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WELCOME
Welcome to the Raritan Bay Area YMCA Early Learning Center Program. The Parent Handbook will help you get
acquainted with the Y’s child care programs. Please take the time to read all the information and feel free to
contact us with any questions you may have. Our first priority is to see that you feel at home- this is your Y and
you belong. We welcome your family and would like to extend our best wishes on taking the first step toward a
healthy spirit, mind and body.
Character development is integral to all Y programs. We are guided by five core values: Caring, Faith, Honesty,
Respect, and Responsibility and our mission in providing needed services for our community which is in line with our
focus: We are for Youth Development, Healthy Living and Social Responsibility. In the health & wellness center, at
day camp, school, in our homes, in the community, we strive to develop these character values in our members and
ourselves.
The Early Learning Center Program is licensed by the State of New Jersey Department of Children and Families. The
Raritan Bay Area YMCA is legally accountable to the Office of Licensing for the overall operations of the Early
Childhood program and for ensuring the program complies with the regulations outlined in the Manual of
Requirements for Child Care Centers.
The Early Learning Center Program seeks to provide quality services to the community by ensuring each family
experiences a conducive educational environment developmentally appropriate for all children.
One of our goals at the Y is to not turn anyone away because of an individual’s inability to pay. We offer financial
assistance to individuals and families, so Y programs are accessible to every person in our community regardless of
age, gender, religion, ethnicity or income level. Lives of many are impacted everyday through Y community outreach
thanks to the generosity of members and donors.
Once again, welcome to your Early Learning Center Program. The Y team looks forward to providing your child a
safe, fun and healthy environment where he or she can learn, grow and thrive.

YMCA MISSION
RARITAN BAY AREA YMCA
OUR MISSION/ NUESTRA MISIÓN
To put Christian principles into practice through programs that build healthy spirit, mind and body for all.
Poner en práctica principios cristianos a través de programas que fortalecen el espíritu, mente y cuerpo para todos.
AREAS OF FOCUS/ ÁREAS DE ENFOQUE
FOR YOUTH DEVELOPMENT/ POR LA FORMACIÓN DE NIÑOS Y JÓVENES
Nurturing the potential of every child and teen. / Fomentando el potencial de cada niño y adolescente.
FOR HEALTHY LIVING/ POR UNA VIDA SALUDABLE
Improving the nation’s health and well-being. / Mejorando la salud y el bienestar de la nación.
FOR SOCIAL RESPONSIBILITY/ POR LA RESPONSABLIDAD SOCIAL
Giving back and providing support to our neighbors. / Actuando en solidaridad y brindando apoyo a nuestros vecinos.
Program Philosophy:
Jean Piaget, Theorist on early childhood development, believed play promotes cognitive knowledge and is a means by
which children's knowledge of their world. (Coleman & White, 2000) Supportive of his view is the term
“Developmentally Appropriate Practices”, which states children develop in an orderly fashion with each child
accomplishing developmental tasks at his or her own pace. It is our belief by providing children with an environment
rich in developmentally appropriate materials, full of language, safe and healthy, children will engage in strategic
purposeful play, which will lead to a long life of learning.
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CONTACT INFORMATION
RARITAN BAY AREA YMCA EARLY LEARNING CENTER
280 MAPLE STREET
PERTH AMBOY, NJ 08861
(732) 442-3633

Shomone Wheeler, BA, MAS
Preschool Director

RARITAN BAY AREA YMCA
357 New Brunswick Avenue
Perth Amboy, NJ 0861
(732) 442-3632
www.rbaymca.org

Connect with us on:
www.facebook.com/RBAYMCA
https://twitter.com/ymcaperthamboy

Perth Amboy Board of Education
178 Barracks Street
Perth Amboy, NJ 08861
(732) 376-6200
Dr. David A. Roman
Superintendent of Schools

Perth Amboy Public Schools
Early Childhood Department
163 Patterson Street
Perth Amboy, NJ 08861
(732) 376-6251
Mrs. Mary Jo Sperlazza
Chief Early Childhood Education Services Supervisor / Building Administrator

ADMISSION
The Y’s Early Learning Center Program is a state mandated program formerly known as an Abbott Program. The
Raritan Bay Area YMCA is committed to providing and maintaining proven educational standards for all children. We
accept children regardless of race, color, religion, sex or national origin. Eligibility is limited to PERTH AMBOY
STUDENTS ONLY.
ELIGIBILITY:
The Perth Amboy Board of Education is committed to establishing and maintaining early childhood programs that are
consistent with proven educational practices that will ensure equitable treatment of all resident children.
In accordance with the Perth Amboy Public Schools eligibility guidelines:
Three-year-olds: Any child whose third birthday falls on or before October 15 is eligible to enter the preschool
program in September of the same year.
Four-year-olds: Any child whose fourth birthday falls on or before October 15 is eligible to enter the preschool
program in September of the same year.
Your child’s birth certificate, proof of address, immunization records, and a current physical (the Universal Child
Health Record) form from your child’s doctor must be provided to the center at the time of registration. The child
must accompany the parent during registration. The Raritan Bay Area YMCA Early Childhood Program works in
collaboration with the State of N.J. Department of Education through the Perth Amboy Public School Department of
Early Childhood.
SELECTION:
Preschool registration (usually held sometime during March/April for the following school year) will be advertised via
school publications, Channel 34 (Comcast), 47 (Verizon), announcements will be posted in schools and local businesses, YMCA website, social media, and notices will go home with elementary school students.
If you miss the registration time frame, we will continue to take registrations until spaces are full. Once classrooms
are filled, late registrants will be placed on a waiting list. We will maintain the list and as spaces become available (by
children who leave the program) we will call the next child on the list. We place children until March of the following
year. At that point, if the child is still on the waiting list, he/she will need to be re-registered for the following school
year.
RESIDENCE:
Once a child is enrolled, any address change MUST be done at the Center’s main office with appropriate
documentation.
An appropriate personnel from the Center will visit the home when:
 mail is returned from the home;
 a need arises to verify home address;
 for other valid reasons per the Center’s policies
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PRESCHOOL GOALS





Carry out the mission of the YMCA in developing body, mind and spirit.



Promote social growth and cultural development by the introduction of people, cultures and various communities
within the neighborhood as well as around the world.



Promote cognitive development and meet the developmental needs of each child by effectively providing an
atmosphere of planned activities that will stimulate curiosity, creativity and a desire for discovery with hands-on
materials.



Promote physical and motor development by providing outdoor and indoor activities designed to enhance large
and fine motor skills.



Build positive relationships between the preschool and the families it serves. Therefore;
- Encourage parental involvement through a variety of activities;
- Seek to have on staff persons that reflect the community it serves;
- Provide opportunities for parents and children to speak to staff, volunteers or peers in a language
that provides them with a clear understanding and sense of comfort; and
- Provide written communication in various languages that reflect the community of families served.





Promote the understanding of ethical principles, values and put them in practice.

Value each child as an individual.
Promote emotional growth through planned opportunities for self-awareness and the building of self-confidence.
Provide an enriched literacy environment which will enhance language, pre-reading and effective communication
skills.

Continually develop teacher expertise by observation, research, and professional development opportunities.
Provide a safe environment for children to learn, grow and thrive.

The work will wait while you show
the child the rainbow, but the
rainbow won’t wait while you do
the work.

-Anonymous

CURRICULUM OVERVIEW
CURRIULUM:
The Y’s Early Learning Center in collaboration with the Perth Amboy Public Schools Early Childhood Education Program
represents the district’s commitment to providing Perth Amboy children with high quality, comprehensive early
childhood educational experiences. We are committed to excellence and equity in educating children and our
understanding on how children learn and develop.
The Creative Curriculum is the core of our preschool program. This framework rests upon research-based theory and
developmentally appropriate practice. Our approach involves teachers and families as critical partners in the
important work of helping children grow and develop. Throughout our program, attention is given to developmental
areas of learning such as emotional, physical, cognitive, language development, healthy habits, and social, moral and
spiritual development. Classroom interest areas and a wide range of supportive materials provide hands-on
opportunities for teaching and learning within a context that provides for the growth and development of the “whole
child.”
The curriculum is defined as an educational philosophy for achieving desired educational outcomes through the
presentation of an organized scope and sequence of activities with a description and/or inclusion of appropriate
instructional materials.
Specifically, we:
 Provide hands on experiences with real, concrete, and relevant materials for children to explore and manipulate.
 Provide ample opportunities for children to interact with both adults and other children in conversations and
discussions so children will learn to use oral language expressively and functionally. Both teacher guided and
child guided experiences are important to children’s development and learning.
 Provide functional learning centers that contain appropriate learning activities such as writing, reading, drawing,
oral discussion, projects, and constructing.
 Provide opportunities for problem solving, exploration, discovery and field trips.
 Provide opportunities for children to construct new knowledge and skills, based on what they already know and
can do.
 Provide playtime as a tool for learning and developing social skills, such as cooperation. Play promotes key
abilities that enable children to learn successfully.
 Provide an environment where children’s individual differences and cultural experiences are respected and valued.
Our program provides considerable periods of time when children may select activities to practice from among the
rich choices teachers have prepared in various learning centers in the classroom. Learning centers that are aligned
with our curriculum include specific materials and supplies that are organized to enhance learning. Learning centers
provide opportunities for children to reinforce skills and discover new information through the manipulation of real,
concrete and relevant materials.
Centers invite children to direct their own play. Children are less likely to have conflicts when they are playing and
investigating their own interests and constructing knowledge in ways that are meaningful to them. Changes in the
materials used in each center match changes in the units of study and the progress children make.
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CURRICULUM OVERVIEW
The following shows the kind of learning supported by various learning centers.
Learning

Purpose

Reading/Writing/Media






Develop emergent literacy skills.
Develop listening skills.
Develop appreciation of ideas presented by
others.
Develop writing skills.

Art







Develop positive self-concept.
Develop fine motor skills
Develop visual perceptual skills
Develop problem solving skills.
Develop eye-hand coordination.

Dramatic Play






Develop self-expression skills.
Develop sensitivity to peers.
Develop social relationships.
Improve self-image.

Blocks






Facilitate learning in math and science.
Develop new vocabulary and concepts.
Develop eye-hand coordination.
Practice problem solving skills.

Toys and Games






Develop new vocabulary and concepts
Refine small muscle control.
Develop eye-hand coordination.
Practice problem-solving skills.

Science and/or Math





Develop observation skills.
Practice prediction skills.
Develop an understanding of the biological
and physical environments.

Music/Listening






Express feelings.
Learn names and sounds of instruments/
Develop language skills.
Practice listening skills by differentiating
sounds.

Healthy Habits




Understanding of healthy eating habits.
Understanding of physical and personal
safety.
Sufficient physical activity to develop
healthy patterns and habits.


Social, Moral and Spiritual
Development





Age-appropriate social skills .
Core values in age-appropriate way: caring,
honesty, respect and responsibility.
A foundation of spirituality by posing questions about the meaning and moral significance of life within children’s context and
experience.

CURRICULUM OVERVIEW
Curriculum Overview (continued)
Below is a SAMPLE schedule to illustrate the daily activities.
School Arrival

Breakfast

Morning Meeting

Preschool children have a group circle to review the day’s activities, morning
message, introduce new materials in the classroom and discuss the current
curriculum unit of study

Outside Play or Indoor
Large Motor Activity

Provided every day to enhance children’s gross motor skills

Small Group

Teacher provides instructional learning in small groups.

Work time - Center time

During work time, the children choose to do child initiated activities from various
centers. The teachers provide additional learning activities within the classroom
for small groups of children. Activities focus to strengthen: Language, Math, Science, Computer, Dramatic Play, Pre-reading Readiness and Writing Skills

Rest Room/Snack Time

10:00 am –10:30 am

Story Time

Teacher reads to the children (Shared Reading and Read Aloud)

Lunch and Rest Time

12:00 pm-2:00pm

Group Circle

Story and end of the day recall time

Small Group

Teacher provides instructional learning in small groups.

Awake from rest/restroom/
music & movement

2:00 p m-2:55pm

Dismissal

3:00pm

Aftercare Program (optional)

3:10pm-6:00pm RARITAN BAY AREA YMCA Afterschool Program
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HOURS & DROP OFF/PICK UP
SCHOOL HOURS:
The Raritan Bay Area YMCA Early Learning Center facility is open Monday through Friday from 8:00 a.m. - 4:00 pm
and regular school day hours are 8:25am-3:00pm. Children are expected to be signed in and in the classroom by
8:30am. Punctuality is requested in dropping off at 8:30am and picking up your child at 3:00pm. Students arriving at 8:35am are considered late and will be marked late. If your child is going to be late or if you plan to pickup your child early, please call or notify the center in writing before 9:00am. Children cannot be released between
2:30pm and 3:00pm due to disruption of the dismissal process.
Preschool Hours:
The Y’s Early Learning Center
Breakfast:
Instruction Begins:
Lunch/Rest:
Dismissal:

8:30am-8:45am
8:45am
11:30pm-1:00pm
3:00pm

DROP OFF/ PICK-UP POLICY:
All students are to be in by 8:30am in order to begin their instruction. Students arriving after 8:35am are considered
late. Parents who are running late for drop-off or pick-up are asked to notify The Y’s Early Learning Center. Once you
call for late drop-off or provide prior written notification you have until 10:00am to arrive. (See Lateness Policy)
Children dropped off and picked-up must be signed in and out on their assigned classroom list. Parent(s)/Guardian(s)
are asked to take their child(ren) to the bathroom prior to leaving them in the care of classroom personnel.
Children must be picked-up by persons listed on your child’s application. The person authorized to pick up the child
must be 18 years of age or older and listed on the authorized/emergency contact list. Children will not be released to
any other persons (see Releasing of Children Policy). In case of emergency, parents/guardians may email or fax written authorization to the pre-school with the name of the person picking-up the child. Proper picture I.D. must be
shown in order for us to release your child.
Parents picking up their children late from the Preschool program (3:00pm) are subject to a late fee. $1.00 for every
minute after the designated time noted above. The fee is to be paid to the staff person upon pick-up. Parents will
receive a receipt for their records.

AFTERSCHOOL PROGRAM:
The Raritan Bay Area YMCA offers afterschool program services. The Afterschool Program is between 3:00 – 6:00pm.
Please visit our website www.rbaymca.org for afterschool program information and fees.
Students enrolled in the Afterschool Program may be picked up between 3:00 – 6:00pm. Parents picking up their children late from the afterschool program (6:00pm) are subject to a late fee. ($1.00 for every minute after the designated time listed). The fee is to be paid to the staff person upon pick-up. Parents will receive a receipt for their records.

PARKING:
Due to the location of our preschool, parents are asked not to double park when dropping off or picking children up
from the center. The parking authority patrol the streets regularly and may issue tickets to cars parked illegally. Parents may park in the visitors parking lot (located behind the building towards the far end near McClellan Street) if
space is not available on the street (10 minutes maximum).

ATTENDANCE
ATTENDANCE POLICY:
Our preschool program is a 10-month program beginning in September and ending in June. Children must attend on a
regular basis and are required to attend the program for 6 ½ hours minimum each day, 5 days a week, 10 months a
year. Attendance is monitored by the by The Y’s Early Learning Center and the Perth Amboy Board of Education. However, please keep your child at home if he/she is ill. Please notify the center when your child is going to be late for
school, absent, or has been exposed to a contagious disease. (See Management of Communicable Diseases Policy) Any
child, who is absent more than three consecutive days, will be contacted by the teacher/paraprofessional/family worker
and may be asked to return to school with a doctor’s note.
Any child with unexplained and frequent absences will be investigated. An appropriate personnel will be sent to the
home to make an inquiry. Due to the high demand for preschool and lack of space, a child with unexplained, erratic,
and/or frequent absences may be terminated from the preschool program.
Prompt, regular attendance is essential to the child’s success in the program. The parents/guardians are expected to
foster these good habits in their child.
Children will be dismissed from program after 10 consecutive days or due to frequent absences. This does not apply if
there is a doctor’s note.

LATENESS POLICY:
Lateness may cause a parent/guardian (or person dropping off child) to be asked to wait in the main lobby until breakfast is completed and morning meeting ends so classroom time with the teacher is not disrupted by parents entering
late or trying to speak to teachers when they are in instructional time. If a child is late, breakfast may not be available.
If lateness continues after meetings, administrative support, and promises of improvement by parent/guardians, the
child will be dismissed from the program. Any child with frequent lateness WILL be dismissed from the preschool program.
After 2 lates/absences: a verbal warning will be given by staff to the person dropping off the child and documented.
Third late/absence: a written notice and a meeting with center Director before a child can return to school.

PERMISSION FOR LATENESS:
If you are going to be late due to medical or emergency issues, please call or notify the center in writing prior to the
lateness. Children with medical notes or permission from the center will be permitted into the classroom as a late arrival or for early dismissal.

WITHDRAWALS:
Parents removing children for periods beyond five (5) days may lose their space in the Pre-K Program and may have to
register or go on the waiting list. There is no guarantee your child will be placed in the same class or school he/she was
in prior to the long term absence.
Parents withdrawing students from the preschool will need to notify the Family Workers in writing and fill out a Withdrawal Form. Letters should indicate the last day the child would attend school.
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ATTENDANCE
ARRIVING AFTER 10:00am:
The center will not accept children beyond the 10:00am time frame (without proper notification).

EARLY PICK-UP:
No child can be picked up earlier than 30 minutes prior to dismissal unless a medical note or emergency situation
(approved by the center director/office) occurs.

EARLY DISMISSAL DAYS:
The scheduled time for student early dismissal days is 12:40pm.
Parent/teacher conferences are held twice during the school year. It is important for parents to attend these meetings to discuss their child’s progress.

SCHOOL CLOSINGS:
Early Dismissal
The “School Messenger Notification System” will notify you in the case of school closings, early dismissal and/or delayed opening at your primary phone (provided that your number is up-to-date/current).
The following radio and TV stations will announce the closings of the Perth Amboy Public Schools, please note, the
Early Learning Center follows the School Number 7 schedule:
NJ 101.5
WOR 710 AM
WCTC 1450 AM
WADO 1280 AM
NEWS 12
NJ Channel 62
TV CHANNEL 34 (Comcast-DISTRICT TV STATION)

WMGQ 98.3 FM
FIOS CHANNEL 47

In addition the Early Learning Center school closing, early dismissal and/or delayed opening are announced on the following sites:
Raritan Bay Area YMCA website
Raritan Bay Area YMCA Facebook Page
Inclement Weather Schedule:
*Early Dismissal 1:30pm DISMISSAL
*Delayed Opening 10:30am OPENING
*Dismissal times can change due to conditions.

SCHOOL CALENDAR
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MEALS, SNACKS & CELEBRATIONS
MEALS and SNACKS:
The center shall provide breakfast, lunch and snack. The Center will provide applications for the breakfast/lunch/snack
programs for free/reduced/paid lunches. Please do not send your child to school with chips, candy or carbonated drinks
or juices.
Meal times are for specific times during the day. It is very important that parents have children present for all mealtimes. Children coming in after meal-times should be fed at home to ensure proper nutrition. (Please view your child’s
classroom’s schedule)
The following foods are NOT permitted at the center due to food allergies or items considered as a potential danger to
small children (such as items that could cause choking.) Peanut or peanut products, 100% milk, seafood, grapes,
popcorn and hot dogs.
In accordance with Federal law and U.S. Department of Agriculture (USDA) policy, this institution is prohibited from discriminating on the bases of
race, color, national origin, age, disability, sex gender identity, religion, reprisal, and where applicable, political beliefs, marital status, familial or
parental status, sexual orientation, or all or part of an individual’s income is derived from any public assistance program, or protected genetic
information in employment or in any program or activity conducted or funded by the information in employment or in any program or activity conducted or funded by the Department. (Not all prohibited bases will apply to all programs and/or employment activities.) To file a complaint, complete the USDA Program Discrimination Complaint Form or write a letter to U.S. Department of Agriculture, Director, Office of Adjudication, 1400
Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or email at program.intake@usda.gov. Individuals who are
deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339; or (800) 845-6136
(Spanish). USDA is an equal opportunity provider and employer.

CELEBRATIONS:
Celebrating special events with students is a wonderful means of bringing the school and home together. The preschool
supports these times of celebrations and encourage families to participate in those planned by the staff.
If you would like your child to be excused from participating in celebrations, please notify the Teacher or appropriate
personnel in advance. During such occasions, parents may arrange with their child’s teacher for an appropriate time and
the type of activity they would like to implement. Due to guidelines implemented by the Department of Licensing , the
pre-school will only allow healthy snacks during celebrations, with the exception of cake. As a precautionary measure,
foods brought into the preschool must come from a store or supermarket including cake. As noted in the Meals and
Snacks section peanut or peanut products, 100% milk, seafood, grapes, popcorn and hot dogs are not permitted.
Families may share home cooked meals with staff, but students will only receive foods prepared or provided by the
preschool or from a licensed food service provider.

GENERAL INFORMATION
CLOTHING:
We understand accidents may happen however, please be aware your child should be toilet trained. Your child should wear
clothing and shoes/sneakers that are easily manipulated, washable and comfortable. It is preferable that sneakers be the
appropriate shoes (Velcro tie sneakers are recommended) or shoes that cover their feet completely (NO flip flops or slip on
sandals). Since children are very active, they need to wear clothing that fits well and sneakers or shoes that cover their
feet completely. Improper clothing is the cause of many injuries in an early childhood setting. Children should not have
belts on pants if they cannot successfully untie and retie the belt. Your child should be dressed according to the weather.
No umbrellas should be brought to school. Jackets with hoods will protect children during bad weather.
Please provide two (2) extra change of clothing (shirt, pants, underwear and socks) and a plastic bag for soiled clothing is
required to remain at school in a labeled Ziploc bag. All articles of clothing and sneakers should be individually labeled with your child’s full name. It is important parents replace the clothing as the seasons change. A book bag with
your child’s full name printed on the inside is needed to send home important notices and your child’s work. Parents/
guardians should check book bags daily.
REST TIME:
Children have a daily rest period. Please send a labeled crib sheet and small blanket for use during rest period. Do not
send pillows or comforters. Bedding will be sent home on Friday to be washed and must be returned on Monday.

TOYS, JEWELRY & OTHER OBJECTS FROM HOME:
Toys and educational equipment are furnished for all of the children. Toys, jewelry (especially rings), candy, money and
sharp objects should not be brought to the center. There are times when teachers will request items from home. Please
adhere to the specific request if you choose to participate in sending an item to school.
PARENT’S RESPONSIBILITY, INVOLVEMENT, COOPERATION & EXPECTATIONS
The Y’s Early Learning Center Program believes parents are the most important people in a child’s life. It is essential that
parents are involved with their child’s progress at the Pre-School and learn how staff can assist the child in their development. Therefore, we expect parents to do the following:







Parent/Guardian MUST sign children in and out daily.
Parent/Guardian MUST provide the center any changes regarding address and/or contact numbers. This includes emergency contacts and individuals authorized to pick up your children.
Attend all school meetings during the year.
Support programs performed by the children.
Participate in fundraisers for the benefit of the Pre-School.

Visit the Pre-School to observe and volunteer time in our program arrangements. (See Parent Visitation Policy for more
information).
Please let us know of things that may have happened at home that could either excite or worry your child during the day.
Outside events such as moving, death, etc. can cause anxieties in children; and if we are informed, we are better able to
help with your child.
We request that parents do not give their children soda, candy, potato chips or junk food to bring to school.

Also, please leave at home small toys, jewelry, money, keys or watches, etc. We will not take responsibility for any lost or
stolen articles.
We understand the difficulties of leaving your child and going off to work. We ask for your trust and patience as your child
adapts to their new environment. We will do everything in our power to make you child feel comfortable.
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GRIEVANCE PROCEDURES
GRIEVANCE POLICY:
The concerns expressed by parents are important to us. Therefore, parents are asked to follow this procedure so
that their concerns may be attended to as quickly as possible.

INFORMAL COMPLAINTS:
Concerns about their child:
 Parents may verbally share their concern with their classroom Teacher.
 In the absence of the Teacher, parents may speak with the Lead Teacher or assigned Family Worker.
 The Staff will direct or inform the parent of the school’s policy relating to their concern.
 In the absence of the named staff, parents may put their concern in writing for the Pre-school Director.
 Parents will receive a response before the close of the next day.
FORMAL COMPLAINTS: (Concerns relating to school policies, grievances, injuries, discrimination etc.)
All formal concerns/complaints must be submitted in writing to the center’s Director on the pre-school’s concern/
complaint’s form. Parents may receive this form from a Family Worker or the Preschool office. The Director will investigate and make every effort to resolve the concern/complaint at this level within two days of receiving the complaint.
If the Director cannot satisfactorily resolve the concern/complaint, the Parent may submit their concern in writing to
the YMCA Senior Vice President or President/CEO. The Senior Vice President or President/CEO will review the complaint/concern and determine any actions to be taken. The Senior Vice President or President/CEO will respond within
two weeks of receiving the documentation.
If the Parent determines that the previous courses of action were unsatisfactorily handled, the parent may submit in
writing their concern to the attention of the Board of Directors. Once reviewed, the Board will respond to the parent
within one month of receiving the documentation. Any decision rendered by the Board of Directors will be final.

HEALTH POLICIES
HEALTH POLICY:
The Preschool’s Director is responsible for observing the health and development of children, handling illness, implementing accident prevention and emergency procedures, keeping health records complete and current and informing parents of community resources. Some or all of these duties may be shared with or delegated to other staff members.

HEALTH CARE SUMMARY:
Each child is required to have filed a health statement obtained from a licensed physician. The statement should include a record of
up-to-date immunizations and the signature of the child’s source of medical care. If a child’s health care summary is not complete
at the time of enrollment, the child will not be permitted to attend the program. Each child who has not had a physical exami nation
within the last year must have one before entrance into the program. A physician or public health nurse may do this physical.

POLICY FOR SICK CHILDREN:
Should a child become ill during the day, the parent/guardian will be notified and asked to pick up the child. The purpose of the policy for sick children is as follows:
 To resist the spreading of germs to other children.
 To reduce the possibility of the recuperating child returning to school before the child is fully recovered from the
illness, which may develop into a more serious illness.
 To prevent the constant spread of colds, flu and diarrhea so common among small children.

We urge you to adhere to this policy. We are committed to providing a safe and healthy environment for the children.
If you have questions regarding this policy, please feel free to discuss them with the Director.
The program does not have a daily nurse on staff; therefore, we are not equipped to care for the needs of sick children.
Children must see their own pediatrician.

ILLNESS:
A sick child MUST stay home where he/she is most relaxed and comfortable. He/she may be sent home if any specific
symptoms listed occur. In addition, your child MUST be free from all these specific symptoms for at least 24 hours before they can be re- admitted to the pre-school.
SYMPTOMS:
 A fever of 100.5 degrees or more.
 Vomiting within the previous 24 hour period.
 Diarrhea within the previous 24 hour period (including recurring episodes of diarrhea at school).
 A heavy nasal discharge indicative of infection.
 A constant cough or sore throat.
 Fussy, cranky, and generally not himself/herself.
 A skin rash.
 Head lice.
 Symptoms of a communicable disease (see policy on the management of communicable diseases).
Following an illness, a child may return to school once he/she has either seen a doctor or it has been determined that
the illness is not contagious. A doctor’s clearance may be requested, as necessary. If you believe your child is not well
enough to participate in all the program’s activities, he/she will probably be more comfortable at home.
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HEALTH POLICIES
MEDICATION:
The center does not administer any non-prescription medication. Any child that must receive medication during school
hours requires the completion of a Consent to Administer Medication form (available at the center.) Any prescription
medication administered by a staff member must be in its original container and properly labeled. Prescription medication for a child must be stored in its prescription container, with a pharmacy label that includes the child’s name, the
name of the medication, the date it was prescribed or updated, and the directions for administration. This information
is checked when receiving the medication from the parent/guardian. All medication and pertinent note’s (doctor’s and
parents) should be given to the center.
Medication containers that are detached, excessively soiled, or have a damaged label will be retuned to the parent/
guardian for re-labeling by the pharmacist. The contents of any medication container without or with an illegible label
will be returned.
Any unused portions of prescription drugs are returned to the parent/guardian. Medications having a specific expiration date are not used after the date of expiration. The parent shall be notified when any medication is given. The
designated staff is responsible for storage and documentation of each time medication is dispensed. All medication is
stored and picked up from a designated area in the Family Worker’s office.

Please DO NOT send medication in your child’s book bag.

EARLY LEARNING CENTER POLICIES
CONFIDIENTIALITY POLICY:
Employees Commitment: Confidentiality is of the utmost importance. Employees of The Y’s Early Learning Center are
required to refrain from discussing individual children or staff with parent or co-workers in hallways, at ballparks, in
the grocery store, etc. Please refrain from discussing any personal issues with parents or staff within the hearing distance of other children. Persons having access to children’s or staff’s records do not discuss or disclose personal information regarding the children or staff and facts learned about the children or staff and their relatives. Breech of
this policy is reason for immediate disciplinary action or possible dismissal.

DISCLOSURE OF STUDENT FILES:
Students’ files are maintained in the Preschool and Family Worker’s Offices’ locked filing system. Parents at enrollment sign a release of information to agencies working with the pre-school to educate students. Those agencies are
the New Jersey Department of Education, Perth Amboy Department of Education and New Jersey Department of Child
Care Licensing. Parents are informed of any other requests for the release of their child’s information. Parent may
view the information in their child’s file by making an appointment with their Family Worker.

PARENTS VISIT POLICY:
Parents/Guardians are always welcome to visit our Preschool. As required by the Department of Human Services Division of Children and Families Office of Licensing we have an open door policy. This means you may come in and observe your child in his/her classroom at any time.
This parent visitation policy is written to help facilitate a smooth transition for the parent visiting, the children and
teacher during any visit. Adherence to this policy is necessary to make visits a pleasurable experience for all involved.
Parent(s)/Guardian(s) shall report to the office and sign-in upon arrival and sign out at departure. Guardians who remain in the classroom during drop-off or pick-up time must sign in and out of their child’s classroom.
Parent(s)/Guardian(s) visiting in the classroom may observe the activities of the classroom, but must not hinder the
daily operation of the classroom. Therefore, the following procedure shall take place:
Parent(s)/Guardian(s) must remain in the area designated by the teacher while observing and should refrain from interacting with personnel or children while observing. (Unless agreed upon with the teacher)
Visitors during the morning must keep their visits to 10 minutes. This allows the children to settle into their routines.
Visitors may return at a later time during that same day to quietly observe the interactions of the class.
Visiting during special activities (computer class, swim, etc.) is welcome, but you may not be able to sit in the actual
area of the class. Parent(s)/Guardian(s) will view the classes’ activities from another area.

***Please Note***
Parents desiring to assist in the classroom are welcome. Such involvement requires planning.
Therefore, arrangements shall be made in advance so that parent’s involvement can have a
maximum benefit.
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EARLY LEARNING CENTER POLICIES
CHAPERONE POLICY:
The following policy is established to insure the safety of all children and adults attending a trip sponsored by the PreSchool Program.








Chaperones are welcome to accompany the pre-school on any trip. The pre-school maintains an open door policy as
required by the Department of Children and Families Office of Licensing.
Chaperones must be of an adult age; Capable of caring for themselves and monitoring young children.
Chaperones may ride on the bus with the preschool if there is sufficient seating. Chaperones may be asked to provide their own transportation. All children enrolled in the pre-school must ride the bus on field trips.
Chaperones are to remain with the class or group they are accompanying during the entire trip. This insures that all
children attending the trip are accounted for throughout the day. Teaching staff are required to take attendance
frequently.
Chaperones are requested to hold on to any purchases made for their child until the end of the day. This is done so
other children who do not have someone to make purchases for him or her will not feel left out.
Chaperones may take their child(ren) home once the bus has returned to the preschool. Children must be signed out
at the end of the day.

*Chaperones are assessed an amount equal to the particular trip. This includes entrance fees and bus transportation.
Cost for the bus applies to those who ride on the bus. *

TRANSPORTATION SAFETY PROCEDURES:
- Children shall never be left unattended in a vehicle.
- Children shall be accepted and discharged from the curbside of the vehicle.
- The interior and exterior of each vehicle shall be maintained in clean and safe condition, with clear passage to operable doors.
- Occupancy shall never exceed the number of operable seat belts.
- All passengers are to remain seated when the vehicle is in motion.
- All passengers shall be secured in an operable seat belt, booster seat or child passenger restraint system when the
vehicle is in motion.
- Smoking is prohibited.

DEPARTMENT OF CHILDREN AND
FAMILIES REQUIREMENTS
INFORMATION TO PARENTS:
Under provisions of the Manual of Requirements for Child Care Centers (N.J.A.C. 10:122), every licensed child care center in New
Jersey must provide to parents of enrolled children written information on parent visitation rights, State licensing requirements,
child abuse/neglect reporting requirements and other child care matters. The center must comply with this requirement by reproducing and distributing to parents this written statement, prepared by the Office of Licensing, Child Care & Youth Residential Licensing, in the Department of Children and Families (DCF). In keeping with this requirement, the center must secure every parent's
signature attesting to his/her receipt of the information. Please read the following statement carefully. If you have any questions
feel free to contact our office.






















Our center is required by the State Child Care Center Licensing law to be licensed by the Office of Licensing, Child Care &
Youth Residential Licensing, in the Department of Children and Families (DCF). A copy of our current license must be posted
in a prominent location at our center. Look for it when you're in the center.
To be licensed, our center must comply with the Manual of Re quirements for Child Care Centers (the official licensing regulations). The regulations cover such areas as: physical environment/life-safety; staff qualifications, supervision, and staff/
child ratios; program activities and equipment; health, food and nutrition; rest and sleep requirements; parent/
community participation; administrative and record keeping requirements; and others.
Our center must have on the premises a copy of the Manual of Requirements for Child Care Centers and make it available to
interested parents for review. If you would like to review our copy, just ask any staff member. Parents may secure a copy
of the Manual of Requirements by sending a check or money order for $5 made payable to the "Treasurer, State of New Jersey", and mailing it to: NJ Department of Children and Families, Office of Licensing, Publication Fees, PO Box 657, Trenton, NJ
08646-0657.
We encourage parents to discuss with us any questions or concerns about the policies and program of the center
or the meaning, application or alleged violations of the Manual of Requirements for Child Care Centers. We will be
happy to arrange a convenient opportunity for you to review and discuss these matters with us. If you suspect our center
may be in violation of licensing requirements, you are entitled to report them to the Office of Licensing toll free at 1 (877)
667-9845. Of course, we would appreciate your bringing these concerns to our attention too.
Our center must have a policy concerning the release of children to parents or people authorized by parents to be responsible for the child. Please discuss with us your plans for your child's departure from the center.
Our center must have a policy about administering medicine and health care procedures and the management of communicable diseases. Please talk to us about these policies so we can work together to keep our children healthy.
Our center must have a policy concerning the expulsion of children from enrollment at the center. Please review this policy so
we can work together to keep your child in our center.
Parents are entitled to review the center's copy of the Office of Licensing's Inspection Violation Reports on the center,
which are issued after every State licensing inspection of our center. If there is a licensing complaint investigation, you
are also entitled to review the Office's Complaint Investigation Summary Report, as well as any letters of enforcement or other
actions taken against the center during the current licensing period. Let us know if you wish to review them and we will make
them available for your review.
Our center must cooperate with all DCF inspections/investigations. DCF staff may interview both staff members and children.
Our center must post its written statement of philosophy on child discipline in a prominent location and make a copy of it
available to parents upon request. We encourage you to review it and to discuss with us any questions you may have about
it.
Our center must post a listing or diagram of those rooms and areas approved by the Office for the children's use. Please talk
to us if you have any questions about the center's space.
Our center must offer parents of enrolled children ample opportunity to assist the center in complying with licensing requirements; and to participate in and observe the activities of the center. Parents wishing to participate in
the activities or operations of the center should discuss their interest with the center director, who can advise them of
what opportunities are available.
Parents of enrolled children may visit our center at any time without having to secure prior approval from the director or any staff member. Please feel free to do so when you can. We welcome visits from our parents.
Our center must inform parents in advance of every field trip, outing, or special event away from the center, and must obtain prior written consent from parents before taking a child on each such trip.
Our center is required to comply with the New Jersey Law Against Discrimination (LAD), P.L. 1945, c. 169 (N.J.S.A. 10:5
-1 et seq.), and the Americans with Disabilities Act (ADA), P.L. 101-336 (42 U.S.C. 12101 et seq.). Anyone who believes the
center is not in compliance with these laws may contact the Division on Civil Rights in the New Jersey Department of Law
and Public Safety for information about filing an LAD claim at (609) 292-4605 (TTY users may dial 711 to reach the New
Jersey Relay Operator and ask for (609) 292-7701), or may contact the United States Department of Justice for
information about filing an ADA claim at (800) 514-0301 (voice) or (800) 514-0383 (TTY).
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DEPARTMENT OF CHILDREN AND
FAMILIES REQUIREMENTS
INFORMATION TO PARENTS (continued)
 Our center is required, at least annually, to review the Consumer Product Safety Commission (CPSC), unsafe children’s products
list, ensure that items on the list are not at the center, and make the list accessible to staff and parents and/or provide parents
with the CPSC website at http://www.cpsc.gov/cpscpub/prerel/prerel.html. Internet access may be available at your local library.
For more information call the CPSC at (800)638-2772.
 Anyone who has reasonable cause to believe that an enrolled child has been or is being subjected to any form of hitting, corporal punishment, abusive language, ridicule, harsh, humiliating or frightening treatment, or any other kind of child
abuse, neglect, or exploitation by any adult, whether working at the center or not, is required by State law to report the
concern immediately to the State Central Registry Hotline, toll free at (877) NJ ABUSE/(977) 652 -2873. Such reports may be made anonymously. Parents may secure information about child abuse and neglect by contacting: DCF,
Office of Communications and Legislation at (609) 292-0422 or go to www.ni.gov/dcf and select Publications.
RELEASE OF CHILDREN POLICY: 10:122-6.5 Policy on the release of children
Each child may be released only to the child's parent(s) or person(s) authorized by the parent(s) to take the child from the
center and to assume responsibility for the child in an emergency if the parent(s) cannot be reached. If a non-custodial parent
has been denied access, or granted limited access, to a child by a court order, the center shall secure documentation to
that effect, maintain a copy on file, and comply with the terms of the court order. If the parent(s) or person(s) authorized by
the parent(s) fails to pick-up a child at the time of the Center's daily closing, the center shall ensure that:
1.) The child is supervised at all times;
2.) Staff members attempt to contact the parent(s) or person(s) authorized by the parent(s); and
3.) An hour or more after closing time, and provided that other arrangements for releasing the child to his/her parent(s) or person
(s) authorized by the parent(s), have failed and the staff member(s) cannot continue to supervise the child at the center, the staff
member shall call the 24-hour State Central Registry Hotline 1-877- NJ-ABUSE (1-877-652-2873) to seek assistance in caring for
the child until the parent(s) or person(s) authorized by the child's parent(s) is able to pick-up the child.
If the parent(s) or person(s) authorized by the parent(s) appears to be physically and/or emotionally impaired to the extent
that, in the judgment of the Director and/or staff member, the child would be placed at risk of harm if released to such an individual, the center shall ensure that:
1.) The child may not be released to such an impaired individual;
2.) Staff members attempt to contact the child's other parent or an alternative person(s) authorized by the parent(s); and
3.) If the center is unable to make alternative arrangements, a staff member shall call the 24-hour Sate Central Registry
Hotline 1-877-NJ-ABUSE (1-877-652-2873) to seek assistance in caring for the child.
For child care programs, the following shall apply:
a.) No child shall be released from the program unsupervised.
b.) Anyone authorized to pick-up a child must be 18-years old.
Parent(s)/Guardian(s) shall be required to complete a Release of Child form to provide to the center.
EXPULSION POLICY: 10:122-6.8 Expulsion Policy
Unfortunately, sometimes there are reasons we have to expel a child from our program either on a short term or permanent basis.
We want you to know we will do everything possible to work with the family of the child(ren) in order to prevent this policy from
being enforced. The following are reasons we may have to expel or suspend a child from the center:
IMMEDIATE CAUSES OF EXPULSION:
- The child is at risk of causing serious injury to other children or himself/herself.
- Parent threatens physical or intimidating actions toward staff members.
- Parent exhibits verbal abuse to staff in front of enrolled children.
PARENTAL ACTIONS FOR A CHILD’S EXPULSION
- Failure to pay/habitual lateness in payments
- Failure to complete required forms including the child’s immunization records.
- Habitual tardiness when picking up your child.
- Physical or verbal abuse to staff.
- Change of address outside the city of Perth Amboy.
- Other (explain)
CHILD’S ACTIONS FOR EXPULSION
- Failure to adjust after a reasonable amount of time.
- Uncontrollable tantrums or angry outbursts
- Ongoing physical or verbal abuse to staff or other children

DEPARTMENT OF CHILDREN AND
FAMILIES REQUIREMENTS
EXPULSION POLICY (Continued)
CHILD’S ACTIONS FOR EXPULSION
- Excessive biting
- Our in-ability to meet the needs of the child based on the ADA requirements.
- Other (explain)
PROACTIVE ACTIONS THAT WILL BE TAKEN IN ORDER TO PREVENT EXPULSION
- Staff will try to redirect child from negative behavior.
- Staff will reassess classroom environment, appropriate activities, and supervision.
- Staff will always use positive methods and language while disciplining children.
- Staff will praise appropriate behavior(s).
- Staff will consistently apply consequences for rules.
- Child will be given time to regain control.
- Child will be given verbal warnings.
- Child’s disruptive behavior will be documented and maintained in confidentiality.
- Parent/guardian will be notified verbally.
- Parent/guardian will be given written copies of the disruptive behaviors that might lead to suspension and potential expulsion.
- The Director, classroom staff and parent/guardian will have a conference(s) to discuss how to promote positive behaviors.
- The parent(s) will be given literature or other resources regarding methods of improving behavior.
- Recommendation of evaluation by professional consultation on premises.
- Recommendations by the local school district child study team.
SCHEDULE OF EXPULSION
If after the remedial actions above have not worked, the child’s parent/guardian will be advised verbally and in writing about the
child’s or parent’s behavior warranting an expulsion. An expulsion action is meant to be a period of time so that the parent/
guardian may work on the child’s behavior or to come to an agreement with the center.
- The parent/guardian will be informed regarding the length of the expulsion period.
- The parent/guardian will be informed about the expected behavioral changes required in order for the child or parent to return to
the center.
- The parent/guardian will be given a specific expulsion date that allows the parent an adequate amount of time to seek alternate
child care (approximately one to two weeks’ notice depending on the risk, welfare and safety of other children.)
- Failure of the child/parent to satisfy the terms of the plan may result in permanent expulsion from the center.
A CHILD WILL NOT BE EXPELLED IF A CHILD’S PARENT(S)/GUARDIAN(S):
1. Made a complaint to the Office of Licensing regarding a center’s alleged violations of the licensing requirements.
2. Reported abuse or neglect occurring at the center.
3. Questioned the center regarding policies and procedures.
4. Without giving the parent sufficient time to make other child care arrangements.
The center shall give a copy of the expulsion policy to the parent of each enrolled child. The center shall secure and maintain on file
a record of each parent’s signature attesting to the receipt of the expulsion policy.
GUIDELINES FOR POSITIVE DISCIPLINE:
Each class shall adopt its own day to day norms (rules) based on age/grade make up, school policies, and facilities available . Site
norms shall either be developed with the children or the children must be made aware of norms immediately upon the beginning of
program. Guidelines for Positive Discipline policy must be posted on site.
No child shall be deprived of food, isolated, or subject to corporal punishment or abusive language or punitive physical exercise. All
program shall utilize positive reinforcement as a tool to avoid unwanted behavior. Norms shall be developed and periodically reviewed with the children in each class. When a child exhibits inappropriate behavior, he/she shall be given an explanation of why
such behavior is unacceptable. If the child persists in behavior, parents shall be notified and made aware of the behavior through
discussion.
Serious infractions of site norms by the child that compromises his/her or another participant’s safety or the authority of the staff
will result in the incident being recorded in the site incident log. The parent will be asked to read and sign the log so they are
aware of the behavioral problem. Daily or weekly patterns of inappropriate behavior may result in conference with the parent along
with the Director, Teacher, Family Worker, and or District staff assigned to the center.
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DEPARTMENT OF CHILDREN AND
FAMILIES REQUIREMENTS
GUIDELINES FOR POSITIVE DISCIPLINE (Continued)
- Positive discipline is a process of teaching children how to behave appropriately.
- Positive discipline respects the rights of the individual child, the group, and the adult.
- Positive discipline is different from punishment.
- Punishment tells children what they should not do; positive discipline tells children what they should do.
- Punishment teaches fear; positive discipline teaches self-esteem.
You can use positive discipline by planning ahead:
- Anticipate and eliminate potential problems.
- Have a few consistent, clear rules that are explained to children and understood by adults.
- Have a well-planned daily schedule.
- Plan for ample elements of fun and humor.
- Include some group decision-making.
- Provide time and space for each child to be alone.
- Make it possible for each child to feel he/she has had some positive impact on the group. Provide the structure and support children need to resolve their differences.
- Share ownership and responsibility with the children. Talk about our room, our toys.
You can use positive discipline by intervening when necessary:
- Re-direct to a new activity to change the focus of a child's behavior.
- Provide individualized attention to help the child deal with a particular situation.
- Provide alternative activities and acceptable ways to release feelings. Point out natural or logical consequences of children's behavior.
- Offer a choice only if there are two acceptable options.
- Assess the behavior, not the child. Don't say "bad boy" or "bad girl." Instead you might say "That is not allowed here.”
- If all approaches fail, we may have the child take some time to think away from the area, group or activity so he/she may gain self
-control. (One minute for each year of the child’s age is a good rule of thumb). The child will be talked to during this time about
their actions and how they could have made a better choice.
You can use positive discipline by showing love and encouragement:
- Catch the child being good. Respond to and reinforce positive behavior; acknowledge or praise to let the child know you approve
of what he/she is doing.
- Provide positive reinforcement through rewards for good behavior. Use encouragement rather than competition, comparison or
criticism. Overlook small annoyances, and deliberately ignore provocations.
- Give hugs and be caring to every child every day.
- Appreciate the child's point of view.
Positive discipline takes time, patience, repetition and the willingness to change the way you deal with children. But it's worth it,
because positive discipline works.

DEPARTMENT OF CHILDREN AND
FAMILIES REQUIREMENTS
MANAGEMENT OF COMMUNICABLE DISEASES: 10:122-7.11 Information to parents regarding the management of communicable diseases
The Y is required to provide a copy of the management of communicable diseases policy. In accordance with the State of New
Jersey Department of Children and Families 10:122-7.1 Illnesses/communicable diseases, under no circumstance shall the Y serve
or admit any child who has any illness, symptom of illness or disease that a health care provider has determined requires the child
to be: 1. Confined to home under a health care provider’s immediate care; or 2. Admitted to a hospital for medical care and t reatment.
The following provisions relate to illness and/or symptoms of illness: 1. The Y serving well children shall not permit a chi ld who
has any of the illnesses or symptoms of illness specified below to be admitted to the Y on a given day unless medical diagnosis
from a health care provider, which has been communicated to the Y in writing, or verbally with a written follow-up, indicated that
the child poses no serious health risk to himself or herself or to other children. Such illnesses or symptoms of illness shall include, but not be limited to, any of the following:
- Severe pain or discomfort;
- Acute diarrhea, characterized as twice the child’s usual frequency of bowel movements with a change to a looser consistency
within a period of 24 hours, or bloody diarrhea;
- Two or more episodes of acute vomiting within a period of 24 hours;
- Elevated oral temperate of 101.5 degrees Fahrenheit or over auxiliary temperature of 100.5 degrees Fahrenheit or over in
conjunction with behavior changes;
- Lethargy that is more than expected tiredness;
- Severe coughing;
- Yellow eyes or jaundice skin;
- Red eyes with discharge;
- Infected, untreated skin patches;
- Difficult or rapid breathing;
- Skin rashes in conjunction with fever or behavior changes;
- Skin lesions that are weeping or bleeding;
- Mouth sores with drooling; or
- Stiff neck
Once the child is symptom-free, or has a health care provider’s note stating that the child no longer poses a serious health risk to
himself or herself or to other children, the child may return to the Y unless contraindicated by local health department or Department of Health.
If a child who has already been admitted to the Y manifests any of the illnesses or symptoms of illness specified above, the Y
shall remove the child from the group of well children to a separate room or area until: He or She can be taken from the Y; or the
Director or his or her designee has communicated verbally with a health care provider, who indicates that the child poses no serious health risk to himself or herself or to other children, at which time the child may return to the group.
The Y may exclude a child whose illness prevents the child from participating comfortably in activities, or results in a greater need
for care than the staff can provide without compromising the health and safety of other children at the Y.
EXCLUDABLE COMMUNICABLE DISEASES: A child or staff member who contracts an excludable communicable disease may not
return to the center without a health care provider’s note stating that the child or staff member presents no risk to himself/
herself or others. These diseases include respiratory, gastrointestinal, and contact illnesses such as Impetigo, Lice, Scabies, and
Shingles.
Note: If a child has chicken pox, a health care provider’s note is not required for re-admitting the child to the center. A note
from the parent is required stating either that at least six days has elapsed since the onset of the rash, or that all sores have
dried and crusted.

If a child is exposed to any excludable disease at the center, parents will be notified in writing.
COMMUNICABLE DISEASE REPORTING GUIDELINES
Some excludable communicable diseases must be reported to the health department by the center. The Department of Health’s Reporting Requirements for Communicable Diseases and Work-Related Conditions Quick Reference Guide, a complete list of reportable excludable communicable diseases can be found at http://www.nj.gov/health/cd/documents/reportable_disease_magnet.pdf
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DEPARTMENT OF CHILDREN AND
FAMILIES REQUIREMENTS
MEDICATION ADMINISTRATION POLICY AND PROCEDURES:
PURPOSE: This policy was written to encourage communication between the parent, the child’s health care provider and the child
care provider to assure maximum safety in the giving of medication to the child who requires medication to be provided during
the time the child is in child care.
INTENT: Assuring the health and safety of all children in our Center is a team effort by the child care provider, family, and health
care provider. This is particularly true when medication is necessary to the child’s participation in child care. Therefore, an understanding of each o four responsibilities, policies and procedures concerning medication administration is critical to meeting
that goal.
- Our center must tell parents about our policy on administering medication and health care procedures to children. When we
administer any medication or health care procedure to a child, we will follow these procedures.
- Our center will give prescription medication or health care procedures to a child with a short term illness.
- Our center will not administer over-the-counter (non-prescription) medication to a child.
- Our center will provide reasonable accommodation for the administration of medication or health care procedures to a child
with special needs, if failure to administer the medication or health care procedure would jeopardize the health of the child or
prevent the child from attending the center.
- Parents must provide written permission before any medication or health care procedure is administered to a child.
- Medication must be in its original container and labeled with the child’s name, the name of the medication, the date is was prescribed or updated, the expiration date and directions for its administration. IF a child may need a health care procedure while at
the center (such as the use of a nebulizer, glucometer, or epi-pen), parents must let us know who can provide appropriate training
for our staff, and who we can contact the health care provider.
- Medication will only be given according to the directions on the label, unless we have other written instructions form the health
care provider.
- Medication or health care procedures will only be given by authorized staff who are informed of the child’s medication and
health care needs. If a child shows any adverse effects of medication or health care procedures, parent will be notified imm ediately. Unused medication and health care equipment will be returned to parent when no longer being administered.
We will maintain on file a record of:
1. The child’s name and parental authorization;
2. The name of the medication;
3. The condition for which the medication or health care procedure is being used;
4. The instructions for administering the medication, including the dosage and frequency;
5. The time and by whom the medication was administered to the child; and
6. Any adverse effect the medication may have had on the child.

RARITAN BAY AREA YMCA EARLY LEARNING CENTER
280 Maple Street
Perth Amboy, NJ 08861
732.442.3632
www.rbaymca.org
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