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If you need assistance or further explanation of the policies of this handbook, please contact Michelle Brooke, the Director, 641-895-7488 

This handbook is intended to familiarize parents with current Curious Kids policies, practices and standards. Curious Kids reserves the right to revise its policies, practices and standards as deemed appropriate by the Director. Families will be notified of updates to the staff handbook at least one month before they take effect.
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The After School Program was originally a part of St. Mary's Catholic School. Michelle Brooke was hired to teach the After School Program in 2004. When St. Mary’s School closed in 2008, the After School Program was viewed to be a benefit to the whole community it was turned over to Michelle to be licensed. Since 2008 Curious Kids has grown into a year round childcare program and in 2017 became a partner with Lee Container. With this partnership Curious kids expanded into a larger building and began infant and toddler care and 3 year old preschool. We have held to the original goal of providing an enriching child care program that addresses the need to continue educating our kids in all subjects after school and through summer. We also teach good morals through the pillars of good character, Bible study and prayer before meals. In doing this we are creating a better community, better kids and quality child care at an affordable price. We hope you will become part of our family!
Philosophy and Mission Statement

Curious Kids Childcare Mission Statement 
Curious Kids are always learning. It is for that reason that Curious Kids Childcare will nurture curiosity in children infants to 12 years of age. We will do this by providing many new experiences, share new hobbies and providing activities that help your child grow socially and academically.  We will care for your child in such a way that not only your child will benefit, but also your home and community.

Vision Statement

Our families and children will  gain experiences and support beyond the scope of regular childcare. This will be done by developing a trusting relationship with our families. Together we hope to grow stronger families and communities.

General Center Information

Owner/Director            Michelle Brooke        641-895-7488  michelleflowers2003@yahoo.com 
Infants 2-12 mo           Maddi McCarty          319-331-6062

Infants  12-24 mo        Sam Micetich            641-216-3833 

Toddlers 2-3 yrs           Kimie Butler              641-895-3201

3 & 4 yr old Preschool  Marcie Harryman      641-216-3374

Office Assistant

Curious Kids Hours of Operation

Curious Kids is open Monday - Friday from 6:00 A.M. to 7:30P.M. 

We are closed for the following holidays:

New Year’s Day             We will close at 3:30 on Christmas Eve and New Years Eve 

Memorial Day                     

Independence Day

Labor Day

Thanksgiving Day (additional days will be added when they are known)

Christmas Day (additional days will be added when they are known)                            

Weather-Related Closings

Curious Kids will remain open during most severe weather. The Director will monitor the weather and local news stations to determine when it is appropriate to close the center early or cancel care for the day.  The Director will post closure notices on both Facebook pages,  Curious Kids Childcare and Curious 3’s. In the event that Curious Kids closes early or cancels care for the day, Children should be picked up in a reasonable amount of time to ensure all parents, children, and staff can travel safely home. The director will also notify parents via Facebook to let them know of the decision to remain closed or start late. In some cases, the Director may ask  what time you need care so that the opening time may be set. If you haven’t already liked us on Facebook yet, please do so.  Our 3 & 4 year old preschool class, C3’s,  will start at 8:00 even if there is a 1 or 2 hour delay.
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Ratios

To be in compliance with DHS regulations, we maintain the following staff to child ratio. More specific info about ratio can be found at www.dhs.state.ia.us.  

	Age of Children     
	 Minimum Ratio of Staff to Children      

	2 weeks to 2 years
	1 staff  for every 4 children

	2 years 
	1 staff for every 6 children

	 3 years    
	1:8 children or 1:12 in a preschool setting  

	4 years    
	1 staff for every 12 children   

	5 years to 10 years  
	1 staff for every 15 children   

	10 years and over   
	1 staff for every 20 children  


Iowa Quality Rating Scale (QRS)

Curious Kids participates in Iowa’s Quality Rating System, or QRS. There are a variety of requirements for Curious Kids to maintain its current QRS Rating. We have currently earned 4 out of 5 stars. You may learn more about QRS requirements by visiting their website:  http://www.dhs.state.ia.us/iqrs/.com   
Child Care Fees
	
	Infant/ Toddler
	
	Preschool
	
	School Age
	

	Rate
	Basic Rate
	Special Needs
	Basic Rate
	Special Needs
	Basic Rate
	Special Needs

	½ day 5hr
	18.75
	$51.94
	$15.50
	$30.34
	$13.50
	$30.34

	Full Day 
	$37.50
	
	$31.00
	
	$27.00
	

	Hourly
	Before
	And
	After
	School
	$2.70
	Kids


Please See Your Contract for More Information About Our Payment Policy

Late Payment and Insufficient Funds Fee

A late fee of $50 will automatically be added to your account at the beginning of the month for the previous months unpaid fees. This balance must be paid before your child can attend. Our insufficient funds fee is $25 plus any fees incurred due to your insufficient funds. Please see the director if you have not signed a contract with payment  policies. It includes all you need to know about payments.
A discount of 10% is given to families with two or more children. Please note: there is no discount given for additional children for drop-ins. Fees may be paid on Monday of the following week.  There will be a minimum of 10 hours a week charged to you whether your child attends or not.
Late and insufficient funds

A late fee of $50 will automatically be added to your account at the beginning of the month for the previous months unpaid fees. This balance must be paid before your child can attend. Our insufficient funds fee is $25 plus any fees incurred due to your insufficient funds.

Late Pick-up

Curious Kids charges a late pick up fee of $5.00 for every 15 minutes a child is present past 7:30 PM. It’s scary for a child to be the last one to be picked up from childcare, and frustrating for the childcare provider. If you will be running late, please let us know so that we can reassure your child that you will be coming in an appropriate amount of time. Keep in mind that our prep and quitting time are just as important to us as your quitting time is to you.
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Curious Kids Childcare Payment  Policy
Registration and Deposit Fees 

We have a registration fee of $25. There is also a refundable deposit of $50, both due upon the return of your enrollment papers which must be returned to hold your child’s spot before their first day of attendance. Your deposit can be used toward your final childcare payment if  all payment terms of this contract have been kept. This refund will not be made if you pull your child out before their 10 day trial period is over. 
Your Vacation Time
If  your child has been enrolled at Curious Kids for one year, you will receive one week fee-free vacation time, meaning you do not have to pay to hold your child’s spot while on vacation.

If you have not been with us for one year you will pay the minimum weekly fee. 

Summer Program begins the day after the last day of school and ends the day before the first day of school. Hours are 6:00 A.M. to 7:30 P.M. A minimum charge of $27 (school age) $37.50 

 (3 years old), per week will be charged even if your child doesn‘t attend. Families with 2 or more children will receive a 10% discount. We keep kids actively learning all summer long, go on field trip, and take part in special events throughout the summer. Curious Kids will participate in at least 1 community service project each summer. We also do artwork for the Children’s Art Festival, learn Bible skills and participate in Drake Library’s Summer Reading Program.

Before and After School Programs follow the start and end dates of the school district calendar. (See our closure dates above) The fee is $2.70 per hour with a minimum weekly fee of $27.00 (10 hours).  A healthy breakfast will be served to children who arrive before 6:45. The school bus picks up at 7:00 AM. If your child is to ride the bus, please have them at the center by 6:45. After School kids will arrive at the Center between 3:20 and 3:30. We will spend much of our After School time playing outside, working on projects and doing homework.

Curious 3’s (C3’s) is our 3 and 4 year old preschool program. C3’s hours are 8:00 A.M. to noon Monday - Friday with childcare available before and after those hours. The minimum  fee is $31.00 per week (10 hours). You may choose the days your child attends. They don’t have to be the same from week to week. We will teach preschool skills and give children plenty of time to learn through play. Preschool children should bring the following items  

A small blanket or large towel for rest time.

A change of clothing in case of accidents or messes. Please replace clothing with the season. If your child is prone to occasional accidents more than one set of clothing is recommended.

A small  2 handled bag with no closures. This type of bag makes it simple for us to slip paper work, art and notes home in. Please check for notes daily. Please look over artwork and talk to your child about it. 
Parent participation plays a huge part in your child’s academic success. We will have many chances for you to be involved in your child’s preschool experience!   
A Note About Rest Time

Licensed child care centers in Iowa are required to offer a supervised nap or quiet time for all children under the age of six not enrolled in school who are present at the center for five or more hours (Iowa DHS Child Care Center Licensing Regulations 109.12 (1)).
Your child will be required to have a period of rest while they are at Curious Kids if they are 

present between the hours of 12:00 and 2:00. Your child does not have to sleep but we will ask 

them to lay quietly for a period of time (self regulation).

6
Toys From Home

We find that children have a hard time sharing toys that are brought from home and often fighting occurs over them. Curious Kids has a variety of clean, safe and educational toys for children to play with. If a toy from home comes to the center its owner will be asked to keep the toy inside their backpack or cubby out of view and redirected to play with Curious Kids toys after the teacher has explained the rules. If we find the toy out again it will be kept on the teachers desk and given to the parent with a note explaining our ‘toys from home policy‘. 

Exception to the rule: 

A comfort toy may be brought for rest time but may be kept in the child’s cubby outside of rest time. This comfort toy may be carried by the younger child as long as it is a sincere need.

Pets and Visiting Animals

Pets and visiting animals that are brought into the classroom must be carefully considered for their temperament, health risks, and appropriateness for young children.  No animal may be brought into Curious Kids without first notifying and receiving permission from the Director. Pets must have documentation from a licensed veterinarian or animal shelter to show that the animal is fully immunized and that the animal is suitable for contact with children. Birds of the parrot family, ferrets, turtles and reptiles may not visit our center. We do not have classroom pets. 

Breakfast

Curious Kids will provide breakfast for those children who have not had breakfast and arrive before 7:00 A.M. ( bus kids need to arrive before 6:45 to get breakfast). If you provide breakfast please make it a nutritious one. Examples of wholesome breakfasts are, oatmeal and fruit, cereal and milk, granola bar and orange juice, toast and a smoothie. If you need help with healthy meals, please let us know. If your child brings what is considered a treat, e.g. snack cakes, donuts, candy etc. for breakfast we will ask them to put it in their bag and then give them a healthy breakfast.

Lunch and Snacks
Parents will need to send a cold lunch with their child everyday the child attends through lunch time. Lunch times vary by class, check your child’s classroom schedule for their lunch time. 

 DO NOT SEND LUNCHABLES OR SIMILAR PREPARED MEALS. We see a lot of wasted food with Lunchable type meals. The kids just don’t eat them and nutritionally they are not complete. The best option for lunch is one created at home with food your child will eat. Include some food from each food group. Teaching our kids to eat right now will have a positive effect on the rest of their lives. A fee of $5.00 will be added to your bill if we have to provide a meal for your child. 

We provide 2 healthy snacks, each with 2 components, each day. For example cereal and milk (two food groups) or apples and cheese.  Water will always be served and you are encouraged to provide a reusable water battle for your child, especially during summer. Please note on the enrollment form any food allergies or diet restrictions your child has. Feel free to provide a healthy snack for the children any time. Here are some nutritional snacks the children like:

Bananas and granola to dip them in             

Cheese and crackers

Apples and peanut butter

Peanut butter and round snack crackers

Chips and salsa

1% milk and 100% fruit juice

Birthday Treats

Children are welcome to bring in special treats to celebrate a birthday or holiday. Due to various food allergies and dietary restrictions in our classrooms, we recommend supplying store-bought snacks still in their packaging. Think outside the box. The best birthday treats don’t have to be the messiest, for example cookies are much easier for little ones to eat than cupcakes. 



Other ideas: strawberries and ice cream, fruit and granola bars, juice boxes and ice cream cups, pizza slices and fruit punch, cheese sticks and pepperoni, fruit cups and animal crackers.

Enrollment

You may enroll your child any time of the year.  Please fill out enrollment forms completely. Include a copy of your child’s immunization record and phone numbers in which we may locate you in case of an emergency. Please include names of people who have permission to pick up your child and signed permission forms. Let us know of any past and current medical issues your child has and anything your child is allergic to.  List fears your child has and how we can help them deal with their fear. Also let us know how your child will let us know they need to use the rest room and if they are able to take care of their own toileting needs. Include contact numbers for your child’s doctor, dentist and their insurance information. Children who have not been enrolled in school will also need to have a medical examination within 6 weeks of their start date and a completed physical exam report returned to Curious Kids.  At some point in the year we will ask you to file a Child and Adult Care Food Program Eligibility Application. This is to find out if we are eligible to receive reimbursement for snacks we provide. Your forms must be updated annually.
* PLEASE WRITE YOUR CHILDS NAME ON ALL ITEMS, INCLUDING COATS, JACKETS, BOOTS, HATS, BACKPACKS, MITTENS AND BLANKETS*

Child‘s File ( What we need from you)
Centers shall maintain sufficient information in a file for each child, which shall be updated at least annually or when the parent notifies the center of a change or the center becomes aware of a change, to ensure that:

a. A parent or an emergency contact authorized by the parent can be contacted at any time the child is in the care of the center.  

b. Appropriate emergency medical and dental services can be secured for the child while in the center’s care.

c. Information is available in the center regarding the specific health and medical needs of a child, including information regarding any professionally prescribed treatment. 

d. A child is released only to authorized persons.

e. Parent authorization is obtained for a child to attend center-sponsored field trips and non-center activities.  If parental authorization is obtained on an authorization form inclusive of all children participating in the activity, the authorization form shall be kept on file at the center.

f. Written consent to share personal information with specified educational professionals who have permission to work with your child.

g. Signed permission to provide transportation to school in a personal vehicle if the bus is missed.

h. Signed permission to ride in a personal vehicle for a field trip.

Confidentiality 

Names and identifying characteristics of children and families will not be shared with anyone other than staff members working in the classroom and the Director. Confidentiality is expected and required when grievances arise; staff members who discuss issues with individuals not directly related to the situation may be subject to the disciplinary procedure.  

Staff should not discuss details of the center operation, particularly problem areas, with others in public. Staff members may not distribute or post children’s picture, last names, address, phone numbers, etc. with the exception of distribution to Curious Kids employees. Personal information should never be used for personal purposes. Iowa law specifically prohibits the sharing of information about children or staff members within a child care setting without written consent from the parent, guardian, or individual. This applies to outside professionals as well. Written parental 

consent must be given before consulting with an outside agency about a child. All information 



about your child and family is confidential. If any information is to be released, a signed consent will be needed from the parent or guardian. This consent will be kept in the child’s file. Information will be given only to the specified entity in the consent.
Child‘s File ( What we include)

a. Documentation of accidents and injuries that occurred while your child was at our childcare

b. Assessments for their portfolio

c. Medications administration record

d. Documentation of discipline measures taken and conferences with parents to discuss behavior issues.

e. Toileting reports

f. Change of clothes report if Curious Kids clothing is borrow.

Unlimited Access (Parents)

You may come into our classroom at anytime to visit or observe your child. Please know, however, that a child’s behavior can change drastically when a parent is in the room and that their behavior while you are present isn’t indicative of their regular classroom behavior. Repeatedly visiting the classroom may give your child the feeling that you don’t trust the caregivers and make him or her uncomfortable to come to us if they need help or comforting. Please let your child know that when they aren’t with you, you have given us permission to take care of them. If there is a family member who is not to have contact with your child, we MUST have a copy of the court order.

Access Policy (Stranger Danger)

Any person in the center who is not an owner, staff member, substitute, subcontracted staff or volunteer and has not had a record check or approval to be involved with child care shall not have unrestricted access to children for whom they are not the parent, guardian or custodian, nor shall they be counted in the staff to child ratio. Unrestricted access means that a person has contact with a child alone or is directly responsible for child care. Persons who do not have unrestricted access will be under the direct supervision and monitoring of a paid staff member at all times and will not be allowed to assume any child care responsibilities. 
Things you may donate

Donation of the following items are optional but greatly appreciated. 

100% fruit juice or fresh fruit 

select-a-size paper towels: we like Sparkle, Viva and Bounty

facial tissues, baby wipes, hand sanitizer , non latex gloves

peanut butter, cereal, round snack crackers, gluten free foods
Watch for ‘Things Needed’ outside your child’s classroom

Fundraising

Curious Kids may occasionally conduct fundraisers. We know many of your child’s activities conduct fundraisers through out the year so we really want to avoid our dependence on fundraising. If you are able, providing items from the list above on a regular  basis will help us have the funds to purchase needed supplies. If we have a need for fundraising and know of a unique fundraising programs, let us know. We may try it out,  but will make  participation optional. 

Curious Kids has some sort of community service project a few times a year.

Curriculum 

Curriculum at Curious Kids includes the child-initiated and teacher-directed activities and 



experiences offered to young children that support and enrich their development physically, emotionally, socially, and cognitively.  The classroom has weekly lesson plans, posted in the hallway outside the classroom. These plans contain a number of activities, designed to foster each child’s development and curiosity. Lesson plans will be changed in order to accommodate the children’s changing interests. The classrooms are set up in centers, which include, but are not limited to, blocks, dramatic play, books, gross motor, fine motor, and art. Outdoor play is important to a child’s physical and social development and is included in both the morning and afternoon schedule. Self- selection or “free-play” is a daily part of the curriculum and means a child has the opportunity to choose which center or activity he/she participates in. This promotes creative expression and development of important social skills.

Multimedia

The use of multimedia in our program is an extension of the teaching and learning that takes place in our classrooms.  As a general rule we do not allow viewing of movies during daycare except under the following special circumstances and limit viewing to no more than 2 times per week:

The media theme is that of the current area of study or interest of the children in the room

It is rated “PG” “G” or “E”  and must possess and educational theme

20 minutes of tablet time can be earned in the office for completing an assigned chore.

Criteria for movies and games: No blood, no weapons, no foul language

Weapons and Violent Play

There is a strict policy of allowing no pretend weapon play at Curious Kids. Children are not permitted to play with toy weapons of any type or size or to pretend that other items are weapons, including their fingers, hands, or blocks. We will direct your  child to other play if we see them using “weapons“. If a child brings a toy weapon to Curious Kids, the weapon will be placed out of sight and sent home the same day with a note explaining the policy about weapons. Real weapons will immediately be confiscated and parents will be notified. Law enforcement and DHS may also be notified. 

Competitive behavior is minimized in our programs. In young children, competition often increases negative behavior and decreases acceptance of others. Bullying is not  acceptable behavior; all efforts will be made to guide children in finding appropriate ways to interact with others. If you are made aware of any type of bullying that has happened while your child, or other children, are at Curious Kids please bring it to the attention of the director. 

Outside Play

We will spend as much time as possible outside in all seasons. We feel that being connected with nature allows for many learning opportunities that can not be taught in the classroom. 

 We can watch how a robin builds her nest; how do people build their homes? We can watch baby birds hatch; what about your family? What about the baby bird that fell out of its nest and the neighborhood cat ate it; the life cycle. We can catch snow flakes and compare them to falling leaves… the lessons in nature are endless. To be able to enjoy all the leaning nature has for us, please dress your child appropriately for the season. PLEASE LABEL ALL OF THEIR BELONGINGS.  We use a Childcare Weather Watch Chart to determine if it is safe to go outside and how long we can stay out.  We avoid outside time between 10:00 A.M. and 2:00 P.M. during the summer and apply sunscreen as needed. Please be sure to sign this permission form in the enrollment pack.

Parking: drop off and pick up

Parents may park on any street by the school. The main door on Walsh street is the only



the only door that will be unlocked.

Do not drop your child off leave. We may have important information to share with you about the days activities, not to mention the dangers of allowing a child to walk in alone. If left to enter a building on their own, some children’s curiosity may put them in a great deal of danger. 

When picking up your child, please make contact with one of our staff members. If we are on the playground when you arrive to pick up your child, he or she is not to leave without a staff member opening the gate for them. Please have your child tell one of the providers goodbye when you pick them up from the classroom. We keep a count of how many children we have in our care and need to be sure all are accounted for. If you do not sign your child in or out on the computer, your sign in and out time may not be accurate. The legal responsibility of your child switches from you to us when we acknowledge your child upon their arrival. The same goes for pick up; when we acknowledge your presents, responsibility for your child switches from us to you.

Field Trips

Curious Kids offers a variety of experiences both at and away from the center. Field trips are a creative way to enrich a theme and expand the learning environment. Field trips outside the Centerville city limits or last longer than two hours require a parent to complete a “Field Trip Permission Form“. Parents will be notified at least one week before the planned field trip.  Parents complete a “Parent/Guardian Permission” form in the enrollment pack for shorter trips such as: walks as a class around the perimeter of the building and/or nearby neighborhoods; trips to local playgrounds and parks and trips to local businesses.

When we take local trips, we will post a note on the door stating our destination, estimated time of arrival to our destination and our return time. Check our bulletin board, notes home  and Facebook  for up coming events. Let us know if you are willing to help drive on field trips. If transit bussing is used, parents will share the cost.

Parental Involvement

We encourage parental involvement in the classroom. We feel the connection our kids see between their family and school will help them to develop trust and consistency in their school life. We like to have parent helpers at recess, over lunch time, story time and on field trips. Some parents may even like to come help with art projects and share their knowledge about a classroom theme or study. When you come to share your time with the children please be sure to sign the parent volunteer form. Please contact your child’s teacher to set up a time to share with the kids. If you would like to be a regular volunteer, we can add your name to our volunteer list and call upon you when we need extra help. 

Illnesses- when to keep your child home/ when we will send them home.
Our first priority at Curious Kids is providing a healthy, safe learning environment for all children. Children will be sent home as soon as possible if any of the following is experienced: an illness which prevents the child from participating comfortably in activities (as determined by the staff); an illness results in a greater need for care than the staff can reasonably provide without compromising the health or safety of other children in the classroom; or a child is experiencing any of the following conditions: 

 Fever (100.4) accompanied by behavior changes or other signs/symptoms of illness

 Signs/symptoms of severe illness, including: lethargy, uncontrolled coughing, inexplicable irritability or persistent crying, difficulty breathing, and/or wheezing 

 More than one episode of diarrhea (not associated with diet changes or medications) 

 Blood in stools not explainable by dietary change, medication, or hard stools 

 Vomiting more than one time. 

 Persistent abdominal pain (continues more than 2 hours) or intermittent pain associated with fever or other signs/symptoms of illness 

 Mouth sores with drooling, unless a health care provider determines the sores are not 

       contagious 

                                                                                

 Rash with fever or behavior change, until a physician determines that these symptoms do not indicate a communicable disease 

 Pink eye (conjunctivitis) until after treatment has been initiated 

 Head lice, until first treatment. Repetitive treatments may be asked. 

 Scabies, until after treatment has been completed 

 Tuberculosis, until a health care provider states that the child is on appropriate therapy and can attend child care 

 Impetigo, until 24 hours after treatment has been initiated 

 Strep throat, until 24 hours after initial antibiotic treatment and cessation of fever 

 Chicken pox, until all sores have dried and crusted (usually 6 days) 

 Pertussis, until 5 days of appropriate antibiotic treatment has been completed 

 Mumps, until 9 days after onset of symptoms 

Hepatitis A virus, until 1 week after onset of illness 

 Measles, until 4 days after onset of rash 

 Rubella, until 6 days after onset of rash 

 Unspecified respiratory tract illness accompanied by another illness which requires exclusion 

 Herpes simplex, with uncontrollable drooling 

Families with bed bugs: All bags and jackets, coats etc will be left outside the building. For young children bedding will be laundered daily. Parents will be given information to rid their home of bed bugs and asked to take recommended precautions. The child will be asked to be picked up if live bed bugs are found on them or in their personal items.

A child who becomes ill while at Curious Kids must be removed from play and wait in a private part of the room for their parents to come pick them up. Every effort must be taken to limit exposure of other children to communicable disease while keeping classroom ratio.  

Curious Kids reserves the right to make the final determination of exclusion. Recommendations from the Iowa Department of Public Health and our Childcare Nurse Consultant will be sought when health questions arise. 

Documentation of Special Health Care Needs

An Emergency Care Plan will be on file and accessible to all staff for any child or staff member with special health care needs (seizures,  diabetes, irritable bowel). All staff working in the classroom must familiarize themselves with this plan, should an emergency arise. If necessary, staff will receive training regarding a child’s or staff member’s specific health care needs. Changes in environment to meet the special needs of children with disabilities will be kept in the child’s file.

Injury

All Curious Kids staff are trained in first aid and CPR. We will treat minor injuries that occur at the center. In the event of a serious injury, 911 will first be called and then parents or the emergency contact listed on your child’s enrollment form. Please keep all this information updated and let us know who to contact if you are away.

Abuse and Neglect

All Curious Kids staff members are Mandatory Child Abuse Reporters. Suspected cases of child abuse or neglect must be reported to the Department of Human Services. 

Discipline

Since we are a program with a wide range of ages, we will closely monitor the behavior of all children. We do not allow computer or video games that depict unsuitable behavior, language or 

actions. Behavior that is not suitable in our program will be made known to the parent of the 



student. For older children we will implement a 1-2-3 your out plan in which the second time there is inappropriate behavior, the child will call his or her parents and ask them to come pick them up and a conference will take place. The third time there is inappropriate behavior the student will be asked to phone their parents to have them come to pick them up. The child is also asked not to return to the program. We may terminate children at our own discretion and for the behavior of their adults. We will consider the reasons for a child’s behavior before implementing this plan and attempt to work with families in modifying the behavior of the child before terminating their care. 

Emergency Plans

FIRE

The fire escape route posted will be utilized. One staff member will lead the students safely out of the building. Another staff member will follow with the student attendance sheet, first aid kit and cell phone after determining all students have exited. One staff member will place an emergency call while the other does a head count. The west sidewalk is our designated meeting place. Students will remain there, at a neighbors house or at  First Evangelical Lutheran Church at 410 E Sheridan St. until picked up. 

TORNADO

The tornado route posted will be utilized. One staff member will lead the students to either the teachers lounge, staff restroom or student restroom while the other follows with the enrollment folder, first aid kit and a cell phone. After determining all students are present, the staff will wait with the children until we hear it is safe to return to the room. If the group is on an outing at the time a severe weather warning is declared, we will seek the nearest shelter. Weather conditions will be checked before outings are planned. A Facebook post will be made to inform parents of measures we will be taking for the remainder of the day. 

INTRUDERS

The director or staff member in charge will confront the intruder and ask if they may be of any assistance. The intruder shall be led away from the children. Staff shall maintain the classroom while watching for signs of trouble between the intruder and director. Emergency services will be contacted and children will be taken to a secure room that can be locked if there is any violent or confrontational behavior witnessed. The director or staff member in charge will remain with the intruder until emergency services arrive. 

INDOXICATED PARENT OR VISITOR

If it is believed that a parent or visitor is intoxicated, measures will be taken to remove the person from the area where children are present. The director or staff in charge will ask if a phone call can be made to secure another means of transportation for them and their child (if they are picking up a child). If this offer is met with confrontation the director will ask the perpetrator to remain in another room while they go to retrieve the child or excuse them self to attend some other business. Upon arriving to the secure room emergency services will be contacted. Record of this incidence will be kept in the student file. A description of the vehicle and license number shall be obtained by anyone who is able. 

MISSING (LOST) OR ABUDCTED CHILDREN 

Children will be directed prior to a field trip to stay in the same area as they were when they became separated from the group. They should find help from a mother with children, a worker of the facility in which we are visiting or a security guard/ police officer. They should not try to find us. We will return to find them. If we are unable to find the child, a description of the child will be given to the authorities. Students will be gathered in one location and extra staff will be called to assist in locating the child. Parents will be notified immediately thereafter. 

BLIZZARDS 

If the National Weather Service does not recommend travel due to blizzard conditions, parents will be notified that their child can overnight at the center. Supplies will be on hand for emergencies. 



POWER FAILURE

Power failures due to storms can usually be waited out. Circuit breakers will be checked and reset if needed. If a power failure is due to some unknown problem in the building, an electrician will be called. Parents will be notified and asked to pick up there child if the problem is thought to last more than 4 hours. If weather permits we will spent our time outside until parents arrive, otherwise the children will carry on as normal of a day as we can without electricity. The director will provide rides to the drop off location of the parent’s choice after all other children have been picked up. 

BOMB THREATS

Bomb threats will be taken seriously. We will evacuate the center and begin making pick up notifications to parents immediately after notifying the police. We will relocate to First Evangelical Lutheran Church at 410 E Sheridan St. until all children are picked up. The director will provide rides to the drop off location of the parent’s choice after all other children have been picked up. 

CHEMICAL SPILLS

We will shelter in place if there is a notice of a chemical spill in our area. Windows and doors will be sealed with wet towels. All ventilation will be turned off. 911 will be called if anyone becomes nauseated or has a severe headache. If the chemical spill is within the building we will relocate to First Evangelical Lutheran Church at 410 E Sheridan St.  until all children are picked up or we are told it is safe to reenter the building.

EARTHQUAKE AND STRUCTURE DAMAGE

In the event there is an earthquake or some other form of structural damage has occurred, the staff will take the children, attendance sheet, first aid kit and a cell phone outside to seek shelter from falling debris. The children cannot enter the building again until an inspection proves it to be safe. Parents will be contacted and arrangements will be made to send children home if needed.

ADMINISTRATION OF MEDICATION TO STUDENTS

If we feel a child needs an over the counter pain medication, a call will be made to verify it is permissible to give the child medication. This is to be done even if the child’s file indicates permission. If verbal permission is granted, documentation will be made on the child’s medication form. The form will be kept in the child’s locked file.  Parents will be informed of the health of  their child. Contact with the parent is especially important because we don’t know if the child has had a dose of OTC medicine prior to being dropped off at school. Staff will document all illnesses, behavior of the child and action taken to help the sick child. The administration of prescribed medication to students during the school day is discouraged but when no other options exist, we require the following:

Parental Request to Give Medication 

If no alternative exists to give the medication at home, the parent/guardian may request in writing that medication be administered to the student during the school day. Include the name of the medication, dosage, dosage  time, route of medication required storage, possible side effects and parental signature. Requests are valid for one year.

Delivery and Storage of Medication

Medication can only be given if it is in its original container. It is a good idea to ask the pharmacy to divide the medication into 2 bottles so that one bottle may be left at the childcare.

It is the parents responsibility to  notifying the school of any changes of a prescribed medication. Old or unused medication is to be returned to the parent. Medication will be kept in a locked storage cabinet or locked box in the refrigerator if refrigeration is needed.

Medication Recordkeeping

The number of capsules, pills or tablets, and/or the volume of other medications

brought to school shall be recorded in the presence of the parent. School staff administering medication shall document each instance the medication is administered including the date, 



time and dosage given. A record will be maintained of the  parent’s request, physician’s order, details of the specific medications(including dosage and timing of medication), and documentation of each instance the medication is administered. Medication will be stored in a locked box or cooler if/when we are on a field trip. All administration and record keeping will be the same in or out of the building. Only the amount of medication needed for the duration of the field trip shall be taken.

The following forms will be used to record the 5 R’s

The Right medication   The Right child         At the Right time

The Right dose            The correct Route 

BITING POLICY 
Biting is a behavior that usually appears between the ages of 1 and 3 years of age. While biting is an age-appropriate behavior, it is important to remember it is also an unacceptable behavior in a childcare environment. Children bite for a variety of reasons: teething, sensory exploration, cause and effect, imitation, crowding, seeking attention, frustration and stress. Biting is not something to blame on children, their parents or their teachers. There are a variety of strategies we implement at Curious Kids to prevent and stop biting. This is the process followed when a child bites: 

The biting child is stopped and told, “Stop biting. Biting hurts” in a firm voice. Teachers should remain calm, being careful not to show anger or frustration towards the child. 

The child who bit will be taken and told to rinse their mouth out immediately. 

The biting child is removed from the situation. Depending upon the observed motive for the bite, the separation may include re-direction or meeting the child’s needs. As little attention as possible will be placed on the biting child, to avoid reinforcing the behavior.  

Appropriate first aid will be provided to the child who was bitten. The bite will be washed with soap and water; cold compress will be applied to reduce pain and swelling. A bandage will be applied if necessary.  It is important to explore the reasons for biting when it occurs. Teachers need to work with parents to gather information about the child’s behavior and begin observations to determine the reasons for biting. Examples of triggers would be: communication deficits, transitions, hunger, lack of sleep, need for oral stimulation or teething pain. Once triggers are identified, staff can work on prevention strategies and start teaching replacement skills. 

Below are the steps the teacher will take to identify triggers and replace the behavior: 

1. The teacher will examine the context in which the biting is occurring and look for patterns. The following questions should be asked:  

Was the space too crowded? 

Were there too few toys?

Was there too little to do or too much waiting? 

Was the child who bit getting the attention and care he/she deserved at the time? 

2. The teacher will change the environment, routines or activities if necessary. 

3. The teacher will work with the child who is biting to resolve conflicts and frustrations in more appropriate ways 

4. The teacher will observe the child, to get an idea of why and when they are likely to bite.

 5. The teacher will identify children likely to be bitten and make special efforts to reduce their chance of being bitten.

 6. The teacher, parent and Director will meet regularly to regulate an action plan and measure outcomes. 

All information is confidential and names of the children involved in the incident are not shared between parents. In addition, biting is always documented on an Incident/Accident Report which 

is completed and signed by a teacher and parent. A copy is provided to the parent and the original kept in the child’s enrollment file.
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Transportation

Please see your child’s enrollment pack for transportation information. Children may ride the school bus to and from school. We will no longer be  transporting children in personal vehicles to school except in the case of a missed school bus. Please talk with the staff about the options you have. Children will not ride in personal vehicles without permission from parents unless it is an emergency.  

If you have a concern…
please bring it to the attention of the Director promptly. You  are a link in the chain of great child care. If you see or hear something that is disturbing to you, it will be disturbing to us and we need to deal with it, whether it’s with a policy that needs to be changed, a problem between children or staff issues, it can’t be resolved without communication. Once a year we ask parents fill out a parent survey. This is a QRS and DHS requirement. Please be honest in answering this survey, it helps us pin point areas we are doing well at and where we can improve. 

DHS Licensing Consultant

Curious Kids is a public program voluntarily licensed by the Iowa Department of Human Services. A copy of the licensing rules is available for review in the classroom and on the web http://www.dhs.state.ia.us. Our DHS Licenser is Jill Seibert, 641-684-3949.
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BE PREPARED


If there is a late  start to the school day, please go ahead and send a cold lunch with your child just in case. We do keep emergency food on hand but your child may prefer what is sent from home.









