child Care Center, and families interested in having 
their child attend the program will be given an equal opportunity for admission.  A waiting list may be 
maintained and children will be accepted from the list on a first come first served basis.  
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Inclusive Environment  
Early childhood educators at the CAP Child Care Center use developmentally appropriate practices and 
consider the unique needs of all children when planning. Staff will make every attempt to make any 
adaptations or modifications necessary to meet the needs of the children. Schedules, routines and 
activities are flexible and early childhood educators will work with therapists, special educators and 
other professionals to integrate individual accommodations, modifications and strategies into classroom 
routines and activities. Any adaptations will be reviewed with families and other professionals 
supporting the child.  
 
Confidentiality  
Confidentiality applies to all verbal and written information about potential, enrolling and previously 
enrolled children and their families. All staff will be briefed on the need for confidentiality and will be 
expected to fulfill their obligation to respect the protection of privacy. Written records will be stored in a 
secure location with access limited to the director and the child’s teacher. No information will be 
released about a child and the parent/legal guardian during enrolment or transition to another receiving 
program or school without first receiving the written permission of the parent/guardian. This excludes 
the responsibility held by early childhood educators as mandated reporters of suspected child abuse and 
neglect as outlined in Pennsylvania law or when information is subpoenaed by the court.  
 
Family Centered Practices  
CAP Child Care Center acknowledges and respects the priorities each family has for their child. Families 
are encouraged and supported to collaborate with staff to ensure that each child has an opportunity for 
optimum success. CCC communicates with each family daily and has regular meetings to discuss the 
child’s successes and challenges.  
 
Professional Development and Support for Staff  
Training and support is provided to ensure that all staff are comfortable, confident and competent to 
meet the developmental and educational needs of all children. All staff receive an orientation on 
inclusion policies and attend training focused on effective inclusion and/or other disability topics 
whenever possible. The Education Coordinator provides additional support and resources as 
appropriate.  
 
Collaboration with Other Professionals  
Many children with disabilities or other special needs are supported by developmental and educational 
professionals such as therapists, teachers and others. CAP Child Care Center welcomes those 
professionals and works with them to assure the child’s success. The service provider is encouraged to 
provide services to the child in the context of the early childhood classroom environment and the child’s 
teacher and the service provider work collaboratively to determine the best strategies to support the 
child in the group setting. CAP Child Care Center supports the teacher’s participation in Individualized 
Family Service Plan (IFSP) and Individualized Education Program (IEP) meetings. 
 
*Please reference OCDEL Early Head Start Policy CD #21 for additional details in the steps/procedures 
required to support children with a diagnosed disability. 
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Section II.  Fiscal Policies 
Distributed 3/1/2018 

 

ENROLLMENT POLICY 
CAP Child care only accepts full time enrolled children. We have options for 4 and 5 days. Families 
enrolled in 4 days, must have a consistent schedule and/ or provide a monthly schedule a head of time. 
Early Head Start and Head Start children need to be enrolled in 5 days a week.  
 

ATTENDANCE POLICY 
You have contracted with the program for specific drop off and pick up times. We plan our staffing to 
accommodate these hours.  If you need to change these times for any reason, please notify the 
operations director and teaching staff. It is essential to have your child to the center by 9:00 AM. This 
allows for a maximum educational experience and accommodates field trips and walks for all the 
classrooms.  
 
CCIS only:  
If a child is absent for 5 consecutive days, the child becomes ineligible for CCIS funding and will be 
discharged from CAP Child Care at this time.   According to CCIS regulations, a child may only be absent 
25 days within a fiscal year (7/1 – 6/30).  If a child is absent more than 25 days, the parents will be 
responsible for paying $32.00 per absent day.   

 

EXTENDED LEAVES OF ABSENCE 
Any extended leave of absences need to be approved by the Operations Coordinator prior to the start of 
the absence. For private pay families, the family will be responsible for 50% of their weekly tuition in 
order to hold their spot during the leave. This fee will not be applied to future tuition when the child 
returns. Extended Leave absences will not be approved for families with CCIS, Head Start, or Early Head 
Start unless those governing bodies approve the leave as well.  Any approved CCIS, HS or EHS leaves of 
absence will evaluated on individual basis.  
 

LATE PICK-UP 
CAP Childcare closes at promptly at 5:15pm.  Families will be charged $1.00 per minute after 5:15 pm for 
any child still within our care. Repeated offenses of this policy may result in termination from our 
program.  
 
Parents/Guardians MUST bring each child into the classroom and sign him/her into the program. When 
a child is picked up, he/she must be checked out using the Procare laptop station by the 
parents/guardian. Any child brought to CAP Child Care is the parent’s/guardian’s responsibility until 
checked in and left with CAP Child Care staff. A teacher must verify with the parent that the child has 
been signed into CAP Child Care’s sign-in sheet. The staff person must update the number count and 
primary caregiver card. Once a child is signed out he/she becomes the parent’s/guardian’s 
responsibility. No child may be unsupervised on CAP property! 
 
**Drop off/Pick up are great times to share information with the teacher and help connect different 
parts of your children’s lives. Please do not use cell phones while inside CAP Child Care, so that 
communication can occur with teachers and parents.   
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TUITION POLICIES 
Parents are responsible for paying a weekly tuition due on Friday for the upcoming week of childcare 
services. Fees are paid 52 weeks a year and include holidays. Fees are charged for all days, regardless of 
whether or not your child attends.  Our tuition rates are based on your child’s classroom enrollment.  
 

PRIVATE TUITION RATES  July 1, 2018 
 

Classroom 5 day rate 4 day rate 

Infant Room (Room #2) $210.00 $168.00 

Young Toddler (Room #3) $200.00 $160.00 

Older Toddler (Room #1) $190.00 $152.00 

Preschool (Room #4/5) $170.00 $136.00 

 

INSUFFICIENT FUNDS 
Any check or credit card payment that comes back due to insufficient funds will be charged $25.00 fee.  
 

CCIS FEES 
Your CCIS copay is determined by the CCIS office.  CAP Child Care charges an additional $5 copay weekly. 
For example, if your CCIS co-pay is $20.00, your weekly copay will be $25.00. Families with CCIS may add 
day beyond your approved days from CCIS for additional fees. The rates are as follows: 
 

Classroom Additional Day Rate  

Infant Room (Room #2) $42.00/ per day 

Young Toddler (Room #3) $40.00/ per day  

Older Toddler (Room #1`) $38.00/ per day  

Preschool (Room #4/5) $34.00/ per day  

 

ADDITIONAL FEES 
A non-refundable one-time registration fee of $25.00 per family is charged at enrollment for children in 
most classrooms.  There is a $10.00 deposit required at enrollment for a security card to allow each 
family entrance to the center. Additional cards also require a $10.00 deposit.  The $10.00 is returned 
upon discharge from the center when the key is returned and tuition has been paid in full.  
 

PAYMENT METHODS 
Payments are due by Friday at 5 pm for the following week. You may set up automatic tuition payments 
through our Procare/ Tuition Express program through auto draft from your checking account or credit 
card. Credit/Debit card payments will have a $3.00 convenience fee attached due to processing fees 
associated with credit cards. You may also pay by cash or money orders. Cash and money orders need to 
be dropped in the tuition payment box outside of the office door. You must use a payment envelope 
with your name, your child’s name and the amount inside written on the front. This ensures that the 
payment is correctly credited to the right account. As of March 1, 2018, all families new to the center 
are required to set up automatic tuition payments through automatic tuition payment. 
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DELINQUENT ACCOUNTS 
As a social service agency, we recognize any financial hardships your family may have experienced. 
However, it is critical to the functioning of our child care center to be fully financed to maintain our 
quality programming in order to meet Keystone STARS standards for care.  Each family’s tuition/ CCIS co-
pays are critical to the operation of our center’s budget.  Any family experiencing a hardship should talk 
to the operations director for a referral to resources within CAP and our community.  
 

 Child Care Families: Families that fall into arrears of two weeks will meet with the operations 
director to arrange a payment plan and make a good faith payment. Families that fall into 
arrears more than three weeks may be discharged from the program. Families with CCIS will be 
reported to CCIS as delinquent. Payment in full will be required before re-enrollment. CAP 
Childcare will not hold your child’s spot during this time.  

 
 Head Start Families:  Families that fall in arrears of two weeks will meet with the operations 

director and family advocate to arrange a payment plan and make a good faith payment. 
Families that fall in arrears more than three weeks will only be allowed to attend during Head 
Start hours (9:00 am-3:00 pm) and will be put on the list for a transfer to a Head Start only 
classroom which could be at another location.   

 
 Early Head Start Families:  Reports regarding balances will be shared weekly with EHS staff.  

Families that fall in arrears of two weeks will meet with the operations director and EHS Family 
Service Worker to arrangement a payment plan and make a good faith payment. Families that 
fall in arrears more than three weeks will be reported to CCIS and the EHS staff as delinquent. 
Consequences will be determined by CCIS and EHS. 

 

 
 

 

Section III.  Health & Safety 
 

Note:  CAP Child Care Center utilizes the Caring for Our Children Basics: Health and Safety Foundations for Early 
Care and Education resource to develop our health & safety policies and procedures at the center.  (STARS LM.2.5) 

 
ILLNESS POLICY 
We need your help in keeping CAP Child Care a healthy place for your child.  Please consider our illness 
policy when your child is not feeling well.  The policy is a state mandated regulation and helps to prevent 
the spread of contagious diseases.  We may ask you to take your child to the doctor for a diagnosis 
because we are not licensed physicians and only use symptoms to suspect contagious diseases.  See our 
illness policy below. 

The following guidelines are used when making a decision about sending your child home or readmitting 
him/her to the classroom after an illness.  The center director reserves the right to amend the following 
at any time.   

Illness May Return 

Fever of 101 degrees or higher When fever is gone (and after 24 hours) 

Vomiting two or more times When no longer vomiting 

Diarrhea two or more times No more diarrhea 

https://www.acf.hhs.gov/sites/default/files/ecd/caring_for_our_children_basics.pdf
https://www.acf.hhs.gov/sites/default/files/ecd/caring_for_our_children_basics.pdf
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Earache or draining ears with pain When treated 

Pink eye- until treated With a doctor’s written permission or prescription 

Impetigo- until treated With a doctor’s written permission 

Ringworm- until treated With a doctor’s written permission 

Pin worms- until treated  With a doctor’s written permission 

Head Lice- until treated After treatment   

Scabies-until treated With a doctor’s written permission 

Influenza With a doctor’s written permission 

Chicken Pox May return 6 days after rash appears or when all scabs are 
crusted and dry 

Active TB State Health Official Approval 

Unexplained Rash With a doctor’s written permission 

Measles  May return 6 days after rash appears and with a doctor’s written 
permission 

Cold sores When healed (no oozing or bleeding), a small scab may be 
present 

Strep infection 24 hours after antibiotic treatment 

Scarlet fever With a doctor’s written permission 

 

MEDICATION POLICY  (EHS H13/ HS 1302.47) 
CAP Child Care will approve medication administration only if not given it would jeopardize the health of 
the child. Please review the following steps and accompanying documents to ensure an understanding 
of this guidance. 
1. Family members must notify CAP Child Care staff immediately about any medication to be given. 
2. Parent/guardian written permission with an authorization to administer form must be received to 

administer medication. 
3. Authorization to administer medication must be received by a physician before administering any 

medication that does not contain a prescription label on it. 
4. The medication must be in the original container to administer medication. Any prescribed 

medication must have a prescription label attached.   
5. The date on the bottle must be current and not expired. Medication prescriptions and physician 

notes must be dated less than 1 year.   
6. All medication that is not life-saving (i.e. EpiPens, rescue inhalers, etc.) must be stored in a locked 

area with the child’s name on the container. 

CHILD ABUSE POLICY  (EHS H#2) 

All childcare staff members are mandated by PA state law to report any signs or suspicions of child 
abuse that may happen. All staff members receive mandated reporter training within 30 days of hire. 
Parents and guardians are asked to do the same. At the time of filing a report, staff members are asked 
to report all suspicions to the center administration.  
 
Call Child Line for all reporting at 1-800-932-0313 or report online at 
https://www.compass.state.pa.us/cwis/public/home.   
 

EMERGENCIES  (OCDEL/EHS H#2) 
 First Aid kits are located in each classroom and are taken along when children go away from the 

facility. These are kept inaccessible to children and are restocked to maintain the items required 
by the Department of Public Welfare. 

https://www.compass.state.pa.us/cwis/public/home
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 Written emergency first aid plans are posted in all classrooms.  
 If a child should be injured at CAP Child Care, parents will be notified by a phone call/personal 

contact and Report of Injury Form. 
 If a child is needed to be transported to a hospital, 911 will be called and a staff member will 

assist the child until a parent or guardian can accompany the child.  Consent for Emergency 
Treatment forms will be signed by the parent or guardian of each child enrolled and kept on file 
in case the parent or guardian cannot be reached. 

 Emergency Numbers – a copy of each child’s emergency sheet is also kept in his/her classroom 
and is taken along when the children go away from the facility. 

 All staff are required to have annual training in CPR, fire safety and emergency procedures. Our 
emergency plan is also distributed to parents at the time of enrollment. 

 CAP Child Care follows the site-specific evacuation routes and safety procedures outlined in the 
board-approved CAP All Hazards Plan.  Parents may access a copy of the AHP in the center 
administration office. 

 

 
NUTRITION POLICIES  (STARS LM.2.5) 
Our program provides breakfast, lunch, and mid-afternoon snack each day through the CACFP at no cost 
to families.  Copies of the menu are distributed to parents monthly. We serve the meals family style and 
encourage children to taste new foods.  All children three- to five-year-olds are served meals and snacks 
that conform to USDA requirements in 7 CFR parts 210, 220, and 226, and are high in nutrients and low 
in fat, sugar, and salt. Children who are feeding themselves will be supervised by an adult seated within 
arm’s reach to assist with eating and prevent choking. CAP Child Care will not serve hot dog or sausage 
rounds, whole grapes, fruit cocktail; and hard, raw vegetables; candy; nuts; beans, seeds, pretzels, chips, 
popcorn, marshmallows, gum, and nut butters. Menu items will be pureed, mashed or cut into age 
appropriate sizes to prevent choking. Honey will not be served to children under the age of one year.  
Children will not be forced to eat. 

We feed infants and toddlers according to their individual developmental readiness and feeding skills as 
recommended in USDA requirements outlined in 7 CFR parts 210, 220, and 226, and ensure infants and 
young toddlers are fed on demand to the extent possible. Infants will be bottle-fed and never laid down 
to sleep with a bottle. Breast milk will be encouraged as the optimal food for infants for the 4-6 months 
of life. Introduction of solid foods will begin after consultation with the family and primary care 
physician. One adult will feed one infant at one time. New foods must be introduced, one at a time, at 
least one week apart, to allow for recognition of food allergies or sensitivities or as recommended by the 
primary care physician.  A record of foods served will be maintained in the classroom on a daily basis.   

Due to allergies, special diets and cultural beliefs, no outside food maybe brought into CAP Child Care.  
All food will be provided by the program unless a physician recommends otherwise.  The exception to 
this is that parents supply formula for their child in the Infant room.  For this purpose, food includes 
formula in a bottle, all outside food such as beverages, snacks, and foods for special occasions.  Food will 
be returned to a parent at the time it arrives or at the end of the day.  Special requests/exemptions to 
this rule must be approved by CAP Child Care center administration in conjunction with Early Head Start 
and Head Start administration. 

 
Individual toothbrushes are provided for the children to brush their teeth. 
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SPECIAL DIETS AND FOOD ALLERGIES (3270.17/ H8/ 1302.47 B7)  
In an effort to create a safe feeding environment, CAP Childcare does not serve nuts or nut products. All 

special diets will be posted in a confidential manner. All special diet requests must go through the 

Operations Coordinator. The Operations Coordinator will communicate any and all special diet requests 

to the Nutritionist and Kitchen Management.  

 

MEDICATION ADMINISTRATION AND SPECIAL CARE PLANS (3270.133/H13/ 1302.47 

B7IV&VI) 
CAP Child Care will approve medication administration only if not given it would jeopardize the health of 

the child. Please review the following steps and accompanying documents to ensure an understanding 

of this guidance. 

 Family members must notify CAP Child Care staff immediately about any medication to be given. 

 Parent/guardian written permission with an authorization to administer form must be received to 

administer medication. 

 Authorization to administer medication must be received by a physician before administering any 

medication that does not contain a prescription label on it. 

 The medication must be in the original container to administer medication. Any prescribed 

medication must have a prescription label attached.   

 The date on the bottle must be current and not expired. Medication prescriptions and physician 

notes must be dated less than 1 year.   

 All medication that is not life-saving (i.e. EpiPens, rescue inhalers, etc.) must be stored in a locked 

area with the child’s name on the container. 

 
 

BREASTFEEDING POLICY AND PROCEDURE 
Policy 
It is the policy of CAP childcare to encourage and promote onsite breastfeeding and milk expression 
(pumping) for infants (0-12 months) and children who are enrolled in CAP’s childcare program in a safe, 
private, and comfortable setting for both children and parents.  All childcare center staff will be trained 
in the proper storage and handling of human milk, as well as ways to support breastfeeding mothers. 
 
Procedure 
Mothers have the option to breastfeed infants (0-12 months) and express milk in the Infant Room 
(currently Room 2) or in the breastfeeding area located in the Child Care Administrative Office, a private 
and lockable area with close proximity to a sink.  This area has been set aside for moms who are 
breastfeeding children over the age of one.  The WIC breastfeeding nook, located in the Peer Counselor 
area, may be used to breastfeed infants and children at any time.   
 
Refrigerator and freezer space are available in the Infant Room (#2) and EHS Infant/Toddler Room (#6).  
Parents must clearly label their expressed milk with child’s name and date of expression.  Parents are 
responsible to remove any unused expressed milk by the end of their service week.  Expired milk will be 
disposed of by center staff according to CDC guidelines.  The center will follow guidelines from the 
American Academy of Pediatrics and Centers for Disease Control in ensuring that breastmilk is properly 
handled to avoid waste. 
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CAP Child Care Administrative Staff reserve the right to modify the procedures stated in this document 
based on individual situations and/ or center needs.  
 
CAP Employees benefit from the same services as non-employees and must abide by policies and 
recommendations from the Child Care Center Director and/or Education & Child Development Impact 
Team Leader. 

Section IV.  Family Engagement 
 

FAMILY ENGAGEMENT POLICY  (FC.2.3, OCDEL/EHS FC#1) 
CAP Child Care believes that families have strong and sustained effects on children’s development, 
learning, and wellness.  Therefore, our program implements a family engagement approach that is 
inclusive of family well-being and stability.  Our core belief as a center staff is that families are their 
child’s first and most important teacher.  We are dedicated to support this relationship in every way 
possible. 
 
Establishing and maintaining an ongoing partnership between families and CAP Child Care staff that 
values regular two-way communication is an essential component of our program philosophy and our 
relationship with you and your child.  Regular family participation and observation are encouraged. 
Parents/legal guardians may visit the CAP Child Care Center any time during the hours of operation.  
 
Program staff uses a variety of mechanisms to communicate with families such as surveys, notes home, 
conferences, home visits (Early Head Start and Head Start), and daily check-ins to continue important 
dialogue. By sharing a variety of information concerning your child such as activities at school and home, 
news related to development and learning, language, family structure, home and school routines or 
shared care giving issues, we can work together to meet your child’s needs.  
 
Children gain valuable information from a scheduled guest who shares their special interest or expertise. 
Some parents/families have special talents, skills, or experiences. Please consider sharing them with us. 
Other family members may have some time to spend helping in the classroom.  
 
Family engagement in our program is vital. Parents are welcome to join us for meals, as volunteers, and 
on fieldtrips. Staff actively use the information that they gain from families to modify our program 
environment, teaching methods/strategies, and curriculum to best serve our family’s needs.  
 
CAP Child Care Center has established a Child Care Parent Committee to support the engagement of 
families in the decision-making process at the center.  The Parent Committee will meet monthly to 
discuss ways families can support their participation in the education of their children.  Inclusive in these 
planning discussions will be how the CAP Child Care Center can include activities to promote the 
diversity of backgrounds and multicultural learning within our center.  Please contact the Education 
Coordinator for more information on how to join this group, schedule of meetings, etc.   (STARS 
FC.3.4.4) 
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FAMILY/STAFF COMMUNICATIONS (STARS FC.3.4.5, FC.3.4.9, EHS CD#11) 
 
Initial Communication 
Staff will complete initial observation within 45 days of enrollment/classroom change and conference 
with parents. Staff will complete the Ages & Stages Questionnaire (ASQ) for each child during this 
timeframe.  (STARS FC.2.3) 
 
Early Head Start staff will conduct a home visit prior to enrollment and/or within the first 45 days of 
enrollment to get to know the family and discuss information related to the child’s wellbeing and care.  
(EHS CD#12). 
 
Ongoing Communications 
Our center has an “open door” policy. This means parents/guardians are welcome at any time. We 

welcome parents and encourage communication. Our center communications are as follows: 
 

1. Daily reports (infant & toddler) 
2. Daily message – boards in all rooms 
3. Parent conferences  are offered three times per year in all classrooms.  (STARS FC.3.4.2, EHS 

CD#12) 
 

We encourage parents to talk openly with the staff.   The Education Coordinator, Operations 
Coordinator, and Head Start-Child Care Early Learning Coordinator are available when needed. A 
suggestion box is located in the lobby of the playground entrance to the center.  
 
Every effort will be made to communicate with parents when they drop off and pick up their children. 
Teachers continuously work with families to establish and maintain regular, ongoing, two-way 
communication in order to learn about children’s individual needs and ensure a smooth transition 
between home and our program. If there has been an unusual or special circumstance during the day, 
this information will be passed on to the parent(s) verbally or in a written note or email.  
 
Daily classroom communication will appear on the Dry Erase Board each day. Reading about what is 
going to happen or has occurred is an excellent way to help your child leave you for the day and then to 
reconnect. How your child reports the day’s events also helps you understand your child’s interests and 
what they value.  
 
Infant and Toddler Teachers generate a Daily Information Log sheet for each child that includes routine 
information such as changes of diapers and clothing, eating and sleeping and observable changes in 
behavior. Daily Logs are located in the child’s mailbox.  
 
Center-Wide Notices will be posted on the outside of each classroom, at the front entrance or sent 
electronically through Class Dojo and/or Procare.  
 

Other Communication Methods (STARS FC.3.4.9) 
 Ready Rosie – Daily/weekly strategies to support learning at home 
 Class Dojo – Curriculum objectives, classroom information 
 Center Newsletter – Monthly information regarding classroom learning, education goals, 

and strategies to support learning at home 
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Parent-Teacher Conferences (STARS FC.3.4.2) 
Families are invited to meet one-on-one with their child’s teaching team to discuss strengths, progress, 
and behavioral, social, and physical needs.  The initial conference will be held within 45 days of 
enrollment of the center.  Additional conferences are officially scheduled two times per year, but may 
be requested at any time by the parent(s) if there are questions concerning a child’s progress or a 
specific problem. 
 

Home Visits (Early Head Start and Head Start) 
Teaching staff schedule a Home Visit with all Early Head Start and Head Start families enrolled in the 
Center, usually during the beginning months of the school year or within 45 days of enrollment in the 
program.  Returning children will be visited twice each year.  The purpose of these visits is to deepen the 
rapport and strengthen family bonds with the teachers.  During this time teachers discuss assessment 
methods with families to best support their child and their individual needs.  We practice the highest 
level of cultural sensitivity, and family value systems are respected by the staff.  Understanding these 
issues supports the children.  Besides, CHILDREN LOVE IT when the teacher comes to their house! 
 
 

PARENT AND COMMUNITY CONCERN/GRIEVANCE PROCEDURE 
1. Family members are encouraged to submit suggestions in the suggestion box provided by the 

playground entrance.  
 

2. When a parent or community member is dissatisfied with any aspect of the Child Care Program, 
he/she should present this complaint/concern, orally or in writing, to the Operations 
Coordinator. The Operations Coordinator must act on the complaint/concern within five working 
days.  If the complaint/concern cannot be resolved by the Operations Coordinator, both parties 
should present the complaint or concern to the full Child Care Center administrative team – 
Operations Coordinator, Education Coordinator, and Head Start-Child Care Program Coordinator. 

 
3. The Operations Coordinator and Education Coordinator then recommend appropriate action to 

resolve the situation to the Education and Child Development Impact Team Leader.  The Impact 
Team Leader may consult with the Chief Impact Officer (CIO) at this time. 

 
4. Should the Child Care administrative team not present a resolution that satisfies the parent or 

community member, the complainant has the right to present the concern/grievance to the CAP 
Personnel Committee within five working days for resolution. 

 
 
 
 

Section V.  Curriculum & Instruction 
 

 

STAFF QUALIFICATIONS 
All staff members in the CAP Childcare Center meet the requirements established by the Department of 
Public Welfare, our licensing agency. We also meet the Pennsylvania KEYSTONE STAR 4 standards of 
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receiving at minimum of 24 hours of professional development each year. All classroom Lead Teachers 
have certifications or degrees in Early Childhood Education or Elementary Education, while most of the 
assistant staff have degrees in the field as well.   
 

FIELD TRIPS 
Field trips are an important part of our center curriculum, and they are offered to pre-kindergarten 
classrooms at no cost!  You will receive information on field trips from your classroom teacher and 
newsletter. You will be informed of where the class is going and departure and return time. Your 
consent for your child to attend these activities is given at the time of enrollment. Please make sure 
your child arrives at the center on time in order to participate.  If your child misses the bus for a 
schedule field trip, you will be responsible for finding transportation for your child.   

 

SUPERVISION OF CHILDREN 
No child will be left unsupervised while attending the program. Caregivers will regularly count children 
and display this accurate count in the classroom. Each classroom meets or exceeds the staff-child ratio 
set forth by the Department of Public Welfare.  The center staff asks parents to keep children with them 
at all times before signing their children in and after signing their children out.  At no time may any child 
be left alone in CAP Child Care! 
 

CURRICULUM (STARS  EC 3.4.1/ EHS  CD 6/ HS 1302.32/ PKC 405.45)  
CAP Childcare follows the philosophy and standards of the Creative Curriculum, PA Early Learning 
Standards, and Keystone STARS. Developmental records on each child are kept and activities are 
planned to extend the social, emotional, physical, and intellectual growth of each child. Children will 
learn through learning centers (science, math, literacy, manipulative, gross motor and creative play) that 
are developed through the interest and developmental appropriateness of the children.  It is the 
responsibility of all staff members of CAP Child Care to provide and meet each child’s individual 
developmental, physical and social needs.   
 
Parents are a vital role in young children’s learning since a parent is a child’s first teacher. CAP Child Care 
invites and encourages parents to participate in the program in whatever way is possible.  Parent 
meetings are held to discuss the education program and special activities. 
 

DAILY SCHEDULE 
Each classroom develops a daily schedule to best serve the children in their group and the activities they 
need to accomplish.  We ask that all children arrive to the center by 9:00a.m. This ensures your child’s 
participation in walks, field trips and the education program. Daily schedules are posted in each 
classroom. 
 

ASSESSMENTS AND REFERRALS  (STARS FC.3.4.2&3/ EHS/ HS 1302.33b1/ PKC 

405.46) 
All age groups are assessed formally and informally to ensure that the teachers plan their curriculum 
goals and activities to support individualized learning. Our teachers observe, record and document 
children’s development, participation and learning throughout the year. The assessments are ongoing, 
systematic and gathered from natural play activities and realistic setting that reflects children’s actual 
performance. Our center uses variety of methods such as observations, checklists, rating scales, and 
individually administered tests. The assessment results are used to benefit children by informing sound 
decisions about children, teaching, and program improvement.  
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 Our formal assessments are done a minimum of three times a year, (October, February, and May). All 
our assessments are kept in the child’s portfolio, which follow the child from group to group to show the 
progress in cognitive, language, physical social and emotional areas of development that are consistent 
with our program curriculum and philosophy. Our families are part of assessment process with regular 
communication, partnership and involvement.  
 
When assessments identify concerns, appropriate follow-up, referral or other intervention is used.  Our 
procedure to refer families to services is: 
 

 Teaching staff completes observations of child. 

 Lead teacher and support staff discuss what services the observation results indicate the child 
needs. 

 Lead teacher discuss the concerns with the Education Coordinator or HSSAP-CCP Program 
Coordinator 

 Education Coordinator or HSSAP-CCP Program Coordinator will observe the child to assess 
whether the services are to be suggested to the family. 

 If the services are believed to be beneficial to the child, the Education Coordinator or HSSAP-CCP 
Program Coordinator will suggest to the family services that are recommended to support the 
child’s development. 

 The Education Coordinator or HSSAP-CCP Program Coordinator will help the family of the child 
to contact the agency that is needed to help in further services. 

 The Education Coordinator or HSSAP-CCP Program Coordinator will enter all referral information 
(including uploading forms) into Empower Lancaster and maintain documentation of the referral 
process in this system. 

 
 

 

Section VI.  Community Resources 
(STARS FC.3.4.8) 
 
United Way of Lancaster County 

 
Website:  http://pa211east.org/Lancaster 
 
 

http://pa211east.org/Lancaster
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Community Action Partnership of Lancaster County 

 
Atlas – Formerly Circles, an innovative program for low-income individuals and families to map their 

own path out of poverty through Circles of Support, mentoring, case management and support services  

Child Care Information Services (CCIS) – Provides child care subsidies to income-eligible parents who are 

working or enrolled in training or education programs and have children from infancy to age 13.  

Resource and referral information also available to all families.  717-393-4004 or 1800-937-4546. 

Child Care – Provides STAR 4 (highest caliber) child care from infancy through age 5 M-F 6AM-5PM. 717-

299-7388, ext. 3015. 

Domestic Violence Services Bridge Housing  - Ten units of housing for survivors of DV 

Domestic Violence Services Emergency Shelter – Provides safety and support for DV victims, including 

shelter, meals, referrals and counseling. Hosts a 24 hr hotline and a therapeutic children’s program. 24-

Hour Hotline: 717-299-1249.  

Domestic Violence Services Legal Clinic – Provides legal representation for DV victims, primarily focused 

on Protection From Abuse Orders. Legal Clinic: 717-291-5826. 

Food Distribution Center – Acquires and distributes food and fresh produce from a central warehouse to 

over 30 local pantries and feeding programs.  

Lancaster County Head Start – High Quality school readiness program for children 3-5, including 

extensive family supports. 717-299-7388, ext. 3046 (enrollment information) or 1-800-732-0018 

Nutrition Education Program – A part of SNAP-Education involving demos, tastings, and nutrition 

education at schools, pantries, camps and senior centers. 

Outreach – Referrals to social services (food pantries, clothing banks, etc.) across the county with special 

supports for low-income senior citizens. 717-299-7301. 

Parents as Teachers (PAT) – A home-visiting program that focuses on the parent-child relationship for 

parents of children up to age 5. Group workshops and referrals to community services are also offered.  

Personal Parent Training - Provides one on one parent education through a mentoring approach for 

current CYA clients  

Promoting Responsible Fatherhood – Offers educational sessions and case management for fathers 

within our CAP programs.  

Senior Centers – Located in Columbia and Lancaster City, centers offer members over 60 free meals, 

educational activities and field trips, financial education, health and wellness activities. 

Superpadres - An educational and parent support program specifically for Latino families, designed to 

support and preserve the family unit 
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Utility Assistance – Management of the assistance programs for low-income customers of PPL and UGI. 

717-299-7301. 

Women, Infants, and Children (WIC) – Nutrition education, healthy foods, breastfeeding support, and 

referrals to health and social services for pregnant and post-partum women and children up to age 5. 

717-509-3686 or 1-800-942-9467. 

 
Early Intervention  (Infants & Toddlers) 
Early Intervention services for this age group are provided by the Behavioral Health and Developmental 
Services department of the Lancaster County Government Center.  Contact information is found below. 
 
Early Intervention – Infant-Toddler Program 
150 N Queen Street 
Suite 517 
Lancaster PA 17603 
 
(717)399-7323 
(717)399-7396 (fax) 
 
Website:  https://co.lancaster.pa.us/1095/Early-Intervention 
 
 
Early Intervention (Preschool) 
The Lancaster-Lebanon IU13 provides preschool-age early intervention services.  Contact information for 
this organization is found below. 
 
Preschool Early Intervention 
Lancaster-Lebanon IU13 
1020 New Holland Ave 
Lancaster PA 17601 
 
(717) 606-1601 
 
Email:  specialeducation@iu13.org 
 
Website:  http://www.iu13.org/students-families/for-young-children/preschool-early-intervention/ 
 
 

https://co.lancaster.pa.us/1095/Early-Intervention
mailto:specialeducation@iu13.org?subject=Early%20Intervention%20services
http://www.iu13.org/students-families/for-young-children/preschool-early-intervention/

