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WELCOME

Welcome to Friendship House.
We are delighted you have

chosen Friendship House for your |

childcare needs. We know you
will be pleased with the quality of
care your child will receive.
Friendship House, a not-for-profit
childcare center, has been
serving the McHenry County area
since 1965. From our origin as
part of the First Congregational
Church, to our expansion into the
Lakeside Center and
incorporation in 1982, we have
gained valuable insight into
meeting the needs of our
community. We have an OPEN-
DOOR policy and welcome any
suggestions, concerns, or
comments you might have.
Friendship House is licensed by
the State of lllinois Department of
Children and Family Services and
has continued to achieve a Silver
Circle of Quality through
ExceleRate lllinois.
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PHILOSOPHY

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 is encouraged to expand
and develop a greater sense of self

awareness, self-expression, and

self-esteem. Intellectual and
physical abilities are challenged as
well, as each child explores the
environment.
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MISSION

Our Mission is to provide quality
childcare 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 ali children
regardless of race, creed or
economic circumstances. Care is
provided by professionals trained in
proper early childhood practices.
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WELCOMING ALL F S

Friendship House adheres to the following definition of family:
“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.”
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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 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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ADMISSIONS & ENROLLMENT
Friendship House provides childcare 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 completion of the required
registration forms, the registration fee and the first week’s tuition; all of which are due on your child’s
first day of attendance.
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The following forms are required by the Department of Children and Family Services and/or
Friendship House and will need to be completed prior to placement.
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- Enrollment application signed by parents or legal guardians

. Complete record of immunizations

. Signed consent for any off-premises field trips

. Signed consent for the center to provide transportation

. Signed consent for emergency medical treatment

. Signed consent for the use of photographs, videos, of film or of the child
. Signed fee and payment plan with a copy

. Signed consent form for administering any medication
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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 and child’'s adherence to the policies and
procedures as outlined in the handbook. This includes timely payment of all fees and tuition. Non-
attendance for (5) or more consecutive days without written or email notification to Friendship House
will be considered the end of the enrollment and services. Any unpaid tuition will be due at that
paoint.
Parents are required to notify Friendship House immediately, should any of the information
collected at the time of enrollment or any time thereafter changes.
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ORIENTATION

Upon enroliment at Friendship House all families will
be educated on the following:
. Philosophy/Missions
. Parent/Staff communication
. Daily Schedule/Curriculum
. Signing in and Out/Absences
. Mealtime policies, visiting, practices
. Birthdays
. Naptime/Rest time
. Sick child policy
. Medication policy
10. Drop off/pick up policy
11. Discipline policy

O~ hAWN-=

We welcome any feedback, comments or concerns
throughout the orientation process.
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DAILY OPERATION
Friendship House hours of operation are as follows:
Monday — Friday 7:00a.m. -5:30p.m.
We are closed on the following days:
New Year's Day
Good Friday
Memorial Day
July 4
Labor Day
Thanksgiving & the Friday after Thanksgiving

e Christmas Day
Please note: Schedules are subject to change based
upen programming needs. Parents will be notified in
advance.

COMMUNICATION

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. We encourage the use of
our center app, Lillio, to keep informed of
daily classroom and center activities.
Families 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.

Conferences

Friendship House provides formal
communications with the parents or
guardians of our children ages six weeks -
5 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. YWhen 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.




INCLUSION

We pride ourselves on serving a diverse group of children
with differing abilities within our center, thus creating a rich
learning environment. We will look at the individual situation
of every child with special needs whose family might desire
our services.

We will consult with appropriate resource team to determine
our ability to provide the services required for each child. This
resource team may consist of the center directors, classroom
teachers, and registered, licensed, and/or certified
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 plan 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
Friendship House policies and procedures.

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., [EP,
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 and family to determine the
appropriateness of a child’s placement in our program.

STAFFING

+ The day care center must always
have a qualified childcare director
on site. The director must be at
least 21 years old, have completed
two years of college or have
equivalent experience and
credentials as required by DCFS.

+ Early childhood teachers must
be af 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 coliege 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.

* The director and all childcare
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 buift
into the schedule to ensure
continuous supervision of children.
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CLASSROOM OFFERINGS
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DCFS Ratios

Age of Children

Infants (Bwks-14mos)

Toddlers (15mos —
23mos)

Two Year Olds

Three Year Olds

Four Year Olds

Five years (preschool)

School Age

Infants — 6 weeks to 15
months

Our infants’ schedules are individualized
based on daily communication between
staff and families. Emphasis is placed on
meeting the needs of both children and
families while surrounding them with love.
Qur teachers provide a variety of
activities that strengthen our infants’
muscles and coordination skills as they
grow and develop.

Friendship House focuses on continuity of
care by assigning a primary caregiver.
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Toddlers — 15 months to 2 years

Our toddler program allows for each
child to explore their environment
through hands-on experiences.
Emphasis is placed on exploration of
things around them, people in their life,
and themselves.

Social skills play a major part in each
day as they learn to interact with other
children in small and large group
settings.

Twos — 2 {o 3 years
| Our two-year-old program emphasizes
. exploration and social skills such as
| sharing, playing together and
| communicating with others.
1 Approaches to learning include self-

regulation, social and emotional

development, physical development and
language development.
. Art, story time and music are a part of the
| daily routine.
| Self-help skills including potty training are
introduced.
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Preschool — 3 to 5 years
Our preschool program emphasizes
learning through play and discovery.
Developmentally appropriate activities
are provided daily. These activities
enhance each child’s self-esteem and
self-expression through creativity,
communication and curiosity.

In addition, physical and cognitive
development are encouraged as
children continue to understand the
world around them through exploration
and interaction in a positive
environment.

Periodic field trips may be introduced
into the curriculum based upon
children’s ages. Parents will be advised
well in advance of any trip.

T

School-age Program
A before and after school-age program
is available for children in kindergarten
to fifth grade. During the school year,
transportation to and from most District
47 elementary schools is provided.
Children remain at the center on any
days off school if enrolled in both before
and after or after school programming.
Special activities are offered on these
days.
Our summer camp program includes
arts & crafts, field trips, and much more.
Children make friends, have life-shaping
experiences, develop new skills, and, of
course, have fun! Field trips may require
a minimum enroliment and an additional




Using Buttercups Babies curriculum has
the following benefits for your child:

* Lays the foundation for lifelong learning
= Fosters meaningful relationships

+» Learns through play and hands-on
exploration

» Supports language development
InFqn-l- * Nurtures fine and gross motor development
CurriCLﬂum * Promotes self-awareness and self-discovery

» Prioritizes individual needs and responding
to babies’ cues

Learn more at

= gxgﬁgfgggw funshineexpress.com

Larly Learning Curricula




Welcome to Learning

Lillio Learning for Infant and Toddler Classrooms is an interactive curriculum for
children from birth up to 36 months. The activities are designed to create
enthusiasm for learning, promote nurturing relationships, and are aligned to early
learning standards established throughout the United States.

Benefits for Your Child

Our curriculum:

- Builds enthusiasm for lifelong learning

« Fosters problem-solving skills

» Promotes hands~-on learning

+ Nurtures curiosity and creativity

- Builds confidence, self-esteem, and autonomy

= Embraces diversity and community

Benefits for Families

+ Knowledge that your child is participating in o
curriculum program aligned with the highest
qguality standards in early childhood education.

Songs & Rhymesn

Coiorfshape  Opposites
) & bignitde

Slgn tanguoge

» Built-in family engagement to keep you
involved in your child’s learning. Each bimonthly
kit includes a Family Newsletter loaded with
helpful information. You'll find "Learn with Me!"
activities to do with your child at home,
information about themes and concepts,
vocabulary words, sign language, a book list, a
recipe, and songs. Additional materials toam i et
available online include calendars, blog :
articles, and music playlists.

i

+ Exceptionally prepared educators and
caregivers are able to spend more time each
day interacting with children and less time
prepping and planning.

1.800.346.81C2 [ funshineexpress.com
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What will my child learn?

Learning experiences are organized around themes that are related to children’s
natural interests, shared traditions, and seasons. Planning begins by defining the
learning goals for each theme. This ensures that the offered learning experiences
are purposeful and grounded in outcomes. Learning experiences promote skills

development in the following areas:

Language/Literacy:

Children develop skills in both
listening and communicating and
build a foundation for later reading
and writing. Activities include songs,
rhymes, fingerplays, reading picture
books, and more.

Physical/Health:

Activities promote wellness and allow
chiidren to grow in using both smail
and large muscles. Vigorous outdoor
play, sensory play, yoga, and
mindfulness are explored.

Science/Math/
Creative Arts:

Children are encouraged to enjoy
and explore a variety of art materials,
investigate their world, and begin to
engage in symbolic thinking.
Activities include pretend play,
investigations, discovering shapes,
patterns, and colors, and more.

1.800.340.8103 | funshineexpress.com

Social/Emotional:

Experiences are planned to help
children develop relationships with
adults and other children, learn more
about themselves, recognize and
express feelings, and begin to
demonstrate seif-regulation.

G

Social Studies:

Predictable routines and
age-appropriate rules bring order to
children's lives. Children will learn
about their families, their childcare
setting, and the local culture and
community.

Approaches to Learning:

Opportunities to build skills in this
area are woven throughout all of the
curriculurm activities. Such activities
focus on building memory and
promoting curiosity, persistence, and
problem-solving—skiils that are
critical for lifelong learning!
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Learning
FOR INFANT & TODDLER CLASSROOMS

An Overview of the 2024-2025 Curriculum

Year: Themes & Concepts

2024-2025 Activity Schedule

Months Theme Colors/Shapes
All t™M
Forﬁgg;c Fc?steners Red
September/October ; Orange
Dino World : :
Circle/Triangle
Happy Harvest
My lmaglnca_t:on Brown
Helpful Habits
November/December Green
Sun, Moon & Stars
- ] Star
Winter Magic
Rf)cklng Rhymes White
January/February Kitchen Helpers Pinic
Feeling My Best
: Heart
Rainforest Explorers
. Silly Piay. Blue
March/April 1 Spy Spring veliow
Arts Galore oval
Nature Rocks!
Book Nook
Honey, Hives & Flowers Purple
May/June ! Black
Hello, Summer!
. Square
Road Trip
Construction Zone
Fishing Adventure .
July/August Eqir Fun Review
Ready, Set, Learn!

1.800.340.8103 | funshineexpress.com




Welcome to Learning

Lillio Learning for Preschool Classrooms is a research-based curriculum developed
for children ages 3 to 5 years old. The activities are designed to create enthusiasm
for learning, to build critical school readiness skills, and are aligned to early learning
standards established throughout the United States.

Benefits for Your Child

Our curricutum:

+ Builds enthusiasm for lifelong learning

« Fosters problem-solving skills

» Promotes hands-on learning

*» Nurtures curiosity and creativity

- Builds confidence, self-esteem, and autonomy

« Embraces diversity and community

Benefits for Families

+ Knowledge that your child is participating in a
curriculum program aligned with the highest
quality standards in early childhood education.

» Built-in family engagement to keep you s~
invoived in your child’s learning. Each bimonthly g
kit includes a Family Newsletter loaded with R
helpful information. You'll find "Learn with Me!” A, | o S
activities to do with your child at home, El
information about themes and concepts,
vocabulary words, sign language, a book list, a
recipe, and songs. Additional materials
available online include calendars, blog
articles, and music playlists.

Ledr it Mat
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+ Exceptionally prepared educators and
caregivers are able to spend more time each
day interacting with children and less time
prepping and planning.

1.800.340.8108 | funshineexpress.com




What will my child learn?

Learning experiences are organized around themes that are related to children’s
natural interests, shared traditions, and seasons. Planning begins by defining the
learning goals for each theme. This ensures that the offered learning experiences are
purposeful and grounded in outcomes. Learning experiences promote skills
development in the following areas:

Language/Literacy Social/Emotional

Math Approaches to Learning

Physical

Science Development/Health

Social Studies Creative Arts

Developmentally Appropriate Practice

Our curriculum values play, fosters a positive learning disposition in each child, and
provides a frameweork through which educators can ensure that the children’s
learning experiences are consistent with the program’s goals.

The Science of Reading

Our approach to pre-iiteracy ensures children leave preschool with the skills they
need to learn how to read. We emphasize the relationship between letters,
phonemes, and written expression, as well as rhyming, read-alouds, and robust
vocabulary.

A Focus on the Future

Our curriculum keeps children at the forefront. As research evolves, so do wel We
promise to attend to the latest needs of the field, equip educators with strategies to
foster learning across developmental areas, and nurture a love for learning that
extends beyond the early years.

1.805.3408103 | funshineexpress.com
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FOR PRESCHOOL CLASSROOMS

Family Guide

An Overview of the 2024-2025 Curriculum
Yedr: Themes & Concepts

2024-2025 Activity Schedule

Month Theme Letters & Numbers Colors Shapes
All About Me A B C
September ] " R Circl
P Fantastic Fasteners 1,23 ed ce
October Dino World D,EF Orange Triangle
Happy Harvest 45,8 Black
My Imagination G, H, I
November . T Brown Rectangle
Helpful Habits 7,8 9
Sun, Moon & Stars J KL
December ! . t
© Winter Magic 9,10 Green Star
Rocking Rhymes M, N, O :
Januar . White Octagon
Y Kitchen Helpers 0,12 d
Feeling My B - ‘
February -Ing My est P, QR Pink Heart
Rainforest Explorers 13,14
March silly Pluy_ 5T, U Blue Oval
I Spy Spring 15,16
Arts Galore V, W, X
i N Rhombus
April Nature Rocks! 17,18 vellow Y
Book Nook Y, Z
Ma ! ' Purple Square
Y Honey, Hives & Flowers 19, 20 P a
|
June Hello, ngmer. Review Review Review
Road Trip
Construction Zone . . .
July Fishing Adventure Review Review Review
August Fair Fun Review Review Review
8 Ready, Set, iearn!
1.800.348.8103 | funshineexpress.com
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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, Good Friday, Memorial
Day, Fourth of July, L.abor
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 the Lillio

app. Please make sure you
have access.

There is no reduction in fees
for these days.

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.

Families will be notified in
this event.
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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 alcchol.
Friendship House will call a
car service 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 special
occasions. Personal items
may be easily lost or broken.

R e s

CLOTHING
Children should be dressed
simply and comfortably for
the varied activities
throughout the day. Extra
clothing is a necessity and
should be marked with your
child’s name to avoid loss of
clothing. Qutdoor play is a
part of our daily schedule so
please bring your child
prepared for all types of
weather. Please make sure
that all items are marked
with your child’s name to
avoid loss of clothing.
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Birthday or Special Occasion Treats

The center loves to celebrate birthdays and welcomes parents and relatives to participate in the
celebration. Please plan for the celebration by notifying your chiid’s teacher and the director.

Birthday treats or party treats are welcome in our classrooms. Please notify the director or
teachers ahead of time if you are planning on sending in a birthday or party treat. Due to food
allergies, please do not send in anything with nuts or made in a facility that processes nut
products of any kind. In coordination with our focus on healthy nutrition and DCFS standards,
we encourage parents to send in healthy treats for our celebrations.

The following is a sample list of healthy treats that are acceptable in our classroom:
-Pre-packed cut up fruit (orange slices, apple slices, melons, etc.)

-Individual applesauce containers

-Individual pudding or ice cream cups

-Soft Pretzels

-Fruit snacks

-Rice Krispie Treats

-Cheese and Crackers

Please avoid sending in cakes, donuts, cookies, cupcakes, brownies or homemade treats of any
kind. We appreciate your cooperation with the DCFS standards and in helping to ensure that we
are teaching our children good nutrition.

s
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ILLNESS

We will take every precaution to safeguard your child against iliness. 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 contact 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 100.4 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 WILL NOT BE ATTENDING DUE TO ILLNESS, PLEASE CONTACT THE CENTER
SO WE MAY INFORM YOUR CHILD'S TEACHERS AND THE MCHENRY COUNTY DEPARTMENT
OF HEALTH.

A
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MEDICINE

To properly 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 wili be dispensed during 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.

|| this behavior.

BITING
Friendship House recognizes that biting is
developmentally appropriate behavior for
children in the infant room throughout the
two-year old classroom. Parents with
children in these classrooms should expect
that their children may be bitten 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 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

= TR




PROGRAM INFORMATION

CHILDREN S HEALTH REQUIREMENTS

A medical report indicating that the child has been
appropriately immunized must be on file for each child.

e Parents are encouraged to be informed about childhood

immunizations by going to the following
Web site:)mmunizations

» Atuberculin skin test and lead screening are to be
included in the initial exam unless waived by a
physician. Children aged one to six years must have
either a lead risk assessment or a lead screening.

e The medical report is valid for two years for currently
enrolled infants and preschool children. New students
must have a medical report dated within the last six
months.

e Exams for school-age children are required consistent
with the requirements of the public schools.

s The center will comply with the lllinois Department of
Public Health’s Hearing and Vision Screening Codes
and the lllinois Child Vision and Hearing Test Act.

e Water is available for all children.

e Children’s hands are washed with soap and water upon
arrival at the center, before and after meals, using the
toilet, after wiping or blowing their noses, after outdoor
play and after coming into contact with any soiled
objects.

A e
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Diapering and Toileting Procedures
The center will help with toilet training in the following manner:
Alf children will remain in a diaper until completely trained. Our
staff will continue taking each child to the bathroom every hour.

e Diapers are changed when wet or soiled. Clothing is also
changed if necessary. A supply of clean diapers is kept
near changing table and out of children’s reach.

e Each child’s bottom is washed and dried during each
diaper change with a diaper wipe.

e After putting on the clean diaper, the child's hands are
washed with soap and water and dried with an individual
paper towel.

« Soiled diapers are placed {n a closed container that is
lined with leak proof or impervious liner. Diapers are
disposed of r daily. Soiled clothing is returned to the
child’s parents for laundering.

e \We sanitize the area when changing a child’s diaper with
soap and water, followed by a disinfectant solution.

e Staff and children’s hands are washed with soap & water
immediately after each diaper change.

fEr e
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SAFE SLEEP PRACTICES

NAPPING AND SLEEPING

Children under six years
of age who attend five or
more hours have the
opportunity to rest or nap.
Infants sleep in safe,
sturdy, freestanding cribs.
A cot and blanket are
provided for each toddler
or preschool child in
attendance five or more
hours.

Each cot, orcrib is
labeled with the name of
the child.

We practice SIDS
reduction in accordance
with AAP Safe Sleep
recommendations.
We talk with families
about the importance of
sleep positioning and
encourage them to follow
these guidelines at home.
o Always place
babies to sleep on
their backs during
naps and at
nighttime.
o Avoid letting the
baby get too hot.
The infant could be
too hot if you

b
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notice sweating,
damp hair, flushed
cheeks, heat rash,
and/or rapid
breathing.

o Dress the baby
lightly for sleep.
Set the room
temperature in a
range that is
comfortabie for a
lightly clothed adult

TR

|




REGISTRATION

FEE
A registration fee is due
at time of enrollment and
must be paid in advance
to reserve a spot. The
registration fee is an
annual fee. The
registration fee is non-
refundable.

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 5:30
p.m. on Friday. Childcare
services may be terminated
if your parent fees are
overdue for more than two
weeks. Re-enroliment will
be based upon availability.

WITHDRAWAL

Parents may withdraw a child
from the program at any time. | |
A two-week notice is required |
in writing when withdrawing
your child. Failure to do so will
result in any applicable parent
fees. Withdrawal and re-
enrollment will entail an
additional registration fee and
based upon availability. Non-
attendance for five or more
consecutive days without
proper notification to
Friendship House will be
considered the end of
childcare services. Any
unpaid tuition will be due at
that point.

SUBSIDY CO-PAYS
Friendship House
accepts childcare
subsidies. If you are
interested in applying for
this program
administered by DHS,
please contact co-
director.

REFUNDS

There are no refunds for
those days when your child is
absent. You may use

vacation time if it is available.

LATE PlCK UP POLICY

A late pick-up fee will be charged for each
child remaining in our center after closing at
5:30 p.m.
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A late fee of $5.00 per each ten minutes will
be assessed for each child picked up after
5:30 p.m.

VACATION

One week of vacation is available after your
I child has been continuously enrolled for a
ii six-month period. Vacation time must be
il taken as a full week and does not include
§ taking one individual day at a time.
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Vacation time does not carry into the next
year.




GRIEVANCE & CONFLICT
RESOLUTION POLICY

Parents are requested to raise any concerns they may

have regarding their child’s care with

their child’s teacher. This should be followed up by
speaking to a director if the concern has not been
satisfactorily resolved.

All concerns will be dealt with in the following manner:

* In confidentiality.

* A meeting will be scheduled for all concerned
parties.

* If requested, Friendship House Board of Directors
will be informed and possible strategies to resolve the
grievance will be discussed with the center directors.
+ A follow-up meeting will be scheduled with the
parents to discuss the grievance outcome.

+ Outside agencies or community resource programs
will be accessed for additional support if needed.
Parents have the right to contact the Board of
Directors via emait at
president.friendshiphouse@gmail.com

PARENT SURVEY/FEEDBACK

To maintain a high quality of services to
the families of our children, Friendship
House will conduct an annual parent
survey. This survey will be completed in
April of each year. The results of the
survey will be shared with the staff and
parents to maintain, improve and/or add
existing services.

FAMILY
PARTICIPATION/VOLUNTEERS

Parents and family are encouraged to be involved in
their child’s school activities. There are many ways in
which parents can participate and volunteer at
Friendship House. Family members may volunteer to
chaperone field trips, read in the classroom, assist
teachers with special event or share something
special to your family’s heritage. Families will be
notified of any volunteer opportunities.

Parents unable to volunteer directly in the classroom
may donate items or participate in fundraisers and/or
special events.

Extended family members are also encouraged to
volunteer, please notify Friendship House in advance.

Family members will be required to show photo ID and

sign in at the front desk.

FAMILY SUPPORT SERVICES

Friendship House supports our families in
a variety of ways.

Support services include but are not
limited to the following:

- notification of mobile food pantries

- social functions for families and staff

- transportation to and from D47 schools
- tuition scholarships

- portraits for staff and children

- parent workshops

- parent library

- vision and hearing screenings

- childcare during parent/teacher
conferences

By providing support to our Friendship
House families, children, staff and parents

1
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SMOKING/PROHIBITED
SUBSTANCES

Alcohol, lllegal drugs, tobacco, cannabis
and other controlled substances are not
permitted on Friendship House premises
during the hours of operation or when
there are children present. Smoking is
not allowed within 15 feet of Friendship
House doors or playground.
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TRANSITION

e

POLICY

. Our transition from each classroom is a partnership that involves both the teachers and the parents.
As children grow and progress at Friendship House, it is important that parents and families be %
informed of the developmental requirements of each classroom. These developmental requirements %;g
% must be met before transitioning to the next classroom. %jl
. ‘
i . . " ;
%E Outlined below are the developmental requirements for classroom transitions: i
e ;'
Iy

% |
| BIGTOP SANDBOX .

6 weeks to 15 months 15 months to 24 months
1:3-Child/Teacher Ratio 1:4-Child/Teacher Ratio

Maximum Group Size: 12 Maximum Group Size: 15

e o I e
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BEACH
2 years

1:6-Child/Teacher Ratio

Z00 (must be potty-trained)
3 years

1:10-Child/Teacher Ratio

Maximum Group Size: 16 Maximum Group Size: 19
% TREEHOUSE BARN
% 3-4 years 4-5 years
[i 1:10-Child/Teacher Ratio 1:10-Child/Teacher Ratio
E Maximum Group Size: 20 Maximum Group Size: 20 3}
. PARK CLUBHOUSE ’
E K-1%t Grade 275t Grade §i
§ 1:20-Child/Teacher Ratio 1:20-Child/Teacher Ratio
H Maximum Group Size: 20 Maximum Group Size: 20

Parents/Guardians will be notified approximately thirty 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 this week the child will spend two hour intervals throughout the day during different time
periods so that the child can acquaint themselves to their new classroom.
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CONFIDENTIALITY POLICY

Confidential and sensitive information will only be
shared on a need-to-know basis with Friendship
House staff to most appropriately and safely care
for your child. Confidential and sensitive
information about staff, families and/or children
will not be shared with other families, as
Friendship House strives to protect everyone’s
rights and privacy. Confidential information
includes, but is not limited to, names, addresses,
phone numbers, disability information or any
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 to be
shared outside Friendship House, persons with
whom the information will be shared, and the
reason(s) for sharing the information.

Our confidentiality policy protects the privacy of
every child. Employees of Friendship House are
prohibited from discussing anything about another
child.

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, wili be
considered in violation of the Confidentiality
Policy. Any parent who violates the Confidentiality
Policy will not be permitted on agency property
thereafter.

MANDATED REPORTING OF
SUSPECTED CHILD ABUSE

AND/OR NEGLECT
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 criminaily
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 1o
1-800-25ABUSE

&




SCREENINGS AND ASSESSMENTS

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 2 years. Highly reliable and valid, ASQ looks at strengths and trouble spot, 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 best—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 affer 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
e Only 20% to 30% of these children are identified as needing help before school begins.

e 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.

¢ |f 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.

VISION AND HEARING SCREENINGS

Friendship House partners with the McHenry County Department of Health once per year (usually in
May) to meet the lllinois law which mandates that vision and hearing screenings are conducted on alll
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.

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.
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Behavior and Discipline Policy

When a child is having a difficult time following directions, treating others with
disrespect or abusing the materials, Friendship House staff 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 ancther time.
C. “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.

Praise and positive reinforcement are effective methods of the behavior management
of children. When the children receive positive 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:

e Praise, reward and encourage the children

Reason with and set limits for the children

Model appropriate behavior for the children

Modify the classroom environment to prevent problems before they occur

Listen to the children

Provide alternatives for inappropriate behavior to the children

Provide children with natural and logical consequences for their behavior

Explain things to children on their level

Treat the children as people and respect their needs, desires and feelings

Ignore minor misbehaviors

Stay consistent in our behavior management program
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Nutrition and Meals

|+ Menus are posted on site and on our website friendshiphousecl.com

* 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
shacks.

School Age Breakfast 7:00-8:00 a.m.
Breakfast 9:00 a.m. Lunch 12:00 p.m. Afternoon Snack 3:00 p.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.




{llinois State Board of Education

I nfa nt M ea I Patte I" n Nutrition Department

] 100 N. First St.
Birth Through 11 Months Springfield, IL 62777-0001

Child and Adult Care Food Program (800} 545-7892

The Infant Meal Pattern fists the food to be offered infants from birth through 11 months. The infant meal must contain each of the
following components in the amounts indicated for the appropriate age group in order to qualify for reimbursement.

Child care institutions and family day care home providers should:
o Work closely with parents to decide what foods to serve infants.
¢ Offer food with texture and consistency appropriate for the development of the infant.
* Serve food during times consistent with the infant's eating habits. For example, lunch components may be served at two
feedings between noon and 2 p.m.
» Solid foods are introduced at 6 months or when developmentally appropriate for the infant. The provider should work
with the parent to determine when solid foods should be served.

AGE AGE
MEAL FOOD COMPONENTS Birth Through 5 Months | 6 Through 11 Months
Breakfast/ | Breast Milk’ or Iron Fortified Infant Formula?; 4-6 fluid ounces 6-8 fluid ounces;
Lunch/ AND
Supper [ron Fortified Infant Cereal2? 0-1/2 oz eq
CR

Meat’, Fish?, Poultry®, Whole Egg?,
Cooked dry beans, peas, and lentils®,
OR

0-4 tablespoons
OR

0-2 ounces
0-4 ounces (volume)
0-4 ounces or ¥z
cup;

Cheesef; OR
Cottage Cheese®; CR
Yogurt+ OR

OR a combination of

the above
AND
Vegetable® or Fruit® or a combination of both5¢ 0-2 tablespoons
Snack Breast Milk' or Iron Fortified Infant Formula2 4-6 fluid ounces 2-4 fluid cunces
AND
Iron Fortified Infant Cereal2? 0-1/2 0z eq
OR
Ready-To-Eat Breakfast Cereal®578 0-1/4 0z eq
OR
Crackers®” 0-1/4 oz eq
OR
Bread?®7 0-1/2 0z eq
AND

Vegetable® or Fruit® or a combination of both55 0-2 tablespoons

i

'‘Breast mitk or formula, or portions of both, must be served; however, it is recommended that breast milk be served from birth through 11 months. For some
breastfed infants who regularly consume less than the minimum amount of breast milk per feeding, a serving of less than the minimum amount of breast milk
may be offered, with additional breast milk offered at a later time if the infant will consume more.

2|nfant formula and dry infant cereal must be iron-fortified.

3 Information on crediting grain items may be found in FNS guidance.

*Through Sept. 30, 2025, yogurt must contain no more than 23 grams of total sugars per 6 ounces. By QOct. 1, 2025, yogurt must contain no more than 12
grams of added sugars per 6 ounces (2 grams of added sugars per cunce).

sA serving of this component is required when the infant is developmentally ready to accept it.

SFruit and vegetable juices must not be served.

7 A serving of grains must be whole grain-rich, enriched meal, enriched flour, bran, or germ. )
e Through Sept. 30, 2025, breakfast cereals must contain no more than & grams of total sugars per dry ounce. By Oct. 1, 2025, breakfast cereals must contain
no more than § grams of added sugars per dry ounce.

This institution is an equal opportunity provider. Updated September 2024



EMERGENCY RESPONSE PLAN

EVACUATION PLAN

If the center loses water, gas or electricity, we will notify the appropriate services, and you will be notified
immediately. If the problem persists for more than a two-hour span, efforts will be taken fo call parents or
caregivers for children to be sent home. No one will be allowed back into the center until the problem is
fixed. Proper notification to the Friendship House board as well as our DCFS licensing representative to
keep them apprised and the ongoing efforts to correct the problem. Every effort will be made to secure
the safety of the children first and evacuation procedures taken if necessary. Police and Fire
Departments will be notified as well as the local school district to secure buses to transport children
should it become necessary. If an evacuation should occur, one 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 First Church of Crystal Lake, located on Dole Ave. They will be contacted
immediately to make them aware that we need to house our children there. The other director 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 each classroom.

EMERGENCY PLAN

The center will conduct regular monthly fire drills and periodic tornado and lockdown drills. Additional
water and food supplies are always kept on hand if children are required to remain in tornado areas for
long periods of time. Lockdown procedures, earthquake procedures, fire drill exits, and tornado drill
procedures are posted on each 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.

SECURITY PLAN

Friendship House has security measures in place. Exterior doors are kept locked and accessible only
through a code input into the security system keypad. A doorbell is available if needed. Visitors to the
center are required to check in with the front desk and provide identification when picking up a child. In
the event an intruder enters the building, children will remain in their respective classrooms with
Friendship House staff. The director will notify the police (911). 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.

Parents are required to provide Friendship House with current work numbers, ceil phone numbers,
emergency contacts, doctor information and email addresses,. This information must remain updated.
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Sanitation

Schedule for Cleaning and Disinfecting

Area Clean Disinfect

Frequency

Classrooms/Child Care/Food Areas

S

Cauntertops/tabletops
Food preparation and service surfaces

Floors
Door and cabinet handles

Carpets and large area rugs
Clean with a carpet cieaning

Small rugs

Utensils, surfaces and toys that go into mouth or
have been in contact with saliva or ather body
fluids

Toys that are not contaminated with body fluids
Dress and clothes net worn on the head

Sheete and nillawencss individual cloth towels (if
used), wuioie i oo = —m..——, washcloths and

machine-washable cloth toys (none of these items
should be shared amang children)

Blankets, sleeping bags

Hats

Cubbies

Cribs

Toilet areas

Hanc-washing sinks, faucets, surrounding
counters

Soap dispensers

Toilet seats, toilet handles, door knobs or cubicle
handles, floors

Toilet bowls

Door knobs

Changing tables

Potty chairs (Use of potty chairs in child care is
discouraged because of high risk of contamination
Any surface contaminated with body fluids:
saliva, mucus, vomit, urine, stool or blood

X

X X X X > X x X X X X

x

Adapted from California Child Care Health Program 2002

x X

> X X X

x

Daily and when soiled.

Before and after contact with food activity;
between preparation of raw and cooked foods.
Daily and when soiled.

Daily and when soiled.

Vacuum daily when children are not present.
Method approved by the local health authority.
Clean carpets only when children are not present

Shake outdocrs or vacuum daily.

Launder weekly.

After each child’s use, or use disposable,
one-use utensils or toys.

Weekly.
Weekly,
Weekly and when visibly soiled.

Manthly and when sciled.
After each child's use.
Weekly.

Weekly.

Daily and when soiled.

When being refilled and when soiled
Daily, or immediately if visibly soiled,

Daily.
Daily.
After each child's use.
After each child's use.

Immediately.




