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Reports /  Logbooks

Separation: All separations from the group must be noted daily in the log book. The 


          daily log must include the following:

1. The child’s name

2. The staff person’s name

3. Date and Time 

4. Information indicating what less intrusive methods were used to guide the child’s behavior

5. How the child’s behavior continued to threaten the well-being of the child ore other children in care

6. If a child is separated from the group 3 or more times in one day, the child’s parent shall be notified. This parent notification should be indicated on the daily log

7. If a child is separated five or more times in 1 week, or eight or more times in 2 weeks, the procedures in subpart 2 must be followed

9503.0055, subpart 6. Children with mental retardation or related conditions. For children with mental retardation or related conditions or children under the age of five as specified in MN Rules, parts 9525.0004 to 9529.0036, the standards governing the use of aversive and deprivation procedures in MN Rules, parents 9525.2700 to 9525.2810 apply.

Fire Drills: Monthly fire drills will be reported in the log book. Reports will include the

                    following:
1. Date and time of the drill

2. Statement about the preschool’s performance during the drill

Tornado Drills: Tornado drills will be reported in the log book for the months of 

    April - September. Reports will include the following:
1. Date and time of the drill

2. Statement about the preschool’s performance during the drill

Accidents, Injuries, and Incidents: Accidents, injuries, and incidents involving 

children enrolled in the program must be recorded in the log book. The following information must be included:

1. Name and age of person(s) involved

2. Date of the accident, injury, or incident

3. Place of occurrence
4. Type of injury

5. Action taken by staff person(s)

6. To whom the accident, injury, or incident was reported

An annual analysis of these accident, injury, and incident records will be made with  modifications of the programs policies may be made based on this analysis.

In case the center needs to be evacuated for any type of emergency, the RCLS campus children will be taken to Holy Cross Lutheran Church, located next to RCLS. Redeemer campus children will be evacuated to Harriet Bishop School, located 2 blocks away.

The preschool does not have a rest/nap time.
Emergency and Accident Policies
First Aid & CPR: All teachers, assistant teachers, and aids will be certified in CPR and First Aid. All steps will be taken to ensure that there is always someone in the classroom and on the field trips who is certified. The director will also be required to remain certified in both First Aid and CPR.  
The following safety rules will be followed to help ensure the safety of all the children in the program: 

1. Injuries: A daily inspection of the room sand outdoor play area will be made to look for anything that would put the safety of the children at risk.

2. Burns: Children will not be allowed near hot plates or toaster ovens. 

3. Poisoning: A daily inspection of the rooms and outdoor play area will be made to look for anything that could be a potential poisoning hazard. Poisonous substances will be stored out of reach of the children. 
4. Choking: A daily inspection of the rooms and outdoor play area will be made and anything deemed a choking hazard will be put away. Children will be supervised while playing and while eating.

5. Suffocation: All plastic bags will be kept away from children. Any item seen as a potential choking hazard will be removed.

6. Traffic Accidents: Bus safety will be discussed prior to any field trips. All field trips will be taken using public school bus transportation with drivers certified by that company. Staff who transport children are required to complete the Child Restraint & Safety Class offered by the State of MN.
7. Pedestrian Accidents: Pedestrian safety will be taught prior to taking walks. Safety rules will be practiced on walks. Children will always be supervised. 

A lockdown policy has been put into place, and will be practiced with the children yearly in October. The lockdown policy would be implemented in case of an intruder, stranger, or threat to the school.

A daily inspection of the center and outdoor activity area will be made to look for potential hazards. 

In the case of a medical emergency, the center will call 911. The preferred emergency room is listed on the child’s emergency card. If there is no preference, the child will be taken to St. Mary’s ER. 

Maltreatment of Minors Mandated Reporting Policy for DHS Licensed Programs

Who Should Report Child Abuse & 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 hrs), 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. 
