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Dear Parents:


Welcome to the Northside Baptist Church Child Development Center.  Our church is excited about the opportunity to work so closely with you and your family.  Caring for children is a wonderful privilege and a great responsibility.  We are pleased that God has allowed us to serve families in the Lebanon area for more than thirty years  and we are excited about continuing this work today.  We know that you and your family will have a wonderful experience here at Northside CDC.

As parents, you play a vital role in our ministry to your child.  This handbook is designed to help you understand our program, and the guidelines under which we operate.  You are always welcome to visit, ask questions, and make suggestions.  Cooperation between parents and staff will contribute to a successful experience for you and your child.  Our church values children and believes in families.  We sponsor this ministry to provide a learning environment that will help children grow as Jesus grew.  “And Jesus increased in wisdom and stature, and in favor with God and man” (Luke 2:52).


If there is anything that we can do to further assist you please contact us.  We are here to serve you.  It has been rightfully said, “Jesus loves the little children of the world; red, yellow, black and white they are precious in His sight.”  WE are truly grateful for the opportunity to care for those who are so precious to Jesus.  Have a blessed day, and remember, you too are precious in His sight.
Shawn Watson, Lead Pastor 
Northside Baptist Church

Northside Child Development Center

Goals and Philosophies

The goal of Northside Child Development Center is to offer quality child care which emphasizes healthy development of infants and young children.  We are committed to offering children a safe, encouraging environment when they are away from home, while emphasizing Christian character development.  We will encourage your child’s growth with developmentally appropriate activities that enhance his or her physical, social, emotional, cognitive and spiritual growth.

The Northside CDC will encourage good communication between yourselves, the staff, and the administration so that the care of your child is pleasing and helpful.

Enrollment

Northside CDC accepts children ages 6 weeks old through 3rd grade.  Before enrollment, parents must visit the center, complete all pertinent paperwork, and pay the registration fee and one week’s tuition.  Children are placed on a first come, first serve basis.  Room placement will be decided by the child’s age and development level.  A Registration Packet is available that contains:  (Some of these do not pertain to every child)

· Enrollment Application
· Child Enrollment and Health Information Form
· Child Medical Statement (for infants, toddlers, & preschoolers)
· Child Medical/Physical Care Plan (for special health conditions/allergies)

· Infant Personal Data Sheet 

· Back Sleep Release Form
· Administration of Medication Form

· Swimming Permission Form 
· Routine Trip Permission Form

· School Kid Permission Form
· Ages and Stages Questionnaire

Within your child’s first sixty days of enrollment, you and your child’s teacher will utilize a developmental screening tool, Ages and Stages (ASQ), to assess your child’s development.  After completing this tool, your child’s teacher will offer you a conference time to discuss the results of the screening.  
Calendar/Hours of Operation
Northside Child Development Center, known as Northside CDC (NCDC), operates year round.  Northside CDC is open from 6:00 AM to 6:00 PM, Monday through Friday.  
Northside CDC will close for the following days:

New Year’s Day
Good Friday
Memorial Day

Independence Day (4th of July)

Labor Day

Thanksgiving Day and the day after

Christmas Eve

Christmas Day

Full tuition is required for the holidays which Northside CDC is closed on so that we may give our staff paid holidays.  When one of these holidays falls on a Saturday, we will be closed on the preceding Friday.  If the holiday falls on a Sunday, we will be closed on the following Monday.  Finally, if Christmas falls on a Saturday, we will be closed on the following Monday.  
Closure Information

When a level-2 snow emergency is declared, NCDC will seek guidance from local authorities regarding closure in order to keep our families and staff safe; however, NCDC will close if a level-3 snow emergency is declared for Lebanon or Warren County. In addition, in the event of any other weather related closing, the administration will notify the parents by phone or email.
Chapel

On Thursdays the staff of Northside Baptist Church provide a Chapel service for the pre-school children.  During the summer, the School-age children have Chapel on Tuesdays.  This is always a highlight for the children as they sing, learn, and pray together. 
Sample Daily Schedules and Staff/Child Ratios

Curriculum
Pinnacle Curriculum is based on the works of Piaget, Gardner, and Erikson, providing hands-on, center-based activities that promote the development of emerging skills. Written by early childhood experts with years of child care experience, Pinnacle Curriculum provides a research-based educational foundation for the children in our center. 
Pinnacle Curriculum™ for infants and toddlers provides activities that stimulate growth and development that can be incorporated into the routines of the day. Encouraging an atmosphere of caring, love, and hugs, Pinnacle Curriculum provides children with fun activities to do– even during the “Radical Routines” of eating and changing! Lesson plans are designed for personalization, making it easy to craft the curriculum to meet each child’s specific needs.

For two-, three-, and four-year-olds, Pinnacle Curriculum follows a daily activity format that matches the ever-changing needs of each rapidly developing child! Each age group has a separate curriculum that is specific to their educational and emotional needs, interests, and activity level. Pinnacle Curriculum provides for these age groups small and large group time activities, along with center-based activities for as many centers as a classroom can hold. The activities in Pinnacle Curriculum meet learning objectives that will help every child move towards their potential as they explore and experiment with materials and activities in the classroom. 
Pinnacle Curriculum for school-age children takes into consideration the special needs of this age group. Whether students want to work on a creative art project, do homework, or just relax in the “Chill Zone.” Pinnacle Curriculum provides opportunities for students to interact with each other as they participate in activities that challenge their creativity in a social and recreational outlet for that after-school energy!  

The Curriculum is aligned to the Ohio Infant & Toddler Domains, Early Learning Content Standards, and the K-5 standards in order to ensure the quality of the curriculum and classroom environment.  

Infants Daily Schedule
Infant classes include children 6 weeks to about 12 months of age.  Each infant will have a schedule based on individual need.  We will structure their day around an eat, activity, sleep schedule.  Infants will be given individual attention when they are fed and diapered, as well as when they are participating in gross motor and fine motor skill.  Our staff will nurture and enjoy each child in our care.

The staff/child ratio for infants is one staff member for every five infants.

Group size for infants will not exceed eight (8) children.

Your child’s teacher can provide you with a current daily schedule upon request.

6:30 – 8:30    
 AM
Arrival, Playtime

8:30 – 9:30   
 
Cereal/Bottles-Check diapers

9:30 – 11:00 
 
Naptime

11:00 – 11:30
 
Change Diapers-Playtime

11:30 – 12:00
 PM
Lunch/Jars of Baby food

12:30 – 1:30  
 
Bottles-Check diapers

1:30 – 2:30    
 
Naptime

2:30 – 4:00 
 
Playtime

4:00 – 6:00 
 
Playtime-Diapers-Bottles-Pick up


One-year-old Daily Schedule

The one year old classes range in age between about 12 months to 24 months.  They are rapidly increasing in mobility and will continue to have a schedule based on individual need.  Staff will use a curriculum to encourage physical, social, emotional, and cognitive development.  
The staff/child ratio for the one-year-old classes is one staff member for every six (6) children.  Group sizes will not exceed twelve (12) children.

Your child’s teacher can provide you with a current daily schedule upon request.

6:30 – 8:00    
 AM
Arrival, Morning Snack; Choice Play
8:00 – 9:00   
 
Diapering/Potty Time; Choice Play
8:30 – 9:00 
 
Jungle gym (inclement weather);  

9:00 – 9:30
 
Developmental Activity; Clean up
9:30 – 10:30
 
Outside Play; Developmental Activity 

10:30 – 10:40 

Wash Hands; Prepare for lunch
10:40 – 11:15   
 
Lunch
11:15 – 11:30

Diapering; Wash Hands; Clean up

11:30 – 11:40

Choice Play

11:40 – 12:30  
PM
Outside Play; Developmental Activity

12:30 – 12:45

Prepare for Nap

12:45 –  2:45 
 
Nap 
  2:45 –  3:00

Diapering; Wash Hands

  3:00 –  3:15

Snack

  3:15 –  3:45

Jungle Gym (inclement weather)

  3:45 –  4:30 
 
Choice Play; Developmental Activity
  4:30 –  4:45

Diapering

  4:45 –  6:00
Developmental Activity; Choice Play;  Prepare to go home
Two-year-old Daily Schedule

Our two-year-old classes range in ages 24 to 36 months.  The staff/child ratio for this age range is one staff member for every seven (7) children.  Group size for these children will not exceed fourteen (14) children.

Your child’s teacher can provide you with a current daily schedule upon request.

6:00 – 8:00     AM
Arrival; Morning Snack; Choice Play
8:00 – 8:20     

Potty Time; Wash Hands
8:30 – 8:50

Center Choice Play


8:50 – 9:15

Circle Time

9:15 – 9:30

Potty Time; Wash Hands

9:30 – 10:30   

Outdoor Play (Jungle Gym at 10)
10:30 – 10:40 

Wash Hands; Prepare for Lunch
10:40 – 10:45 

Story Time
10:45 – 11:05

Lunch
11:05 – 11:20    
Potty Time; Wash Hands
11:20 – 11:40

Choice Play; Art

11:40 – 12:20
PM
Outdoor Play

12:20 – 12:30

Potty Time; Wash Hands

12:30 – 3:00     
Nap
3:00 –  3:30     

Potty Time; Wash Hands; Snack

3:30-4:00

Choice Play
3:45 – 4:15

Jungle Gum (inclement weather)

4:00 – 4:45     

Outdoor Play; Choice Play
4:45-6:00

Potty Time; Choice Play 

Prepare to Go Home
Preschooler Daily Schedule
Preschool children range in age from 3 to 5 years old.  Northside CDC will follow the Pinnacle curriculum, aligned to the Ohio Early Learning Content Standards, that is age appropriate to enhance early learning and preparation for kindergarten.

The staff/child ratio for our three and four-year-olds is one staff member for every ten (10) children.  Group size for the three and four year olds will not exceed twenty (20) children.

The staff/child ratio for our Pre-Kindergarten class is one staff member for every twelve (12) children.  Group size will not exceed twenty-four (24) children.

Your child’s teacher can provide you with a current daily schedule upon request.
6:00 – 7:30  
Arrival; Choice Play in Jungle Gym; Potty
7:30 – 8:00
Morning Snack; Choice Play

8:00 – 8:15
Potty time; Clean up
8:15 – 8:30  
Group time

8:30 –  8:50
Centers and Small group (includes one-on-one learning time

8:50 –  9:15
Music and Choice Play

9:15 – 9:30
Potty Time; Wash Hands

9:30 – 10:40
Outdoor Play (Choice Play, 
10:40 – 11:00
Potty Time; Wash Hands

11:00 – 11:45
Lunch
11:45 – 12:30 
Outdoor Play (Jungle Gym 11:30-12:00, inclement weather)

12:30 – 1:00   PM
Potty Time; Prepare for Nap
1:00 – 3:00            
Naptime

3:00 – 3:30    
Potty Time; Snack

3:30 – 4:00    
Story Time; Table Activity
4:00 – 4:15
Clean up and Potty time
4:15 – 6:00    
Outdoor Play; Choice Play; Prepare to go home
Kindergarten and School Age Children Daily Schedule
School age children will be considered children who are enrolled in kindergarten through fifth grade.  

The staff/child ratio for School Age children is one staff member for every 16 children.  Group size for School Age children will not exceed 32.

Before School Schedule for Kindergarteners and School Age 
6:00 – 7:30 AM  
Small muscle play, Homework, Table Top Games, Clean Up

7:30 – 8:00    
Morning Snack; Bathroom

8:00 – 8:30
Group Games

8:30 – 8:45
Dismissal to Buses

Northside CDC will only be able to provide care for children enrolled in morning kindergarten at Lebanon.  The center can assist your child in being enrolled in morning kindergarten. 
Your child’s teacher can provide you with a current daily schedule upon request.
After Kindergarten Daily Schedule

12:00 – 1:00 PM
Arrival from school, Restroom and hand washing break, and Lunch

1:00 – 1:30
Jungle Gym or Outdoor Play

1:30 – 3:00 
   Cot Time

3:00 – 3:30          Restroom Break and Snack

3:30 – 4:30          Teacher Organized Activity

4:30 – 6:00          Choice Play, Clean up, and Dismissal

After School Daily Schedule (First – Third Grade)
4:00 - 5:15 
Arrival from Bus, Restroom and Hand Washing Break, Snack, Choice Play, Homework, Table Games or Toys

5:15 – 5:45
Large Muscle Play Indoor or Outdoor

5:45 - 6:00
Clean Up and Dismissal

Fee Schedule for All Ages

A non-refundable registration fee of $30.00 and one week’s tuition is due at the time of enrollment.  The $30.00 registration fee is annually due in April.  
For families with multiple children, the youngest child will be charged the full rate.  Each additional child will receive a 20% discount.  The following chart outlines the current rates per week:

	Age Group
	Rates
	Additional Child

	Infants & One’s (6 weeks to 23 months) 
	 $ 180.00 
	 $ 144.00 

	Two’s (24 months to 35 months)
	 $ 170.00 
	 $ 136.00 

	Preschoolers (3-5 year olds)
	 $ 160.00 
	 $ 128.00 

	Kindergartners  
	 $ 120.00 
	 $   96.00 

	School Age
	 $ 105.00
	 $   84.00 

	School Age (Summer Rate)
	 $ 150.00 
	 $ 120.00 


County Childcare Assistance

Each child enrolled must be a full-time student.  Full-time status is a minimum of 25 hours of attendance per week.  We reserve the right to drop a child from our enrollment when the minimum 25 hour requirement is consistently unmet.

The child’s monthly co-payment is due on the first of each month.  A $10.00 late fee will be charged each week payments are late. We reserve the right to drop a child from our enrollment when fees are over two weeks late unless payment arrangements have been made.    
Your child’s attendance here at the NCDC is dependent on your work/school schedule.  Your child(ren) is not able to be here if you are not working or in school.  If your child attends NCDC while you are not working or in school, you will be charged our current rates for their attendance and expected to make the payment promptly.  Please refer to the Fee Schedule discussed in this handbook.  

Copies of weekly work schedules and/or any school schedules need to be provided to the office in writing.  Also, any changes made to these schedules need to be given to the office in writing.
If your child will not be attending NCDC on a scheduled day due to vacation, staying home, etc. you MUST provide the office with written notice for our records.
Unexpected absences due to illness, etc. must be called in to NCDC no later than 9:30 a.m. at (513) 932-7265.  We are required to report any consecutive missed days of three or more to County that result from not notifying us of your child’s absence.
If you have more than one child, County assistance will not cover your children’s attendance if one of your children was taken to an appointment while your other children were left here.  You are expected to take all of your children with you unless you have made arrangements with the office.

Payment Information

Each child is registered annually (April) and a registration fee is required each April.  (This fee will not be prorated.)  This fee covers administrative costs.  
Fees are payable one week in advance.  Fees for the week are due no later than the Wednesday morning of the prior week.  A $10.00 late fee will be charged when fees are not paid in a timely manner.  We reserve the right to drop a child from our enrollment when fees are over two weeks late unless payment arrangements have been made.

A $5.00 fee for every 15 minutes will be charged for children picked up after 6:00 p.m.  The fee will be reflected on your weekly tuition bill and will be due upon receipt.  Repeated occurrences of late pick up will not be tolerated and may be cause for a child to be dismissed from the Northside CDC.

Vacations

Each family may qualify for a one to two week vacation period without charge.  To qualify for a one week vacation, the child must be enrolled year-round in continued attendance for three months.  To qualify for a two week vacation, the child must be enrolled year-round and in continued attendance for six months.  To receive this benefit the family’s account must be current and a two week notice to the center is required.  Any additional time off will be charged or the child will be withdrawn and required to re-register to remain at the center.  Your child may not attend the center during the vacation time.

Withdrawing Your Child

It is necessary to give the Director a two (2) week written notice when withdrawing your child from the center.

Behavior Management

The staff of Northside CDC will try to encourage acceptable behavior by giving young children clear instructions, using “do" statements, rather than "don't" statements, and by using dialogue questions to help the children learn and obey the rules of the center.  We will work on character development by acknowledging their achievements with praise, and offering gentle correction.
The staff of Northside CDC will consider the needs of the individual child and class when applying behavior management techniques. The first step in correcting inappropriate behavior will be with a verbal warning. Sometimes the child may lose the privilege of playing with others and may have to play by himself or contemplate his actions in a reflective time out, with no play, for a limited time (one minute per age of the child, starting at the preschool age). 

Northside CDC will not use physical punishment as a form of correction. Children will not be disciplined for failure to eat, or for toilet accidents. Staff members in charge of a group of children will be responsible for their discipline and will not delegate this to anyone else.

When a child has had an exceptionally great day or behavior concerns during the day a Parent-Teacher Communication Form will be given to the parent. This form is to keep parents informed regarding all types of behavior of the child.    Please sign the report and return it to the center. A conference to discuss and develop a plan to change undesired or unsafe behavior may be scheduled with the parent, staff member, and Director.

In the case when corrective action has been taken and the child's behavior continues to be disruptive, undesired, or unsafe, Northside CDC may contact the parent for early dismissal for the rest of the day.  

A child may receive a suspension, if merited, for a period of no longer than two days, or until the Director is assured that the disruptive behavior will not happen again.

Northside CDC reserves the right to expel a child if the above steps have been followed and the child is still displaying the undesired/unsafe behavior.

The behavior management rules of Northside CDC and the specifications of ODJFS Rule 22 will apply to all employees as well as to all others on the premises. 

Supervision of Children

An adult must bring your child into the building and sign him/her in with a staff member. Upon departure, adults picking up your child must sing the child out with a staff member. No child will be released to anyone who is not authorized to pick him/her up. If an unauthorized person will be picking your child up, you must make the center aware of the change by contacting the Northside CDC and informing the Director. You must give the name of the person and Northside CDC will require a proper photo ID of the unfamiliar person before your child will be released.

If possible please try to arrange pick up and drop off of your child before or after naptime (12:30 - ​2:45 pm).  Also, if you know you will be picking up your child at a time other than your typical pick up time, please let a staff member know in advance.
Your child will only be released to a person 16 years or older, except when a written permission is on file. The permission must be signed by the parent or guardian and Northside CDC Director.

The Northside CDC must have a copy of a court order on file in order to limit visitation, deny the right to speak to or pick up a child to the non-custodial parent.

All children will be supervised at all times. School age children will be permitted to run errands inside the building or use the restroom alone. At these times, the school age children will be within hearing distance of a staff member who will also check on the children until they return.  
Please let Northside CDC know if your school age child will be absent by 8:00 a.m. If a school age child is absent and no prior notification by the child's parent is recorded, Northside CDC will 1) Check with the parent by phone to try to establish the whereabouts of the child, 2) Check with the school or transportation department to find out if the child was absent from school, 3) Contact the emergency contacts listed on the Health and Enrollment form to see if they are aware of the child's whereabouts, 4) Contact the local authorities to report the missing child.

Transitioning

Northside CDC has a written form indicating the procedure for transitioning a child into the next age group.  This form is filled out by the Director and parent and offers the parent an opportunity to schedule a conference with the child’s new teacher.  The transitioning form also gives the times when the child will visit his or her new classroom as well as when the child will permanently join the new room.
Food Information

Northside CDC will serve a nutritious lunch and a morning and afternoon snack. A menu will be posted on the main bulletin board. Our lunch count will go in at 9:00 am. If your child will be arriving late, please call in before that time, so that your child will be included in the count.  Breakfast is not provided by the Northside CDC.  You may provide breakfast for your child at NCDC if they arrive before 7:30 a.m.  The Northside CDC will serve a morning snack at 7:45 a.m.  Due to the activities of the day, please be sure and have your child eat breakfast prior to arrival if he or she will be arriving after 8:00 a.m.
Emergency and Accident Procedures

In the event of a general emergency, as where the safety of the children is in question due to environmental situations, threats of violence, natural disaster (such as tornado or flood), or loss of power/heat/water, the staff will evacuate the children to a safe area. Weather evacuations will be to the inner hallway of the lower level. If it is unsafe to remain inside the building, fire evacuation procedures will be followed. If it is unsafe for the children to re-enter the building, parents will be contacted to pick up their child.

Northside CDC must have on file a prescribed emergency authorization release form, signed by the parent or guardian, allowing the center to obtain emergency medical aid in the event of a serious incident, injury or illness. In most cases the parent will be contacted first. In an extreme emergency, Northside CDC will not transport children requiring emergency treatment but will rely on the 911 services of The City of Lebanon.  In these cases, 911 will be called first and then the parent. Please be sure to keep all important contact numbers current.

An incident/injury report will be completed by the attending staff member or Director when an illness, accident, or injury occurs that requires first aid treatment, or a blow to the head, or the child is transported for emergency treatment, or an unusual or unexpected event occurs that might jeopardize the safety of the children or staff. This documentation will be given to the parent, guardian, or person picking up the child on the day of the incident/injury. If the child has been transported for medical care, Northside CDC will provide the parent or guardian with the incident/injury report within 24 hours of the incident. Copies of the report will be kept on file at the center for at least one year.
Safety Precautions

· Northside CDC will have access to a working phone or cell phone at all times.

· Monthly fire drills or weather alerts will be conducted.

· A Fire and Weather Evacuation Plan is posted in each room.

· A General Emergency Alert Plan is posted in each room.

· Staff members are aware of their responsibility in case of any such emergency.

· Staff members and the Director are mandated by the state of Ohio to report to Children's Services any suspicion of child abuse or neglect.

· Northside CDC will not use aerosol spray around the children.

· No smoking is allowed anywhere on Northside Baptist Church property during business hours.

Illness Management

The staff members at Northside CDC are required to complete a six hour training course in the recognition and management of communicable disease, including proper hand washing, diapering of infants, and disinfecting procedures. The Northside CDC staff will follow all the guidelines stated on the Communicable Disease Chart located on a poster around the corner from the office.  Children will be observed upon arrival by a trained staff member who will look for signs of communicable illnesses. Children who are too sick to go outside or function in our everyday activities should not attend. If a child is determined by the staff member or Director to be unwell or contagious, the child will be isolated from the group and you will be contacted to pick up your child within one hour of being contacted. Children will not be permitted to stay at the center if the following symptoms are apparent:

· Temperatures of 100 degrees and any other sign or symptom of illness.  
· Diarrhea two or more times in a day.

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

· Difficult or rapid breathing.

· Yellowish skin or eyes.

· Redness of the eye or eyelid, thick and purulent (pus) discharge,  matted eyelashes, burning or itching.

· Untreated infected skin patches, unusual spots or rashes.

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

· Stiff neck with an elevated temperature.

· Evidence of untreated lice, lice nits, scabies, or other parasitic infestations.

· Sore throat or difficulty in swallowing.

· Vomiting more than one time or when accompanied by any other sign or symptom of illness. 
The staff of Northside CDC will also honor the above symptoms and will not be permitted around the children until they are no longer contagious.

A child must be fever and symptom free twenty-four hours before returning to the center.  If you bring your child in before fever and symptoms have gone away, you will once again be contacted to pick up your child and may be required to secure a return to daycare slip from your doctor that states your child is not contagious and can return to the center.

A child who is isolated from the group due to a suspected communicable disease will be cared for in another room or portion of a room away from the other children. The sick child will be provided a cot and made comfortable and will be within sight and hearing of an adult at all times. The cot will be disinfected after use.

Parents will be made aware of their child's exposure to a communicable disease. Northside CDC will post the illness and the date of the exposure on the Northside CDC bulletin board or within each room where the exposure occurred.

Northside CDC will administer prescription medication only when it is in the original container marked with the doctor's name, child's name, date, dosage, and instructions. An Administration of Medication form is available in the registration packet.
Northside CDC requires written instructions from the parent on the Administration of Medication Form if administering non-prescription medication. These non-prescriptive medications may not contain aspirin or cough or cold medications with codeine. Instructions may not exceed manufacturers’ recommended dosages.

Non-prescription medication must be in the original container with the original label attached and appropriate dosages based on the child's age or weight. The full name of the child, who is to receive the medication, must be printed on the container. Northside CDC will only administer the non-prescription medication for no more than 3 consecutive days.

Children under the age of two must have a doctor's signature on the Administration of Medication Form for all medication to be administered.

Northside CDC will administer non-prescription topical products and lotions providing the parent fill out the Administration of Medication Form. The form will be valid for no more than 12 months and when used for skin irritations such as diaper rash, the topical products will not be applied by the center for longer than 14 consecutive days. Northside CDC will follow manufacturers' guidelines regarding the application.

Northside CDC must be notified if your child has a modified diet or needs food supplements. Please fill out the Health Plan Form and have it signed by your doctor. You must also provide special or supplemental diet foods or drinks and the special diet or supplemental directions must be posted in your child's room.

School-age children may be permitted the use, and storage in their book bag, of inhalers, providing an Administration of Medication Form is filled out and on file at the center.

Transportation of Children

Northside CDC will take routine trips like walks around the block or to the Jr. High school track. A routine trip permission form is found on the Enrollment Application and must be filled out by the parent before the child will be permitted to take the walk. Permission for routine walking trips will be updated annually.

All other field trips away from the center require a signed permission slip for each trip that includes 1) the child's name, 2) the specific destination, 3) the dated signature of the parent, 4) the date of the field trip and the approximate time frame of the field trip. Written permission shall be retained on file for at least one year and will be available for review.

Each child will be provided with identification containing the center's name, address, and a phone number to contact in the event the child becomes lost.

NCDC will not participate in  field trips away from the center that require transportation.   

During routine trips or field trips, staff/child ratios as required by the Administrative Code will be met. Children will be assigned to a specific staff member so that they may be accounted for at all times by the specific staff member. 

Swimming Policy

Creepers and Toddlers will use shallow wading pools for summer water play. Preschoolers and school age children will use wading pools that are less than 12 inches deep. Northside CDC will require written parental permission for Creepers and Toddlers before they may engage in water play in the wading pools. Preschoolers and school age children will not require written permission.  In order for children to be able to swim they must have swim shoes for their safety and protection.  It is the parent’s responsibility to provide swim diapers for their child on swim days.  
Children who participate in the swimming activities will be assigned to a staff member who will be responsible for their safety and supervision.  Staff members will supervise children by never leaving a child or group of children alone when they engage in water play or swimming activities.  Staff will keep an accurate count of their children, and when needed, use the “buddy” system so that the children are partnered with another child.

Outdoor Play Policy

Northside CDC will provide outdoor play each day providing the weather is suitable. Non-suitable weather may include but not be limited to: 1) rainy or stormy weather, 2) gusting winds, 3) extreme temperatures, 4) extremely high humidity, heat, mold or pollen count, and 5) other unforeseen weather extremes or safety issues. In the event that the children will not be able to play outside, large muscle activities will be indoors in the cafeteria area.

Each child must be prepared for outside activities. A child must have a note from the doctor to be kept from participating in outside time.  Children should wear shoes and socks appropriate for outdoor play.  Flip-flops, sandals with no strap around the heel, and open-toed shoes are not acceptable footwear for the Northside CDC.  Any child arriving in the shoes listed will not be allowed to attend on that day.  This is for their safety and protection.
Parent/Employee Participation Policy
Northside CDC welcomes visits from parent/guardians of children who are enrolled. Parents do not need an appointment, but we do ask that you call first.  It is best not to visit during the time usually set aside for napping.
Conferences may be scheduled with the Director or staff member who is responsible for a particular child at any time.  Parents of preschoolers will be asked to attend a Fall and Spring conference annually.
Questions, comments, or concerns related to the overall operation of the center or issues directly concerning your child must be directed to the Director, as it may not be appropriate to discuss sensitive issues with other parents, children, or staff members. This policy applies to the staff as well. Northside CDC welcomes your positive comments, too.

Parents should inform the Director or staff member in charge of the child if they intend to bring in a special treat to celebrate a birthday.  If this is the case there must be enough for the whole class.
A few special programs are scheduled throughout the year that families are encouraged to attend.  These could include Thanksgiving Luncheon, Christmas Program, Graduation, and Northside CDC Day.

Infant Care
Parents of infants must supply all formula, baby food, disposable diapers, and diapering supplies. Staff will inform you when these items need to be replenished. Please provide Northside CDC with an extra can of ready-made formula.

Infants will be removed from their cribs for all feedings. Infants will be held or fed sitting up for bottle feedings and Northside CDC will not prop up a bottle for feeding. Infants will be served food per written instructions from the parent/guardian detailing amounts, types, and feeding times. These instructions will be updated based on the child's needs. If clear instructions are not available the center will serve formula or food in amounts to meet the requirements of the USDA child food program child care component.


Parents must provide the center with daily pre-made bottles.  Parents who provide breast milk in bottles must put the bottles in zippered plastic bags.
Any formula or food to be stored at the center for any period of time, whether prepared by the parent or guardian or the center, must be labeled with the child's name and date of preparation and will only be used for the intended child.

Please provide extra clothes for your infants.

Your child will be assigned to a primary caregiver for both morning and afternoon shifts. Please communicate clear instructions to your child's caregiver regarding eating and sleeping patterns of your infant or other information that may be helpful to the staff. Northside CDC will maintain a daily written record to be given to parents at the end of the day. This record will show 1) food intake, 2) sleep pattern for the day, 3) times and results of diaper changes, 4) information about daily activities.

Each child under sixteen months of age will be assigned his/her own crib. Children over sixteen months in age, with parental permission, will be assigned their own cot. Cribs and cots will be labeled with the child's name and a plan is in place for cleaning and disinfecting of cribs and cots on a routine basis. Please provide your child with a blanket, labeled with your child's name, for naptime. These blankets will be sent home frequently for washing.

Please discuss with the Director and staff member the sleep position plan you have for your infant. A Back Sleep Release Form may be obtained from the Director.

Other Information

Northside CDC's tax ID number is available upon request.

Biting policy may be obtained from the Director.

Children must have a complete change of clothing at the center at all times. If your child has an accident and does not have a change of clothes at the Northside CDC, you will be called to bring a suitable change of clothing.  Washable play clothes are most suitable for daily wear. Soiled clothing will be bagged and kept separate from other items in the child's back pack or diaper bag. To play in the snow, children will need boots, hats, and gloves, in addition to a warm coat. Please label outerwear and clothes that will be left at the center.

A Communicable Disease Chart is posted on the first floor of the Northside CDC.
Please notify the Director when your child will not be attending due to a lengthy illness. A tuition policy for this time must be discussed with the Director.
Northside CDC keeps records of attendance, health, progress, and incident reports. Reports are available to parents upon request. A current health and shot record is required and must be updated annually. Phone numbers should be kept current.
All children rest in the afternoon. Individual cots are assigned and children may bring a blanket or "lovey" to sleep with.

How you can help your child

1. Confer with the Director or teacher in charge of your child’s class, but do not discuss your child or another child in his/her presence or with a teacher not directly responsible for your child’s class.  Even a very young child can sense the attitudes and feelings of others.  Report any upsetting experiences that may help us better understand your child.

2. Allow extra time so your child can do things on his/her own.  Self-reliance is taught by encouraging your child to pick up his/her things, take care of personal needs and make simple decisions.  This does require more time, patience and attention, but it is well worth the effort.

3. Build in your child a wholesome and friendly attitude toward the center and staff.  Take a real interest in what your child wants to tell you about his/her day what he/she brings home.  Be interested in the process involved in making what he/she has brought home (i.e. cutting, painting, etc.) and not just the finished product.  Most everything done at the center will involve a learning process rather than a tangible creation.
4. Always say “good-bye” to your child and let him know who will be picking him up.  Refrain from sneaking away, even if it means tears.  Preschoolers are able to “good-bye” easier if they walk into their room, rather than be carried, and the parents leave immediately after a loving, but firm, “good-bye”.

5. Most important of all, take time to do things with your child.  It is better to give him/her your undivided attention for thirty minutes than partial attention all evening.  Make time to spend together as a family.  Include your child in your work and play.

6. Take time to pray with your children.  Prayer is an important and valued practice here at the center each day.  The rewards from daily prayer as a family cannot be counted.  The best foundation parents can build for a child is a secure, Godly home.

Ohio Department of Job and Family Services Statement
Center Parent Information Required By Ohio Administrative Code
The facility is licensed to operate legally by the Ohio Department of Job and Family Services. This license is posted in a conspicuous place for review.

A toll-free telephone number is listed on the facility’s license and may be used to report a suspected violation of the licensing law or administrative rules. The licensing law and rules governing childcare are available for review at the facility upon request.

The administrator and each employee of the facility is required, under Section 2151.421 of the Ohio Revised Code to report their suspicions of child abuse or child neglect to the local public children’s services agency.

Any parent, custodian, or guardian of a child enrolled in the facility shall be permitted unlimited access to the facility during all hours of operation for the purpose of contacting their children, evaluating the care provided by the facility or evaluating the premises. Upon entering the premises, the parent, or guardian shall notify the Administrator of his/her presence.

Rosters of the names and telephone numbers of the parents or guardians of the children attending the facility are available upon request. The parent roster will not include the name or telephone number of any parent who requests that his/her name or telephone number not be included.

The licensing inspection reports and complaint investigation reports, for the current licensing period, are posted in a conspicuous place in the facility for review.

The licensing record including compliance report forms, complaint investigation reports, and evaluation forms from the building and fire departments are available for review upon request from the Ohio Department of Job and Family Services.

It is unlawful for the facility to discriminate in the enrollment of children upon the basis of race, color, religion, sex, or national origin, or disability in violation of the Americans with Disabilities Act of 1990, 104 Stat. 32, U.S.C. 12101 et seq.

*This information must be given in writing to all parents, guardians, and employees as required in 5101:2-12-30 of the Ohio Administrative Code.
Acknowledgement Statement
As the parent(s) or guardian(s) you will be asked to sign a Parent Agreement which states that you have received a Parent Handbook, you understand the policies and guidelines as they are described, and you are willing to fully abide by them.  This statement is located on your child’s Child Enrollment and Health Information form.
Contact Information

161 Miller Road

Lebanon, OH 45036

513-932-7265

fax #513-932-3202 
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