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[image: image10.wmf]WELCOME to the Child Development Center (CDC).  Our goal is to establish a safe, healthy, developmentally appropriate learning environment for your child.  You have chosen an early childhood program that is accredited by the National Academy of Early Childhood Programs—the accreditation department of the National Association for the Education of Young Children (NAEYC).  To achieve accreditation we have voluntarily undergone a comprehensive process of internal self-study, invited an external professional review to verify compliance with the Academy’s Criteria for High Quality Early Childhood Programs, and have been found to be in substantial compliance with the Criteria.  The Criteria standards represent the current consensus on what defines a high-quality program for young children.

A high-quality program provides a safe and nurturing environment while promoting the social, cognitive, affective, physical, language and creative development of young children. In our program adults and children will experience:

· [image: image11.wmf]Frequent, positive, warm interaction among adults and children.

· Planned learning activities appropriate to children’s age and development.

· Highly qualified caregivers that receive specialized training.

· Low adult to child ratios; adults responding to the individual needs of children.

· Many and varied age-appropriate materials.

· A healthy and safe environment.

· Nutritious meals and snacks, as defined by USDA.

· Regular communication with parents.

· Effective administration.

· Ongoing, systematic evaluation.

Our mission is to support the Hill Air Force Base community by providing quality child care in an environment that celebrates each child’s individual successes through social, cognitive, affective, physical, language and creative development.  Our intent is to ensure that you and your child are happy, comfortable, and involved in the child development program.  Feel free to come in, tour the center and meet the CDC team members.  You are always a welcomed visitor! 

Linda A. McKenzie-Bergloff





Director, Child Development Center
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PHILOSOPHY 
1. Our objective is to provide each child the opportunity to learn and grow to his/her greatest potential.  This is accomplished by providing a state-of-the-art facility, the best equipment on the market, highly qualified team members, an extensive in-service training program for CDC team members and parents for an individualized and developmentally appropriate curriculum.

2. The development of the “whole” child and interaction in a social setting are important factors to the success of the Child Development Program. Children are encouraged to express their own ideas, ask questions, use materials, and explore activities to discover and create. The goals are to support self-confidence, independence, cooperation, and consideration for others. Through positive social interactions children experience affective, creative, cognitive, language, and physical growth in the program. 

3. We strive to meet the needs of the Hill Air Force Base community by providing full day and hourly childcare services.  Parents are welcome and encouraged to visit their child/children, participate in activities, and share ideas with the CDC team.

4. Parents are encouraged to be involved, and to be a part of our success.  Your views, suggestions, observations, and participation in the program are important to your child/children.  Please participate in our program by becoming an active member of the Parents Advisory Committee (PAC).  We need your support!

CURRICULUM

1. The curriculum, or educational plan, encourages children to be actively involved in the learning process, to experience a variety of activities appropriate to their age and developmental level, to pursue their own interests in the context of life in the community and world.     

2. Children learn through play.  Through activity planning by the team members caring for your child helps children to learn about language concepts, the physical world, social skills, problem solving, motor coordination, and self-confidence.  

3. The curriculum includes the goals of the program and the planned activities with the daily schedule, use of materials, transitions between activities, and routine tasks as learning experiences. Criteria for curriculum implementation reflects the knowledge of young active learners, drawing on experiences from physical, social, and culturally knowledge that constructs their understanding of the environment around them.  

4. A wide variety of materials are available, geared to young children's interests, such as picture books, records, puppets, blocks, puzzles, paints, climbing equipment, and props for make-believe play. Hands-on activities are encouraged. Materials are readily accessible to the children; for example, toys are on low shelves, not in toy boxes. Children are busy and actively involved with the materials, rather than passively watching or following rote instructions. 

5. The planned, daily schedule balances indoor and outdoor activities, quiet time and active time, periods when individual children choose their own activities and periods for group activities, and child-initiated and adult-initiated activities. 

6. The team leaders' role is to plan and arrange the learning environment. It is important to see adults asking questions of children, reading to children, making suggestions for "next steps," setting up new experiences such as a special visitor or caring for a pet, adding new materials as children master familiar tasks, and observing and recording children's progress in acquiring new skills and interests. 

7. Multiracial, multicultural, nonsexist, nonstereotyping pictures, dolls, books, and materials are fully part of the classroom to teach children the value of diversity and to ensure that all children's backgrounds are respected. 

8. Daily, routine activities are part of the learning process. For example, children are given responsibility for setting tables at mealtime and helping with clean up during the day.

ELIGIBILITY AND PRIORITY

1. All active duty members and DOD civilians assigned to Hill AFB or housing have equal access to the CDC. We are an equal opportunity, not for profit program, which does not discriminate on any basis.  

2. The Child Development Program gives priority to employed parents. If at anytime during your child’s enrollment you or an adult member of the household is unemployed or are no longer a full time student, you must notify the CDC.  There is a 60-day grace period to show proof of employment or full time student enrollment.  At the end of the 60 days, if you are unable to provide this information, your child will be disenrolled, and if there is a waiting list of single or dual employed parents.   The CDC will give you a two-week notice prior to this disenrollment. 

3. In accordance with the Department of Defense Instruction 6060.2, Jan 93, and the Commander, the CDC team follows this priority guidance.

a. Active duty military/DOD civilians – single parents assigned to or housed at Hill AFB.

b. Active duty military/DOD civilians – dual employed parents assigned to or housed at Hill AFB.

c. Active duty military/DOD civilians – dual employed or full time student, one parent assigned to or housed at Hill AFB.

d. Active duty military/ DOD civilians – not assigned to or housed at Hill AFB.

e. Reservist – if active duty, same priority as 1, 2, 3, assigned to installation.  If not active duty, no priority.

f. Contractors.

4. The waiting list form (AF Form 2606) may be completed during the sixth month of pregnancy for unborn infants.  Placements will be made according to the guidelines stipulated in the eligibility and priority section of this handbook.  If a space is offered to the parent for infant care, and the child will not meet the six-week age requirement within the two weeks notification period, the CDC will offer the position to the next child on the waiting list.  

5. PCS inbound families may place their child/children on the waiting list as soon as they have published orders.

HOURS OF OPERATION

1. The CDC’s official hours of operation are Monday through Friday from 6am to 6pm.  We are closed for all Federal holidays.  In the event of inclement weather, the CDC will be closed when the base is officially closed.

2. If your child requires the services for care in excess of 10 hours per day, a letter approved by Mission Support Group (MSG) commander requesting a waiver to the 10-hour daily care limit must be on file at the CDC.  This approval should be updated annually.  If your child exceeds 10 hours of care per day, the parent will be charged for the additional time at the hourly rate equivalent to no more than the per hour weekly rate that the parent is paying for each hour per day.  For households of dual parents, including unmarried couples or pairs living as a family; the waiver must address both adults. The additional care will not extend beyond the CDC’s normal operating hours. There is an extended care program for parents meeting the criteria offered through the Family Child Care Program.

3. In the event your child is in attendance beyond operating hours, the parent will be charged a late fee of $10.00 for the first minute and $1.00 for each additional minute. If a child remains for more than one hour after closing and efforts to contact the parents and emergency contacts have are unsuccessful, the Security Police will be contacted for assistance in finding the parents, or to provide temporary placement for the child.  A pattern of picking up your child after 6pm may result in disenrollment of your child from our program.

4. Children will be released only to parents or other persons designated by the parents on AF Form 1181.  We do not accept changes to the AF Form 1181 by telephone fax or email, they must be made in person.  Any individual picking up your child should be prepared to show proper identification before the child is released to their care.

5. We will not release your child to anyone under the age of 14 years.

6. If we suspect the person picking up a child is under the influence of alcohol, we will not release the child until:

a. We ensure there is a designated driver. Or

b. We call security police to make a determination on the person’s ability to safely operate a motor vehicle.

TUITION

1. Our weekly tuition fees are based on total family income (TFI).  TFI includes all earned income including wages, salaries, tips, long-term disability benefits, voluntary salary deferrals, quarters and subsistence allowances and inkind quarters and subsistence received by military members, pay for service in a combat zone and anything else of value, even if not taxable, that was received for providing services.  Quarters and subsistence allowances means the basic allowance for housing and the basic allowance for subsistence received by military personnel (with respect to grade and status) and the value of meals and lodging furnished inkind to military personnel residing on military bases. If TFI changes for any reason, the CDC must be notified in writing immediately.  Whether or not the CDC is properly notified of a TFI increase, the weekly fee per child will be upwardly adjusted, effective 14 calendar days from the time the TFI increased.  If TFI decreases, the weekly fee will be adjusted 14 calendar days fro the time TFI decreased, with authorization from the MSG commander.   However, if written notice is not given within 14 days after TFI decrease, fees will not decrease until notification of TFI decrease is given to the CDC and approval by the MSG commander. 
2. For blended families, the TFI of the household in which the child spends most of his/her time must be used for the purposes of this contract.  For households in which unmarried couples or pairs are living as a family, the total household income must be used to determine TFI.

3. All weekly tuition fees are due and payable by the second working day of each week/month.  Late payments will be assessed a $5.00 weekly late fee. 

4. We do not accept postdated checks.  A $20.00 penalty fee will be charged for all returned checks.  After one bad check, all transactions must be paid in cash or by credit card.

TDY AND EMERGENCY LEAVE

1. During TDY, there will be no charge during the child’s absence for a single parent, provided the parent/sponsor provides a copy of their orders to the CDC. In addition, the position will not be held for the child.  However, the child will be placed in the first available position upon notification from the parent/sponsor that they have returned to Hill AFB.

2. When a single parent or in the case of dual employed parents, both parents are on emergency leave, there will be no charge for unused days, provided the emergency leave is verified by official orders, no later than the first day the child returns to the CDC. 

AGE GROUPS AND RATIOS

Age group 

Teacher to child ratio

6 weeks to 12 months
 
1 to 4

13 to 23 months

1 to 5

24 to 35 months

1 to 7

3 to 5 years


1 to 12

REGISTRATION

1. What we need from you: 

a. There are no registration fees. 

b. Your child/children’s immunization records, which must be up to date according to the following schedule.

Age

Immunization




2 months
DPT/IPV #1,

HIB #1, HBV  #1

or Comvax #1       


4 months
DPT/IPV #2, 

HIB #2, HBV #2

or Comvax #2



6 months
DPT/OPV #3,     


12 months
MMR #1, Varavax,



HIB #3, HBV #3      

or Comvax #3

18 months
DPT #4

4 – 6 years
DPT #5,  IPV #4, MMR# 2


HBV = Hepatitis B vaccine


DTaP = Diphtheria, Tetanus, Acellular Pertussis


IPV = Polio (injectable polio vaccine)


HIB = Haemophilus “b”


MMR = Measles, Mumps, Rubella  

c. The parent/sponsor will complete and submit to the CDC, the following list of forms prior to the child’s start date in the program.

· AF Form 1181, Child Care Permanent Record.

· AF Form 1531, USDA Child Care Food Application.

· AF Form 357, Dependent Care Plan.

· DD Form 2652, Application for Department of Defense Child Care Fees.

· Parental permission for photos.

· Parental permission for sunscreen, lip balm and hand lotion.

1. Children with special needs:

a. Must have a current written concurrence by the CDC’s medical advisor on file.

b. Must have a current written plan of care developed by the parent, medical advisor and the CDC team.

2. Record updates:

It is critical to be able to locate parents or emergency contact in the case of an illness or emergency.  Please inform administrative desk immediately when phone numbers, addresses, and emergency contacts change.

3. Confidential records:

Two sets of records are maintained for each child:

a. An official record containing information collected at registration, updates, and health records for “Official Use Only”.

b. Each child’s portfolio contains information concerning the child’s growth and development, progress reports, and reports from parent conferences.

HEALTH POLICIES

1. Care providers will visually check each arriving child for signs of illness and injuries.  Visible bruises, contusions, lacerations, burns, and other physical marks appearing on a child will be recorded on AF Forms 1023 and 1181.  Those, which are suggestive or systematic of child abuse, will be reported to Social Actions IAW AFI 34-701.  

2. If a child has a fever higher than 101 degrees, is not participating in the daily activities, or has symptoms of a communicable disease, he may be refused admittance or be required to bring a note from a medical authority stating that the child is well enough to participate in all activities and is not contagious.  

3. In accordance with the AFI 34-248 and the Child Development Program Medical Advisor, children with fever, nausea, vomiting, or diarrhea will not be permitted to attend the CDC until 24 hours after the condition has ceased.  

4. Parents will be asked to pick up a child who shows symptoms of a contagious disease such as chicken pox, an illness or when; the child has a fever highr than 101 degrees, an unusual rash with an accompanying symptom, conjunctivitis or is unable to participate in regular classroom activities.  There is a 30-minute window from the time you are notified until you must pick up your child. 

5. Please keep your child/children home if they show evidence of a cold, fever, indigestion, sore or watering eyes, or is in the late incubations stage of a contagious disease.

6. Children sent home due to illness, must

a. Have a doctor’s statement to return to the CDC.

b. Be absent for the designated period of time for the specific illness, as established by our medical advisor.

7. A current prescription from a doctor and written parental permission are required in order for CDC team members to administer medication to a child.  This includes any over the counter medications.  Sunscreen, lip balm and hand lotions, which are provided by the CDC, are the exceptions to this policy.  We apply these items on an as needed basis for example sunscreen prior to out door play.  We do require an annual parental permission slip in order to apply these items to your child/children.   

8.   Trained team members according to the following schedule will administer medications.
a. If the medication is prescribed for one or two doses per day, it will be administered at home.

b. If the medication is prescribed for three doses per day, it will be administered at 1430 hours at the CDC.

c. If the medication is prescribed for four doses per day, it will be administered at the CDC at 1030 or 1430 as indicated by the parent.

d. CDC adheres to any written documentation from a medical authority to meet the needs of your child/children.

MEALS AND SNACKS

1.  The kitchen team prepares tasty and nutritional meals, which follow the USDA and Air Force guidelines.

Meals and snacks are served at the following times:


Breakfast
7:45am – 8:45am


Lunch

10:45am – 12:45pm


First snack
1:45pm – 3:45pm


Second snack
4:45pm – 5:45pm

2. The team members are not allowed to hold meals for late arriving children or to serve them prior to leaving early for medical appointments, etc.  If the child/children is not in attendance during our scheduled serving times, it is the parent’s responsibility to ensure they are properly fed.  

3. Infants are always fed on demand.  We do provide formula for the infants, including a soy and low iron product.  For specific brands, please check with your child’s provider.  If the brands we provide do not meet the needs of your child, it will be up to you to provide the formula for your child.

4. All food items served to the children will be prepared at the CDC.

5. Parents are welcome to eat as many meals and snacks as possible with your child/children.  There is no additional fee for parents to dine with us.  We do ask that you inform your child/children’s provider in the morning if you plan to join us for a meal.  This will ensure that our kitchen team provides the classroom with the additional food and utensils that will make your dining experience a pleasurable one.

REST TIME

1. Infant needs are accommodated on demand.

2. Older children are provided with a sanitized cot or mat, sheet and blanket for rest time, approximately 11:45am – 2pm.

TOILET TRAINING

1. Toilet training is a major milestone in your child’s life!  Parents and Care Providers need to work together to ensure success for your child.   Our goal is to be consistent in working together to ensure that the children have a successful toileting experiences at the CDC.

2. Toilet training is a process of learning to control their bodies. When a child begins to show signs of readiness (i.e. dry after nap, seems to be aware of bodily functions, can dress and undress themselves, etc.) is when toilet training should be initiated.  If your child does not show an interest in toilet training, the training should be postponed until an interest is shown.

3. Each child should have many changes of clothes each day in case of accidents.  Wet or soiled clothing will be placed in a plastic bag and sealed.  Care providers will attempt to dispose of any firm bowel movement in the underclothing.  For health reasons, care providers will not rinse dirty garments.  If this is a concern for parents, we recommend using pull-ups or disposable training pants. 

BEHAVIOR GUIDANCE

1. Children are expected to be considerate of others and maintain materials properly.  Each child is treated with respect and is assisted in expressing their feelings.  Corporal punishment WILL NOT be used within the CDC under any circumstances.  This includes parents.  

2. Our initial effort is to redirect the child from the inappropriate behavior to other activities.  If we need parental assistance, we may call for you to come pick up your child for the remainder of the day.  This may include behaviors such as continual biting.  If this occurs, there is a 30-minute window from the time you are contacted until you must pick up your child.  If a pattern of harmful behavior develops, the next step is to work as a team, with the parents to put together an action plan.  Lastly, a child may be excluded from the CDC when behaviors are detrimental to the other children or CDC team members and are unable to be resolved.  

BITING GUIDANCE

1.    Biting is quite common among young children. It happens for different reasons with different children and under different circumstances. The first step in learning to control it is to look at why it may be happening. 

2.   Biting can be an uncomfortable issue for parents. Parents of a child who is bitten are often outraged and angry. Parents of the biter may feel embarrassed and frustrated. To ensure confidentially, children’s names are not included in the incident reports for parents.  We share resources about the causes of biting and plans for controlling the situation with parents to assist them in keeping biting in its proper perspective. 

WEATHER POLICIES

Outdoor play is meaningful element of a child’s development.  Each classroom is scheduled to go outside twice each day.  Please dress your child according to the weather.  The children will remain inside during inclement weather such as sleet, hail, thunderstorms, severe heat/cold, or other such conditions.  We adhere to the following:

1. Temperate Weather – temperatures of 50 F to 89 F are considered temperate. Outdoor activities will continue as normal.

2. Cold Weather – temperature are 33 F to 49 F, including wind chill factors, outdoor activities may continue provided the child had adequate cold weather clothing.  This includes a coat, mittens, boots, snow pants and a hat.  When children do not have adequate clothing, their parents will be notified to bring the items to the Child Development Center.  When temperatures are 32 F or below, including the wind chill factors, outdoor activities will be discontinued.

3. Hot Weather – temperatures ranging from 90 F to 99 F, outdoor activities will continue, but in shaded areas only and limited to ten minutes.  In the event, temperatures reach or exceed 100 F; children will be kept indoors.   It is important during hot weather that children are given liquids.  Water should be offered prior to, during and after outdoor play.  Sunscreen should be applied prior to outdoor play.  

ADVENTURE TRIPS

Adventures are taken occasionally as part of the planned learning activity to enhance their developmental.  In the past, the children have visited the Children’s Museum, the Tree House Museum, Pizza Hut, the Air Force Museum, swimming, bowling, and other exciting adventures.  The caregivers will inform the parents in advance of the date, fees and destination for each trip. Parents are always welcome to participate in our adventures. 

HOW PARENTS CAN HELP

1. Parents must sign their child in and out at the front desk and again in the Child’s assigned classroom.  This is done to maintain accountability in an emergency evacuation.

2. Personal belonging.  Please refrain from permitting your child to bring gum, candy or personal toys to the CDC.  These items are disruptive to the routine of the group.  However, a special blanket or another “soft” item, which offers security, is a great addition to our program.  The CDC is not responsible for lost or damaged toys, books or other personal items.

3. Dress for success.  

a. Please bring your child to the CDC in clothes that are appropriate for messy activities, such as finger-painting and playing in “dirt”.  Children are most comfortable in sturdy, simple clothing.  An extra set of clothing, complete with socks and underpants, should be labeled and kept at the CDC for children of all ages.  Being a child is a messy and sometimes “dirty” job, even 3, 4, and 5 year olds have accidents, such as spilling milk.  

b. The children participate in outdoor play on most days, including the winter months.  Please provide your child with the appropriate clothing during the various seasons.  

4. Special Occasions

a. In keeping with our policy of serving meals and snacks which meet Air Force and USDA guidelines, we promote a nutritious cooking experience such as fruits and vegetables, which the children may help prepare for snack, to celebrate birthdays and other special occasions.

b. Parent are welcome to bring nonfood items that are age appropriate and within the Air Force guidelines, in celebration of birthdays and other special events.  Ask your child’s primary provider for more information concerning appropriate nonfood items.

c. These types of activities need to be coordinated with the child’s primary provider.  Recipes requiring expensive ingredients may be limited.

5. Parental involvement in the program helps us provide exceptional care to the children.  We welcome visits from parents, and encourage participation in all of our activities.  Parents and children are expected to follow established policies, as described in AFI 34-701, operating instructions and contracts.  Courtesy to CDC team members, other parents and children is expected.  Though we do annual parent/provider conferences, a parent may request a conference with providers or the director at anytime.  Questions, concerns, and compliments should be brought to the attention of the director for a quick resolution.

6. A Parent Advisory Committee (PAC) meets on a quarterly basis.  Parents in the CDC and School Age programs elect a chairperson, vice chairperson, and secretary.  All parents are encouraged to attend the meetings.  This is a great time to discuss and put together action plans to alleviate concerns.

7. A parent activity bulletin board is located in the CDC lobby.  PAC meeting minutes and other information is posted on the bulleting board.

8. The CDC team members enjoy and appreciate constructive suggestions.  There is a suggestion box at the front desk for written suggestions.

TIPS FOR LEAVING YOUR CHILD AT THE CDC

1. Children need the opportunity to adjust to new environments, especially when the new environment does not include Mom, Dad, Brother or Sister.  To assist with your child’s transition to the CDC, bring the child for a visit, stay and play for an hour or so.  Introduce your child to the CDC team members and children in the classroom.

2. Routines are extremely important.  Establish a daily routine for dropping off and picking up your child/children each day.  When dropping off your child/children, be cheerful; reassure the child/children when you will pick them up.  Look at the daily schedule in the room, and then associate the pick up time with an activity.  Such as, “I will pick you up after your afternoon playground time.”  Please do not sneak out when you child is not looking!!  This type of behavior only fosters feelings of fear and abandonment.

3. Please notify the CDC team members if you will be picking up your child/children at a different time, such as for a doctor’s appointment.  This helps ensure they are ready when you arrive.





FEE SCHEDULE for FY03

(Established according to Air Force guidelines)

Annual Household Income
Weekly Fee Per Child

Monthly Fee Per Child

$0 -          $28,000


$52.00



$225.33

$28,001 - $34,000


$63.00



$273.00

$34,001 - $44,000


$76.00



$329.33

$44,001 - $55,000


$85.00



$368.33

$55,001 - $70,000

          $100.00



$433.33

$70,001 – or more

          $115.00



$498.33

In the event this contract becomes null and void and a new contract is entered into, and additional registration fee will be required.  There are no annual registration fees.  

Hourly fees are $3.00 per child per hour, with a minimum of two hours per child.

Daily late fees are $10.00 for the first minute and $1.00 for each additional minute, per child after 6pm.

Weekly/monthly fees are due in advance, no later than the second working day of each week/month.  A late payment charge of $5.00 per week will be assessed for a payment made after the second working day of each week.  Failure to make payment by the close of business each Friday will result in forfeiture of the child/children’s registration in the CDC.  

There will not be a reduction in the weekly payment for unused days or Federal holiday.


Child Development

Center
Bldg 470

75 MSG/SVYC

5708 Mitchell Lane

Hill AFB, Utah  84056

DSN


777-6321

Commercial

(801) 777-6321

Fax DSN

775-3158

Fax Commercial
(801) 775-3158







