



























RCLS 


Early Childhood Development Center








Program Methods & Philosophy


The RCLS Early Childhood Development Center programs strive to provide a happy safe environment for children to develop a positive self-image, make friends, prepare for kindergarten, and be happy in the knowledge that they are a child of God. 





Developmentally-appropriate learning experiences and play opportunities will be provided to encourage children to explore and experiment with a variety of stimulating materials that promote physical, emotional, intellectual, creative, social and spiritual growth. Children will be given opportunities to develop skills in all areas of learning: language development; reading readiness; writing; math; science; art; music. Physical activities and large muscle development will be provided both indoor and outdoors. The ECDC program implements a developmentally appropriate curriculum for the age levels of the children enrolled. A written curriculum will be available to parents upon request. RCLS seeks to provide a physically safe and emotionally secure setting where children can explore and experiment with a variety of materials. The prekindergarten and preschool classrooms create a supportive, safe, confidence-building atmosphere through and explorative play opportunities.





Ministry Statement 


The RCLS Early Childhood Development Center believes that although home has the primary responsibility for a young child's development, the church has a unique opportunity to provide an educational ministry to assist parents in helping their children develop to their fullest potential. "...from infancy you have known the holy Scriptures which are able to make you wise for salvation through faith in Christ Jesus." 2 Timothy 3:15.  At RCLS, a blend of spiritual, social, cognitive and physical experiences provide outstanding opportunities for children to begin the process for learning, and developing social consciousness in a Christian way. The Christian atmosphere at RCLS helps children to learn the meaning of God's love, and better equips them to live a rich, full life in the freedom of the Gospel.   The ECDC program is licensed by the MN Dept. of Human Services, Division of Licensing. (651.296.3971)





Ages Served & Class Times


The RCLS Early Childhood Development Program serves children aged 3-5 years. This age must be met by September 1st in the year for which they are enrolled: Preschool (3 years by September 1st) and Prekindergarten (4 years by September 1st). Morning classes are offered Monday – Friday from 8:00-11:00am.  Preschool children must attend a minimum of 2 morning sessions and prekindergarten children a minimum of 3 morning sessions. Afternoon enrichment classes are offered Monday – Friday from 12:00-3:00 pm. Children may also attend lunch sessions from 11:00-11:45am, and extended day from 3:00-6:00pm. Upon enrollment parents may choose the days and number of sessions that meet their child/family’s needs.





Tuition Payments 


Parents who pay tuition in full upon registration will receive a 2% discount. Tuition may be paid in monthly installments by enrolling in a tuition management system. Parents may request tuition assistance through Child Care Resource & Referral. Families will receive an 80% refund if withdrawing during the month of September; the refund will diminish by 10% each additional month.
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Admissions & Enrollment Procedures





The Request for Admission form must be submitted to the office along with the preschool registration fee. Acceptance into the program will then be conditional upon the submission of the following:


Health Care Summary: State regulations require that each child have a completed Health Care Summary in their files.


Health Information form/Immunization Record: Children must have all immunizations required by State Law, as appropriate for their age. An immunization record must be provided to RCLS prior to the first day of attendance. Children 2 months to 4 years of age are required to be appropriately vaccinated against Haemophilus Influenza type B (HIB). Each child must also complete DPT/TD, Polio, and MMR vaccinations on schedule to remain enrolled. When new immunizations are given, the information must be submitted to the program. If a parent objects to their child being immunized due to personal beliefs, the school must have a notarized paper with the parents' signatures stating their objection.


Birth Certificate: A copy of each child's birth certificate is required for their personal file. 


Emergency Hard Card: This card must be completed with a list of parent contact information, persons authorized to pick up children from school, and phone numbers of emergency contacts.


Early Childhood Screening (Prekindergarten only): Children must complete a District 535 screening between the ages of 3years and 4 years, 5 months. The results of the screen must be submitted to RCLS prior to entering the Prekindergarten program.








Children with Special Needs


The RCLS Early Child programs will identify all children with special needs through a parent interview and/or the Health Care Summary.


Parents of children with special needs are responsible to inform the RCLS ECDC of the special health and developmental needs of their children. Parents must also inform RCLS of any special services currently being used.


RCLS ECDC is responsible for informing parents whether these special needs can be met within the early childhood program. 


The following process for obtaining information and meeting the child’s needs will be used: Observations; Observations/ consultation by the RCLS resource teacher; district 535 Early Childhood Screening results; equipment and program modification; coordination with other programs, and approval from the MN Dept. of Licensing.


An IEP (Individual Education Plan) will be in place prior to admission.


The RCLS staff will be orientated and trained to follow the student's individual service plan.





Parent-Teacher Communications


A Preschool/Prekindergarten Open House will be held in late August prior to the beginning of the school year.  Teachers will discuss classroom schedules, needs, and expectations. They will be available to answer any questions. Parents may submit any outstanding registration materials and meet parents of other students. Parents will also be given registration information for the Stepping Stones SAC program at this time.





A classroom newsletter informing parents about current classroom activities, learning experiences, upcoming events, and classroom needs will be sent home. Information regarding RCLS, the lunch menu, and school newsletter (The Paw Print), may also be obtained on the website:  � HYPERLINK "http://www.rcls.net" ��www.rcls.net�. 











Parent-teacher conferences are held in both the fall and in spring, in accordance with the State of MN Licensing. The purpose of these conferences is to establish understanding, cooperation, and consistency between the home and school. During conferences, a child's intellectual, social and emotional development will be discussed and a written summary (report card) will be given to parents. Additional conferences may be arranged as needs may arise by either the parents or teacher.  Parents are asked to share with the teacher all information concerning their child's activities, welfare and any life changes.





Observation of classroom activities by parents is encouraged. Parents of enrolled children may visit the school at any time. Parents are encouraged to participate in preschool activities. Parents may share special talents, skills, or experiences with the children or volunteer time to help in the classroom or on field trips. Parents may participate in their child’s classroom birthday celebration.








The RCLS ECDC believes that children will learn self-control when adults


treat them with dignity and respect.





The staff will model appropriate expression of feelings to provide acceptable behavior which is appropriate to the child's developmental level. The teachers/staff will use forms of guidance management that help children learn self-control and responsiveness to the needs of others. The focus of behavior guidance is to teach children how to use acceptable alternatives to that behavior and attempt to redirect the behavior into a constructive activity. If the behavior continues, the staff may choose one of the following alternatives:





Provide positive reinforcement for appropriate behavior, and immediate consequences for inappropriate behavior.


Guide children by setting clear, consistent and fair limits of classroom behavior.


Model skills and guide children to resolve conflicts on their own 


Explain to children why certain behavior is not acceptable and have a "time out" period which is     documented when necessary


Ignore the attention-seeking behaviors, allowing the children to make choices and model pro-social behaviors.





If a child exhibits persistent unacceptable behavior that requires an increased amount of staff guidance and time, a plan for addressing the behavior will be developed in conjunction with the parents, teacher, and staff. Children are never subjected to corporal punishment or emotional abuse.








Separation from the Activity Group & Unacceptable Behavior 





Separating a child briefly from the activity group will not be used unless:


All previously listed, less intrusive methods of behavior guidance have been tried and were ineffective.


The behavior threatens the safety or well-being of the child or other children.





A child who requires separation from the group must:


Remain within an unenclosed part of the classroom where the child can be continuously seen and heard by a program staff person. 


Have a return to the group contingent on the child's stopping or bringing under control the behavior that precipitated the separation.


The child must be returned to the group as soon as the behavior that precipitated the separation abates or stops.





Use of separation will be documented in the daily log, and includes the following information: child's name, staff person's name, time, date, other less intrusive methods used to alter behavior, how the behavior continued, and how the behavior was threatening to the child or other children. Parents will be notified if a child is separated from the group three or more times in a day and this notification will also be documented in the separation log.








Arrival & Departure Procedures





For safety reasons children must be brought into the classroom by a parent or authorized adult. It is important for parents to make sure the Early Childhood Development Center staff is aware of their child's arrival prior to leaving the classroom.   If a parent is going to be absent from their place of employment during preschool time an alternate phone number must be left with the preschool teacher.





A child must be signed in and out of the classroom by an authorized adult. If a child will be picked up earlier than the dismissal time the teacher must be notified and the child signed out at the time of pick-up. This creates a minimum classroom disturbance and allows teachers to help the child prepare for a change in the routine. All parents are expected to adhere to the scheduled arrival and departure times. If a child is not picked up when preschool has ended parents and authorized persons on the child's emergency card will be called until someone is reached who is able to pick up the child.





At the time of enrollment parents must provide the names of persons authorized to pick up their child. It is the parents' responsibility to inform the school of any changes in the names of authorized persons that may occur throughout the school year. Children will only be released to persons on that list. If a person listed is not recognized they will be asked to show identification.





When an unauthorized person, a person who is incapacitated or a person suspected of abuse attempts to pick up a child the following steps will be taken:





The child will be kept at the school until the following is done:


The teacher or aide will contact the parent by phone.


If a parent cannot be reached, the persons listed on the emergency card will be called.


If the parent or emergency person cannot pick up the child the teacher or RCLS staff will remain with the child until someone can be reached.


If an unauthorized or incapacitated person becomes hostile or someone suspected of abuse is attempting to pick up a child the police will be called.








Termination of Care





By the Parent: If a parent decides to terminate a two week written notice to the school is required. RCLS recognizes that not every situation is appropriate for every child. If, for any reason, a child’s experience is not satisfactory RCLS will make every effort to discuss the situation with parents to determine the cause. Usually the child can be helped to make the adjustment but if this is not possible the parent and/or school may decide to terminate the arrangement on a time line that is in the best interest of the child.





By the School: As stated above the adjustment to school and the appropriateness of this particular care arrangement may differ for each individual child. Sometimes a child's inability to adjust or function within the classroom may become a cause for concern. If RCLS does not feel that it is meeting the needs of a child we reserve the right to terminate the care arrangement on a time line that is in the best interest of the child. Other reasons for termination are as follows:


Lack of cooperation from parents with the preschool staff's efforts to resolve differences and/or to meet the child's needs through parent/staff meetings and conferences.


A child exhibits special needs or needs related to a serious illness that cannot be met by the preschool. In this case the staff will make every effort to involve the parents and possibly other resource persons (as appropriate) in order to jointly decide on the best course of action for the child prior to termination.








 Policies





Grievance Policy: If a parent has a grievance against anyone on the RCLS Preschool staff that grievance should be brought to the attention of the staff person involved. If the grievance cannot be solved at that level it should be taken to the lead teacher, then director, then principal, and then the Board of Directors.





Substance Abuse Policy: No individual employee, subcontractor, or volunteer will have direct contact with children if there is any suspected abuse of prescription drugs, alcohol or illegal drugs.





Teacher Abuse Policy: When a parent reports to the director or principal that a teacher or employee has abused a child:


The principal will have the parent fill out a written report concerning the child abuse.


The principal is mandated by MN Law to report the incident to Social Services and /or Rochester Police Department Juvenile Division.


If the abuse is considered to be sexual abuse, the teacher/staff will be suspended immediately until an investigation by the Rochester Police Department- Juvenile division is completed.


If the child abuse is physical, mental, or negligent the teacher/staff will not be suspended, but an investigation will be conducted.


The RCLS Board of Directors may also conduct an internal investigation concerning the abuse situation.





Insurance: RCLS carries general liability insurance coverage of $1,000,000 per event up to $3,000,000 per year, and $5,000,000 per occurrence for field trips when bus transportation is not used.








******Any policy not addressed in the ECDC handbook falls under 


the umbrella of the RCLS parent handbook.








Classroom Policies





Absenteeism:  If your child will be unable to attend class parents must inform the teacher by phoning the RCLS office (289-3267). A missing child is always a cause for concern.  When possible, parents should notify the teacher prior to planned absences. Extensive absenteeism is a cause of concern for the program and will be addressed by the teacher through either a telephone call or conference. If extensive absenteeism continues after the conference the parent may be asked to withdraw their child from the program.





Appropriate Dress:  A backpack or bag must be brought to class daily. Children will play hard and will participate in “messy" activities such as painting.  Although precautions are taken accidents to clothing do occur. Please leave an extra set of clothing in your child’s locker. Clogs, sandals and flip-flops are not recommended as they have proven to be unsafe due to lack of support to the foot causing children to lose their balance or trip. Each season presents its own challenges in regards to clothing.  Parents need to send outdoor clothing appropriate for the weather. At RCLS children are taught responsible habits such as putting mittens and hats in their backpacks and hanging up their coats. However, it is recommended that all items including coats, snow pants and boots are labeled. 





Field Trips:  At the time of enrollment written permission is obtained to take children on supervised walks. Individual written parental permission will be obtained for each child prior to off-site field trips. Children will be transported by school bus.  Staff will not transport children without signed parental permission and only staff who have attended a mandatory Safety Restraint class are allowed to transport.  At least one person on all field trips will be certified in CPR. If an emergency occurs on a field trip the teacher will take whatever steps are necessary to obtain needed care as stated in the accident policy. Emergency transportation will be sought as indicated by parental permission on the emergency card.





Food from Home / Special Occasions:  Arrangements must be made with the classroom teacher before bringing food into the classroom due to student allergies. All food must be prepared on site or purchased from a commercial source.  Nothing may be home-made.





Observations:  Individual written parental permission will be obtained prior to any observation of a child for research, experimental procedures and public relations activities, or by the RCLS resource teacher.





Outdoor Play:  Outdoor play is an important part of a child’s day and overall health. Weather and time permitting the children will play outdoors.  All children who are well enough to participate in preschool will be expected to participate in outdoor activities as well.





Pets:  A gerbil, Guinea pig, hamster or fish may be used as classroom pets. Pets may visit school during Show & Tell time. Visiting pets must be caged or leashed and accompanied by a parent. All pets need to be healthy and fully vaccinated. Please arrange with the classroom teacher in advance if a pet will be visiting.





Snacks & Lunch:  The RCLS food program is operated in accordance with the US Dept. of Agriculture policy which does not permit discrimination because of race, color, sex, age, handicap or national origin. All staff providing care to the children will be informed of any allergies and information will be posted in the snack area. Milk is provided for snack time. At the time of registration, parents must purchase a snack package (snack is supplied by the RCLS lunch program) or agree to send a snack from home that is in accordance with any on-site allergies, and must be properly labeled. Children may participate in the RCLS lunch program or bring a lunch from home. Most food allergies can easily be accommodated by RCLS.





Naps:  Children who will be in attendance all day will be given a nap/rest period. Any child who has completed a nap or rested quietly for 30 minutes will not be required to stay on their cot but will be taken to their afternoon enrichment class. 





Accident Prevention: 


Every effort is made to prevent accidents. Classrooms are inspected daily for potential hazards and preventive actions are taken as needed. Equipment in need of repair is removed. Cleaning materials, sharp objects, medicines, plastic bags, poisonous plants and potentially hazardous chemicals are stored out of sight and reach of children.  Only non-toxic materials (paint, glue, etc.) are used by the children. Floors are kept free of slippery debris and materials. The areas used by children are free of debris, litter and flaking paint. The carpeted areas are securely fastened and without frays or rips. Equipment and furniture must be durable, in good repair, structurally sound and stable following assembly and installation. Equipment will be free of sharp edges, protrusions, points where the skin could be pinched, and openings or angles that could trap part of a child's body. Tables, chairs and other furniture will be appropriate to the age and size of the children.  Children will receive instructions to help promote safety (not standing on chairs, not running). Daily inspections are performed by staff and yearly inspections by the health consultant.








Accident Procedures:


An Accident Report will be completed on the day of the accident's occurrence and given to the parent to read and sign. The accident will be recorded in the Accident Log. This log will be read and evaluated semiannually. If changes are deemed necessary they will be included in the specific policies of the Center for Prevention of Accidents. The preschool will document an analysis of the accident log. The Accident  Injury, Incident and Emergency Log includes the child's name, age, location of accident, date, time, description , documenter’s name and the type of first aid administered. First aid is administered only by staff having completed first aid training as identified in the licensing rule.





In the event that emergency medical care is necessary the teacher or school office personnel will take whatever steps are necessary to obtain needed care. These steps may include but are not limited to the following:


Attempt to contact a parent or guardian. It is preferred that whenever feasible that person accept     responsibility for seeking medical care.


If a parent or guardian cannot be reached the preschool will do any of the following:


Take the child to the school's source of emergency medical care.


Call the paramedics or police (911). 


The nature of the injury will determine the order in which the steps are taken.





The primary objective is to obtain medical treatment. Attempts to notify the parent of the emergency situation will continue. A list will be kept of all children and staff who have a known health condition which could result in an emergency. Each person on the list will have an individual plan for emergency treatment. Everyone on the preschool staff will be made aware of this list.








Illness & Illness Prevention  


Children will play, eat and learn while interacting with other children in the RCLS ECDC classrooms. The shared environment enriches the lives of the children but can also present some possible exposures to bacteria and viruses which can cause obvious illnesses like chicken pox, or mild illnesses which may or may not be detected. Some infections can be spread to the child's family. The school must be notified if a child or family member have been diagnosed or exposed to a serious contagious disease, even if the preschool child is not exhibiting any symptoms. If a child is diagnosed by their medical source as having lice, scabies, impetigo, ring worm, chicken pox or any other contagious disease RCLS-ECDC must be notified within 24 hours.





When a child attending the program is diagnosed with a contagious disease as listed above,  parents will be notified of the exposure in writing (letter or posting), or verbally by the teacher the same day as the school has been notified. If the school has received a notice of a reportable disease the Health Department will be contacted within 24 hours after the school was notified.





If illness is detected at school the child will be taken to a supervised area away from other children (usually the RCLS office) where they will remain until the contacted parent arrives to pick them up. If a parent cannot be reached the school will call the other contacts listed on the child's emergency card. 








Emergency Procedures





Fire Drills:  Drills will be performed and logged monthly. Some of drills will be performed in unison with the entire school. Secondary exits, emergency routes and evacuation procedures will be posted in the room. Phone numbers for the fire department and instructions for fire extinguisher use will also be posted.





Tornado Drills: Drills will be performed and logged during the months of September, April and May. Some of drills will be performed in unison with the entire school. During a severe thunderstorm watch or a tornado watch RCLS office personnel or administrator will continually monitor the weather. In the event that a watch turns into a warning classrooms will be notified and the following steps will be taken:


The teacher will collect the attendance book and proceed with children to the designated storm area.


Children will assume the head protecting position.


The teacher will count the children and wait for the all clear signal or further instruction from the office.





Power Failure:  During a power failure the teaching staff will reassure the children and contact the office to determine the cause and projected length of the failure. If the room temperature drops the children will be instructed to put on their jackets. If additional light is needed the teacher will use the emergency flashlight kept in each classroom. In the event of a prolonged power outage parents or listed emergency contacts will be notified to pick up the children.





Missing Child: In the event that a child is missing the following steps will be taken:


The immediate area will be thoroughly searched.


Police (911) will be notified. 


Parents will be notified within one-half hour of the disappearance if there is no indication of the child's whereabouts.


Remaining staff will stay with the other children. The teacher will ask all other available adults on staff to assist in finding the child.





Missing Parent: If a parent does not arrive to pick up their child, the staff will:


Try to contact the parents at work and/or home.


Call alternate numbers listed on the child's emergency card to have that person pick up the child.


A message will be left as to where the child will be kept while waiting for a parent to arrive. 


The school will continue calling parents and contacts until contact is made.





Intoxicated Parent: If an adult arrives to pick up a child and is intoxicated the staff will:


Speak to the person and contact the other parent or emergency contact to pick up both the child and the adult.


Secure another staff person to take the child to a place of safety until picked up if the adult becomes irrational.


Contact the police if the parent remains irrational.


The school will continue calling parents and contacts until a contact is made.











Policy for Notifying Department of Human Services (DHS) of Fire, Serious Injury or Death:


The school office shall inform the Department of Human Services 


Within 24 hours of a death of a child in care of RCLS.


Within 24 hours of any injury to a child in care that requires treatment by a physician.


Within 48 hours of a fire during hours of operation requiring services of the fire department.


Within 24 hours of the use of any emergency medical treatment while at RCLS.


A staff person must report to the Commissioner of Health and the child's parent if a child has been bitten by an animal while in the care of the license holder.








AIDS Policy


AIDS is a major public health problem. It is a communicable disease that can be transmitted to others but not through casual contact in schools. Fear and misinformation may lead to inappropriate and unnecessary restriction. Most young people carrying the AIDS virus can and should attend school in unrestricted settings as long as they are not at risk of acquiring other illnesses or infections. Prevention of barriers to learning and problems that may put learners at risk is an important role of the educational system as part of the larger community and collaboration with it.





The RCLS Board of Directors recognizes that the educational system has a critical role in establishing a climate for Christ-centered learning. An important part of this climate is to address issues that may put some individuals at risk in the leaning process, or that may cause barriers to their successful completion of an educational program and preparation for a productive self-supporting life. 





Personnel:  All employees (teaching staff, janitorial staff, and administrative staff) who are infected with the AIDS virus may continue their employment and regular assignments unless their health status deteriorates sufficiently to interfere with their performance at work.





Students: Students with the AIDS virus may continue to attend school in a regular classroom setting. There is a negligible risk of transmission often disease in the school setting. Some infected children and youth pose more of a risk than others; for example, those who lack control of their body fluids, display biting behavior or who have uncovered and oozing wounds, In these cases the State Commissioner of Health will convene an Advisory Committee to review and provide recommendations (about the placement of the student) to the RCLS Board and school administrator. Consultations should include the State Epidemiologist, RCLS Board chairperson, pediatrician (with expertise in infectious diseases), physician (with expertise in the care of AIDS patients), student's personal physician, school principal, and primary teacher of the student and school nurse.





Children afflicted with AIDS, or suppressed immune systems, are more susceptible to diseases and severe complication from diseases such as chicken pox than other children. Thus, the environment is much more dangerous to them than they are to the environment. It is, therefore, the decision of the child's physician and parents if the school setting is a safe environment for the particular child.





Hygiene: Good hygiene practices should be used when handling blood or body fluids to prevent the spread of any disease including the AIDS virus and other infectious agents. Some children may be unknowingly infected with HIV or other infectious agents such as the Hepatitis B virus. Responsible individuals in the school setting regardless of whether children with HIV infection are known to be in attendance should adopt routine procedures for handling blood and body fluids. All personnel and educators will be informed about and follow these procedures.





Privacy: The RCLS School Board protects the privacy rights of students as well as the personnel staff. Knowledge that a student or staff member has a communicable disease but does not pose a risk to other students or staff members in the school setting such as being infected with the AIDS virus will be confined to those persons with a direct need-to-know (for example: principal, school nurse, and primary teacher). The individual's right to privacy will be respected and strict confidentiality will be maintained.











Responsibility to Report Suspected Child Abuse


RCLS Preschool acts in accordance with MN State Law which states that physicians, teachers, health care professionals, law enforcement officers and people who work professionally with children are required to report suspected child abuse or neglect cases immediately. By law, RCLS Preschool staff members are required to report suspected physical abuse, sexual abuse and neglect to the local Children's Protection Agency, Police Department, or County Sheriff. Staff must immediately report suspected cases committed by a parent, guardian, or other person responsible for the child's care. A report must also be made to Children's Protection Service if a professional has knowledge of, or reason to believe that a pregnant woman has used a controlled substance for non-medical purposes. The confidentiality of involved children and parents will be respected. RCLS-ECDC personnel are trained in detecting child abuse and neglect with emphasis on recognition of physical and behavioral indicators, documentation of observations and reporting procedures. 





Who Should Report Child Abuse and Neglect? 


Any person may voluntarily report abuse or neglect. 


If you work with children in a licensed facility, you are legally required or mandated to report and cannot shift the responsibility of reporting to your supervisor or to anyone else at your licensed facility.


If you know or have reason to believe a child is being or has been neglected or physically or sexually abused within the preceding three years you must immediately (within 24 hours) make a report to an outside agency.





Where to Report: 


If you know or suspect that a child is in immediate danger call 911.


All reports concerning suspected abuse or neglect of children occurring in a licensed facility should be made to the Dept. of Human Services, Licensing Division's Maltreatment Intake line at 651-297-4123.


Reports regarding incidents of suspected abuse or neglect of children occurring within a family or in the community should be made to the local county social services agency at 507-285-7009 or local law enforcement at 507-285-8580. 


If your report does not involve possible abuse or neglect, but does involve possible violations of MN Statutes or Rules that govern the facility, you should call the Dept. of Human Services, Licensing Division at 651-296-3971.





What to Report:


Definitions of maltreatment are contained in the Reporting of maltreatment of Minors Act (MN Statutes, section 626.556) and should be attached to this policy.


A report to any of the above agencies should contain enough information to identify the child involved, any persons responsible for the abuse or neglect (if known), and the nature and extent of the maltreatment and/or possible licensing violations. For reports concerning suspected abuse or neglect occurring within a licensed facility the report should include any actions taken by the facility in response to the incident.


An oral report of suspected abuse or neglect made to one of the above agencies by a mandated reporter must be followed by a written report to the same agency within 72 hours exclusive of weekends and holidays.





Retaliation Prohibited:  An employer of any mandated reporter shall not retaliate against the mandated reporter for reports made in good faith or against a child with respect to whom the report is made. The Reporting of Maltreatment of Minors Act contains specific provisions regarding civil actions that can be initiated by mandated reporters who believe that retaliation has occurred.





Failure to Report: A mandated reporter who knows or has reasons to believe a child is or has been neglected or physically or sexually abused and fails to report is guilty of a misdemeanor. In addition, a mandated reporter who fails to report maltreatment that is found to be serious or recurring maltreatment may be disqualified from employment in positions allowing direct contact with persons receiving services from programs licensed by the Dept. of Human Services and by the MN Dept. of Health and unlicensed Personal Care Provider Organizations.














CPR and First Aid Certification


All early childhood staff and administrators are certified in both CPR and first aid. There will always be a certified staff on site. In addition, all RCLS employees are CPR and first aide certified.








Behavior Guidance





The RCLS-Early Childhood Development Center believes in the value of each and every child, and the child's right to be treated with dignity and respect.





The staff will never use or direct another to use any of the following methods to address behavior issues:


Corporal punishment including but not limited to spanking, rough handling, shoving, ear or hair pulling, shaking, slapping, kicking, biting, pinching and hitting


Emotional stress including but not limited to name calling, ostracism, shaming, using threatening, humiliating or frightening language, making derogatory remarks about the child or their family.


Separation from the activity group except as stated under the behavior guidance policy.


Punishment for lapses in toilet habits.


Punishment by use of withholding food, light, warmth, clothing, or medical care.


Use physical restraint other than to physically hold a child where containment is necessary protects the child or others from harm.


Use of mechanical restraints such as tying.








Holidays & nonschool days & School Closings


Tuition will remain the same during months containing holidays, teacher training and conference days. For a schedule of days when the RCLS Preschool will be closed please refer to the RCLS school calendar which is available in the school office and online at www.rcls.net. 





If it becomes necessary to close the preschool due to inclement weather an announcement will be made on local radio and television stations (KTTC). If Rochester Public and Private schools are closed the RCLS preschool will be also be closed. 





The RCLS stepping stones program (s.a.c.) provides care on non-school, vacation, and summer days. Children may enroll in this program during final registration or by contacting the SAC director (289-3267 ext 209) during the school year.








Medications


Medications and over-the-counter products can only be administered by staff when the following specific requirements are met:


The program must have written parental permission. A record will be kept by the staff of      medications administered to children. This will note the date, time and doctor prescribing it.


The medication must be in a labeled pharmacy bottle which states the following:


Name of medication and prescription number


Strength and quantity


Date of issuance and expiration date of a time-dated drug


Directions for use / dosage


Child's name


Name and address of licensed pharmacy issuing the medication.


If a prescribed over-the-counter product is required it must be in the original labeled container and accompanied by a physician's directions.


The medication is current: Any medication containers having a detached or excessively damaged      label will be returned to the parent for a new label from the issuing pharmacy. Unused portions will       be returned to the parent. Medicines with a specific expiration date will not be used after the date of   expiration. Medicines will be stored in a locked cupboard out of reach and inaccessible to children.


These requirements are for all medication. 


Insect repellent and sunscreen are not considered to be medications and may be used with written parent permission.





Prekindergarten & Preschool Handbook








Mission Statement: Preparing for tomorrow with a Christ-centered education today.








RCLS ECDC program admits students of any race, color, national and ethnic origin, or sex to all the rights, privileges, programs, and activities generally accorded or made available to students at the school. It does not discriminate on the basis of race, color, national and ethnic origin, or sex in administration of its educational policies, and other school-administered programs





Admissions & Enrollment Procedures


The Request for Admission Form must be submitted to the RCLS office along with the registration fee. Acceptance into the program will then be conditional upon the submission of the following:


Health Care Summary: State regulations require that each child have a completed Health Care Summary in their files. 


Health Information form/Immunization Record: Children must have all immunizations required by State Law as appropriate for their age. An immunization record must be provided to RCLS prior to the first day of attendance. Children 2 months to 4 years of age are required to be appropriately vaccinated against Haemophilus Influenza type B (HIB). Each child must also complete DPT/TD, Polio, and MMR vaccinations on schedule to remain enrolled. When new immunizations are given, the information must be submitted to the program. If a parent objects to their child being immunized due to personal beliefs, the school must have a notarized paper with the parents' signatures stating their objection.


Birth Certificate: A copy of each child's birth certificate is required for their personal file. 


Emergency Hard Card: This card must be completed with a list of parent contact information, persons authorized to pick up children from school, and phone numbers of emergency contacts.
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