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Thank you for choosing the Healthy Kids Early Learning Center (ELC). We understand that 
childcare is one of the most important decisions you make. We know that today's parents need 
a safe, nurturing environment that will care for their children while they work. Our program is 
able to offer not only quality care, but also an enriched learning environment to give your child 
both socialization and early learning. We’re glad you’ve chosen us. 
  
The Healthy Kids Early Learning Center is committed to creating a safe, warm, loving 
environment for children where they can learn and grow physically, emotionally, creatively, 
intellectually, and socially at their own pace. We want to help your child increase their 
confidence, and self-esteem by treating them as unique individuals, and allowing them to 
express themselves in a variety of ways. We strive to make your child’s time at our center the 
best experience it can be for them and for you.. 
 
We are committed to supporting families by maintaining open communication and strongly 
encourage parental involvement in our programming and care activities. Our objective is to care 
for your child the same way you would.  
 
This parent guide was created so that everyone is aware of the Early Learning Center  
requirements, and our expectations of the parents/guardians of the children in our care. This 
guide covers our childcare philosophies, business and safety policies and daily routines in an 
effort to minimize misunderstandings. Please read this guide carefully, and feel free to discuss 
any questions you may have with a member of the administrative staff. 
 
 
 

 
 
 

 
 
 
 

  



Table of Contents: 
 

 
Mission Statement & Philosophy  page 4 
Hours of Operation page 5 
Registration & Fee Information page 5 
Programs & Orientation page 5 
Transitioning, Drop Off & Pick Up Policy page 6-7 
Discharge from Program page 7 
Brightwheel & Communication page 8 
Boo-Boo’s & Medical Situations page 8-9 
Staffing, Supervision & Staff Training page 9-10 
Guidance page 10-11 
Biting page 11-12 
Medication, Sunscreen & Diaper Cream page 12 
Clothing, Items from Home  & Lunch/Snacks page 13 
Diapering,Bottles, Breast Feeding & Napping page 14-15 
Birthday Celebrations page 15 
Child Abuse Policy & Health Wellness page 15-17 
Safety and Relocation & Fire Drills page 17-18 
Chain of Command page 18 
Covid Practices and Protocols page 19-23 
 Parent Acknowledgement page 24 
Photo and Walking Permission page 25-26 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
Mission Statement 
To provide a safe, caring, supportive and educational environment that enhances the lives of all 
children and their families, and serves a vital community need. We believe that children thrive 
when given abundant opportunities to play, explore, and create with a supportive environment.  
 
Philosophy 
It is the philosophy of the Healthy Kids Early Learning Centers that we are part of the "village” 
that raises our community's children. We hire staff who believe that it is everyone's responsibility 
to help our young people develop the skills they need to succeed, not only academically but 
also in life.  Our children are encouraged to learn and grow by providing a foundation of 
developmentally age appropriate experiences where all children can succeed in a safe and 
nurturing environment. 

We believe that each child is a unique individual and that all children have the potential to be 
amazing adults and make a difference in the world. Our programs provide inclusive settings that 
recognize children’s varied abilities, interests, needs, and learning styles. 

We believe children learn best through meaningful interaction. Our program reflects the 
integration of physical, cognitive, social, emotional, language, and self-help areas for the total 
development of the child. Meaningful activities encourage curiosity, discovery and problem 
solving, which allows individual growth and development of a positive self-image. We feel we 
have an obligation to create a nurturing, enriching environment where children are happy, 
engaged and social. We have a responsibility to run a safe program that is in compliance with 
every single law and regulation. The policies outlined on the following pages will ensure that we 
deliver both our obligations and our responsibilities and run the best program possible. 

We recognize that children are happiest and achieve the most when the adults in their lives are 
involved in all aspects of their day. Part of our job is to not only provide excellent care for the 
children in our program but also to build engaging, positive relationships with the adults in their 
lives.  

 
 
 

  



 
Hours of Operation 
The Early Learning Center will be open Monday to Friday 7:00 am-6:00 pm  all year with the 
exception of the following:  

Holidays  
New Year’s Day, Memorial Day, July 4th, Labor Day, Thanksgiving day, The day after 
Thanksgiving,  Christmas Eve, Christmas Day and New Year’s Eve.  
 
Professional Development Days:  
The Healthy Kids Early Learning Center supports staff in their ongoing professional 
development. Please make arrangements for alternative care on the following days: the Friday 
before Memorial Day and Veterans Day.  In addition, beginning December 2021 the center will 
be closed for the week in between Christmas and New Year for staff training  and deep 
cleaning. 
 
Registration 
Before your child can attend our center, a completed registration form and emergency card 
must be submitted, along with documentation of current immunization records. These 
documents will be reviewed by our staff, and our staff will notify you once your child can start 
our program. Online registration is available and can be found on our website 
www.healthykidsprograms.com. We encourage families to call us to set up a tour with our 
director prior to enrolling to view the facility and to meet our staff.  
 
Notice of Change of Enrollment 
One month’s written notice is required for withdrawal from the Healthy Kids Early Learning 
Center. 
 
Fee Information  
You can find our rates and other registration information on our website: 
www.healthykidsprograms.com.  A signed “Tuition and Payment Agreement” must be received 
prior to the start of care. 
 
Daily Programs 
The Healthy Kids Early Learning Center offers programs for children from 6 weeks of age to 4.5 
years old. The programs at the Healthy Kids Early Learning Center are designed to meet the 
children’s needs in all areas of development. All program planning is based on meeting the 
needs of the whole child, including social, emotional and cognitive needs. Opportunities are 
provided for the children to explore their world through fine and gross motor activities, songs, 
stories, finger plays, active time and quiet time. We provide many opportunities for our 
caregivers to develop warm, caring and supportive relationships with your children. In all of our 
programming we make an effort to develop activities that meet the children’s needs and 
interests. Most important to us is that the children find the Healthy Kids Early Learning Center a 
safe, happy and fun place to be.  

http://www.healthykidsprograms.com/


 
Transitioning 
We are here to support both you and your child for a successful transition into childcare. Decide 
what kind of transition is best for you and your child. Some children and parents do better with a 
gradual daycare transition. Over the course of a few weeks, slowly increase the amount of time 
spent with the teacher at our center, until full days are reached. Other children and parents find 
that after an initial get-to-know-you phase, it’s better to start the new routine right away.  
 
We encourage a two to three day orientation process before children should be left alone at the 
center. 

● Orientation visits: the parent or caregiver will remain at the center with 
the child for approximately one to two hours, leaving the room for brief 
periods of time to help the children become comfortable with their new 
surroundings and staff. This process allows children to feel safe, and 
gives them peace of mind that parents always come back when they say 
they will. This orientation process will be specific to the child or children 
and family as some children will need less/more time to adjust.  

● Transition to a new classroom: When a child is getting ready to move to 
a new room, we offer parents an optional orientation. This consists of one, 
one hour visit with their child to meet the staff, experience the program 
and to see the expectations of the program. 

 
Drop Off and Pick Up Policy 
We take your child’s safety seriously, therefore we ask you to follow the guidelines here to 
ensure a smooth beginning and ending to the day. 
 

Drop Off Procedures: Please make sure to have verbal contact with a staff member 
when dropping off your child. You must “sign-in” your child into the program. You will need to 
sign your child into care using Brightwheel. (Staff will be happy to assist you in the process) 

● Often children will want you to stay with them. Let us know how we can help. 
● Be sure to say good-bye each time 
● We have an open-door policy, but please be aware of your child’s reaction to 

unexpected visits. 
● Feel free to call anytime to check in 

 
Pick Up Procedures: Please make sure to have verbal contact with a staff member when 

picking up your child. Please “sign-out” your child from the program. You will need to sign 
your child out using Brightwheel. (Staff will be happy to assist you in the process). 
Remember to check your child’s cubby for art work or notes. 
 
 
 
 



 
We will not release a child from our program to anyone: 

● Who is not listed on the registration form 
● Who is not authorized to pick up 
● Who is under the age of 16 
● Who appears to be under the influence of drugs or alcohol 

 
Safety is our highest priority. We ask parents and caregivers to adhere to these policies 
so we can be sure to keep your child safe at all times.  
If there is someone new coming to pick up your child, you must inform us in writing who the 
individual is. We also ask that they are aware of our pick up policy, and that they are required to 
present a photo ID to our staff. We cannot take instructions over the phone. Please let us know 
if a new person needs to be added to the pick-up list, or you can easily update your approved 
pick up list on Brightwheel. 
 
**LEGAL ISSUE: By law, the program staff is not allowed to keep a child from their natural 
parents. If your child is involved in a custody battle where a parent is not allowed to come into 
contact, or pick the child up from care, it is necessary to inform us in writing. A copy of any court 
documents stating this information is required, and will be kept confidential. 
 
 
Discharge From Program 
While we will do our best to meet the needs of any child that attends, there are times when we 
cannot provide the right fit. We want all children to thrive, and if we find that your child is not 
best served by our ELC we will discharge them. 
The following are reasons that a family may be discharged: 

● Neglecting to follow the policies of the Healthy Kids Program/Office of Children 
and Family Services or HK administrative requests 

● A continuing problem that negatively affects other children. This may include, but 
is not limited to: hitting, biting, inappropriate behavior, bullying, or being unsafe. 

● Leaving the program premises without permission 
● Defacing ELC property  
● Bringing or using illegal items or substances 
● Nonpayment 
● Inappropriate, disruptive or “bullying” behavior from a parent or guardian towards 

center staff, other parents or children. 
 
 
 
 
 
 
 



 
 
Brightwheel 
The ELC is pleased to utilize a family-friendly software program called Brightwheel. Brightwheel 
allows us to communicate better with you throughout the day. Brightwheel also allows: 

● Teachers to send you updates and pictures  
● Parents to sign their children in and out of our program each day 
● Parents to send messages to the staff and director 

You will receive a tutorial when you register.  
 
Additional Ways to Communicate 
The Healthy Kids Early Learning Center wants to partner with our families. We request a 
courtesy call for days that your child will not be in attendance. We appreciate knowing when 
children are sick or having a special day with a family member. This helps staff to plan for their 
days and be aware of what is happening in the lives of children. For day-to-day concerns or 
information please connect with the teacher that will be, or has been, with your child for that 
day. Please remember that the staff’s first priority is to supervise and engage with the children 
who are in attendance. We invite parents/guardians to set up an appointment for a more in 
depth conversation or any concerns that require more time to discuss. Feel free to speak to the 
director or any staff about any special needs, concerns or information.  
 
If you need to contact the center for any reason, please feel free to call tbd. If you get our 
voicemail please leave a message, as often we are out or busy with the children and unable to 
get to the phone at that moment. We do check messages regularly and return phone calls as 
soon as we get the chance. We do not mind calls to check in to see how your children are doing 
during the day. If you call outside of center hours, please leave a detailed message and 
someone will return your call at our next earliest convenience.  
 
Boo-boo’s While In Care  
As we know, boo-boo’s are a part of childhood. We will always do our best to prevent injuries, 
but boo-boo’s do happen. If your child is injured while in care, the staff will offer first aid as 
needed, including TLC. We will wash a scraped knee, apply ice to a bumped elbow, etc. The 
staff will fill out an incident report which they will bring to the administrator on duty. If your child 
was injured above the shoulders, you will be contacted. At pick up, you will receive two copies 
of the report; one to keep for your records and one that you will need to sign for our records. 
 
 
 
 
 
 
 
 



 
 
Emergency Medical Situations  
The safety of your child is our number one priority. Although most of our medical situations are 
fixed with TLC and a bandaid, on rare occasions we come across a serious medical situation. In 
the unlikely event that your child is injured or is seriously ill while in our care, and immediate 
medical attention is required, a staff member will call 911 and request emergency assistance. 
We will immediately reach out to parents/guardians to inform them of what is happening, and 
what has happened.  
We will support you and your child in every way, including comforting them, communicating with 
you and if needed, accompanying your child in the ambulance and by staying at their side until 
you can arrive at the hospital. The attending staff will have your child’s emergency card, which 
you will fill out during registration time. If we cannot reach you, we will call your alternate 
contact, and continue trying to reach you.  
 
Staffing 
Our staff are very special people who demonstrate a resourceful and loving commitment to 
children, a high level of skill, education and experience. Staff consists of a Director/Manager, 
early childhood educators, infant and toddler educators, early childhood assistants and support 
workers. The director is responsible for the overall program at the Healthy Kids Early Learning 
Center, and divides his/her time between overseeing programs, supporting staff, and 
administrative responsibilities. All permanent staff are licensed early childhood educators with 
current CPR and First Aid certification. All staff, substitutes, students and volunteers must 
complete a screening process that includes a complete background check, fingerprinting, 
passing a physical and TB test and reference checks as per NYS OCFS regulations 
 

Staff are also expected to:  

● Maintain a professional attitude: Program staff will have a friendly, positive, upbeat, 
cooperative and achievement oriented attitude. Each and every interaction with 
others must be professional, respectful and appropriate to a work environment. Staff 
needs to understand and respect the differences between a work environment and 
non-work environment. 

● Love children and want to work with children 
● Dress in an appropriate manner, according to their job function. Employees are 

expected to appear neat, clean, and well-groomed at all times and be in clothing that 
is clean, without holes and similar to other school professional staff.  

●  be punctual and make attendance a priority 
 
 
 
 



 
 
 
Supervision: Staff/Child Ratio 
We follow New York State staffing guidelines which are as follows:  

Ages of children Staff :Children Ratio 
6 weeks to 18 months 1 staff for 4 children 
18 months to 36 months 1 staff for 5 children  
3 year olds 1 staff for 7 children 
4 year olds 1 staff for 8 children 

 
Staff Training 
We are committed to continually develop our staff by giving them the tools and skills to be better 
caretakers. All employees must complete a minimum of thirty hours of training every two years. 
Fifteen hours of training should be received during the first six months of employment. The 
training will consist of CPR/first aid, Foundations in Health and Safety, Mandated Reporter, 
Prevention and Identification of Brain Injuries, including Abusive Head Trauma, and other 
training topics which include: 
 

● Principles of child development 
● Nutrition and health needs 
● Child day care program development 
● Safety and security procedures 
● Business record maintenance and management 
● Child abuse and maltreatment  
● Statues and regulations pertaining to child abuse 
● Identification and prevention of shaken baby syndrome 
● Status and regulations pertaining to child day care 

 
Guidance Policy  
Our guidance and discipline practices at the ELC strives to be respectful of every child’s 
individual needs and differences. Adults will take charge of safety with calm, respectful, positive, 
and firm language. We base our actions on the desire to help the children develop 
self-regulation, self-confidence and sensitivity in their interactions with others. We use many 
different strategies of prevention and intervention. Some behaviors can be managed by having 
staff situate themselves close by and giving gentle, verbal reminders of past consequences eg. 
“Remember when you were throwing that toy earlier, we had to put it away? Let’s practice using 
the toy gently.” and acceptable behavior. Staff will explain and model positive ways to use 
materials and interact with others.  
 
 
 



 
The classroom environment is designed to maximize children’s choices and minimize potential 
problems. If a child is having difficulties managing, a staff member will walk over to the child, 
make eye contact, and:  

● Ask the child about the situation, ie: “What happened?”, “Is everything ok?”, 
“Should we use our hands or words?” 

● Remind the child of the behavior expectations  
● Give choices 
● Redirect  
● Name and acknowledge feelings 
● Offer a place to “be alone” or “renew” if necessary – then when the child is able to 

manage, we start over and the incident is not brought up again 
 
 
Biting Policy 
Biting is a very common behavior among children birth to three years of age. Biting is a form of 
communication and is almost always a response to the child’s needs not being met or coping 
with a challenge or a stressor.  
 
If your child is bitten: 

● Staff will separate the child from the biter 
● Special attention will be given to comfort the child 
● Staff will be sure to administer first aid as follows:  

1. Assess the wound, and if it is bleeding, apply pressure directly to the 
wound, using a clean, dry cloth until the bleeding stops 

2. Clean the bite wound with mild soap and warm water for approximately 
3-5 minutes 

3. Rinse thoroughly and pat dry with a clean dry cloth 
4. Cover the wound with a clean dry dressing 
5. Should the wound require immediate medical attention, appropriate action 

will be taken and parents will be notified immediately.  
● Staff will complete an incident report to notify the parent/guardian of the incident 

For the child who bites: 
● The biter is immediately removed with no emotion, using words such as “biting is not 

okay - it hurts”  
● We will avoid any immediate response that reinforces the biting or calls attention to the 

biter 
● Caring attention will be focused on the child who was bitten 
● We will gently remind both children that biting is not ok 
● The teacher and the child will check in on the injured child 
● If appropriate offer a hug (we will not force a child to apologize)  
● Staff will complete and incident report, and contact the biters parent/guardian 

immediately 



 
If a child bites more than twice in a day, they will need to be picked up from our center. If we 
have a child that is constantly biting we will meet with the parents to create a “Care Plan” to help 
resolve the pattern.  The name of the child who has bitten is confidential.  Staff are not permitted 
to give that information to the parents/guardians of the child who was bitten. 
 
Medication  
Ensuring the health and safety of the children in our care is one of the most important 
responsibilities we have. If your child has an allergy or condition that requires  medication, 
please adhere to the following:  

1. An Individual Health Care Plan must be completed and on file before your child can 
attend our center 

2. A medication Consent Form must be completed and on file 
3. This information must be submitted and updated every 6 months 

 
The OCFS requires that we adhere to the following procedure for sending in and storing 
medication on site:  

● Prescription and over-the-counter medications must be kept in their original bottles or 
containers, along with the manufacturer's instructions. 

● Prescription medication labels must include the following information: 
1. Child's first and last name 
2. Licensed authorized prescriber's name, telephone number, and signature 
3. Date authorized 
4. Name of medication and dosage 
5.  Frequency the medication is to be administered 
6. Method of administration 
7. Reason for medication 
8. Special instructions or considerations, including but not limited to possible 

interactions with other medications the child is receiving, or concerns regarding 
the use of the medication as it relates to a child's age, allergies, or any 
pre-existing conditions.  

● Please do not leave any medications, vitamins or other suppressants in your child’s 
cubby, bag or pockets. This includes cough and throat suppressants.  

● Over the counter medications (Tylenol, Advil, cough medications) will only be 
administered with an accompanying doctor’s note and a signed parental consent.  

● Please speak with the Director regarding an emergency over the phone consent. 
 

Sunscreen and Diaper Cream: Our staff may apply diaper cream and  sunscreen as needed. 
However, parents must supply and clearly label the diaper cream and sunscreen with their 
child's first and last name. We must have a written permission slip allowing us to administer 
these products, signed by the parent/guardian. This permission slip must be updated every 6 
months 
 



 
Clothing and Items from Home 
Learning can be very messy! Children should wear safe and comfortable clothing and footwear 
that can get dirty, stained, etc. We will go outdoors daily so please ensure your child has 
clothing for outdoor play during all types of weather.  Also be sure your child has an extra set of 
clothes available in their cubby for accidents or spills. If your child is not yet toilet trained, please 
send an adequate supply of diapers/pull ups/training pants. Please keep children’s personal 
belongings at home unless it is a special toy that is helping a newcomer adjust to the center. 
We cannot be responsible for lost or broken toys that come from home. 
 
Please keep the following items in your child’s cubby. Ensure all items are clearly labeled so 
staff can easily tell who they belong to.  
Also, if a child uses the extra set of clothing, please replace these items the next day.  
 
✔ One or more full changes of clothing (underwear, socks, pants/shorts and shirt). If your 

child is new to toileting, please provide several changes of clothes. 
✔ Indoor shoes or slippers – in case of fire drills, sharp objects or spills on the floors. We 

ask that children’s indoor shoes/slippers stay at the center, if possible. 
✔ Closed toed shoes/sandals for outdoor play. Sneakers, crocs and sandals with closed 

toes allow children to run, climb and play safely outdoors. 
✔ Weather appropriate coats/pants  
✔ Light sweater for cooler days 
✔ Water bottle with child’s name clearly written on it 

 
Parents/guardians are responsible for clearly labeling all items that come into the center 
with both first and last names.It is the responsibility of the person picking up to gather all 
personal items at the end of the day. Staff are available to assist are not responsible if 
the event that an item is left in the center. This includes food items for infants.  
 
Food and Drink Policy  
Parents will provide breakfast (if arriving before 8:30 am), lunch and 2 snacks for their children 
daily. The ELC will offer water throughout the day and at meal times. 

● Please label your child’s lunch box. All items must be clearly labeled on 
their containers and cups. 

● Please provide a cold/ice pack in your child’s bag for foods that require 
cold temperatures, as we have limited fridge space.  

● We are able to warm lunches in the toddler and preschool programs in a 
microwave.  

We encourage healthy eating. Please pack items that are low in sugar and include fruits and 
vegetables. The director will use discretion in saving higher sugar treats to be eaten at home so 
that we may encourage health and wellness at the ELC. Leftovers can be reheated by staff for 
your child for snack.  
 



 
 
 
Diapering  
The infant and toddler program will work hard to make diapering a stress free moment in the 
child’s day. We regularly diaper the children every two hours and anytime the child has had a 
bowel movement, or as needed. To maintain the health and safety of all children and staff, the 
staff will always wash their hands before and after diapering and sanitize the changing table 
after each use. If you prefer cloth diapers please make sure you talk to staff to determine the 
best method of containment for the diapers.  
 
Toilet Training 
Potty training can seem like a daunting task. We are here to help. We encourage parents to let 
us know what stage their child is at in regards to toilet training. We let children get comfortable 
with the toileting routine, then encourage them to sit on the toilet. Children are encouraged to 
pull their own pants up and down when using the toilet and all children wash their hands after 
toileting and diapering.  
 
We strive to potty training efforts at the ELC. However, there are some key signs to look for 
before we are able to help your child. The potty training readiness signs include:  

● The child is able to pull down and up their pants and underwear/pull ups on their own 
with little or no assistance 

● The child is able to communicate to you when they need to go to the bathroom 
● The child’s diaper is dry after nap times and for long periods during the day 
● The child is able to hold their bowels and bladder until they get to the potty once they 

realize they need to go.  
 
If these signs are not present, a child is not ready to potty train at the center.  
 
Napping and Quiet Time 
Daily, between the hours of 12:30 until 2 pm, we will have a center wide “Quiet Time”. This 
should allow for the children to have some much needed down-time. Rest time should be a time 
for children to regroup and recharge. Each classroom will establish a routine that leads into rest 
time. Quiet music will be played and backs may be rubbed. No child may be required to stay on 
their mat after 20 minutes of being awake. If a child is not willing or able to  rest, alternative 
activities will be made available to them.  

All infants will be placed on their backs in their cribs. Once an infant is able to roll, we will place 
a “rolling over” sign on that child’s crib in case, licensing should visit. This policy is in agreement 
with the OCFS regulations.  Children cannot be covered in heavy blankets or quilts. Parents 
may provide a sleep-sack or a receiving blanket for their child. We are unable to place soft toys 
in cribs with a child. We are able to use white noise machines and pacifiers. All naps will be 
recorded on the Brightwheel app. 
 



Bottles and Breastfeeding 
All bottles must be brought to the center, fully prepared. Bottles must be clearly labeled with the 
child’s first and last name.  
 
We respect the breastfeeding relationship between mother and child. Please feel free to 
schedule time with the staff to come and breastfeed your child. 
 
Field Trips 
You will be asked to sign a consent form allowing your child to participate in walking field trips. If 
the ELC is planning a field trip off site that requires transportation, you will receive a specific 
permission slip and a transportation form. 
 
Transportation  
All Early Learning Center staff are strictly prohibited from transporting children to/from the 
center. In the unlikely event that a child is left behind in our care, program staff will reach out to 
all authorized pickups, and if there is no response, as a last resort we will call the local police 
department.  
 
Birthday Celebrations 
Celebrating your child’s birthday is a wonderful rite of passage. We are happy to celebrate with 
your child while they are at the ELC. Please communicate with your teacher to let them know if 
you would like to have a celebration in the center.  
We ask that you respect any allergies that may be in the classroom. We would be happy to 
partner with you to find allergy-safe snacks if need be. We also ask that you try to bring a 
healthy alternative to sugary snacks to celebrate. Celebrations outside of the center are a 
wonderful way to build friendships for both children and parents.  The center staff is happy to 
distribute party invitations as long as the whole class is included.  
 
 
Child Abuse Policy 
New York State mandates caregivers to report any suspected child abuse. A caregiver does not 
need to witness or have positive proof that abuse has occurred to report it. Staff members will 
use injury incident reports for any accident or injury occurring in the program. If the child comes 
to the program with unexplained bruises or physical injuries;  it will be documented. If a staff 
member suspects abuse, they will immediately contact Child Protective Services based on 
documentation and any indications of abuse or neglect. A DSS 2221-A form will be submitted 
within 48 hours to DSS. The Director will also inform the Office of Children and Family Services 
after contacting DSS. The contact number for the New York State Child Abuse and Neglect 
hotline is 1-800-342-3720. 
 
 
 
 



 
Health and Wellness 
Coughs, colds and mild flu symptoms are a reality for all children and they gradually develop a 
resistance to infections as they encounter them. We prepare for these illnesses and seek to 
protect your child by maintaining a high quality of cleaning standards. We also require that sick 
children stay home. While the center and staff are aware that keeping a child home when 
she/he is not well may pose an inconvenience to families, please keep in mind that a child who 
is sick may endanger the health and well-being of others (both children and staff) and needs to 
be kept home.  Any child attending the center must be well enough to participate in all the day’s 
activities, including time spent outside daily. Do not send your child with an infectious illness to 
the center. If your child becomes ill, the director or designated staff member will notify 
you and ask you to pick up your child. If we cannot reach you after three attempts, we 
will proceed to contact your alternate pick up person.  
 
A child may not attend the program if they are developing the following symptoms: 

● A fever of 100 or higher 
● Two bouts of diarrhea 
● Skin infection, undiagnosed rash, infected eyes 
● Parasite related condition (scabies, impetigo) 
● Coughing, colored nasal mucus, sore throat or ears 
● Vomiting 
● On antibiotics less than 24 hours 
● Unexplained pain or headaches 
● Difficulty breathing (wheezing, persistent cough) 

 
A child may return to the center when: 

● Fever free for 24 hours WITHOUT the aid of Tylenol 
● Has had 2 normal bowel movements 
● Has been on antibiotics for 24 hours since the first dose 
● In the case of coxsackie all blisters must be healed over and scabbed 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Daily Health Checks 
Each day, the director and/or staff will visually check each child and document their findings in a 
logbook.  
 
This check includes:  

● Behavior typical or atypical for time of day or circumstances 
● Appearance 

o Skin: pale, flushed rash (feel the child’s skin by touch affectionately) 
o Eyes, nose, and mouth: note color, are they dry or is there discharge? Is the 

child rubbing eyes, nose or mouth? 
o Breathing: normal or abnormal, cough? 

● Ask parent how child seemed to feel or act at home 
● Sleeping normally? 
● Eating/drinking normally? When was the last time the child ate or drank? 
● Any unusual events? 
● Bowels and urine normal?  When was the last time the child used the toilet. 
● Any signs of sickness like fever, breathing difficulties, rashes, unusual spots or 

stomach ailments, 
 
If any of these conditions are found, the child will be gently brought to a quiet place and kept 
under direct supervision by staff. Parents will be notified immediately by phone.  
 
Please note: 

● If your child has head lice, he or she should remain home until condition is clear to 
prevent infection throughout the ELC. 

● Any open wounds found on a child should remain covered to prevent infections or 
contact with blood. 

 
Safety and Relocation 

● Please be sure that a staff member sees you and your child when you drop them off and 
pick them up. 

● Please sign your child in and out of the program using Brightwheel. 
● Make sure we have up to date contact information at all times. 
● Please advise us of any changes in those people who you will allow to pick up your 

child. your child will not be allowed to leave with anyone who was not properly 
authorized prior. 

● Please let all pick up people know that they must bring a picture ID as the staff will ask 
for it until they get to know the pick-up people by name/face. 

● Please ensure that your child has appropriate footwear for climbing and running.  
● Please provide your child with a hat for the summer months and sign the permission 

form for sunscreen.  
● We practice fire drills and shelter in place drills routinely.  
● If for any reason we must evacuate the center, you will be notified ASAP via a text alert. 

Please refer to our Evacuation Plan for any details.  
 
 
 



 
Evacuation Procedures  
In case of emergency (fire/flood/otherwise), children and staff will be evacuated to TBD 
  
Our Secondary site is:  TBD 
 
Fire Drills and Shelter in Place Drills: 
The Office of Children and Family Services (OCFS) requires a monthly fire drill be conducted. 
Fire Drills are conducted with and without notification to the staff. When the alarm is sounded 
children will be evacuated from the building through designated exit doors and to a designated 
gathering place. Attendance is then taken and once the Administrator on Duty gives clearance 
the children will return to the classroom. Prior notification in not given for monthly fire drills. 
The OCFS also requires 2 yearly Shelter in Place Drills. These drills are specific to weather 
related emergencies that may occur.  There are designated areas of the Early Learning Center 
where children will gather. The Center is further equipped with food supplies, formula and 
bottled water, in case of emergencies. Prior to a Shelter in Place parents will be informed 5 days 
in advance, via email and posted signs. Shelter inPlace Drills last for 15 minutes and there will 
be no entry or phone contact during the drill. 
 
Licensing 
The Healthy Kids Early Learning Center is a NYS Licensed Day Care Program through the New 
York State Office of Children and Family Services (OCFS) and operates in accordance with the 
NYS Day Care Center regulations. 

If you would like to contact OCFS you may call the Syracuse Regional Office at (315) 423-1202 
or www.ocfs.state.ny.us. 

All staff is required to follow each and every regulation daily. These regulations can be found at: 
https://ocfs.ny.gov/main/childcare/daycare_regulations.asp 
 
 
 
The Early Learning Center Team 
Our entire Healthy Kids team is dedicated to providing the best possible program for your child. 
Here is our team’s chain of command: 
 
Chain of Command  
 
Early Learning Center Director 
 
Designated Lead Teacher in Charge  
 
Lead Teacher 
 
Assistant Teachers 
 
 

 



Coronavirus Protocol and Practices for  
Healthy Kids Programs Employees and Families  

Revised: July 6,2020 
 

The folloeing are the most updated Healthy Kids safety procedures developed with the latest 
CDC and DOH information and designed to keep everyone as safe as possible in this new 
COVID environment. The guidelines we follow are the NYS Interim Guidance For Childcare And 
Day Camp Programs During the Covid-19 Public Health Emergency published on June 9 2020. 
The guidelines below are a subset of the guidelines but everyone is responsible for following 
everyone of those guidelines every minute of every day. We are regularly reviewing 
late-breaking information and will update these guidelines if we find any new practice that can 
keep everyone even safer.  However, to make everyone safe, we need your help.  We are 
requiring that all staff and families follow each of the procedures each and every day.  Together 
we can make this work.  
 
MASKS/FACE COVERINGS  
Office staff and program staff are required to bring their clean, sanitized mask to Healthy Kids 
every day. Cloth face coverings are meant to protect other people in case the wearer is 
unknowingly infected but does not have symptoms. We have an emergency back up if needed. 
 
Office staff must wear a mask if they are within 6 feet of any other person. 
 
At all times, program staff must wear a mask when around the children, in all Healthy Kids 
Programs. This includes while outside on the playground, in the classroom and while answering 
the door. 
 
Children enrolled in the Healthy Kids Early Learning Program will not be required to wear a 
mask.  
 
Children enrolled in the Healthy Kids School Age Programs are not required to wear a mask, but 
may do so if they choose to. DOH recommends GAITER masks for school age children. 
(available on Amazon.com and other suppliers)  
 
All Individuals will be frequently reminded not to touch the face covering and to wash their 
hands frequently.  
 
Note: Cloth face coverings should not be placed on: 

● Anyone who has trouble breathing or is unconscious 
● Anyone who is incapacitated or otherwise unable to remove the cloth face covering 

without assistance 
 

 
 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
https://www.cdc.gov/handwashing/when-how-handwashing.html
https://www.cdc.gov/handwashing/when-how-handwashing.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html


 
DAILY HEALTH SCREENING LOG 
The “Covid 19 Daily Screening” is to be completed by our staff for every person entering a 
Healthy Kids Program/Building every day.  Screening must be put in a binder by the front 
entrance each day.  If any symptoms are reported that individual cannot enter the building until 
medically cleared. Testing is required if any symptoms are present.  

 
For Staff 
If you are experiencing any of the following symptoms you must not come to work and 
you must get tested* 

1. Fever of 100.0 (F) or above (previous threshold was 100.4) 
2. Persistent cough or change in respiratory condition 
3. Sore throat 
4. Loss of taste or smell 
5. Extreme fatigue 
6.  “Covid toes” 
7. Persistent headache that is not typical for you.  

 
*If you have one of the symptoms but recognize it as a symptom of a pre-existing 
condition (like allergies) you do not have to get tested 
 
For Children 
If a child develops any of the above (7) symptoms during the day notify the center 
director or acting director immediately. A child with symptoms will be brought to a quiet 
place and kept under direct supervision by staff, until a parent/guardian comes to pick 
the child up. The child will be excluded from care until medically cleared with a doctors 
note.  

 
 
DAILY TEMPERATURE SCREENING 
Each and every person must have a temperature check before entering a Healthy Kids 
Program/Building using a touch-free thermometer. This includes everyone - every child, 
caregiver, program staff person, office staff person or anyone else.  If any individual has a 
temperature of 100 (F) or above that person is not permitted to enter the program and needs to 
get tested. 
  



QUARANTINE POLICY FOR STAFF AND CHILDREN 

If any staff, child or family member has any COVID-19 symptoms or have been exposed to 
someone who has a positive test result, we are requiring testing to be done.  We have been 
following the 14 day quarantine policy and will continue to do so if anyone has the following: 

● Positive results for COVID-19, and had symptoms. You can return to the program after 
14 days of quarantine AND at least three days of no symptoms. 

● Positive results for COVID-19 but had no symptoms. You can return to the program after 
14 days of quarantine. 

● Recently had close contact with a person who tested positive for COVID-19 (Close 
contact is being less than 6 feet away for 15 or more minutes). You can return to the 
program after 14 days of quarantine AND at least three days of no symptoms. 

TRAVEL RESTRICTIONS 

If any staff member, parent or child has traveled to a state listed under NYS travel restrictions 
they may not enter the program and must self quarantine for 14 days or have proof of a 
negative test result.  If a parent or caregiver has traveled to a restricted state their child must 
also be in quarantine for 14 days or have proof of a negative test result. 

HANDWASHING UPON ENTERING AND REGULARLY 
All staff and children MUST wash their hands immediately upon entering the building, before 
and after toileting or diapering, before and after eating or assisting children with meals and 
whenever soiled.  Frequent, proper and thorough hand washing is encouraged.  Hand sanitizer 
can be used but can never be used on a child younger than 3. Hand sanitizer will be available in 
locations (playground, outdoors) where handwashing isn’t available.  
 
SANITIZING 
All classroom surfaces and office surfaces must be sanitized properly, using the approved 
Office of Children and Family Services diluted bleach solution throughout the day.  

1. Tables and chairs are to be sanitized after each use.  
2. Mouthed toys must be removed from circulation and immediately sanitized.  
3. High touch areas (door knobs, door handles, shelves etc) are to be sanitized mid-day by 

classroom staff.  These surfaces will be sanitized again during the nightly cleaning.  
4. All toys, manipulatives, shelves and  bathrooms should be sanitized during rest time. 

And again at the end of the day.  Bathrooms will be cleaned and sanitized nightly by 
cleaning staff. 

5. Windows and/or doors will be opened for a few minutes off and on throughout the day to 
allow the center to air out.  

 



SOCIAL DISTANCING IN PROGRAMS 

Social distancing, also called “physical distancing,” means keeping space between yourself and 
other people outside of your home. Below are the steps we have in place to practice social or 
physical distancing, to minimize the risk of spreading COVID-19 

● Group sizes will max out with 10 children to 1 staff member.  
● Best practice will be to keep the same staff with the same group of children.  
● Ensure that different stable groups of 10 children have no or minimal contact with one 

another or utilize common spaces at the same time, to the greatest extent possible. 
● Activities/Meal time will be spaced out to allow distance between children 
● Nap time mats will be spaced to allow distance between children  
● Employees are to maintain a distance of at least 6 feet from other employees 

 

SUPPLIES & PPE  
Every Monday the Site Director is to notify the center director immediately if the 
program/building has less than a week’s worth of any necessary cleaning supplies or PPE.  
 
For programs at 565 Union Ave, 103 Hooker and 70 Hooker this includes: 

● 10 rolls of paper towels 
● 1 gallon of bleach 
● 6 boxes of gloves  
● 1 gallon or 2 bottles of hand sanitizer  
● 20  rolls of toilet paper 
● 25 disposable masks 

 
For programs in a school building this includes 

● 2 containers cleaning wipes/OCFS approved cleaning spray 
● 2 boxes of gloves  
● 1 gallon or 2 bottles of hand sanitizer  
● 25 disposable masks 

 
 
 
 
 

Thank you in advance for your dedication to the safety of the 
 children and families we proudly serve! 

 
 
 
 



 
Tips on Face Coverings, from the CDC website  

Your cloth face covering may protect them. Their cloth face covering may protect you. 

HOW TO WEAR YOUR FACE COVERING CORRECTLY 

● Wash your hands before putting on your face covering 
● Put it over your nose and mouth and secure it under your chin 
● Try to fit it snugly against the sides of your face 
● Make sure you can breathe easily 

HOW TO REMOVE YOUR CLOTH FACE COVERING 

● Untie the strings behind your head or stretch the ear loops 
● Handle only by the ear loops or ties 
● Fold outside corners together 
● Place covering in the washing machine 
● Be careful not to touch your eyes, nose, and mouth when removing and wash hands 

immediately after removing. 

HOW TO CLEAN YOUR FACE COVERING 

Washing machine 
● You can include your face covering with your regular laundry. 
● Use regular laundry detergent and the warmest appropriate water setting for the cloth 

used to make the face covering. 
Washing by hand 

Prepare a bleach solution by mixing: 
5 tablespoons (1/3rd cup) household bleach per gallon of room temperature water 

OR 
4 teaspoons household bleach per quart of room temperature water 

● Check the label to see if your bleach is intended for disinfection. Some bleach products, 
such as those designed for safe use on colored clothing, may not be suitable for 
disinfection. Ensure the bleach product is not past its expiration date. Never mix 
household bleach with ammonia or any other cleanser. 

● Soak the face covering in the bleach solution for 5 minutes. 
● Rinse thoroughly with cool or room temperature water. 

HOW TO DRY YOUR FACE COVERING 

Dryer 
● Use the highest heat setting and leave in the dryer until completely dry. 

Air Dry 
● Lay flat and allow to completely dry. If possible, place in direct sunlight.  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 
Parent Agreement 
I have read the Healthy Kids Early Learning Center Parent Guide, including the Coronavirus 
Protocols and Practices.  I understand all policies and agree to abide by such policies at all 
times while my child/children are enrolled at Healthy Kids Early -Learning Center.  I agree to pay 
all fees on time. I give consent for my child/children to participate in all program activities. I am 
aware that three late pick-ups, arrivals or late payments will result in dismissal from the 
program. 
 
 
Children’s/Child’s Name__________________________________________________ 
 
Parent’s Name (printed) __________________________________________________ 
 
Parent’s Signiture_______________________________________________________ 
 
Date_____________________ 
 

 
 
 
  



 
 
 
Photo Release 
At the Healthy Kids Learning Center we attempt to positively market our programs to the 
community as much as possible. We also like to document how our children participate and 
enjoy the many activities we offer. Parents are asked to sign a permission slip when they enroll 
their child(ren) so that children’s photographs can be used inside the center, in parent 
newsletters, for advertising and promotional purposes or for our website/facebook page. If you 
are uncomfortable with any aspect of your child’s photo being used for these purposes please 
talk to the director when you enroll your child so that the correct information is gathered and 
acknowledged in your child’s file. If your family circumstances change and you wish to change 
your photo permission at any time please let the director know so updates can be made to your 
child’s file.  
 
Photo Release Permission  
 
 ______I agree to allow Health Kids ELC to utilize my child’s image on social media and print 
materials. 
 
_____I do NOT agree to allow Healthy Kids ELC to utilize my child’s image on social media and 
print materials. 
 
Children’s/Child’s Name_______________________________________________________ 
 
Parent’s Name (printed)_____________________________________________________ 
 
Parent’s Signature____________________________________________________ 
 
Date____________________________________ 
 

 

 

  



 

 

Walking Permission Slip 

I, _________________________ give permission for my 
child,_______________________________________________ to take walks in the local area 
around the Early Learning Center. I understand that Staff will never venture alone with a group 
of children. The Staff will have a cell phone with them in the event that they need to contact the 
Administrator on Duty.  

Furthermore, the Administrator on Duty will have knowledge of both the route, time leaving and 
expected time of return. Staff will have a first aid kit with them as well as water and snacks. 

Parent’s siganture___________________________________________________ 

Date_______________________________________ 

 

Parent Contact Information 

I would like my contact information made available to the parents in my child’s class? 

Yes __________ 

 

No__________ 

 

 

 
 


