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Little Footprints Learning Center 
800 Broadway 

Haverhill, MA 01832 
(978) 374-9454 

email: info@littlefootprints.org 
website: www.littlefootprints.org 

 
Welcome to Little Footprints Learning Center. We are excited to have your family join 
our program and all that we have to offer. At Little Footprints, the care, relationships, 
and learning experiences we provide your child are an important foundation to the rest 
of their lives. We value the relationship with you, the parents, because we all share the 
common goals for a healthy, happy, and successful child.  
 
The Parent Handbook provides important information regarding our beliefs, goals, and 
curriculum, as well as school policies, and regulations.  

 
Little Footprints Learning Center is licensed by the Commonwealth of Massachusetts, 
Early Education and Care (EEC), 360 Merrimack St. Lawrence, MA.  Parents may contact 
EEC at (978) 681-9684, if they would like to obtain information regarding our regulatory 
compliance history. 
 
Programs and Services Provided: 
Little Footprints Learning Center is open Monday through Friday, 7:00 AM - 5:30 PM, 
with the exception of certain holidays. We offer programs for children ages 6 weeks 
through 5 years in our infant, toddler and preschool classrooms. You may choose from 
2-5 days per week (1 day is available to infants, only), with time slots starting at 7:00 or 
9:00 AM, and ending at *12:00, 3:00 or 5:30.   (*Not available to infants) 

 
Administrative Organization 

Owner/Director: Jennifer Levy 
Lead Teacher: Shelby Bertone 

 
Teachers: 

Lauren Hamilton              Rebecca Page                
Robin Petrosino               Emily Quinlan 

 
Assistant Teachers: 

      Megan Long          Paula Perez                   
 

Little Footprints Learning Center staff meet all required regulations set forth by Early 
Education and Care, including first aid and CPR certification, criminal background check 
(CORI), fingerprinting, and DSS background check, as well, as other relevant trainings 
and certifications, as required. The staff often participates in additional trainings, not 
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required by EEC in order to maintain the most up-to-date knowledge of children and 
their development. 

 
 
 

STATEMENT OF PURPOSE 
 

Non-discrimination Statement 
Little Footprints Learning Center does not discriminate in providing services to children 
and their families, on the basis of race, cultural heritage, national origin, marital status, 
religion, political beliefs, disabilities, gender, sexual orientation, or toilet-training.   
 

GOALS AND OBJECTIVES 
Little Footprints’ policies, procedures, curriculum, and staff interactions with children 
are guided by a set of core beliefs about children: 
 
We believe that children should: 
 

 Be safe, happy, and have relaxed days. 

 Develop a positive and secure sense of themselves as people worthy of 
love and respect. 

 Develop a sense of themselves as powerful learners and achievers. 

 Develop a sense of themselves as creative and imaginative people. 

 Develop respect and sensitivity for others. 

 Develop a sense of self-control. 

 Develop a capacity for self-expression. 

 Develop a respect for the world of things: 
for property 
for beauty and order 

 
Little Footprints will strive to: 
 

 Provide a warm, secure, and comfortable environment. 

 Provide a safe and healthy environment. 

 Respect, appreciate, and care for children as individuals. 

 Respect and accept each child at his or her best and worst. 

 Provide a learning environment designed to enhance each child’s 
       development in all areas. 

 Encourage children’s independence and self-control. 

 Encourage and allow children to explore their interests. 

 Allow all children autonomy and privacy. 
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Our mission is to create a fully rounded, high quality and truly enjoyable growth 
experience for young children through hands-on experiences, play, exploration, and 
discovery. 

 
Philosophy 

Our philosophy is to provide care in a stimulating and homelike environment where 
children can learn and develop. Little Footprints’ programs for infants through preschool 
respect the individuality of each child and foster the development of each child’s 
emotional, intellectual, physical, and social skills through play-based learning and age-
appropriate activities, equipment, and materials. 
 
Our focus is the child. 
 
In all that we do, we put the child’s needs first – in our space design, in our program 
planning, in our selection of materials/equipment, and in our choice of experiences and 
activities. 
 
When planning the day, we observe and listen. 
Children “tell” us just what they need – by crying, cooing, laughing. talking, dancing, and 
even pushing and hitting – and we need to listen to their language. 
 
We take our cues from them. At Little Footprints, children often lead and we follow 
their lead by providing materials that will enhance whatever it is they are doing. We give 
them the freedom to make choices, to use their imaginations, to solve problems, to 
move, to take risks, to think, to make decisions, and to explore all that is waiting to be 
explored. 
 
We believe that children need a day that suits their particular temperament and pace, 
with people who provide assurance, comfort, and guidance. 
 
We value children for what they CAN DO – right now. We celebrate achievements! We 
focus on the present, and enjoy each age and stage of growth and development. 
 
Little Footprints is an environment-based program for care and learning. We believe 
that the two are inseparable. Children learn from the entire experience the day 
provides. The way time and space are planned, the furnishings, the equipment and 
materials, and all the ways adults and children behave, “teach” the child what the world 
is like, how it works, what the child is capable of, and his/her place in it. 
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We respect parents as the most important people in their child’s life and work in 
partnership with them in order to meet the child’s individual needs. 

 
  

 Overview 
 
Children entering Little Footprints are welcomed into a program that embraces play as 
the chief method by which children learn about the world. Teachers understand that 
play is at the heart of children’s learning and they provide ample time and materials for 
the children to explore and experiment. Teachers also understand that children are 
active, sensory learners who need many opportunities for self-chosen exploration, social 
interaction, and problem solving. Teachers are more interested in the process of 
children’s learning, rather than the product and they encourage and observe children as 
their critical thinking skills unfold. Teachers observe children in order to gain insights 
into their play themes, interests, questions, skills, and frustrations. It is through these 
observations that teachers then plan a curriculum that meets the needs of each child. 
We refer to this as “Emergent Curriculum”. 
 
We believe in creating classroom environments that are homelike in comfort, beautiful 
in design, and properly prepared for a variety of activities that are of interest to 
children. We strive to create peaceful and nurturing places for children to spend their 
days. We look at the environment as one of the child’s first teachers, a place that 
supports calm, focused, and purposeful activity. We respect children’s needs for privacy 
as well as socialization, and therefore provide spaces for children to be alone, as well as 
to play in pairs, small groups and large groups. We understand that children are just 
learning how to interact with others, and teachers model kind and respectful treatment 
of people, animals, and things. We believe that creating a sense of community within 
the classroom will foster a sense of responsibility, respect, and empathy for others. We 
invite parents to share their family culture with us and we offer children a wide variety 
of music and literature that represents many cultures, families, and lifestyles. We 
provide equal access of all materials and activities to both boys and girls, supporting and 
encouraging their play and activity choices. 
 
We believe that the environment should be sensory-based. It should offer children a 
variety of materials to touch, taste, smell, and listen to on a daily basis. We stay away 
from commercial toys. Instead, we use materials that provide open-ended exploration 
and experimentation. These materials include: clay, play-dough, magnets, water play 
with funnels and containers, sand play, easel painting, dress-up and dramatic play, 
literature of all kinds, puppets, baby dolls, items from nature, recycled materials, and 
blocks – to name just a few. The curriculum is child-centered and emergent. Teachers 
observe children closely to see what they are doing and why. Then the environment is 
designed around the children’s interests, needs, and questions. There is intention 
behind everything we do in preparing the environment and implementing the 
curriculum. 
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The most important goal of the program is to help children to become enthusiastic, 
confident learners. This means we encourage children to be active, creative explorers 
who are not afraid to try new things and think their own thoughts. You will not find 
worksheets or activities that encourage conformity and competition among children. 
Rather, we strive to help children become independent, self-confident, and inquisitive. 
We are teaching them how to learn, not just in preschool, but for the rest of their lives. 
We allow them to learn at their own pace in a supportive classroom environment where 
trust and harmony contribute to a child’s developing sense of self and a desire to be an 
active learner. Our overarching goal is for children to feel safe, secure, competent, and 
valued for who they are. 
 
Our whole language emphasis develops children’s emergent literacy skills by providing 
them with a print rich environment and many opportunities for children to read, write, 
sing, and speak throughout the day. Children are exposed to fiction, nonfiction, drama, 
poetry, and song. Board books, big books, and picture books are used to help children 
make the reading/writing connection. 
 
 
The Infant Program 
 
In the infant classroom, the adults are nurturers and facilitators, guiding children 
through a day of caregiving routines and playtime. Our goal is to create a predictable 
environment where infants can anticipate what will happen throughout the day and feel 
a measure of control. Each day infants are faced with many situations that require 
problem solving, such as feeling hungry, wanting a specific toy, or separating from a 
parent. When caregivers respond quickly and appropriately to children’s cues in these 
situations, the children discover how they can influence their environment. Caregivers 
engage in similar reciprocal interactions with all the babies during the day. 
 
A typical day in the infant room is dictated by the child’s own schedule. Babies sleep and 
eat as needed. The infant program supports the recommendation by the American 
Academy of Pediatrics that all healthy infants should be placed on their back to sleep to 
help reduce the risk of SIDS (Sudden Infant Death Syndrome). 
 
Caregivers are attentive to individual children, holding and interacting with them 
throughout the day. The children also spend a portion of their day on the floor, 
interacting with other children or exploring the environment independently. We 
encourage infants to spend time on the floor to facilitate their emerging motor skills, 
and we provide an environment designed to enhance such development. 
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The Toddler Program 
 
Toddlerhood is a time of rapid change and development. The ability to move, and an 
expanding ability to communicate are perhaps the most obvious milestones. Toddlers’ 
zest for life and their total involvement in the here and now can make life with toddlers 
exhausting as well as exhilarating. 
 
Emotionally, toddlers exist between two states: they crave autonomy, and, at the same 
time, they want security and closeness. They often demonstrate this opposite behavior 
in an attempt to establish independence. Their tendency to explore and investigate 
everything (even one another!) sometime results in occasional patting, poking, pushing, 
or sometimes, even biting. 
 
The program for toddlers is designed around things that toddlers do naturally. They try 
new ways of moving about; they make sounds with or without objects; they dance to 
music; they look at books and study pictures; they begin to use language; they use all of 
their senses in play. We provide the materials and equipment that will allow these 
natural experiences to take place. Toddlers do not need to be motivated. They are 
driven to explore and discover. 
 
Toddlers at Little Footprints are generally grouped as those under 2 and those over 2. 
New space, equipment, materials, and yet consistent classmates and teachers, is a nice 
balance as toddlers grow and develop into young preschoolers in the 2nd year. 
 
 
The Preschool Program 
 
In the preschool classroom, children range in age from 2 years, 9 months to 5 years. 
It is a mixed-age grouping – and there are many positives to this more “family style” 
approach. Much of the current research in early childhood supports the practice of 
mixed-age grouping and indicates that social development can be enhanced by 
experiences available in such groupings. Because there is a wide range of skills and 
abilities, opportunities for cooperative learning are increased. This benefits all 
individuals, both academically and socially. Teachers of mixed-age groups are able to 
give the children attention, while also helping to foster independence. A mixed-age 
group encourages teachers to look at children individually and plan curriculum to meet 
individual needs.  So, no child is ever too old or too young for the group.  
 
Preschool children are part of the planning, the creating, and the doing in their 
classroom. This space belongs to them. They can create and re-create – from their own 
ideas. The space is organized for their inspiration and control. The large selection of 
materials is accessible to them, and the many learning centers arranged within the room 
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(bocks, dramatic play, art, science, music, library, sensory tables, puzzles and toys) are 
stocked with interesting props and supplies – all waiting to be discovered. Children’s 
spontaneity and teachers’ planning come together in preschool via emergent 
curriculum.  The ideas for the next activity ‘emerge’ from the children’s conversation, 
interests, needs. Small group and project work provide the backbone of the children’s 
and teachers’ learning experiences.  Always a collaborative event accompanied by 
brainstorming, problem solving, and negotiating.  
 

 

Enrollment Procedures 
Parents that are interested in enrolling their child should set-up a time to meet with the 
director, tour the school, and get a rate schedule, parent handbook, and all necessary 
forms.  It is suggested that the child visit the school before enrollment, as well.  A non-
refundable registration fee of $35.00 per child, with a maximum $70.00 per family, is 
required in order to reserve a slot for your child/ren.  The registration fee is a separate 
fee from the tuition, and is not applied to the tuition. Children are admitted into the 
school on a first-come, first-serve basis.  Your child will not be allowed to attend school 
until the following forms are completed and returned to the director:  
Face sheet, Developmental History, First Aid and Emergency Consent, Permission for 
Walks and Photographs, Emergency Card, Physical, and Immunization Record.  
 

Health Records 
The Massachusetts Department of Public Health requires that a current physical 
examination record (must be within the year) be on file at the school.  The physical form 
must be filled out by your child’s physician and include a signature and date. A lead 
screening and Immunization record, to include chicken pox vaccine or proof of chicken 
pox history, must be included with your child’s record, as well. New physical forms will 
be required as they expire.  If any medical procedures are against your religion, a 
statement in writing will be required. If your child is exempt from any immunizations for 
medical reasons, a doctor’s note is required. 
 

Tuition 
Tuition rate sheets are given to parents upon enrollment.  We reserve the right to 
change tuition rates at any time provided adequate notice to parents is given, however, 
changes usually take place at the beginning of the summer or school year, and parents 
are notified before the enrollment period, for that year.   
 
Tuition is due on the first day of the week that your child attends, at the time of drop-
off. You have the option of paying weekly or monthly. If you choose to pay monthly, you 
will receive a 5% discount off of your child’s tuition IF payment is received on the first 
day of the month that your child is present AND you pay for the same number of 
Mondays in that month. If there are 5 Mondays in the month, then 5 weeks is due, if 
you want the discount. NO EXCEPTIONS!!! If payment is late, even one day, or payment 
is not for a full month, then you will not receive the 5% discount.   
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Tuition rates are based on which classroom your child is in. Not on their age. If your 
child turns the age of the next age group, the rate will not change until they are moved 
to the next class. This usually happens at the end of the school year, or when the 
director and teachers feel it is appropriate for them to move to the next classroom. 
 
When tuition fees are determined, school closings are taken into consideration.  
Parents are still required to pay full tuition during school vacation weeks, weeks that 
contain a holiday or snow day, and days that your child does not attend.  Make-up 
days are not allowed due to space limitations.  
 
Unpaid tuition will be charged a $15 late fee for each week that is not paid on time. A 
termination notice will be issued for non-payment of tuition, including non-payment of 
late fees and late pick-up fees.  If an unpaid tuition balance remains and you do not 
make good on the balance, then legal action will be taken to collect past due tuition, as 
well as late fees, court fees, and interest. 
 
We ask that tuition payment be made by check or money order.  Checks can be made 
payable to Little Footprints Learning Center.  There will be a $25.00 fee for all returned 
checks.  We reserve the right to refuse payment by check due to excessive returns. 
 

Arrival/Departure Procedures 
When entering and leaving the parking lot, please be sure to proceed slowly and watch 
for children.  Do not park in the designated handicapped parking spots, unless you have 
proper handicapped plates or card. 
  
Children must be accompanied into their classroom by an adult each day, and a teacher 
should be made aware that the child is present before the parent/adult leaves.  
 
When picking-up, children must remain in the classroom until the adult pick-up person  
arrives. Once the designated pick-up person has the child, they must make the teacher 
aware that the child is leaving.   
 
Children should not be brought into their classroom before their designated drop-off 
time or picked-up after the designated time. Staff are scheduled based on the number 
enrolled and early drop-off or late pick-ups often affect teacher: student ratios.  
 
Parents need to be responsible for their child’s safety when arriving and departing.  
Children shall stay with an adult AT ALL TIMES. They should not be allowed to go into 
classrooms, common areas, or the parking lot, without an adult. 
 

DO NOT LEAVE CHILDREN UNATTENDED IN VEHICLES WHEN PICKING UP OR DROPPING 
OFF. THIS IS AGAINST THE LAW! 
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Identification Required 

A parent must notify the staff in the event that someone, other than him or herself, will 
be picking up the child.  A photo ID will be required before we will release the child to 
this person.  In the event that a parent, which staff has not yet met, comes to pick up 
the child, a photo ID will be required and compared with the child’s records.  We will not 
release a child to anyone without prior parental approval and proper ID.   
 

Late Pick-Up Policy 
The center closes promptly at 5:30 PM.  If a child is here beyond this time, a late fee will 
be charged at the rate of $2.00 per minute (The time of pick-up is according to the 
center’s clock).  In the event that you are stuck in traffic, an unforeseen event or 
emergency arises, it is still your responsibility to find an alternate pick-up person for 
your child, in order to avoid the late fee. There are no exceptions! THIS POLICY IS 
STRICTLY ENFORCED.  Continued lateness will result in termination. 
 
Parents must also adhere to any other scheduled pick-up hours that the child is 
enrolled, such as our 12:00 or 3:00 slots.  We have limited space and if a child is not 
picked-up on time, it may put the center over its licensed capacity, which is a violation 
of the EEC regulations.  It may also prevent a teacher from leaving at their scheduled 
time.  A $2.00 per minute late fee will be charged if a child is continually picked up after 
the 12:00 or 3:00 pick-up time. 
 

Change of Schedule 
If you would like to decrease the number of days and/or hours that your child currently 
attends, a two-week written notice is required.  If you are interested in increasing the 
number of days/hours, you should speak with the director to find out the availability of 
space.  An increase will be allowed, as space becomes available. 

 
Transitioning Procedure 

When children are ready to transition to a new classroom, the director and teachers will 
speak with the parents regarding the transition to make sure that the parents are in 
agreement of the change.  Transitions may take place because of development 
readiness or because of their chronological age.  Sometimes children will be transitioned 
during the school year; however, transitions generally take place at the beginning of our 
school year or at the beginning of the summer.  This way the children get to move up as 
a group, and the transition is easier for them. 
Once everyone is in agreement with making the transition, the child will be prepared by 
talking about it with the child, and allowing the child to visit the classroom that he or 
she will be going to.  Each transition will be done in a way that will be best for that 
specific child.  The teacher will also prepare the child in an age-appropriate manner; 
when the child is leaving the program. 
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Withdrawal from the Program 
In the event that you would like to withdraw your child from the program, a two-week 
written notice is required.  If you choose to withdraw your child from the program with 
out notice, you will still be obligated to pay for the remaining two weeks. 
The child’s teachers will prepare the child for this transition, in a manner that is age- 
appropriate. 
 

Holidays 
Little Footprints Learning Center closes for the following holidays: New Year’s Day, 
Martin Luther King Day, President’s Day, Good Friday, Patriot’s Day, Memorial Day, 
Independence Day, Labor Day, Columbus Day, Veteran’s Day, Thanksgiving Day, Day 
after Thanksgiving,  Christmas Eve, Christmas Day, New Year’s Eve. (If Christmas/New 
Year’s Day and Christmas/New Year’s Eve both fall on a weekend, then we will be closed 
the following Monday). We also close one day per year for staff development. 
When tuition fees are determined, school closings are taken into consideration.  Parents 
are still required to pay full tuition during weeks that contain a holiday. Make-up days 
are not allowed. 
 

Snow days/Delayed openings 
Little Footprints Learning Center follows the Haverhill Public schools for school closings 
due to inclement weather for our 9:00-12:00 students.  Channels 4, 5 and 7 will 
announce any closings. You may also check our Facebook page, or school voicemail for 
closings.  If the Haverhill Public Schools close, then LFLC will not be open for our 9:00-
12:00 program, however, we will be open regular hours for all extended-day students.   
 
If the Haverhill Public Schools have a delayed opening, then we will be open for all 
students, at regular time. 
 
For our extended-day students, LFLC will close due to inclement weather if the state 
governor tells all non-emergency state workers to remain home or in the event that 
there is a state of emergency declared for Massachusetts. 
  
In the event that the weather deteriorates throughout the day and driving conditions 
become hazardous, then the director will use her discretion to determine if the school 
will close early.  Parents will be notified at least 2-hours before the school closes and 
parents or an alternate pick-up person will be required to pick-up the child by that 
determined time. 
 
When tuition fees are determined, school closings are taken into consideration.  Parents 
are still required to pay full tuition during a week that contains a snow day. 
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Vacations 
During Haverhill Public School vacations, the school will be open for extended-care 
students, only.  This will include the weeks of Christmas break, February vacation and 
April vacation.  
 
When tuition fees are determined, school closings are taken into consideration.  Parents 
are still required to pay full tuition during school vacation weeks. 

 
Absences from School 

If your child will be absent, please notify the school, by phone.  If your child is absent 
due to an illness, please notify the staff of the illness so that we can watch for symptoms 
with the other children.  Absences cannot be made up due to limited space.  Full tuition 
payment is still required when your child is absent. 
 

Snacks/Lunch  
Parents are responsible for providing a healthy snack with a drink in the morning and, 
for extended-care children, in the afternoon as well.  Some snack suggestions include 
graham crackers, crackers with cheese, Ritz-Bits, goldfish crackers, Teddy Grahams, 
cheese sticks, pudding, yogurt, pretzels, muffins, granola bars, breakfast bars, mini 
bagels with cream cheese or peanut butter, rice cakes, fruit or vegetable slices, 100% 
juice, water, milk. Table food shall be cut up into bite sizes. Fruits that need peeling, 
such as oranges, apples, cantaloupe, etc. should be peeled at home. Grapes for young 
children need to be cut into quarters. 
A complete lunch is also required for extended-care students.  Some lunch suggestions 
include sandwiches (peanut butter and jelly, luncheon meats, cheese slices, tuna fish), 
pasta, pizza, or leftovers in a pre-heated thermos such as macaroni and cheese, soup, 
etc. 
Please make sure that plenty of drinks are sent in each day with your child, especially 
when staying a full day.  
We refrigerate food and drinks for the infant class, only. All other students need to have 
ice packs with any perishable foods or drinks. This is a regulation requirement so that 
children are not being put at risk of ingesting food that has spoiled. 
 Bottles and cups that require refrigeration in the infant classroom MUST have a cover 
for sanitary purposes.   
Lunches for infants and toddlers can be heated-up, provided it is sent in a microwave –
safe container, ready to heat.  
We do not heat lunches for our preschool students. There are too many students in the 
classroom to be able to accommodate this, so if you’d like your child to have a hot 
lunch, please put it into a heated thermos. 
Please watch for notices regarding food allergies.  Certain foods may be restricted when 
a child is present with a food allergy. 
 
Please be certain to inform staff of any food allergies your child may have. 
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Outdoor Play 

Outdoor play is a big part of the program at Little Footprints Learning Center. It gives 
children the opportunity to exercise, get fresh air, explore, learn, discover and be 
connected with nature. Our natural playground provides these opportunities for all of 
the children on a daily basis.  
When children attend Little Footprints they are required to be able to participate in all 
aspects of the program, including outdoor play.  
If your child is not feeling well enough to play outdoors, then they will need to remain 
home until they are feeling well enough to participate. We are unable to, at the request 
of a parent, keep children indoors, while the other children go outside. 
Because we feel strongly that children learn by doing, we do not prevent children from 
getting messy outdoors. Your child may play in mud, sand, dirt, snow, puddles, or rain. 
Please make sure they are dressed appropriately for these kinds of activities. 
We suggest snow pants, hats, mittens and boots are sent in with your child during the 
winter months. During the spring you may want to send your child with rain boots and 
rain pants to help keep them dry, while exploring. 
 

 
Birthdays and Celebrations 

Parents are welcome to send in a special treat such as cake or cupcakes to celebrate 
your child’s birthday.  We will also celebrate other holidays and occasions throughout 
the school year.  Parents will sometimes be asked to donate food items for these 
events.   
If you do not wish to have your child participate in certain events or holiday 
celebrations, please notify your child’s teacher and we will do our best to make 
alternate arrangements for your child. 

 
No Toys Policy 

Little Footprints Learning Center is equipped with plenty of age appropriate toys and 
activities, therefore your child should not be bringing in toys from home, unless 
specifically requested by a teacher.  When children bring in toys from home, it often 
becomes a problem because the child does not want to share, the toy gets broken, or 
becomes missing, or the toy is not considered appropriate (such as toy weapons, etc.).   
If a child does bring a toy to school, the teacher will put it in the office and the parent 
may retrieve it in the office at the end of the day. 
 
Please note that toys include electronic games, pocket books, dolls, trading cards, toy 
weapons, cars, jewelry that is not being worn, etc. 
 

Field Trips 
For our preschool students, we include field trips as part of our curriculum because we 
feel that that it gives the children an opportunity to explore their community around 
them. Both on-site and off-site field trips are taken throughout the year.  Days for 
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fieldtrips are alternated so that all children will have an opportunity to go on a field trip.  
There is an additional fee for most field trips.  Notices with information regarding the 
field trip, including the cost, are sent out in advance.  
If you do not wish to have your child participate in an off-site field trip, then you will be 
responsible for finding alternate care for your child on that day. Tuition payment is still 
required for this day, even if you choose to not have your child attend.  
Parents are welcome and encouraged to chaperone field trips.  If you volunteer to 
chaperone, it is expected that you follow all of LFLC’s policies in the treatment of the 
children and in the conduct of your own behavior.   

 
Naps/Rest Time 

EEC regulations require that we provide a nap/quiet time, which is a minimum of 45 
minutes for any child that attends for a full day.   
Infants will rest in cribs that are disinfected between the use of different children, but 
no less than once a week.  We provide all bedding for infants, which are laundered at 
least weekly, or more often as needed.  
Infants will always be put to sleep on their backs.  If for medical reasons, an infant needs 
to be put to sleep in a different position, we will require a doctor’s note stating that it is 
medically necessary. 
Stuffed animals and heavy bedding such as quilts will not be used in cribs under the age 
of 12 months. Sleep sacks are provided for children under one year of age. 
Infants will follow their own schedules for when they sleep. 
Toddler and preschool students rest on individual rest mats.  It is suggested that parents 
send in a small blanket and crib sheet for rest time. Limited extra bedding is available for 
children that do not bring it in.  Bedding is stored in individual bags/bins, which are 
labeled with the child’s name.  Bedding is laundered on the premises at least weekly.  
Rest mats are washed daily.  
Children that do not sleep, or children that wake early, will be offered quiet activities, 
such as reading books, coloring, manipulatives etc. 
 
 

Changes of Clothing 
Little Footprints learning Center promotes messy play and we ask that at least one 
change of clothing shall be brought each day or left at school in the event that your child 
has a toileting accident, spill, gets dirty outside, etc. It is often recommended that you 
provide a few changes of clothing in messier weather when there is mud or snow. We 
participate in outdoor play on a regular basis and we don’t want to limit play because 
they may get their clothing dirty.  
Clothing can be left in the child’s cubby and should be in a bag labeled with your child’s 
name on it.  Clothing should be updated as changes of seasons/size occur.  
Extra clothing is available at the school in the event that a child does not have a change 
of clothing.  If your child uses the schools extra clothing, you should launder it and 
return it to the school. 
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Transportation 

In the event of an emergency requiring transportation of a child to a hospital, an 
ambulance will be called.   
A licensed Massachusetts school bus company provides transportation for field trips.  
Parents are responsible for providing all transportation for their child to and from 
school, including escorting them into and out of the school. Staff will not transport 
children. 
 

Program Observations 
On some occasions, an early childhood consultant or other early childhood professional 
may observe the teachers and the classrooms for purposes of sharing feedback and 
suggestions to improve the program.  Student teachers may also participate in the 
program under the direct supervision of the staff.  In no case will individual children be 
observed without parental permission. 
 

Parent Concerns and Questions 
If parents have any questions or concerns, please speak to your child’s teacher or the 
director.  We will work to get you the information that you need or to address any 
concerns. 
 

Progress Reports and Parent Conferences 
Little Footprints Learning Center provides a written progress report to parents of 
students in November and June.  For infants and children with disabilities, a completed 
written progress report of the child’s development is sent home every three months.  
Specific problems or significant developmental or behavioral issues are brought to the 
parent’s attention as they arise.  At the time that progress reports are sent home, the 
parent will have the option of setting up a parent/teacher conference with their child’s 
teacher.  Teachers are also available throughout the year for individual conferences with 
parents, upon request. 
 

Parent Visits 
Little Footprints Learning Center maintains an open-door policy to the parents of 
enrolled children.  Parents are encouraged to spend time at the center by volunteering 
to read stories, help out with classroom activities, or just paying a casual visit to the 
center.  
 

Parental Input 
Parent input is always welcome. Parents are encouraged to share comments and 
suggestions with the director regarding the development of program policies, 
curriculum, field trip ideas, etc. Annual surveys are also sent out to families for their 
feedback, as well.  Parent suggestions are considered and implemented, where 
appropriate.   
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Parent Involvement 
Parents are welcome to participate in the program in a variety of ways, such as 
classroom volunteers, field trip chaperones, or guest readers.  We also encourage 
parents to volunteer time using any skills that you may have. This could include sewing 
or construction projects for the school, sharing your job with the children, or any other 
ideas you may have! Donations of recycled items is also a great way to be involved. 
At Little Footprints Learning Center we believe that parent involvement provides a 
strong connection for the child between home and school.  We are always open to ideas 
of ways that parents can participate. Please speak with the director or your child’s 
teacher, if you are interested in volunteering. 

 
Behavior Management 

The goal of behavior management is for children to learn strategies to help them 
manage their own behavior. To do this, children need positive guidance from the adults 
around them. The most important goal of discipline is to help children gain inner 
controls. When children are in control of their own behavior, they usually develop 
higher self-esteem. 
We use positive discipline and a variety of approaches to guide children's behavior. No 
single approach works for every child. The approach used should relate to the child and 
to the problem. Positive discipline is based on the following beliefs: 
 
* The goal of guiding children's behavior is to help them develop self-discipline. 

 Very young children often use misbehavior as a way to communicate their 
needs. This can often be biting, hitting, or pushing. 

* There is usually a reason for children's behavior. Determining the reason and providing 
for children's needs helps to solve the problem. 
* Children begin to learn how it feels to have inner control by having some help from 
caring adults. 
* Many problems can be avoided by anticipating dangerous situations and setting up a 
safe environment. 
* Children can learn from hearing positive language about what behaviors are 
acceptable. 
* Children's behavior is affected by what they see modeled by the adults around them. 
  
Where appropriate, the children shall participate in establishing, rules, policies, and 
procedures. 
 
*Spanking or other corporal punishment shall not be used. 
*No child shall be subjected to cruel or severe punishment such as humiliation, verbal or 
physical abuse, neglect, or abusive treatment. 
*No child shall be denied food as a form of punishment.  No child shall be force-fed. 
*No child shall be punished for soiling, wetting, or not using the toilet.  No child shall be 
forced to remain in soiled clothing.  No child shall be forced to remain on the toilet.  No 
other unusual or excessive practices for toileting shall be used. 
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Referrals 

Children needing additional services beyond what is offered at this school will be 
referred to the appropriate service with the aid of the school staff. 
 
Procedure: 
1. The director will provide to the parent a written statement including the reason for 
recommending a referral for additional services, a brief summary of the center's 
observations related to the referral and any efforts the center may have made to 
accommodate the child's needs. 
2.  The director will offer assistance to the child's parents in making the referral.  The 
director will have written parental consent before any referral is made. 
3.  If a child is at least 2 1/2 years of age, the director will inform the child's parent(s) of 
the availability of services and their rights including the right to appeal, under Chapter 
766. 
4.  If a child is under the age of three, the director will inform the child's parents of the 
availability of services provided by Early Intervention Programs. 
5.  The director will follow-up the referral, with parental permission, contact the agency 
or service provider who evaluated the child for consultation and assistance in meeting 
the child's needs at the center.  If it is determined that the child is not in need of 
services from this agency, or is ineligible to receive services, the center shall review the 
child's progress at the center every three months to determine if another referral is 
necessary. 
6. The director will maintain a written record of any referrals including the parent 
conference and results. 

 
Referral List 

Service needs: Department of Social Services (978) 373-3913 
Mental health counseling: Arbour Counseling Services (978) 373-7010 
Mental health counseling: North Essex Mental Health (978) 373-1126 

Education referral: Haverhill Early Childhood Coordinator (978) 374-3459 
Medical: Merrimack Valley Hospital (978) 374-2000 

Dental: Dr. Jean Beninato (978) 374-6655 
Vision and hearing: Children’s Health Care (978) 373-6557 

Haverhill Community Partnership for Children (978) 469-8794 
Pentucket Area Early Intervention Program (birth to age 3): 

Linda Schaffer (978) 363-5553 
Head Start (ages 3 and up): (978) 372-4540   

 
Suspension or Termination of a Child from the Program 

Every effort is made to avoid suspension or termination, however, Little Footprints 
Learning Center reserves the right to terminate a child’s enrollment from the program.  
There are several instances that may result in a child’s termination. 
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*Little Footprints Learning Center relies solely on tuition’s collected to fund the school 
program.  In the event that a child’s tuition is not paid, the director will notify the parent 
in writing, that payment is expected.  If payment is not made within a timely manner, 
then your child will be terminated.  Past due tuition payments will still be expected. 
 
*Our goal at Little Footprints Learning Center, is to make each and every child’s 
experience at school a positive, safe, and enjoyable one.  Behavior that interferes with 
the learning and safety of others may result in suspension or termination.  The staff will 
document incidents, and parents will be notified of any ongoing problems.  We will work 
with the child and parents to help rectify the problem and to avoid suspension or 
termination, if at all possible. This will include providing referrals to educational, 
therapeutic, and behavior specialists, as needed.  It will also include staff training and 
support services that are available to the school, as well as developing a plan for 
behavior intervention to be implemented at home and school. 
 
*The parent has failed to respond to suggestions for outside referrals or if a parent 
refuses to work with the staff on a behavior intervention plan, or if the child has needs 
that are beyond the capabilities of the center to reasonably provide. 
 
*Behavior of parents which conflicts with the policies and philosophies of Little 
Footprints Learning Center could result in the termination of your child.  For example, 
smoking or swearing around the children, yelling or degrading the children or other 
parents, or any other behavior that is inappropriate or that will put the children at risk. 
 
*Failing to provide the required documentation including immunization record, physical 
form, and enrollment forms in a timely manner will result in termination per EEC 
regulations. 
 
In the event that a child is terminated, the staff will prepare the child for termination 
from the program in a manner that is consistent with the child’s ability to understand. 

 
Confidentiality and Distribution 

Of Children’s Records 
Information contained in the children’s records is privileged and confidential. Little 
Footprints Learning Center will not distribute or release information in a child’s record 
to anyone not directly related to implementing the program plan for the child without 
the written consent of the child’s parent(s). The center will notify parent(s) if a child’s 
record is subpoenaed. The child’s parents shall have access to their child’s records at 
reasonable times. In no event will such access be delayed more than two business days 
after the initial request without the consent of the child’s parent(s). The entire record 
will be made available, regardless of the physical location of its parts. 
 
Each time information is released or distributed from a child’s record, the following 
information is recorded: the name, signature and position of the person releasing or 
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distributing the information, the date, the portions of the record which were distributed 
or released, the purpose of such distribution or release, and the signature of the person 
to whom the information is distributed or released. This log is available only to the 
child’s parent(s) and program personnel responsible for record maintenance. 
 

Amending the Child’s Record 
A child’s parent(s) have the right to add information, comments, data or any other 
relevant materials to the child’s record. They may also request deletion or amendment 
of any information contained in the child’s record. If the parent(s) thinks that adding 
information is not sufficient to explain, clarify, or correct objectionable material in the 
child’s record, the parent(s) has the right to have a conference with the center director 
to make his objections known. The center director will, within one week after the 
conference, render to the parent(s) a decision in writing stating the reasons for the 
decision. If the decision is in favor of the parents, steps will be taken immediately to put 
the decision into effect. 
 

Transfer of Records 
When a child is no longer in care, upon written request of the parent(s), the center will 
transfer the child’s records to the parent(s) or any other person the parent(s) identifies, 
within a reasonable amount of time. 
 

Availability of Information to the Licensing Agent, Early Education and Care 
The center shall make available to Early Education and Care, any information related to 
the licensing requirements and shall maintain the confidentiality of individual records. 

 
 

CHILD ABUSE AND NEGLECT POLICIES 
 

Definition of Child Abuse 
Child abuse is a non-accidental commission of any act by a caretaker, which causes or 
creates a substantial risk of harm to a child's physical and emotional well being, 
including sexual abuse. 
 

Definition of Child Neglect 
Child Neglect is the failure by a caretaker, either deliberately or through negligence, to 
take those actions necessary to provide a child with minimally adequate food, safety, 
clothing, shelter, medical care, supervision, or other essential needs. 
 

Procedure for Identifying and Reporting Suspected Child Abuse or 
Neglect to the Department of Social Services and to EEC 

The center shall protect children from abuse and neglect while in the program’s care. 
All staff, are mandated reporters and must report suspected child abuse or neglect.  
The director must immediately report suspected abuse or neglect to the Department of 
Social Services. 
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The director must immediately notify EEC after filing a 51A report, or learning that a 51A 
report has been filed, alleging abuse or neglect of a child while in the care of the 
program or during a program related activity. 
 
The center will cooperate in all investigations of abuse and neglect, including identifying 
parents of children currently or previously enrolled in the program, providing consent 
for disclosure to EEC of information from, and allowing EEC to disclose information to, 
any person and/or agency that EEC may specify as necessary to the investigation of 
allegations and protection of children.  Failure to cooperate may be grounds for 
suspension, revocation, or refusal to issue or renew the center’s license. 

 
 
 
 

HEALTH CARE POLICIES AND PROCEDURES 
 

Emergency Procedures 
1. Ambulance is called.  One or two persons trained in first aid shall administer first aid 

to the child until the ambulance arrives. 
2. Staff notifies parent to meet ambulance, child, and staff at hospital. One staff 
member accompanies the child to hospital while other staff members are in charge of 
the classes.  
The staff member brings the authorization forms from the child’s file to the hospital so 
that treatment may be started immediately.  
3.Accident report is filed by the teacher(s) involved. The original is kept in the child's file.  
A copy is sent to the parents.  A report of the accident is written in the injury logbook 
and EEC is properly notified. 
4. A child may return to the program only if he or she has a written doctor's note stating 
it is safe to do so. 
 

Emergency Procedures if Parents Cannot Be Contacted 
Staff will contact emergency names on the list of people to be contacted if parents 
cannot be reached.  The parent(s) are continually called until reached. Staff will follow 
same procedures stated above. 
 

Emergency Procedures When Off the Premises 
(Including walks off the premises, field trips, and participation at off-site facilities) 
A cell phone is always with staff on field trips.  Emergency authorization copies and a 
small first aid kit, including any necessary medications for the children, are brought 
along.  The same procedures will be followed as above. 

 
Procedures for Utilizing First Aid Equipment 

A staff member trained in first aid procedures will assess the child’s injuries and 



 20 

administer first aid treatment, as needed.  If necessary, parents will be called to inform 
them of the injury and to have them decide on further treatment. 

 
Procedures for Maintaining Injury Log Book 

An injury logbook of all injuries, which occur during program hours, is maintained by 
staff and serves as a monitor for the safety record of the program.  The injury log book 
will include the name of the child injured, date, time and location of the injury, 
description of the injury and how it occurred, name(s) of witness(es), name(s) of 
person(s) who administered first aid, and the first aid or medical care required. 
 

Procedures for Informing Parents, When First Aid is Administered to Their Child 
Parents are informed in writing of any first aid administered to their child within 24 
hours.  An accident report noting the time, date, and description of the injury and an 
explanation of the way the injury occurred is completed by the staff person who 
witnessed the injury or provided first aid.  A copy of the accident report for each 
incident is maintained in the child's file. 
 

 
Emergency Plan for Evacuation 

Separate evacuation plans are posted for all exits.  The Director or Lead teacher, if the 
Director is not there, is the designated person responsible for all teachers and children. 
Children are lead outside by teachers and assistants. Infants are transported in an 
emergency evacuation crib. Accurate attendance is brought out and the Director checks 
the center for stragglers.  The Director is responsible for making sure that evacuation 
drills are practiced with all groups of children and staff at least every two months.  
Documentation of the date, time, and effectiveness of each drill is filed in a logbook. 

 
Contingency Plan for Emergency Situations 

In the event of an emergency situation, such as fire, natural disaster, loss of power, heat 
or water, the director will make the decision on the ability to keep the center open or to 
close the center and send the children home. If the center is to close, all parents will be 
contacted and informed of the early dismissal.  
 
In certain situations it may be necessary to shelter in place.  This may include, a tornado, 
hurricane, terrorist attack or other disaster.   
 
In this situation, all classes will go to classrooms that are free of windows.  In situations 
where there is the threat of airborne chemicals coming into the building, large sheets of 
sticky plastic will be used to seal doors, windows, and vents.  A phone, attendance, 
emergency phone numbers and information, first aid kit, and emergency bin (located in 
office) containing canned food, water, flashlight, and battery powered radio, will be 
brought to the area of the school that the children occupy.  Blankets are available in the 
classrooms, if needed.  Staff will attempt to contact parents and they will be directed as 
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to whether it is safe to pick up their child, or if it would be in the best interest and safety 
of the child to remain in shelter.  
 
In the event that it is necessary to evacuate the building, the staff will take attendance 
of the children and lead them to our emergency location, which is the First 
Congregational Church, located across the street from the school.  Attendance, 
emergency numbers, cell phones, and emergency evacuation bag (located in office), will 
be brought by the director or lead teacher.  Once we have reached the safe location, 
attendance will be taken and parents will be contacted and asked to pick-up their child, 
if it is safe to do so.  Situations that may require evacuation of the building, may include 
fire, flood, gas leak, etc.   
 
In the event that the surrounding area needs to be evacuated, we will contact the fire 
department to inform them of the number of children and adults that need to be 
evacuated, so that transportation can be arranged.  If the number of children is low 
enough, staff will evacuate children by using their cars. The same emergency items as 
listed above, will be brought.  The children will be transported to a safe place, as 
recommended by the fire department.  Attendance will be taken, and parents will be 
notified.  

 
Plan for the Care of Mildly Ill Children in the Center 

The child is made comfortable, supervised, and separated from the other children, 
either in the director’s office or in a quiet corner of the classroom.  Parents are notified 
to pick up their child if he or she has a temperature, and/or appears to have anything 
contagious. If a child is admitted into the center and manifests any of the above 
symptoms the parent must pick the child up and take him or her home.  If a parent 
cannot be located, emergency number given on the child’s form, are called.  While 
waiting for the parent to pick up the child, the child’s individual needs will be met for 
food, drink, rest, and play materials.  The child will not be admitted into the center until 
he or she is over the illness, which means without fever or symptoms for a minimum of 
12 hours.  
 

Plan for Dispensing Medication (prescription and non-prescription) 
If medication can possibly be given to a child by the parent or guardian at home, we 
request that this be done.   
At school, medications are stored to ensure sanitation, preservation, security, and 
safety. They are kept in a storage container out of the reach of the children, but still 
accessible in an emergency. If the medication requires refrigeration, it is stored inside 
the refrigerator in a secured container, in a room that is inaccessible to children. 
Controlled substances will be kept in a locked cabinet. A schedule of medications is 
posted in each classroom, in a confidential manner. 
All medications must be given at home before we will administer it at school.   
We will never give a child their first dose of a medication, in case your child has any 
adverse reactions to that medication.  
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For prescription medications, the prescription label will count as the doctor’s note. 
Parents are required to also give written permission and instructions that are consistent 
with those on the prescription label. 
Any prescription medication to be administered by a staff member must be in its 
original container and be labeled. The label is to contain the child's name, physician's 
name, pharmacist, medication, dosage, frequency, starting date, and expiration date, if 
applicable.  This information is checked when receiving the medication from the parent.  
An individual child's Record of Medication is signed by the parent/guardian authorizing 
its administration. A staff member checks the label when retrieving the medication, 
before administering the medication to the child, and when returning the medication to 
its storage location. 
Any drug container having a detached, excessively soiled or damaged label is returned 
to the parent for relabeling by the pharmacist.  Medications having a specific expiration 
date will not be used after the date of expiration.  Any unused or expired prescription 
drugs are returned to the parent.  If the child has left the program and we are not able 
to return the medication to the parent, then the center director will contact the DPH 
Drug Control Program to get instructions on disposing of the medication properly. 
The Center shall maintain a written record of the administration of any medication, 
prescription or non-prescription, excluding topical non-prescription medications (when 
not applied to rashes, open wounds or broken skin), for each child, which includes the 
medication, time and date of each administration, the dosage, route, the name of the 
staff member administering the medication and the name of the child.  After the 
medicine has been completed, the individual child's Record of Medication form shall be 
made part of the child's file.  
Any non-prescription medication to be administered at school, such as acetaminophen, 
ibuprofen, cough syrup, or any internally taken medicine, must be accompanied by the 
parent's written permission and a note from the doctor.  The doctor’s note can give 
permission for medication to be given at the parents' discretion for a period of one year. 
The parent’s written permission is good for one week, only.  The parents shall be 
notified in writing each time medication is administered to their child. This does not 
apply to topical non-prescription medications (which are not applied to open wounds, 
rashes, or broken skin). An attempt will be made to contact the parent before the 
medication is administered, unless a child needs medication urgently, or when 
contacting the parent will delay appropriate care, unreasonably. 
All medications will be administered by a staff member that has taken the required 
medication administration training, provided by EEC, and has shown the ability to follow 
the medication procedures.  For certain medications, staff may receive additional 
training by the parent (with written permission from a health care provider), our health 
care consultant, or other medical professional.   
The staff member will make sure that the instructions given for the medication are 
consistent with those on the label or RX of the medication.  Staff will never alter the 
dosage, time, or any other information from what is written, without written consent 
from the child’s physician.   
Staff will never administer medication that belongs to another child, or prescriptions 
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that have a different name on the label (a sibling, for example). 
Before a staff member administers a medication, they will always check the “5 Rights”:  
right child, right medication, right time, right dose, and right route. 
Topical non-prescription medication such as sunscreen, bug spray, petroleum jelly, 
diaper ointment, or other ointments that are not being applied to a rash, open wound, 
or broken skin, may be administered to a child only with written parental authorization. 
The parent must provide the topical medication. The center may accept as the written 
parental authorization, a signed statement listing the specific topical non-prescription 
medications to be administered and the criteria for administration.  This statement shall 
be valid for no more than one year from the date it was signed. The Center will not 
administer any such medication contrary to the directions on the original container 
unless so authorized by a written order from the child's physician. 
 

Procedure for Identifying and Protecting Children with Allergies, Asthma, and Other 
Chronic Conditions 

The parents, in advance of enrollment, fill out information indicating allergies, asthma, 
or other chronic conditions. For allergies, parents are asked to provide a food plan 
listing food that they either can or cannot consume. A Food Allergy Action Plan is 
created with the parents and the child’s physician, and then given to the school.  For 
children with asthma or other chronic conditions, an Individual Health Care Plan is 
created with the parent and the child’s physician, and then given to the school. A list of 
all health conditions and medications are posted in the child's classroom.   This list is 
reviewed with substitutes and new staff.  For allergies, all attempts are made to keep 
items that children are allergic to, away from those children. 
 

Plan for the Management of Infectious Diseases 
Children should not come to school, or will be sent home if they have the following: 
*Fever of 100 degrees or higher: A rise in body temperature often indicates illness or 
infection in a child.  The child shall remain at home until they are fever free for 12 hours. 
We do not provide fever control at school regardless of the cause of fever (ie. Ear 
infection, teething, etc.). It is the responsibility of the parent to monitor the child with a 
fever, in case of more serious side-effects (i.e. seizures). 
*Diarrhea:  A child that has an increase in the number of stools over what they normally 
have, stools are loose and watery.  This may indicate a viral infection.  It is often 
accompanied by stomach pain, headache, lethargy, and loss of appetite. The child shall 
remain home until the stools returns to normal.  
*Vomiting: Often an indicator of a virus.  Stomach viruses can be very contagious.  A 
child shall remain at home and be symptom free for 12 hours, before returning to 
school.  
*Severe headache: This may be the sign of an onset of illness.  The child shall remain at 
home where they may be in a comfortable and quiet environment.  They may return to 
school once symptoms subside. 
*Open, infected sore: An open sore may be contagious and should, therefore, be looked 
at by a physician.  The child may return to school once the sore has cleared or a doctor’s 
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note deems that the child is not contagious. 
*Conjunctivitis: Red, itchy, watery, eyes with a yellow or white discharge is usually an 
indicator of this infection.  The child must be on an antibiotic for 24 hours, before 
returning to school. 
*Impetigo:  This skin infection is characterized by crusted sores, usually in the facial 
area.  Children must be on an antibiotic for 24 hours and all lesions shall be dry, before 
returning to school. 
*Lice:  Usually indicated by a child often scratching their head, these whitish colored 
eggs must be treated with a medicated shampoo and then all nits must be removed.  
The child may return to school once ALL nits are removed.  A staff member will check 
their head upon return.  If nits are found, the child will be sent home until they are nit-
free. 
*Contagious or unidentified skin rash: The child shall go to the physician to determine 
the cause of the rash and can return to school only once they have a  doctor’s note 
stating that they are not contagious, or once the rash is gone. 
 *Any other infectious diseases: If you are not sure if your child has an infectious 
disease, please consult with your child’s physician.  The school reserves the right to 
require a doctor’s note before your child returns to school, in the event that there is a 
concern that the child may put the other children and staff at risk of infection. 
 
If children are observed by the staff as having any of these symptoms, a parent or their 
designee will be called to pick up the child. NO child or adult will be admitted to the 
center carrying a serious illness, contagious disease, or reportable disease, until it is safe 
according to their Physician or the Health Department.  If a child or adult in the center is 
reported to have an infectious disease, all parents are notified in writing in accordance 
with Department of Public Health recommendations.  The written notice will make 
parents aware of symptoms leading to the disease. 
 

A child will not be admitted into the center until he or she is over the 
illness, which means without fever or symptoms for a minimum of 12 
hours.  Please do not medicate your child before they come to school in 
order to disguise symptoms.  This will only continue the spread of germs 
to other children and then back to your child.  

 
Handwashing Procedures 

Staff and children wash their hands with liquid soap and running water, using friction. 
Care is taken to wash all surfaces, including backs of hands, wrists, between fingers, and 
under fingernails.  Hands are rinsed well.  Hands are dried with disposable towels. Staff 
and children are requested to turn off the water using a Paper towel, instead of bare 
hands. 
 
Staff and Children are required to wash their hands at least during the following times: 
* Before eating or handling food 



 25 

*After toileting and diapering 
*After coming into contact with body fluids and discharges 
*After handling center animals or their equipment 
*Before using the water table 
*When they are visibly soiled 

 
 

Toileting Procedures 
Children are reminded to go to the bathroom several times during the day.  They go into 
the bathroom in small groups and individually as needed.  A staff member supervises 
them in the bathroom.  Children must wash their hands with liquid soap and running 
water after toileting and before snacks, meals or handling food. Staff members must 
wash their hands with liquid soap and running water after assisting each child with 
toileting or diapering or using the bathroom themselves.  Disposable paper towels are 
used to dry hands.   
Toilet training is done in accordance with the request of the parent(s) and is consistent 
with the child’s physical and emotional abilities.  No child is ever punished, verbally 
abused, or humiliated, for soiling, wetting, or not using the toilet. 
 

Diapering Procedures 
Diapers should be changed when soiled or wet and checked at least every two hours. 
A clean diaper and necessary supplies must be placed on the changing table. 
A disposable covering that covers the surface must be on the changing table prior to 
changing the child. 
New non-latex gloves must be worn for each diaper change. 
 Each child is washed and dried with individual washing materials, such as single use 
disposable wipes, during each diaper change. 
 A child is never left unattended on the changing table. 
 Soiled diapers are put in a diaper pail that is lined with a leak-proof disposable lining 
and a tight fitting cover. These diapers must be removed from the center daily or more 
frequently as necessary.  
 Clothing, blankets, and linens soiled by feces, urine, vomit, or blood must be double 
bagged in sealed plastic bags and stored in a separate container with a lid. 
 The disposable covering on the changing table is changed after each use. 
 The changing table surface must be sprayed with a bleach solution (1:10) or commercial 
disinfectant after each use.  If using a bleach solution, it must be made fresh daily.  
Disinfectants and bleach solutions will not be used around the children. 
Children's hands must be washed thoroughly with liquid soap and running water after 
the child has been changed.  Staff members must wash their hands thoroughly with 
liquid soap and running water after changing the child. Hands must be dried with 
individual or disposable towels.
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