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       Family HandbookPhilosophy

Learning through discovery is our philosophy.  By providing an environment that is rich in materials our programs allow each child the opportunity to experience a variety of new and challenging concepts.

Through play and self discovery, each child will be encouraged to expand and develop a greater sense of self awareness, self expression, and self esteem.  Intellectual and physical abilities will be challenged as well, as each child explores the environment.
Welcome
Welcome to Friendship House.
We are delighted you have chosen Friendship House for your child care needs.  We know you will be pleased with the quality of care your child will receive. Friendship House, a not-for-profit child care center, has been serving the McHenry County area since 1965.  From its origin as part of the First Congregational Church to its incorporation in 1982 and expansion into the Lakeside Center in 1978, we have gained valuable insight into meeting the needs of both the parents and children.  Our director and staff are here for you and your child.  We have an OPEN DOOR policy.  Please come to us with any suggestions, concerns, or comments you might have. Friendship House is licensed by the State of Illinois Department of Children and Family Services.
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Mission
Our Mission is to provide quality child care to children 6 weeks through 12 years.  We provide a safe nurturing environment that promotes acceptance and achievement in each child.  Childcare is offered to all children regardless of race, creed or economic circumstances.  Care is provided by professionals trained in proper early childhood practices.











Admissions and Enrollment

Requirements
Friendship House provides child care and preschool services to children without regard to race, creed, religion, or economic level.  Therefore, any child between the ages of 6 weeks and 12 years is eligible to apply for enrollment.

The enrollment and admissions procedure includes your completion of the required registration forms the registration fee and the first week’s parent fees; all of which are due on your child’s first day of attendance.

The following forms are required by the Department of Children and Family Services and/or this center and will need to be completed prior to placement.
1. enrollment application signed by parents or legal guardians
2. complete record of immunizations
3. signed consent for any off premise field trips
4. signed consent for the center to provide transportation
5. signed consent for emergency medical treatment
6. signed consent for the use of photographs, videos, of film or of the child
7. signed fee and payment plan with a copy
8. signed consent form for administering any medication

Friendship House reserves the right to dismiss any parent or child at any time with or without cause. 

Continued enrollment is contingent upon the parent’s emergency contact person’s and child’s adherence to the policies and procedures as outlined in the handbook including but not limited to, timely payment of all fees and tuition.  Non-Attendance for (5) or more consecutive days without written or email notification to the center will be considered the end of the enrollment and services.  Any unpaid tuition will be due at the point. 
Parents are required to notify Friendship House immediately, should any of the information collected at the time of enrollment or any time thereafter changes.
WELCOMING ALL FAMILIES
Friendship House adheres to the following definition of family:

 FAMILIES: We may be related by birth or adoption or invitation. We may belong to the same race or we may be of different races. We may look like each other or different from each other. The important thing is we belong to each other. We care for each other. We agree, disagree, love, fight, and work together. We belong to each other. — Boston Children’s Museum Exhibit on Family Diversity.  All families are welcome and celebrated in our program. We define family as those who are committed to each other over the lifetime of the child. Some families are made up of two moms, two dads, one mom, one dad, mom and dad, siblings, cousins, grandparents, foster parents, aunts/uncles, significant partners, etc. We make no assumptions about with whom a child lives, who they love, and who loves them. Within the classrooms, teachers will discuss all types of families, and not just the traditional mom-dad-child structure. For special events, we extend invitations to all who would like to attend. Please share your family with us so that we can include, validate, and celebrate each child’s family relationships as part of our ongoing interactions with your child and all of our children. We welcome you all and look forward to developing a rich and supportive relationship with you and your child and to learn from and with each other throughout the year.
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We pride ourselves on serving a diverse group of children with differing abilities within our center, thus creating a rich learning environment. We will, however, need to look at the individual situation of every child with special needs whose family might desire our services. We will consult with appropriate resource personnel to determine our ability to provide the services required for each child. 

The resource team may consist of the Center director and associate or assistant director, classroom teachers, and registered, licensed, and/or certified resource personnel such as physicians, psychologists, social workers, speech therapists, physical and occupational therapists, educators, and other technical and professional personnel, as indicated by the child's special needs. 

We will not exclude a child based on a disability. However, we reserve the right to consult with other professionals to determine the extent of the child’s needs. Reasonable adaptations and changes will be made to accommodate a child with disabilities or special needs while ensuring an undue burden (expense or significant difficulty) is not placed on the program. Parents are expected to make arrangements for children who require specialized staff or consultants to help them fully participate in the program. All arrangements need to be discussed with staff and approved by the director. Parents are financially responsible for any additional services. Any support staff who enter the program will be expected to work cooperatively with Friendship House staff and follow all policies and procedures.  Support staff who are not qualified or trained as early childhood teachers will spend limited time in the classroom.

 It is expected that the parents of a child with special needs will provide our staff with appropriate information to assist us in providing the best possible care for their child (i.e., IEP, IFSP). When a child has a diagnosed need, the staff needs to be fully informed so we can provide the best possible care for him/her and continue to work on his/her goals. It may be appropriate for a child to spend time in a classroom prior to enrollment to determine if their needs can be met by our staff. It will then be up to center staff to determine the appropriateness of a child’s placement in our program.



Stafﬁng
•  The day care center must have a qualiﬁed child care director on site at 
all times. The director must be at least 21 years old, have completed 
two years of college or have equivalent experience and credentials.

•  Early childhood teachers must be at least 19 years old, have two years 
of college or have equivalent experience and credentials.

•  School-age workers must be at least 19 years of age and at least ﬁve 
years older than the oldest child in their care. They must have completed 
one year of college or have the equivalent experience and credentials.

•  Early childhood assistants and school-age assistants must have a high 
school diploma or the equivalent and must work under direct supervision 
of an early childhood teacher or a school-age worker.

• Volunteers, students and youth aides must be at least 14 years of age, at least ﬁve years older than the oldest child in their care, and must work under direct supervision of an early childhood teacher or a school-age worker.

• Student and youth aides are not generally counted for purposes of 
maintaining staff/child ratios.

•  The director and all child care staff must have a minimum of 20 hours of in-service training annually.

•  All staff must have current medical reports on ﬁle and are subject to 
background checks for any record of criminal conviction or child abuse 
and neglect and 
pre-employment drug screening.

•  Substitutes and floaters are built into the schedule to ensure continuous supervision of children.
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Daily Communication
We encourage both parents and teachers to discuss significant events which happen either at home or at the center which may affect their day.  Keeping on schedules may leave little time for lengthy conversation, but we hope you will make it your objective, as it is ours, to make the necessary time for purposeful communication.
You will be provided with a classroom newsletter each month to help keep you abreast of all upcoming events.  A daily schedule is posted in your child’s room, as well as a parent board, which highlights any memos or notices of changes and/or important information as well as monthly menus.  Please make sure to take a look there on a daily basis.

Conferences
During the year Friendship House provides formal communications with the parents or guardians of our children ages 6weeks -12 years old.  Your child’s teachers will keep you informed as to the exact date of these very important conferences.  These conferences will take place twice a year, in May and October.
This is a great opportunity for parents and teachers to ask questions about the child.  When we share information the child benefits the best of both worlds; home and school.

Informal conferences are available at any point during the year by phone.

Daily Operation
Friendship House is open Monday – Friday from 7:00a.m. -5:30p.m.  We are closed on 
-New Year’s Day –Memorial Day
- 4th of July – Labor Day
- Thanksgiving and the Friday after –Christmas Day
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Orientation
Upon enrollment at Friendship House all families will be educated on the following:
1. Philosophy/Missions
2. Parent/Staff communication
3. Daily Schedule/Curriculum
4. Signing in and Out/Absences
5. Mealtime policies, visiting, practices
6. Birthdays
7. Naptime/Rest time
8. Sick child policy
9. Medication policy
10. Drop off/pick up policy
11. Discipline policy

As we go through the orientation we welcome any feedback, comments or concerns.

Biting
Friendship House recognizes that biting is a developmentally appropriate behavior for children in the infant room thought the 2 year old classrooms.  Parents with children in these classrooms should expect that their children may be bit, or will bite another child.  The staff understands that parents are concerned and can be upset when their child is involved in a biting incident.  We ask that you remember this is a developmentally appropriate behavior, and that the staff are working to identify situations which provoke, or elicit this behavior so it can be prevented in the future.  The staff will not punish, or harshly discipline children for biting behavior; they will redirect them to different activities in separate areas of the classroom.  Parents are expected to work with the staff to identify strategies to curb this behavior.
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We will take every precaution to safeguard your child against illness.  However, most children experience a normal number of infections. If your child becomes ill while in our care, we will notify you and provide a quiet place for your child to rest.  
If you cannot be reached, we will try your emergency contacts under authorized individuals who may enter the building and to whom we can release your child. Your child should remain out of the center for a minimum of 24 hours if any of the following occur:
1. Temperature of 101 or greater
2. Intestinal disturbance (diarrhea, vomiting) 
3. Undiagnosed rash
4. Sore or discharging eyes, ears, or profuse nasal discharge
5. Your child has been placed on medication for less than 24 hours.  We suggest a 48 hour period to ensure that your child is no longer contagious.
If your child is exposed to any infectious disease, we will notify you.  If your child is too sick to participate in the day’s activities, both indoor and outdoor,  they should be kept home until fully recovered.
IF YOUR CHILD IS EXPOSED TO ANY INFECTIOUS DISEASE OUTSIDE THE CENTER, PLEASE REPORT IT TO US PROMPTLY.  IF YOUR CHILD WILL NOT BE ATTENDING DUE TO ILLNESS, PLEASE CALL THE CENTER SO WE MAY INFORM YOUR CHILD'S TEACHERS AND THE MCHENRY COUNTY DEPARTMENT OF HEALTH
Emergency Care
Friendship House will provide EMERGENCY medical care for all children when parents cannot be immediately reached at the time of emergency.  



Emergency Closing
In situations, including but not limited to, electrical power failure, lack of water, lack of heat or air conditioning, hazardous road conditions, or other situations which may endanger the safety or health of children and employees, may result in Friendship House closing at the discretion of the Director.
.
Medicine
In order to administer any medicine prescribed by your physician, you and your physician must sign a medical permission slip indicating start and end date, dosage amount and time to administer.  The medication must be in its original container which clearly states the prescribed dosage, name, date and physician’s name. A record of the amount of medicine dispensed is kept on file.

Non-prescribed oral medication such as Tylenol and cough syrups must be accompanied by written permission from your child’s doctor stating dosage and times of administration.  These medications must be labeled with child’s name and date and will be dispensed over the prescribed length of time.
All other non-prescription medication such as ointments and lotions must be accompanied by written parental permission.  Such medications shall be administered in accordance with package instructions and shall be labeled with child’s name and date.

Information and Procedures
Hours of Operation
Friendship House is open Monday thru Friday between the hours of 7:00a.m. and 5:30p.m.  We are closed  the following days: New Year’s Day, Memorial Day, Fourth of July, Labor Day, Thanksgiving Day, and the Friday after and Christmas Day.  There is no reduction in parent fees for these holidays.
If we are closed due to weather conditions, we will send a message via Hi Mama. There is no reduction in fees for these days. Texts Alerts will also be sent out thought the Remind app.  Please make sure you are signed up for it.
PETS
Notification of the existence of any pets or other animals on the property of the day care will be given to parents. Pets shall be vaccinated in accordance with the requirements of the local county Proof of vaccination will be kept on file in the center.  Currently the center only has fresh water fish.
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Arrival and Departure Times
Our responsibility begins when you have signed your child and have placed your child in the care of a Friendship House staff member within the center.  Under no circumstances should your child be allowed to find his/her own way into the classroom.  Please see the Director on signing your child in and out of the center.
Arrival and departure times are less structured due to children coming and going.  During these times, children may mix with others allowing the opportunity for peer interaction.
We will release your child only to their parent or other authorized person 18 years of age or older.  Please make sure that all authorized individuals are prepared to show identification when picking up.
Friendship House reserves the right to refuse dismissal of a child to anyone picking up who appears under the influence of drugs or alcohol. Friendship House will call a taxi 
at your cost.  
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Personal Belongings
Unless your child needs a certain stuffed animal for security, the Friendship House policy is that children are not to bring toys to school except on a scheduled “show & tell” day.  Personal items may be easily lost or broken and hard to share.  Exceptions are books which can be shared with the other children when the teacher reads to the class.  Please make sure that all items are well marked to ensure that they are returned.

Clothing
Because of the varied activities planned, children should be dressed simply and comfortably.  Extra clothing is a necessity and should be marked with your child’s name to avoid loss of clothing.  Outdoor play is a part of our daily schedule so please bring your child prepared for all types of weather
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Financial PoliciesWithdrawal
Parents may withdraw a child from the program at anytime.  A two week notice is required in writing when withdrawing your child.  Parents wishing to withdraw their child, but fail to provide a two week notice, will still be liable for those weeks’ parent fees. Withdrawal and subsequent re-enrollment will entail an additional registration fee.  Non-Attendance for (5) or more consecutive days without written or email notification to the center will be considered the end of the enrollment and services.  Any unpaid tuition will be due at the point.

Parent Fees
All parent fees are prepaid and are due on Friday for the upcoming week. A late fee may be assessed if your payment is not made by 6:00p.m. on Fridays. Child care services may be terminated if your parent fees are overdue for more than two weeks.

Registration Fee
The registration fee is due at time of enrollment but may be paid in advance to reserve a spot. The registration fee is recurring yearly fee. The registration fee is non-refundable.
Late Pick-up Fee
A late pick-up fee will be charged for each child remaining in our center after closing.  Please discuss this fee with your director.
Vacation
One week of vacation is available after your child has been continuously enrolled 
for a 6 month period.
Vacation time must be taken as a full week as scheduled and does not include taking one individual day at a time.  Vacation time does not carry into the next year.
Subsidy Co-Pays
Friendship House does accept childcare subsidies.  If you are interested in applying for this program, administered by the Illinois Department of Human Services, you must contact either the Director or Assistant Director in order to begin the process.

Behavioral Support
Any child who, after attempts have been made to meet the child's individual needs, demonstrates inability to benefit from the type of care offered by the facility, or whose presence is detrimental to the group, the following steps will be taken;
-formal observation of the behavior is documented and a behavior support plan will be developed with the parents and an outside professional.
-If the plan is not effective, the facility might enact a written transition plan with the parents
-transition out of program notifying and working with parents in securing alternative care
In all instances, when the facility decides that it is in the best interest of the child to transition out of program, the child's needs and parents' needs shall be considered. Friendship House will provide referrals and resources for the parents’ consideration to help facilitate the transition to another facility.


Parent Fee Refunds
There are no refunds for those days when your child is out ill.  You may, however, use vacation time, if it is available, if your child is out ill for a full week.
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The center will conduct regular monthly fire drills and periodic tornado and lockdown drills.  In the event that the center loses water, gas or electricity, the problem will be rectified immediately.  If the problem persists past a two hour span, efforts will be taken to call parents or caregivers and children sent home.  No one will be allowed back into the center until the problem is fixed.  Proper channels will be taken to notify the board as well as the licensing representative from DCFS to keep them apprised of the situation and the ongoing efforts to correct the problem.  In the event of a natural disaster, every effort will be made to secure the safety of the children first and evacuation procedures taken when necessary.  Police and Fire Departments will be called as well as the local school district to secure buses to transport children should it become necessary.  In the event that an evacuation should occur, the director will remain at Friendship House until all staff and children have been safely loaded on buses and taken to the alternative emergency site.  The alternative site is the Salvation Army on Crystal Lake Avenue in Crystal Lake.  They will be contacted immediately to make them aware that we need to house our children there.  The assistant director (or designated director qualified staff person) will direct staff and children arriving at the alternative site to appropriate areas.  One staff member from each room will be the designated “evacuation supply” person.  That person will be responsible for ensuring that first aid kits and evacuation supplies (medicines, attendance sheets, emergency numbers, water, snacks, games) go with the individual classroom.
There will be additional water and food supplies kept on hand at all times at Friendship House in the event that children are required to remain in tornado areas for long periods of time.  Lockdown procedures will be posted on each classroom door and a copy kept in the classroom resource book.  Earthquake procedures will be posted on every classroom door and a copy kept in the classroom resource book.  Fire Drill exits will be posted on every classroom door and a copy kept in the classroom resource book. Tornado Drill procedures will be posted on every classroom door and a copy kept in the classroom resource book.  It is the responsibility of every staff member to familiarize themselves with all these policies and procedures as part of their classroom duties.
The center will have in place a security system.  The doors will be kept locked at all times accessible only through a code input into the security system keypad.  Every family and staff member will be assigned their own number for the system which can be removed should the family or staff member leave.  Visitors to the center are required to check in with the front desk and provide identification if picking up a child.  If an intruder manages to enter the building, the children will be kept in their respective classrooms with their teachers.  The director and/or assistant director will notify the police (911) if the intruder becomes unruly or does not leave.  At no time will there be a confrontation with the intruder.  If the person is driving a vehicle, a description and license plate number will be taken, when possible, to provide to the police.  Every effort will be made to ensure that accurate information is made available to the center in the event n emergency arises.  Current work numbers, cell phones, pagers, emergency contacts, doctors, email addresses, etc., will be provided to the center and updated yearly.  Parents will be kept informed on all center policies and will be given a summary of licensing standards upon registration.  In addition, parents will be notified of any emergency, injury or behavior difficulty concerning their children.


Family Information
Family Support Services
Friendship House supports our families in a variety of ways.  We believe by providing support to the families of our children the entire community will benefit.  Support services provided are:
- notification of mobile food pantries
- social functions for families and staff
- transportation to and from school
- tuition scholarships
- portraits for staff, families and children
- parent workshops
- parent library
- information on take home meals
-childcare during parent conferences/meetings

Family Participation/Volunteers

Parents and family are invited and encouraged to be involved in their child’s school activities.  There are many different ways in which parents can participate and volunteer at Friendship House. Family members may volunteer to attend trips, read in the classroom, assist teachers and/or coordinate special events, and share songs, stories or crafts special to your family’s heritage.  Teachers will have posted in the classrooms any volunteer opportunities available.  Parents not interested in volunteering directly in the classroom may donate items, do maintenance work, or assist at fundraisers and/or special events.

Extended family such as grandparents, aunts/uncles are also welcome in our classrooms.  Parent or guardian must notify administration before family is allowed in the building.  Family members must also show photo ID and sign in at the front desk


Smoking/
Prohibited Substances
Alcohol, illegal drugs, tobacco and other controlled substances are not permitted on the center premises during the hours of operation or at any time or place where there are children present for whom the center staff is responsible. Smoking is not allowed within 15 feet of Friendship House doors or playground.
Parent Survey/Feedback
In order to maintain the high quality of services provided to the families of our children Friendship House will conduct an annual survey.  This survey will be completed in October of every year. The results of the survey will be shared with everyone at the beginning of the New Year.  Parent feedback is important for Friendship House to maintain, improve and/or add existing services.

A suggestion box is located outside the Directors office, feel free share any suggestions, comments or concerns.  
This can be anonymous.

Grievance & Conflict Resolution Policy
Parents are requested to raise any concerns they may have regarding their child’s care with 
the classroom teacher in the first instance. This should be followed up by speaking to the Director 
if the concern has not been satisfactorily resolved. 
If you have any suggestions please do not hesitate to contact the Director, so that appropriate 
action can be taken. 
All concerns will be dealt with in the following manner:
• With confidentiality.
• Meet with the staff members in the group (if appropriate) to discuss the issue.
• The center’s Board of Directors will be informed of the grievance and discuss with the director possible strategies to resolve the grievance.
• Meet with the parents to discuss the grievance outcomes. 
• Outside agencies or community resource programs may be accessed if families and the center require the support.
Parents have the right to contact the Board of Directors via email at president.friendshiphouse@gmail.com
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Under the Child Protective Services Act, mandated reporters are required to report any suspicion of abuse or neglect to the appropriate authorities.  The employees of Friendship House are considered mandated reporters, under this law.  The employees of Friendship House are not required to discuss their suspicions with parents prior to reporting the matter to the appropriate authorities, nor are they required to investigate the cause of any suspicious marks, behavior or condition prior to making a report.  Under the Act, mandated reporters can be held criminally responsible if they fail to report suspected abuse or neglect.  We take this responsibility very seriously and will make all warranted reports to the appropriate authorities.  The Child Protective Services Act is designed to protect the welfare and the interest of all children.

As mandated reporters, the staff of Friendship House cannot be held liable for reports made to Child Protective Services which are determined to be unfounded, provided the report was in “good faith”.

Should you suspect abuse or neglect in your home, family or neighborhood reports can be made to 
1-800-25ABUSE.

Confidentiality Policy
Within Friendship House, confidential and sensitive information will only be shared with employees of Friendship House who have a “need to know” in order to most appropriately and safely care for your child.  Confidential and sensitive information about faculty, other parents and /or children will not be shared with parents, as Friendship House strives to protect everyone’s right or privacy.  Confidential information includes, but is not limited to, names, addresses, phone numbers, disability information and HIV/AIDS status or other health related information for anyone associated with Friendship House.
Outside of Friendship House, confidential and sensitive information about a child will only be shared when a parent of the child has given express written consent, except where otherwise provided by law.  Parents will be provided a document detailing the information that is the being shared outside Friendship House, persons with whom the information will be shared, and the reason(s) for sharing the information.
You may observe children at our center who are disabled or who exhibit behavior that may appear inappropriate.  You may be curious or concerned about the other child.  Our confidentiality policy protects the privacy of every child.  Employees of Friendship House are prohibited from discussing anything about another child with you.
Confidentiality Policy Violations
Friendship House takes very seriously the responsibility of maintaining the confidentiality of all persons associated with the agency.  Parents must understand the implications of this responsibility.  Parents need to recognize that the Confidentiality Policy not only applies to their child or family, but to all children, families and employees associated with Friendship House.  Any parent who shares any information considered to be confidential, pressures employees or other parents for information which is not necessary for them to know, will be considered in violation of the Confidentiality Policy. Any parent who violates the Confidentiality Policy will not be permitted on agency property thereafter. 
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When a child is having a difficult time following directions, treating others with disrespect or abusing the equipment, the staff at Friendship House will use developmentally appropriate guidance techniques.  These techniques will never include physical punishment, verbal abuse or withholding food.  The following techniques are used in each classroom:
A. Positive Reinforcement:  Children will be praised for their acceptable behavior.
B. Redirection: The child is redirected to another activity and given an opportunity to try again at another time
C. “When …Then” Statements: This statement is used to encourage the child to accomplish one thing before going to something else.  For example: when you finish picking up the blocks, then you can go to the sandbox.
D. “If… Then” Statements: This statement is used to encourage the child to make a positive choice.  For example: If you pick up the blocks, then you can go to the sandbox.
E. Take a Break: The child is separated from the group for a child regulated period of time, which is one minute per year of age.  This technique is used only when the child is exhibiting temper tantrum type behavior or hurting himself or others.  This technique will never be used on children less than 24 months of age.

Praise and positive reinforcement are effective methods of the behavior management of children.  When the children receive positive, non-violent, and understanding interactions from adults and others, they develop good self concepts, problem solving abilities and self discipline.  Based on this belief of how children learn and develop values, Friendship House will practice the following discipline and behavior management policy:
1. Praise, reward and encourage the children
2. Reason with and set limits for the children
3. Model appropriate behavior for the children
4. Modify the classroom environment to prevent problems before they occur
5. Listen to the children
6. Provide alternatives for inappropriate behavior to the children
7. Provide children with natural and logical consequences for their behavior
8. Treat the children as people and respect their needs, desires and feelings
9. Ignore minor misbehaviors
10. Explain things to children on their levels
11. Stay consistent in our behavior management program
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Friendship House uses Ages and Stages Questionnaire (also known as ASQ) once per year in the Spring.  ASQ is one of the best developmental and social-emotional screening for children from one month to 5 ½ years. Highly reliable and valid, ASQ looks at strengths and trouble spots, educates parents about developmental milestones, and incorporates parents’ expert knowledge about their children. The results of the screenings will be shared with parents and additional resources provided if necessary. 
Screening young children is an effective, efficient way for professionals to catch problems and start treatment when it does the most good—during the crucial early years when the child’s brain and body are developing so rapidly.
Because developmental and social-emotional delays can be subtle and can occur in children who appear to be developing typically, most children who would benefit from early intervention are not identified until after they start school. Even pediatricians, the child health specialists, fail to detect delays more than 70% of the time when they rely on clinical judgment alone.
Research underscores the importance of early intervention:
· Developmental delays, learning disorders, and behavioral and social-emotional problems are estimated to affect 1 in every 6 children
· Only 20% to 30% of these children are identified as needing help before school begins.
· Intervention prior to kindergarten has huge academic, social, and economic benefits. Studies have shown that children who receive early treatment for developmental delays are more likely to graduate from high school, hold jobs, live independently, and avoid teen pregnancy, delinquency, and violent crime, which results in a savings to society of about $30,000 to $100,000 per child.
· If social-emotional problems are identified and addressed early, children are less likely to be placed in special education programs—and later in life, they’re also less likely to experience school failure and unemployment.
Friendship House partners with the McHenry County Department of Health once per year (usually in May) to meet the Illinois law which mandates that vision and hearing screenings are conducted on all children ages 3,4, and 5 that attend daycare or pre-school and kindergarten.  These screenings at a nominal cost to the families.
Vision screening is not a substitute for a complete eye and vision evaluation by an eye doctor.  Your child is not required to undergo this vision screening if an optometrist or ophthalmologist has completed and signed a report form indicating that an examination has been administered within the previous 12 months.  Screening is NOT an option unless the vision or hearing examination from the doctor is in the file. 
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The Creative Curriculum® for Infants, Toddlers & Twos
The Creative Curriculum for Infants, Toddlers & Twos is a comprehensive curriculum that now offers expanded daily support, guidance, and inspiration to teachers and caregivers of the youngest learners. It consists of The Foundation, three research-based volumes that provide the “what” and “why” of responsive caregiving, and Daily Resources, which offer the important “how” to help foster children’s learning and growth.
The Creative Curriculum for Infants, Toddlers & Twos
· -is based on 38 objectives for development and learning, which are fully aligned with the School Readiness Goals for Infants and Toddlers in Head Start and early learning standards for each state.
· -helps teachers and caregivers implement developmentally appropriate practices and offer responsive daily routines and meaningful experiences that nurture learning and development.
· -offers daily opportunities for teachers and caregivers to use assessment information to individualize routines and experiences for young children.
· -provides built-in guidance for building the kind of meaningful partnerships with families that are an essential factor in how infants, toddlers and twos experience your program and how much they gain from it.
· offers complete support in classrooms where children are learning two languages
The Creative Curriculum® for Preschool
The Creative Curriculum for Preschool is an award-winning curriculum for preschool success. Comprising The Foundation, five research-based volumes that provide the knowledge base of the curriculum, and the Daily Resources, which offer step-by-step guidance in the form of Teaching Guides and additional daily teaching tools, The Creative Curriculum for Preschool is fully aligned with the Head Start Child Development and Early Learning Framework and state early learning standards.
Using exploration and discovery as a way of learning, The Creative Curriculum for Preschool enables children to develop confidence, creativity, and lifelong critical thinking skills.
The Creative Curriculum for Preschool
· -is based on 38 objectives for development and learning, which are fully aligned with the Head Start Child Development and Early Learning Framework as well as early learning standards for every state.
· -presents knowledge-building volumes and daily practice resources in tandem, giving every educator the “what,” “why” and “how” of early childhood education.
· offers daily opportunities to individualize instruction, helping teachers meet the needs of every type of learner.
· -addresses all the important areas of learning, from social-emotional and math to technology and the arts, and incorporates them throughout every part of every day.
· -offers daily, built-in opportunities for observation, helping teachers and administrators clearly see the strong relationship between curriculum and assessment.
· 
· -offers complete support for working with English- and dual-language learners, including detailed guidance that helps to build teachers’ knowledge about best practices.
· 
· -contains guidance for working with all learners, including advanced learners and children with disabilities.


              ProgramToddlers – 15 months to 2 years
Our toddler program allows for each child to explore the environment through hands-on experiences.  Emphasis is placed on exploration of things around us, people in our life, and about ourselves.  Social skills play a major part in each day as we learn to interact with other children in small and large group settings.
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Twos – 2 to 3 years
Our two year old program is a continuation of our toddler program emphasizing exploration and social skills such as sharing, playing together and communicating with others.  
Pre-academic skills are introduced in this program 
(i.e.: colors, shapes, body parts, counting to 10, singing our ABC’s),

Group activities are introduced on a regular basis as their attention span increases.  Art, story time and music are a part of the daily routine.







DCFS Ratios
Age of Children
Ratio
Infants (6wks-14mos)
1 to 4
Toddlers (15mos – 23mos)
1 to 5
Two Year Olds
1 to 8
Three Year Olds
1 to 10
Four Year Olds 
1 to 10
Five years (preschool)
1 to 20
School Age
1 to 20

Infants – 6 weeks to 15 months
Our infants are on an individual schedule which allows for each child to stay on the same schedule they are accustomed to at home.  Emphasis is placed on stimulation and love, meeting each child’s needs and the needs of each parent.  Our teachers provide a variety of activities that strengthen our infants’ muscles and coordination abilities as they grow and develop.
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Our preschool program emphasizes learning through play and discovery.  Developmentally appropriate activities are provided on a daily basis that enhance each child’s self-esteem, creativity, self expression, communication and language skills, intellectual abilities, and large and small motor abilities in a positive setting.

A computer with programs that enhance such skills as language, math, creativity, and small motor, is a part of each week’s curriculum.  Periodic field trips may be introduced into the curriculum.  Parents will be advised well in advance of any trip.
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School-age Program
A school-age program, for children aged 6-12, is available.  During the school year, transportation to and from District 47 elementary schools is provided.  Children remain at the center on any no school days.  The summer program includes swimming, arts & crafts, field trips, drama and much more.  Extra curricular programs are available and require a minimum enrollment and an additional fee.
Kindergarten Program
This program offers before and after school care for those children who are part of District 47’s A.M. Kindergarten program.  The program offers each child an afternoon filled with social interaction and several activities which allow them to feel some control in their day.  Activities are provided that exercise creativity, self-expression, health and fitness and active participation.  Teachers encourage children to build on those skills that are of interest to each child.

Services DeliveredDiapering and Toileting Procedures
 The center will help with toilet training in the following manner: All children will have their diaper on until completely trained, but our staff will continue taking each child to the bathroom every hour. Diapers must be left on for health reasons.
· Change each child’s diaper when wet or soiled. Change clothing also if necessary. Keep a supply of clean diapers near changing table, but out of children’s reach.
· Wash and dry each child’s bottom during each diaper change with diaper wipe.
· After putting on the clean diaper, wash the child’s hands with soap and water and dry with individual cloth or paper towel
· Place used diaper in a closed container that is lined with leak proof or impervious liner. Diapers must be removed daily. Disposable diapers must be returned to child’s garbage can with lid. Soiled clothing must be returned to the child’s parents.
· Sanitize the area used for changing a child’s diaper with soap and water, followed by a disinfectant solution\
· Wash your hands with soap & water immediately after each diaper change. 

Children’s Health Requirements
•  A medical report indicating that the child has been appropriately 
immunized must be on ﬁle for each child.  
Parents are encouraged to be informed about childhood immunizations by going to the following 
Web site: http://www.state.il.us/dcfs/daycare/Childhood_Immunizations.shtml.
 A tuberculin skin test and lead screening are to be included in the initial exam unless waived by a physician.
•  The medical report is valid for two years for infants and preschool children. Exams for school-age children are required consistent with the requirements of the public schools.
• The center will comply with the Illinois Department of Public Health’s Hearing and Vision Screening Codes and the Illinois Child Vision and Hearing Test Act.
•  Children aged one to six years must have either a lead risk assessment or a lead screening. 
•  Water must be freely available to all children.
•  Children’s hands must be washed with soap and water upon arrival at the center, before and after meals or using the toilet, after wiping or blowing their noses, after outdoor play and after coming. into contact with any soiled objects.
Napping and Sleeping
•  Children under six years of age who remain ﬁve or more hours must 
have the opportunity to rest or nap.
•  Infants must sleep in safe, sturdy, freestanding cribs.
•  Toddlers may use stacking cots.
•  A cot must be provided for each toddler or preschool child in 
attendance ﬁve or more hours.  Each cot, or crib must be labeled with the name of the child.

SAFE SLEEP PRACTICES
· We practice SIDS reduction in our program by using the Caring for Our Children standards.
·  Always place babies to sleep on their backs during naps and at nighttime.
· Avoid letting the baby get too hot. The infant could be too hot if you notice sweating, damp hair, flushed cheeks, heat rash, and/or rapid breathing. Dress the baby lightly for sleep. Set the room temperature in a range that is comfortable for a lightly clothed adult
· We talk with families about the importance of sleep positioning and encourage them to follow these guidelines at home
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Sanitation
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Nutrition and Meals
•  Menus must be posted. 
•  Meals and snacks must meet nutritional guidelines.
•  Children in care two to ﬁve hours must be served a snack.  Children in care ﬁve to 10 hours must be served a meal and two snacks or two meals and one snack.  Children in care more than 10 hours must be served two meals and two snacks or one meal and three snacks.
Early Morning Snack 6:15a.m.-7:30 School Age Breakfast 7:30a.m.
Breakfast 9a.m. Lunch 12p.m. Afternoon Snack 3:15p.m.

Food from home may only be substituted with a doctor’s order. Please contact the Director for more information, if your child has a food allergy.
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\\\k 4 Transition Policy 49,

The tran3|t|on/progre55|on of children involved and partnership process between families
and Friendship House staff. As children grow and progress down the Center's hallways it
is important parents/guardians be informed of the development requirements of each
classroom in the center. These developmental requirements must be met before children
can transition into the next classroom.

Outlined below are the developmental requirements for classroom transitions:

Bic Tor TREE HOUSE
6WEEKS - ISMONTHS A YEARS - 5 YEARS

1:3 CHILD.: TEACHER RATIO
MAX GROUP SIZE 9 1:10 CHILD:TEACHER RATIO
*BY 15 MONTHS THE CHILDREN SHOULD BE, MAX GROUP SIZE 20
-EATING AT TABLE
-USING A SIPPY CUP
-WALKING BARN

5 YEARS OLDS PRESCHOOL &
SAND Box

1ISMONTHS - 24 MONTHS KINDERGARTNERS
1:4 CHILD:TEACHER RATIO 1:20 CHILD:TEACHER RATIO
MAX GROUP SIZE T2 MAX GROUP SIZE 20
*BY 24 MONTHS THE CHILDREN SHOULD BE,
-USING A REGULAR CUP AND SILVERWARE
-NO LONGER USING A PACIFIER PARK

1ST AND 2ND GRADERS

BEACH . s
5 YEARS. B YEARS 1:20 CHILD:TEACHER RATIO
1:5 CHILD:TEACHER RATIO MAX GROUP SIZE 20

MAX GROUP SIZE 15
*BY 3 YEARS OLD THE CHILDREN

SHOULD BE POTTY TRAINED CLuB HOUSE
2ND GRADE - 12 YEARS
Zoo 1:20 CHILD:TEACHER RATIO
3 YEARS - 4 YEARS
1:10 CHILD:TEACHER RATIO MAX GROUP SIZE 20

MAX GROUP SIZE 19

THERE MAY BE TIMES DURING THE SCHOOL YEAR WHEN AN OPENING BECOMES AVAILABLE IN
THE NEXT CLASSROOM BEFORE THE SUMMER/ FALL TRANSITION DATE. WHEN THIS OCCURS, THE
CENTER WILL OFFER THE SPACE TO THE CHILD WHO IS MOST DEVELOPMENTALLY READY (NOT
NECESSARILY THE OLDEST CHILD) FOR THAT ROOM.

EREKRERER

Parents/Guardians will be notified in writing approximately 30-days before a child begins the
transition process. Children are transitioned gradually over the course of a week from one room
to the next, During the week, the child will spend 2- hours a day in the new classroom. The 2-
hour intervals are staggered throughout the week in order for the child to experience different
time periods of the day in the new classroom and acquaint themselves with their new surroundings.
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CreativeCurriculum‘

The country’s leading integrated online assessment, program
planning, and reporting system for children birrh to age five.
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