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Jack ‘n’ Jill Child Care Centers was founded and established in 1943 by Harriet Drew. We are proud to state that after 75 years
of care, we still and always will remain dedicated to providing quality education and care for young children.

This Handbook contains information regarding our Program’s Plan which includes; our Purpose, Operations, Payment &
Finance, Health & Safety, and Care & Services. The last two pages of this Handbook will require your signature and a copy will
be kept in your child’s folder.

Jack ‘n’ Jill Child Care Centers (hereinafter “Jack ‘n’ Jill” or “Company” or “JNJ”) reserves the right to change or amend these
policies at any time with an effective date. The most current policies will be posted on the centers Foyer Bulletin Board.

This handbook is prepared for parents and guardians of Jack 'n' Jill Kindergarten and Child Care Inc., JNJ Child Care Corp & O.T.
Child Care Corp., commonly owned and collectively referred to as; Jack n’ Jill Child Care Centers (hereinafter “Jack ‘n’ Jill” or
“Company”). Our company’s locations reside in West Quincy, Marina Bay (North Quincy) and Abington, Massachusetts.

Policies and procedures apply to all families enrolled within Jack ‘n’ Jill. Our administration and educators are dedicated to the
growth and well-being of your child. We are committed to making our centers the best choice for childcare. Our Company is
dedicated to the growth and welfare of Children, Families and Staff.

EXECUTIVE OFFICE
Director of Operations / Field Director / Accounts Receivable / Account Payable
39 Station Street — Quincy — Ma 02169 - P: 617.773.4114 F: 617-472-4573

WELCOME TO JACK ‘N’ JILL CHILD CARE
A place to develop successful relationships

OUR VISION
To develop and implement enhanced educational innovations for Infants, Toddlers and Preschool children.
To incorporate a balance of fun and enrichment within a safe and nurturing environment.

OUR MISSION STATEMENT
Our Mission is to provide exceptional childcare and experiences for children and families within a healthy, warm, and loving
environment that will help to foster the growth of early learners; intellectually, socially, emotionally, and physically.

OUR CORE VALUES
Be Open
To share opinions and speak your mind with respect.
To accept the feedback of others and be willing to change.

Be Compassionate
To lead with the understanding of people’s feelings.
To know that humans make mistakes and you must learn how to navigate around their feelings.

Be Empowering
Work to help others grow.
Inspire them by being strong.
Educate them to help them reach their full potential.


http://www.jnjcc.com/
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1. Purpose

1.A. Philosophy of Education

Our philosophy is based on children’s developmental needs for freedom within limits and a carefully prepared environment.
A child who is safe, happy and learns at his or her own pace is our primary goal. At Jack ‘n’ Jill our environment is set up to
promote your child’s development.

Children need adults to show them the possibilities of their lives, but children themselves must discover responses to those
possibilities. Children also learn to be with other children and develop socialization skills while making a successful break from
home. Jack ‘n’ Jill strives to develop in all children, a sense of security, self-esteem, responsibility and a feeling of positive self-
motivation.

1.B. Statement of Purpose

The purpose of Jack ‘n’ Child Care Center is to provide quality education and care for children between the ages of six (6)
weeks to six (6) years of age. We are committed to making our center the very best choice for your family. We encourage
families to be engaged in their child’s learning experience by engaging in interactions.

Engagement and correspondences are captured via means of Kaymbu (our email system) and joining in on events celebrated
during the year while participating in helping Jack ‘n’ Jill bring forth dedication, dependability and professionalism to our
environment. Our administration is dedicated to the growth and welfare of Jack ‘n’ Jill and those within it.

The goals are to provide the kind of environment and variety of experiences that will allow children to develop the following:

e Asense of security, a feeling of success, positive self-concept, self-expression, positive self-esteem, autonomy, social
competence, social readiness, creativity, self-control, responsibility and good manners, learn to be with other children,
to socialize, to share and to cope with new relationships, to make a successful and happy break from home, develop
an interest in learning, knowledge about safety and hygiene and most importantly to have fun while learning.

JNJ promotes teachers and families to create a successful learning experience for the children within the Early Childhood
setting. We always remain open and look to develop strategies that help to meet the individual needs of each child while
experiencing differences in values and practices.

We do not discriminate in providing services to children and to their families based on race, religion, cultural heritage, political
beliefs, marital status, national origin, developmental readiness, gender identity, sexual orientation or disabilities.

The Center’s intake procedure includes a tour of the center, discussion of the program, orientation and the completion of an
enrollment packet. Enrollment procedures will include a supervised visitation prior to the start date.

Agencies

Our 3 JNJ locations; West Quincy, Marina Bay and Abington are licensed by;
EEC Metro Boston Quincy Regional Office

1250 Hancock Street, Suite 120, Quincy MA 02169

Telephone: 617.472.2881

The Dept. of Early Education and Care (EEC)

The Department of Early Education and Care is Massachusetts based child care licensing agency. This agency outlines regulations for Group
Child Care Centers that JNJ is required to adhere to. Early Education and Care (EEC) may be contacted for programs history or additional
information. Regulations include that Jack ‘n’ Jill maintains the standards of early childhood education, provide adequate staffing of early
childhood professionals accordingly with certified early childhood profession and follow appropriate staff/child ratios per age. A copy of
EEC regulations is posted on the staff bulletin board and available for download from the EEC Website.
https://www.mass.gov/files/documents/2017/10/17/606cmr7.pdf.



https://www.mass.gov/files/documents/2017/10/17/606cmr7.pdf.

EEC Required Notifications:
Examples of situations that require notification to The Department of Early Education and Care are:
o Medication administration error
Contact with Law Enforcement
DCF Filings
Legal Proceedings
Internal Revenue Service status
e Fire Response if not accidental or planned
QRIS (Quality Rating and Improvement System)
JNJ participates and upholds QRIS practices. The Quality Rating and Improvement System (QRIS) is a systemic approach to
assess, improve, and communicate the level of quality in education programs. These practices are followed and supported
by our licensing agency EEC.

NAEYC (National Association for the Education of Young Children)

JNJ participates and upholds in NAEYC practices and accreditation status. (NAEYC) The National Association for the Education
of Young Children is an organization that works to promote high-quality early learning for children, birth through age 8. They
connect early childhood practice, policy, and research to provide centers with quality academics, and standards.

1.C. Amendments
Parents will be notified of any changes, revisions, or amendments to the Centers Policies and/or Parent Handbook. These
amendments will be dated and posted on the Parent bulletin board and may also be individually delivered or emailed.

Jack ‘n “Jill Child reserves the sole right to interpret, add, delete, or modify all provisions contained in this handbook. Revisions
and updated information concerning changes in policy will be available our website via the most recent copy and posted in the
center foyer.

Parents/Guardians should refer any questions to the Program Director for assistance or interpretation of such policies.

2. OPERATIONS
The Center’s intake procedure includes a tour of the center, discussion of the program, parent orientation and an admission
packet. Enrollment procedures will include a child visitation prior to start date.

2.A. Hours
Centers Hours are: Monday through Friday 6:45 am to 6:00 p.m.
Preschool and Toddler Program Hours: 6:4r5 — 6:00 / Infant Program Hours are 7:00 a.m. to 5:30 p.m.

A maximum of 10 hours per day is allowed. We require that all children be signed into the Center by 9:30 a.m. to ensure that
they participate in the classroom activities. A consistent drop-off and pick-up time is essential for children to feel secure in the
Center. Parents are expected to bring their child into the building and see that the child is under the supervision of a teacher
before leaving the premises.

2.B. Security / Cell Phone Use / Drop off & Pick-up / Late Pick-up / Signing in / Scheduled Hours

Our center locations are equipped with key fob readers or security code key pad entrances. These codes are provided to
enrolled families and any other individual that is picking up your child must not be provided the door code or key fob for
entrance. Kindly ensure that the Director is contacted by verbal and written communication when someone on the contact list
is picking up your child other than yourself.

We ask that Parents/Guardians refrain from using a cell phone in our building during drop off and pick up. We feel that verbal
uninterrupted communication is important and will ensure a safe and predictable pick up for your child.

During Drop-Off, children must be walked to their classroom, signed in, and acknowledged by an educator before a
parent/guardian leaves the building. Documented times will be listed on our Attendance Sheets.

During Pick-Up, children must be signed out and pick-up within the centers operational hours.



Late Pick-Up - After operational hours, late charges are incurred. A minimum late charge of $5.00 (up to the first 5 minutes)
and a $1.00 per child/per minute late fee thereafter.

Children’s scheduled hours are set by the parents per the registration agreement form. Any time a parent diverts from the
agreed upon hours (before or after scheduled time) they are responsible to give a 24-hour written notice to the program
director for approval to secure that proper staffing and ratios are met according to EEC regulations. If a written notice is not
given and approved by the director, parent(s) will be expected to wait with the child(ren) until the center can provide proper
supervision.

2.C. Authorized Adults

Our staff will release your child only to people listed on a consent form. It is mandatory to call the Center Director to notify
JNJ that someone other than yourself will be picking up. The person who will be picking up your child will be required to
provide identification before your child is released.

If at any time an individual who has been employed with JNJ is picking up or dropping off your child; approval or denial from
the administrator is required.

2.D. Visiting the Center

Parents/Guardians are welcomed at our center at any time. Whether announced or unannounced your encouraged to join us
for in-house enrichment programs and special events. If at any time families are accompanied with a visitor, the visitor must
be checked in at the office. Communication between parents and staff is vital for your child’s well-being. If you would like to
call the Center to speak to teachers, please do so at rest time between 12:30 and 2:00 p.m. The teachers are not always free
to talk during activity times; therefore, emailing the center director is also an option. We encourage families to email, call,
write or talk to program staff members and administration. A daily communication log book is also an option and is available
in classrooms.

2.E. Special Events / Family Participation
Jack 'n' Jill encourage safety and well-being for children. Since the Mass Law does not require seat belts in buses Jack 'n' Jill
does not travel off the premises for field trips. In lieu of off-site field trips we host Special Events at the center.

Jack ‘n’ Jill recognizes the importance of uniting families both formally and informally; therefore, we host special events such
as; parent breakfast hours, school graduations, Week of the Young Child, family game nights, open houses fundraising,
community donations, Child ID Safety visits, Dental Care Visits, Picture Days and more and Jack ‘n’ Jill strongly recommends
that parents actively participate. in the expressing their ideas for fundraising, community service and in-house field trips.

Jack ‘n’ Jill does not allow children to participate in activities without the written, informed consent of the parent(s).

Special events scheduled approximately 2-4 times a year and is information is sent out in advance via email, posting on our
Parent Bulletin Boards, and within our monthly newsletter. For parents interested in assisting, please note that you may not
be left alone with any child but your own. All events are scheduled in advance & are properly planned for supervision.

If an event requires a stroll within walking distance, a cell phone will accompany staff and all children will wear a label/sticker
that presents our program name.

2.F. Holidays

The center is open 52 weeks a year, however Jack ‘n’ Jill is closed for the following holidays:

New Year’s Day Martin Luther King Day President’s Day Patriot’s Day
Memorial Day Independence Day - July 4% Labor Day Columbus Day
Thanksgiving Day Day after Thanksgiving Christmas Day

In addition to closures, Jack ‘n’ Jill will close at 1:00 p.m. on Christmas Eve. If at any time Christmas Eve falls on a weekend, JNJ
will close early on the Friday before. A current Holiday Schedule is always posted on the Parent Bulletin Board.



2.G. Closing, Delay in Opening & Closures

In the event of a snow emergency, every effort will be made to keep the Center open. Our goal is to always have our centers
remain open for a full day during inclement weather; however, sometimes this is not always guaranteed. It is recognized that
we have working families, and this can pose difficulty for scheduling, which is why JNJ makes announcement in advance, so
parents/guardians can arrange for alternate care.

Determinations are not made in haste and require thought, research and conversation with our executive team to determine
what is the best choice during inclement weather. If a forecast predicts possible power outages and/or difficult road
conditions that deter safety for staff and families, JNJ will call for a center closure.

Should we be forced to close during severe or inclement weather, an announcement will be posted on the following website:
www.whdh.com. Late Openings, Early Closures and Full closures will be listed alphabetically by Town under “Snow Day
Alerts”. If you have any doubt, call the Center after 6:00 in the morning. A Voice Mail message will inform parents of any
delay in opening or closure (it may take up to 10 rings). If the weather conditions become less favorable during the day, the
Center may close. In this case, all parents will be notified by phone, email or via Kaymbu. We ask that parent regularly up-date
contact number with the Director / Teacher, especially on Stormy days.

Per our Fee Agreement, parents are charged regardless of a closure due to inclement weather.

2.H. TRANSPORTATION

Jack ‘n’ Jill does not provide transportation. There are independent bus companies that provide transportation to and from
the center and our staff will supervise the children at the center during arrival and departure. Families are required to
complete an EEC required form, to signify the type of drop-off / pick up that has been arranged for your child.

In the case of a medical emergency where transportation is required, a phone call to 911 is placed and an ambulance is
summoned. If 911 does not respond, the Director or acting Director will transport the child by vehicle to the closest
designated hospital.

2.1. NON-DISCRIMINATION CLAUSE / ADMISSIONS

During the admissions process this policy is reviewed and upheld to ensure that all children and families are aware that JNJ
welcomes diversity. This Center will not discriminate in providing services to children and their families on the basis of race,
religion, cultural heritage, political beliefs, marital status, national origin, gender identity, sexual orientation, disability or not
being toilet trained. All children will be treated equally and receive all reasonable accommodations that our Center can
provide.

2.). POLICY REGARDING CHILD ABUSE AND NEGLECT

All staff members are mandated reporters. Any staff person(s) suspecting physical, sexual abuse and/or neglect of a child is to
report the incident to the Program Administrators; Director of Operations, Field Director, Director or Assistant Director.
Immediate action will be taken place and a 51A will be filed with the Department of Children and Families (DCF) and
Department of Early Education and Care.

If, for any reason, the staff cannot reach the Director or Assistant Director the staff should go directly to The Department of
Children and Families (DCF) by telephone (617) 331-6600 or after 5:00p.m. @ 1-800-792-5200 and file a verbal report. The
licensee’s program administrator or Designee shall notify EEC immediately after filing a 51A report, or learning that a 51A
report has been filed, alleging abuse or neglect of a child while in the care of the program or during a program related activity.
A written report will be forwarded to DCF within 48 hours and a copy kept with the child’s records. The case will be
investigated by DCF. If there are any questions, the center will give full cooperation to all involved agencies.

Department of Early Education and Care Contact Information for compliance history:
Metro Boston (West Quincy, Marina Bay and Abington)

1250 Hancock Street, Suite 120 Quincy, MA 02169 Phone: (617) 472-2881 Fax: (617) 472-2722


http://www.whdh.com/

3. PAYMENT AND FINANCE
Current fees are available in our centers office or can be found on our website

3.A. Fee’s

Full day fees are based upon a 10-hour day.

Pay all fees: tuition, late charges, $25.00 non-negotiated payments and an annual $75.00 enrollment fee.

Pay full year tuition for those weeks including; scheduled holidays, illness, closure due to unexpected circumstances, snow
days, vacation and/or suspensions.

Pay a $10.00 fee for lost and replaced key fobs

Pay all fees on or before the Friday prior to the week of child care services or incur a $15.00 late fee after 6 days of non-
payment. Receive a suspension notice after 21 days of nonpayment of tuition.

Pay all tuition charges applied to your account when a 2-week written notice of termination is not provided.

Pay all fees via the centers on-line secured Tuition processing system, (Click to Pay) or EFT option

Pay a Re-enrollment Fee of $50.00 will be applied to your account after 12 weeks of absence

Anticipate a minimum of 5-10% annual tuition increase.

Expect a 1-5 business day processing time for all payments

Tuition may only be waived for severe child illnesses that requires hospitalization

3.B. Late Fee’s

Tuition fees are due on or before the last business day (Friday) of the week prior to the week the child receives services. If
payments are not received within seven days of the due date, a $15.00 late charge will be applied to your tuition account. After
14 days, your child’s care will be suspended, and childcare services will resume only after all tuition and late charges have been
paid. A $25.00 bank charge will be applied to your account for all non-negotiable on-line payments returned by our payment
processing system.

3.C. Withdrawals

We require that you notify the Center’s Director in writing two weeks prior to withdrawing your child from the center or you
will receive a charge for two weeks’ tuition. It is important for the staff, your child and classmates to prepare for a proper
goodbye.

Jack ‘n’ Jill hosts open enrollment on a year-round basis and maintains a waitlist to enter our programs. Families on the wait
list are eager for the opportunity to come to school. When a family chooses to withdraw their child(ren) from child care; the
child care slot is forfeited. JNJ does not hold child care slots for intermittent withdrawal of child care.

In the event, you choose to decrease the number of days enrolled the dropped days are in jeopardy of being filled. It is the
family’s responsibility to keep in constant contact with the Program Director to determine if the vacated slots have been filled
or are available. If your child is going on vacation, notify the center director at least two weeks in advance. There will be no
reduction in tuition for any vacations; regular tuition rates apply. Child Care slots will not be held for vacations lasting more
than 2 weeks.

3.D. Sibling Discount
Jack ‘n’ Jill offers a sibling discount program for private parents.
e 10% discount is applied to a second child
e 5% discount is applied to a third child
Discounts will be applied to the least expensive tuition accounts. Kindly call our Accounts Receivable Specialist for details.

3.E. Parent Referral Incentive Program
Jack ‘n’ Jill offers an incentive program for parents who refer friends, families, and others.
In appreciation, the following incentive program is offered:

Upon initial enroliment; for each day that a referred family enrolls, Jack ‘n’ Jill will credit your account as listed below:
1 new family enrolls 1days after 60 days and referred parent’s tuition is current 1 day is credited
1 new family enrolls 2 days after 60 days and referred parent’s tuition is current 2 days is credited
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1 new family enrolls 3 days after 60 days and referred parent’s tuition is current 3 days is credited
1 new family enrolls 4 days after 60 days and referred parent’s tuition is current 4 days is credited
1 new family enrolls 5 days after 60 days and referred parent’s tuition is current 5 days is credited

3.F. Corporate Business Incentive Program — Available upon request
JNJ offers Corporate Discount for company’s who have multiple families that all enroll in our centers, for more information,
contact our center director.

4, HEALTH & SAFETY
All our educators are trained in First Aid, CPR, and OSHA and all our centers are staffed accordingly with certified early
childhood professionals.

4.A. Health Record
Records of your child’s physicals and immunizations are required by state regulations. An entrance physical must have been
administered within one year of admission, or a physical must be obtained within one month after admission.

For infants under six months of age, entrance physicals must be administered within 15 days of admission. After the initial
entrance examination, a yearly checkup is required for continued enrollment. Parents of infants who are receiving their first
series of inoculations should bring a note from the doctor documenting any new immunizations so that we may update your
child’s health record.

Lead Screening - For children under the age of six years, but not less than two years of age, Jack ‘n’ Jill requires a statement
signed by a physician or an employee of a health care agency stating that the child has been screened for lead poisoning.
This statement is required prior to or within one month of admission. A written and notarized verification from the child’s
parent(s) that they object to such an examination because it conflicts with their religious beliefs will be accepted in such
circumstances.

If at any time a child’s physical has expired, the parent must provide the center with a written documentation from a
physician’s office stating the date and nature of the next appointment for physical and immunizations. A child will not be
permitted in the center without an up-dated and annual routine physical and immunization on file.

Additional required record keeping information for your child’s folder must be maintained and will include:
e Copy of custody agreements, court orders, restraining orders
e Documentation of unsatisfactory vision, hearing, and dental screenings if applicable
e Individual Health Care plan for children who have a chronic medical condition, diagnosed by a licensed healthcare
practitioner. (e.g. Epi Pen, asthma, diabetes)

lliness

If your child is ill, do not send him/her to school. This is for your child’s safety as well as the safety of the rest of the children
and staff. Your child must be fever-free and symptom free for 24 hours before returning to school. If your child is on
antibiotics, he/she may return after being on medication for a full 24 hours.

Your child should be kept home if he/she will not be comfortable playing and participating in activities within the Center.
Some causes would be due to; colds, diarrhea, vomiting, or complaining of an earache or sore throat. Children who become
ill, will be sent home. The parents will be called to pick up the child. Any child absent from the Center with a contagious
disease will not be readmitted without a signed statement from a physician indicating that the child is no longer contagious.

Should your child have a communicable disease, such as strep throat, conjunctive itis or chicken pox, inform the Director
immediately. The Center’s Director will then notify families and staff for precautionary methods.

4.B. Medication
Our staff will not administer any kind of medication to your child unless the following is provided:
e Medication must have your child’s name on the prescription label.
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e A consent form must be signed by you or your physician.

If your child is on an over-the-counter drug, there must be a physician’s note stating amount and times to be given.
We cannot administer any medication, prescription or over-the-counter, without a prescription label on the bottle.
Over-the-counter medication will only be given after we have attempted to notify the parents and with the proper dosing tool.

Standard Procedure for Maintaining Medication Written Records:
All prescription or non-prescription medicine will be documented and kept on file.

Administration of Medicine — (oral and topical)

The staff member in the classroom that is trained annually may administer a prescription and / or oral non-prescription
medication to children. In their absence, the Assistant Director or Director will administer and log any needed medication.
Annually, per our licensing agency, administrators and educators complete the “5 Rights of Medication Administration”.

Jack ‘n’ Jill will only administer oral non-prescription daily medication for a period of one week. After the one-week period a
doctor’s note is required. This authorization must specify and indicate both the name of the child and medicine to be
administered. Jack ‘n’ Jill will not administer a prescription daily medication without a physician’s note that states the proper
procedure for administering.

Procedure for medication administration
e Before administering; parent must verify that child has taken medication before. NO first dose will be given at JNJ.

e Staff wash hand before and after administering medication

e Written physician’s instructions, written parental consent, and documentation

e Medication must be in a labeled pharmaceutical original bottle

e Store all medications in a labeled container out of the reach of children and under proper conditions for
sanitation, preservation, security and safety except as provided in 102 CMR 7.05(2)(c)2.

e Medication must be accompanied with a standardized measuring device (supplied by parent)

e Controlled substances must be in a locked cabinet

e Maedicines that require refrigeration are kept place in the refrigerator in a marked container “Medicine”

e JNJ provides safe storage

e Unused medication is returned to the parent and disposed of by the parent

Prior to dispensing a non-prescription medicine, a call will be placed to a parent/guardian informing them that medicine will
be given.

Jack ‘n’ Jill shall keep all medication labeled in its original container, with the child's name, the name of the drug and the
directions for its administration and storage. This does not apply to topical non-prescription medications which are not applied
to open wounds, rashes, or broken skin.

Jack ‘n’ Jill shall not administer prescription medication to a child without a written order from a physician, which may include
the label on the medication, which must indicate that the medicine is for the specific child and specify the dosage, number of
times per day and number of days the medication is to be administered.

Jack ‘n’ Jill shall not administer any such medication contrary to the directions on the original container unless so authorized
by a written order of the child's physician.

Jack ‘n’ Jill shall maintain a written record of the administration of any medication, prescription or non-prescription, to each
child which includes the time and date of each administration, the dosage, the name of the staff member administering the
medication and the name of the child. This completed medication record shall be made part of the child's file.

There is a minimum (2) First Aid Kits located in the facility. The location of the First Aid Kits is located on the Parent Bulletin

Board. In addition to the first aid kit components, each First Aid Kit will also contain non-latex gloves.
9



Individual Health Care plans / Per EEC Regulations
Individual Health Care Plans must be in collaboration with the child’s physician, school, and programs health care consultant.
A form is required and is available in the centers office.

Parents will be asked to train staff in their child’s Individual Health Care Plan. (Chronic conditions).

Jack ‘n’ Jill must maintain as part of a child's record, an individual health care plan for each child with a chronic medical
condition, (allergies, asthma, seizures, high fevers, etc.) which has been diagnosed by a licensed health care provider.

The plan must describe the chronic condition, its symptoms, any medical treatment that may be necessary while the child is in
care, the potential side effects of that treatment, and the potential consequences to the child's health if the treatment is not
administered.

The educator may administer routine, scheduled medication or treatment to the child with a chronic medical condition in
accordance with written parental consent and licensed health care provider’s authorization.

¢ Notwithstanding the provisions of 606 CMR 7.11 (1)(b)2., the educator must have successfully completed training, given by
the child's health care practitioner, or, with his /her written consent, given by the child's parent or the program's health
consultant, that specifically addresses the child's medical condition, medication and other treatment needs.

e In addition to the requirements for the routine, scheduled administration of medication or treatment set forth in 606 CMR
7.1 1(3)(a), any unanticipated administration of medication or unanticipated treatment for a non-life-threatening
condition requires that the educator must make a reasonable attempt to contact the parent(s) prior to administering such
unanticipated medication or beginning such unanticipated treatment, or, if the parent(s) cannot be reached in advance, as
soon as possible after such medication or treatment is given.

e The educator must document all medication or treatment administration, whether scheduled or unanticipated, in the
child's medication and treatment log.

e The written parental consent and the licensed health care provider’s authorization shall be valid for one year, unless
withdrawn sooner. Such consent and authorization must be renewed annually for administration of medication and/or
treatment to continue.

The educators may, with written parental consent and authorization of a licensed health care practitioner, develop and
implement an individual health care plan that permits older school age children to carry their own inhalers and epinephrine
auto-injectors and use them as needed, without the direct supervision of an educator.

All educators must be aware of the contents and requirements of the child's individual healthcare plan specifying how the
inhaler or epinephrine auto-injector will be kept secure from access by other children in the program. Whenever an individual
health care plan provides for a child to carry his or her own medication, the licensee must maintain on-site a back-up supply of
the medication for use as needed.

Medication used for chronic conditions (e.g. asthma, seizures, high fevers) may only be given to a child who has the proper
authorization from his/her doctor (this authorization expires annually). Written authorization forms are kept in the classroom.
Upon completion of the medication, the classroom authorization form is put in the child’s file kept in the main office.

EpiPen: For children who require an EpiPen, the EpiPen must be given to the center in its original container with the original
pharmacy label. Also, the EpiPen itself must have a date of origination and a date of expiration clearly marked on both the
PEN and the CONTAINER. This is the only non-oral or topical medicine that will be administered. The EpiPen is required to go
with the child both indoors and out.

Pets: Jack ‘n’ Jill does not allow pets in our school. Occasionally, pets may visit the center, but “NO” turtles or reptiles will be
allowed. Any visiting pets are healthy, up to date with immunizations and free from communicable disease.
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4.C. Health Policy Guideline for Parents

Since we cannot give any medication to your child without written permission from your physician, each time you take your
child to the doctor, ask him/her to write a permission slip so that if medication is indicated you will not have to make an extra
trip. Be sure to notify your child’s teacher of any and all required medicines.

Allergies: Upon enrollment all children’s allergies are identified, the listed allergy is posted in the classrooms, noted in the
child file, and logged in our centers database. Jack ‘n’ Jill will make all reasonable accommodations to secure the health and
welfare of children.

Colds: It is not unusual for a child entering day care for the first time to get several colds. Children of all ages and teachers
interacting with a new group of children often do. If it is any consolation to you, our older children do not get sick very often
and hopefully your child will escape with less illness by the time he/she enters kindergarten.

Keep your Child Home:

You know your child best. If he/she is acting differently, check him/her carefully before coming to school. If you have any
doubt, call your doctor for advice. Children exhibiting symptoms of illness will be sent home if constant individual attention is
given and the child still exhibits symptoms of illness. By helping us to observe good health standards, you will be protecting
your child and the others in the program. Please keep your child at home if these symptoms or conditions occur:

Vomiting

Temperature 100 degrees or higher. (Child must remain home from school for minimum of 24 hours fever free).
Exceptions may be an elevated temperature due to recent immunizations or prolonged physical activity. Temperatures
are taken by a digital thermometer and used only under the arm pit or on the forehead. JNJ does not take temperatures
rectally or under the tongue

Diarrhea or liquid stool

Ear or throat infection

Rash (contagious) or un-identifies rashes

o vk w

Severe cold with a temperature elevation, sneezing, or nose drainage

A physician’s note to return to school may be required to clarify that any of the above listed illnesses are non-contagious.

If the child is being given an antibiotic, he or she should not return to school until the medication has been given for at least 24
hours. It is important that you let us know if your child has been exposed to a contagious disease such as:

Measles Conjunctivitis Hand/Foot/Mouth Chicken Pox
Bronchitis Croup Mumps Impetigo
Head Lice RSV

Conjunctivitis — an eye infection commonly referred to as “pink eye.” The eye is red, burning, and may have some drainage.
Bronchitis — this can begin with hoarseness, barking cough, or a slight temperature elevation.

Impetigo — skin lesions start in a small delicate blister containing yellowish fluid/white puss and surrounded by reddened skin.
Lice — tiny wingless insect that attach themselves or lay eggs (nits) in; hair, eyelashes, and eyebrows. Jack ‘n’ Jill enforces a “nit
free” policy. No child can attend with evidence of lice or nits.

4.D. Oral Health / Teeth Brushing
Teeth brushing is a regulation for any child who in in care for more than 4 hours. Jack ‘n’ Jill encourages children to brush their

teeth and will assist them in doing so but will NOT force children to brush their teeth.

With regards to Infants: Staff will wipe an infant’s gums with a clean, damp cloth after feeding, however cloth must be
provided by parents.
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For those who do partake, JNJ will supply a toothbrush at no cost; however, toothpaste with fluoride is the responsibility of
the parent. Our recommendation is: Mint or flavored, ADA approved, sodium fluoride (over 2 years)

JNJ will replace toothbrushes after iliness, when worn and at least every three months.
Proper labeling includes; Child’s name & date of issue written on brush and toothpaste with permanent marker or sticky label.

Parents have the option to partake or opt out of the regulation.

4.E. Healthcare Consultant
JNJ obtains a Health Care Consultant (R.N.) who is responsible for the following;
e Conducts center visits quarterly and on an as needed basis.

e Oversees, recommends, fulfills required trainings pertaining to healthcare.

e Determines if a child needs to be sent home from school.

e Decides if a child must remain out of school.

e Supersedes Administration re: decision making due to all child/staff ilinesses.
e Approves first aid training and training in medication administration for staff.
e Notifies and educates parents regarding outbreaks of illness

JNJ administrative staff, in collaboration with our healthcare consultant reserves the right to send home mildly ill children. The
parent(s)/guardian(s) will be asked to pick up the child. If a parent/guardian refuses to pick up a child, JNJ reserves the right to
contact DCF with regards to neglect and reserves the right to terminate child care services immediately.

4.F. Emergencies

Minor Medical: Parents will be called at the number listed on enroliment cover sheet.

Minor Dental: Parents will be called at the number listed on enrollment coversheet

Major Medical & Dental: 911 is called immediately & the child’s record is transported with the child to the nearest hospital.
Parents are called using the numbers listed on the enrollment forms.

Poison Prevention Center: 1-800-682-9211

A Local Dentist Office is available on Parent Staff Board. Our Recommendation is Dentistry for Children: 851 Main Street,
Weymouth, 781-331-0140. If your child should need emergency dental treatment, the doctor on call may be reached at any
time by our electronic paging system. The dentist office phone number is (781) 331-0140 and further instructions will be
provided. Please visit their website @ www.dentistryforchildren.com for further information.

4.G. Area Hospitals

South Shore Hospital Milton Hospital Good Samaritan Hospital
55 Fogg Road 199 Reedsdale Rd. 235 North Pearl Street
Weymouth, MA 02190 Milton, MA 02186 Brockton, MA02301
781-340-0800 617-696-4600 508-427-3000

4.H. Children / Adult Safety Protocol
e A Healthcare Consultant is available if concerns arise
e  First Aid Kits are in the building as well as taken outside during play
¢ No entanglement hazards; such as strings on clothing and jewelry
e No Liquids and food that are hotter than 110 degrees are kept out of child’s reach
e Hand sanitation stations are dispersed throughout the building
e  Weekly, Monthly and Quarterly Building Inspections are conducted
e Bleach or chemicals are kept out of reach
e The building will not permit environmental hazards such as: air pollution, lead, and asbestos
e Renovations are not allowed during operational hours unless it is an emergency
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4.1. Missing Child
In the instance of a missing child, the following procedure will occur.

Administrator will be notified immediately

The buildings staff will be notified to lock down the building

(Meaning: no one enters, or no one may leave)

An entire sweep of the building, playground, and perimeters surrounding the building will be conducted
Administration will then notify 911 and local authorities

Administration will then notify parent(s) or guardian

Administration will then notify EEC

The procedure will then be turned over to local authorities

Staff member responsible for child will be immediately suspended

4.). Emergency Preparedness for Evacuation / Severe Storms
Jack ‘n’ Jill's procedures for emergencies:

The educator handles all emergency situations in a calm and appropriate manner according to policy.
The educator must be able to communicate basic emergency information to emergency personnel.
Provides educators with a working telephone for making and receiving phone calls during all hours of program
operation, whether on or off the premises, whenever they are responsible for supervising children.
When considering evacuation or sheltering in place, the educator must follow the directions of the local emergency
management authorities.
Visible exit signs posted in rooms that have direct access to the outdoors.
- A procedure for evacuation and/or shelter in the event of a fire, natural disaster, loss of power, heat, hot
water or another emergency
- Emergency evacuation plans from each floor level approved for child care;
- Designated meeting place outside and away from the child care home or facility;
- A method of contacting the fire department or other appropriate authorities after the home or facility has
been evacuated;
- A means of communication with parents in the event of an emergency evacuation
- Assuring a plan that no child is left in the home or facility after evacuation.
Per EEC regulations, room temperature in rooms occupied by children must be maintained at a minimum of 65° F.
Temperature variations may result in evacuation and/or closure.

The emergency evacuation plan is kept current and must meet the needs of all children in care, including infants, toddlers and
any children (including but not limited to those with disabilities) who may need additional assistance during an evacuation.
Each classroom is designated an evacuation location which is posted by the classrooms egress.

4.K. Evacuation:

The administrator holds monthly practice evacuation drills with all groups of children and all educators from each floor
level of the approved space. Drills must be held during different times of the program day and must use alternative
exits. The educator must document the date, time, exit route used, number of children evacuated and effectiveness of
each drill.

Programs that use cribs for evacuation must assure that such cribs are safe for the intended purpose, easily movable
and small enough to fit through exit doors to the outside.

Children and staff will walk to designated area and copies of the children’s emergency forms will be taken on- route in
a hands-free method via a backpack that contains attendance sheets, first aid kit & emergency contact information for
each child.

Communication between emergency management authorities and the parents will take place informing parents that
the school has been evacuated and/or the whereabouts of a sheltered environment.

In the event of an official evacuation be necessary in the event of an emergency, all personnel will refer to our
Emergency Operation Plan (E.O.P.). This policy is reviewed annually and is accompanied to this handbook as a
separate attachment. Communication between emergency management authorities and parents will then take place.
They will be informed if the school has been evacuated or remain sheltered in place.
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4.L. Severe Storms:
Severe weather can come in many different forms such as Blizzards, Hail, Heavy Rain, Ice Storms, Lightening, Thunderstorms
and more. Proper planning makes a difference in managing through these natural hazards safely. Planning includes;

e Center holds bi-annual practice severe storms drills with all groups of children and all educators from each floor level
of the approved space.

e Securing equipment that might be blown around or torn loose both indoors and outdoors.

e Instructing teachers to keep themselves and children away from windows, doors during a severe storm. Off-site
emergency facilities for each location are determined by the town/city. Our West Quincy & Marina Bay locations are
picked up by School Bus and brought to Quincy High School. The Abington location is picked up by a school bus and
brought to Abington High School

e Having a well-stocked emergency kit available including snacks and waters.

e Using a cellular phone during severe weather and never use a land line during Lightning Storms.

e We will have a radio with batteries available.

e During a loss of power, heat, or water, administration will attempt to rectify the situation before closing the center.
Safety is the number one factor when determining whether the center should open or close for business.

e EEC mandates that an average temperature of 65° F must be maintained in rooms occupied by children.

e JNJ deems if the centers are unsafe for children. If so, parents will be contacted to pick up their child prior to normal
closing hours.

e Attendance is always taken during early closures to ensure that no child is left behind.

5. CARE & SERVICES

Interactions by educators are warm, attentive, consistent, courteous and respectful. They also promote appropriate
expression of emotions, efforts and accomplishments; opportunity for choice, language development, conversations,
cooperation and self-control. Our center goes above and beyond to involve families of all ethnical backgrounds.

5.A. Infant Care

Infant care is on a full-day basis only. Our goal is to ensure that individual attention is given to each child as well as safety,
quality physical care and careful nurturing skills. Our Child to Staff Ratio’s: 1:3 & 2:7. All infants are fed on their individual
schedule and cribs are used for napping. Children will not be confined to a swing, highchair or bouncy seats for an extended
period and infant walkers are prohibited. All children are observed while sleeping and their heads remain uncovered.

Jack ‘n’ Jill follows SIDS reduction protocol.

5.B. Infant Sleep
Recommendations from the American Academy of Pediatrics include the following:

e The American Academy of Pediatrics has determined that placing a baby on his/her back to sleep reduces the risk of
Sudden Infant Death Syndrome (SIDS). SIDS is the sudden and unexplained death of a baby under one year of age. If
your child does not usually sleep on his/her back, please contact your pediatrician immediately to discuss the best
sleeping position for your baby. Feel free to discuss your child’s sleeping position with a staff member.

e Children are placed to sleep on their backs.

e Only cribs are used for sleep Sides of cribs are checked by educators to ensure they are up and in a locked position.

e Educators must adhere to all the requirements listed in our infant care policy.

Safe Sleep under 12 months;

e The American Academy of Pediatrics has determined that placing a baby on his/her back to sleep reduces the risk of
sudden infant death syndrome (SIDS)

e SIDSis the sudden and unexplained death of a baby under one year of age

e Are not allowed a blanket in their crib an alternative is a sleep sack

e Other prohibited items for sleeping include: swings and seats of any kind, blankets, comforters, stuffed animals, toys
and security blankets
e Pacifiers cannot have cords or clips that may pose as a strangulation risk
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5.C. Infant Feeding/ Meal /Labeling/Supplies
Due to the special needs of infants and state licensing requirements, formula and baby food is required to be brought in from
home and is the responsibility of the parent. In addition:

e Infants are fed on an individual basis

e All expired foods are discarded

e The state recommends the safest solution is to serve bottles either cold or at room temperature.

e Anindividual feeding schedule is required and posted for each child.

e All food must be labeled with permanent marker and additional non-perishables are stored in your child’s cubby.

e JNJ uses a color code/number system to help identify bottles

e Each child upon enrollment will be assigned a color/number.

e Parents/guardians are responsible to label their child’s bottles and caps with first, last name and color /number code.
e All bottles must be brought in and taken home within the same day.

e Bottles will not be stored at JNJ overnight.

e Staff must dispose of, or return to the parent, milk, formula or food unfinished by a child, as directed by the parent
e Bottles are prohibited for Infants and Toddlers while in cribs

JNJ requires the following methods for formula bottle feeding;
e Formula bottles are pre-made at home, labeled and stored in the refrigerator, served cold.
e Formula bottles are pre-filled with water and accompanied with a premeasured amount of formula per bottle, mixed
as needed and served at room temperature.
e Leftover milk/formula from all bottles will be discarded after feeding.
e Unfinished milk, formula or food unfinished by a child, as directed by the parent.

JNJ requires the following method for breast milk bottle feeding;
e Breast milk bottles are pre-made labeled and stored in the refrigerator. Parents are required to wrap child’s bottle
with supplied band to help identify the difference from a formula bottle.
e Unused breast milk will be sent home with the child on the same day it is brought in.
e Jack ‘n’ Jill does supports breast feeding and parents may consult with the Director to make reasonable
accommodations for feeding on premises

Labeling:
To help support each of you we would like to review the importance of labeled belongings. Belongings must be identified with
your child’s name, in permanent marker, by the parent, at the time of arrival.

At time of arrival parents/guardians must mark in permanent marker your child’s belongings including;
e Formula containers
e Baby food jars & sip-cups
e Food and snacks
e Diapers, wipes, blankets, etc. and any items from home

Supplies provided by the parent:
e Supplies provided by parents to be left on premises

e Adequate supply of disposable diapers

e Additional supply of formula (to be left at center always and in original packaging)

e Cleansing wipes

e Asleep sack for infants under 12 weeks, recommended for infants who don’t roll over
e Two spare changes of clothing
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e Acloth per day or a1 % inch individual gauze pads that will be used for wiping infants gum after a feeding

Supplies provided by the center:
e Bibs and crib sheets (washed daily on the premises)

e Furniture and toys

5.D. Feeding

During feeding times educators interact with children and offer alternative activities when finished.

Staff will make reasonable accommodations for children with feeding disabilities. If necessary, staff will provide families with
an ongoing daily log of food consumption.

When feeding and/or caring for children it is very important that all staff ensure safety by verifying ANY item that has been
labeled TO the face of a child. This is referred to as “bottle to face” or “food to face” or “item to face” method. In addition, JNJ
utilizes other methods to ensure safety such as; reviewing the daily sheets, daily boards and our Kaymbu iPad system.

Sippy Cups and Cups: Sippy cups are prohibited during crawling and walking. When a teacher feels that a child is
developmentally ready to use a cup, the family is included in the decision to offer fluids from a cup.

Jack ‘n’” Jill recommends:
e Infants under the age of six months should not be served solid food or fruit juices.

e Children ages 12-24 months of age should be served whole milk.
e In case of medical or allergic reaction; NO first-time foods are to be offered or provided at school.

5.E. Meal Time / Snacks & Lunch Practices
During meal and snack time, the following procedures will be followed:
- Staff will be present, interacting with and assisting children.
- Staff will allow children to eat at a reasonable, leisurely rate.
- Children will be encouraged to serve themselves, when appropriate.
- Staff will ensure that each child receives an adequate amount and variety of food.
- Staff will help children with disabilities to participate in snack times with their peers.
- Children will be encouraged to eat a well-balanced diet.
- Alternative activities will be offered for children who have finished their snack or meal.

Jack ‘n’ Jill will provide a source of sanitary drinking water located in or convenient to rooms occupied by children. Staff will
offer water to children at frequent intervals and upon request by children.

Toddler and Preschool Programs are offered a morning and afternoon snack with juice to all children. If you have concerns
about our snacks and lunches offered.

Parents are responsible for providing lunch for their child unless the center provides a lunch program. Centers will provide
plastic silverware if needed. All food is prepared, stored and served in accordance with the USDA Food Program.
All food is cut into pieces no large than % for infants/ % inch square for Toddlers according to their chewing capacity.

Posted menus are kept on file and reviewed by our Healthcare Consultant and a well-balanced and nutritional menu is offered.
If you have any concerns about the snacks that we are providing you always have the option to provide a snack from home.
Again, we ask that you avoid sending nut and nut products to the center. Snacks &/or food sent in and have peanut products
in it, will not be served and sent home in its packaging.

Jack ‘n’ Jill does not heat lunches; although, parents can send foods in an insulated container. Since refrigeration is not
provided, we strongly advise all parents to place a cold pack in your child’s lunch to keep it from spoiling. We will make our
best effort to see that plastic disposable containers are returned to you; however, it is not the responsibility of the center to
wash the containers and will not be responsible to replace lost or missing items. **Please do not send lunch in a glass
container or dish. **
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If a lunch is not brought in, the school will provide a substitute lunch.
1. Jelly sandwich, soup and milk.

2. Yogurt, sandwich, granola bar and apple juice.

3. Protein and cheese sandwich, vegetable or fruit and milk.

4. Tuna fish sandwich, container of vegetables, Jell-O and milk.

We highly encourage parents to try to include at least one item from each of the following food groups whenever possible. If
we feel that a child’s lunch is not well balanced a recommendation from staff may be discussed with the parent or guardian.
1. Milk and Dairy Group

2. Fruits and Vegetable Group

3. Bread and Grains Group

4. Proteins and Meat Group

Recommended Prohibited Foods:
Expired Foods Whole Grapes Nuts Popcorn
Raw Peas Hard Pretzels Nut Products Chunks of Large Food

We enjoy the celebration of birthday parties at Jack ‘n’ Jill. If you wish to bring special refreshments for your child’s birthday,
please check with his/her teacher. Due to the diversity of food allergies, we recommend that only store-bought snack (with
the ingredients label on it) be sent in. Our staff would be glad to make suggestions and recommend a convenient time. You
may also refer to the Safe Snack Guide at http://snacksafely.com/safe-snack-guide/ this website is updated throughout the
year.

5.F. Diapering Procedures

Staff use gloves while diapering

Staff keep one hand on child always when diapering on an elevated surface

Diapers are changed every two hours or as needed when soiled or wet

Disposable Diaper wipes are used during each change

Children’s hands are washed with soap and running water after each change

Disposable individual paper towels are used to dry hands

The changing table or diapering surface shall not be used for any other purpose

The cushioned changing surface is to be washed after each change with a bleach solution
The changing table surface is covered at each changing time with a disposable covering
Soiled diapers are placed into plastic bags and into a lined trash container

Soiled clothing is double bagged and placed away from other items

A change of clothing is provided by the parents and extra center owned clothing is available if the need arises
Staff washes their hands with soap and running water after diapering.

Individual disposable paper towels are used to dry hands

5.G. Toileting Procedures

Children are brought to the bathroom at specific times of the day

If in the interim they need to use the bathroom, they are brought in

Children wash their hands with soap and running water after toileting

Staff washes hands after assisting the children toileting and disposable paper towels are used for drying hands
Clothing (soiled or wet) is bagged and stored apart from other items until the child leaves the center

The parent is informed of the occurrence, so they will know to clean and replenish clothing

A change of clothing is kept for all children at the center in case of an accident

The parent is informed when the supplies are running low

If the child has no spare clothing, the center will provide a clean set, and no child will be clothed in ill-fitting clothes
No child is punished, verbally abused, or humiliated for soiling, wetting or refusing to use the toilet

5.H. Toilet Training Procedures
Children will only be toilet trained in accordance with the requests of the parent and in a manner that is consistent with the
child’s physical and emotional abilities
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Children shall be supervised always while toileting

Children and staff wash their hands with liquid soap and running water after toileting

All staff wash their hands after assisting a child with toileting. Individual towels shall be used to dry hands
Clothing soiled or wet is double-bagged and stored apart from other items until the child leaves the center
The parent is informed of what happened during the day, so they know to clean the clothing immediately
No child is punished, verbally abused, or humiliated for soiling, wetting or not using the toilet

A change of clothing provided by the parent, is kept for all children at the center in case of an accident.
The parent is informed when the supplies are running low, so another change is brought in. If the child has no spare clothing,
the center will provide a set, which need to be cleaned and returned to the school before another child can wear them.

5.1. Allergy Awareness
Our centers aim to promote an allergy-aware atmosphere. Jack ‘n’ Jill makes every reasonable effort to ensure the safety and
health of children with known food allergies. We ask that you avoid sending nuts and nut products to school and to be mindful
of any products containing nuts when preparing lunches, snacks, or for special occasions. This includes; excluding peanut
products as well as products containing tree nuts such as; almonds, cashews, walnuts, pine nuts (pinoli), etc. For reference,
key labeling words to look for when purchasing food items relating to nut allergies;

e "May contain peanuts or tree nuts”

e "Processed on shared equipment with peanuts or tree nuts,"

e "Manufactured in a plant with peanuts or tree nuts,"

e "Contains peanut or tree nut ingredients,"

e "Not a peanut/tree nut-free food."

5.J. Children’s Supplies
e A change of clothing must be kept at the Center. This should be appropriate for the season and the weather. The

clothing should include pants, shirt, underwear and socks. If any items go home dirty, a clean set is required for the
next day. All clothing must be marked. The center is not responsible for lost clothing.

e Astandard size crib sheet / Use as a means for covering a resting mat (Taken home weekly for washing)

e Asleep sack/sleeper/Pajama must be provided for any child under the age of 12 months for rest.

e Swaddling is prohibited in newborns over 4 weeks, since JNJ does not host care until 6 weeks, swaddle blankets cannot
be used in our centers

e Appropriate outdoor clothing and accessories for warm weather / e.g. sunhat, light clothing, and sunscreen.

e Appropriate outdoor clothing and accessories for cold weather / e.g. snowsuits, boots, mittens and hats.

e Allitems brought to the Center must be labeled with a permanent marker and transported in a sturdy bag.

For safety reasons, we ask that children do not wear open toe shoes, crocks or flip-flops. Sneakers or footwear with traction
is what we encourage to ensure safety in both the indoor and outdoor environment.

e The children also use materials such as watercolors and paints, glue, play dough, glitter, etc., so we highly recommend
that your child is sent to school in clothes that can be easily washed and not dry-cleaned. Children should wear
clothing suitable for indoor and outdoor activities and play, arts, crafts and snack time.

Toys and other personal belongings must be left at home unless your child’s teacher approves the personal belonging.
Personal belongings will only be approved for special events and Show and Tell. Recommended show and tell toys are
educational toys or theme-oriented toys, which coincide with the classrooms current curriculum.

5.K. Infant Activity
e During the day infants are exploring through:

e floor play while educators encourage tummy time,

e outdoor play when weather is appropriate, stimulating cognition with infants through singing and talking.
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e The goals are to encourage physical, social and verbal growth. Jack ‘n’ Jill provides toys and equipment that is age
appropriate. Since individual schedules vary, infants may not have a designated outdoor time.

5.L. Rest / Quiet Time

Children are provided a rest mat/cot

Parents are responsible to launder sheets and blanket on a weekly basis

Children may bring in a small blanket from home but are not allowed a pillow

Children are provided with a storage solution for resting accessories. (Crib sheet & Blanket)
Children are not required to sleep; yet, encouraged to rest

Children are provided appropriate space and adequate light

Quiet activities are offered to children who awaken early or do not sleep

5.M. Supervision

Jack ‘n’ Jill considers the physical environment, the nature of the activity, the children’s developmental levels, and the children’s
behavioral traits while providing supervision during care. The supervision of all children is the responsibility of the Director,
Assistant Director and Staff according to their position.

Infant and Toddler staff are trained to utilize the “senses” of vision and hearing to provide children proper supervision.
Additional tools used to help supervise infant and toddlers may include mirrors.

Sleeping Infants and Toddlers are monitored by both sight and sound. Cribs are checked for locking and unlocking. Teaching
staff are in view of sleeping children. Each staff member is required to move and position themselves so that they may observe
as many children as possible always. Children are assigned to a teacher in a classroom and remain in their care until they age
out or become developmentally appropriate to attend the next age group.

At all times, teaching staff supervise all children primarily by sight and by sound during short intervals that include: toileting and
napping. Preschool children can be out of sight for short intervals. Kindergarten children who are involved in independent tasks
may be left for short periods of time with auditory supervision from a teacher. Teachers are responsible for seeing that the
child’s task is completed in a prompt manner.

5.N. Babysitting Policy

Our childcare professionals have a duty of professionalism and proper conduct within our setting; however, we cannot control
or police our professionals outside of our setting. With regards to Babysitting, please be advised that JNJ does not solicit,
encourage or recommend employees to babysit for families. JNJ staff members develop excellent relationships with our
families, we realize that parents may request individual staff members for babysitting services outside of our school. Although
not recommended, if this does occur, JNJ will not bear any liability, be responsible for, and/or be in control over the staff
members conduct outside of their position of employment within our school. Our company’s policies are to safeguard
children on the premises which is non-transferrable to private arrangements.

In the event, that you choose to select private arrangements for our staff, current policies regarding written permission for
drop/off and pick/up must be adhered to. Example of arrangements may include; taking the child(ren) home from school or
bringing them into school. Below is a detailed summary regarding our policy.

JNJ does not encourage and will not be responsible for any private arrangements or agreements that are made between
members of staff and parents.

JNJ will not be responsible for any health and safety issues, conduct, grievances, or any other claims arising out of the staff
member’s private arrangements outside of business hours. If a parent has an allegation about a member of staff who is
babysitting they should contact DCF immediately and then the center administrator.

If private babysitting duties are viewed to interfere with any aspect of the staff member’s employment, we may require that
the agreement between the family and staff be terminated. JNJ will not get involved or be used as a mediator.

Staff and Families must abide, adhere to and respect the confidentiality agreement with regards to children, other staff
members and all clients. Discussions about the setting, other children, parents or employees are not permitted and would be

considered a violation of policy and could result in termination of child care services and/or employment.
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6. EVALUATION & GUIDANCE PLANS

6.A. Parent / Teacher Meetings / Progress Reports
Parent / Teacher Meetings that are held between families and teachers can be planned and unplanned.

Formal meetings — Formal meetings are held in June and December in the form of an Open House. This is a time for parents
to meet with teachers and other parents and to review progress reports and give input as a form of communication.

A progress report is provided during Open House and a parent signature is required after review. A parent’s input is always
welcome, and we encourage parents to offer ideas and suggestions regarding our program and policies. During this time, child
care is provided by the center to ensure that the family members have time to meet with their child’s educators. With regards
to confidentiality, children completed assessments are kept in a folder stored in a locked file cabinet. If a parent requests a
written response to a situation, the Director will see that this request is met in writing within seven (7) days.

Informal Meetings - Although parents are always welcomed to have informal or unplanned meetings with the teachers at the
beginning and end of the day, we also provide an opportunity monthly. Parent(s) wishing to schedule a meeting can contact
the center’s director. If a parent wishes to speak to a teacher by phone, the best time to call is between 12:30 and 2:00 p.m.
If a discussion requires a significant amount of time, a date and time will be set by the director.

Progress Reports are important for the adaptation of children’s individual needs and to maintain communication with families.
Progress reports are completed based upon frequency, observation of child’s work, & developmental domains (cognitive,
social/emotional, language, fine/gross motor, and life skills). Progress reports & curriculum standards may be altered or
improved in order provide quality education and care.

Kindergarten readiness reports are prepared annually each spring on any child who is kindergarten eligible. This readiness
checklist allows parents and teachers to have a formal assessment available as a key component for recommending a child for
kindergarten. Please refer to Parent Meeting and Children’s Referral Plans in our parent handbook.

6.B. Evaluation / Communication & Assessment / Curriculum / Transitions

Evaluations

Evaluations are completed within 30 days of entry and on quarterly basis by an administrator, Lead Teacher or Teacher. The
evaluations are presented to Parent/Guardians at our Center Open Houses which are held twice a year in June and November.
During evaluations, teachers will make note of any parent’s questions, comments and concerns regarding their child and their
progress.

Communication and Assessment

Communication between families and administration are essential to positive relationships and a positive experience.

At times, a parent/guardian concern can be outside of the teacher’s expertise or job responsibilities; therefore, we recommend
that parents proceed with scheduling a meeting with the Program Director or Assistant Director. Additionally, in these
circumstances, the Program Administrator may also look to schedule a follow up. If you are unsure of what constitutes an
administrative review, kindly ask your Program Administrators who are always there to assist you.

Jack ‘n’ Jill assesses the development of children through both formal and informal assessment methods.

Examples of Formal Methods: Progress Reports and Developmental Checklists.

Examples of Informal Methods: Daily verbal communication, classroom communication logs, general notes, teacher written
observations. In addition, JNJ utilizes Kaymbu; a secured media technology-based program to share organized information and
pictures of your child in the classroom via email using a dedicated iPad.

Curriculum

Families are provided with a monthly guide including;
e Parent Newsletter
e Class Bulletin Boards
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Classroom Curriculum Calendar
o Our Curriculum is built and based upon the emerging interests of the children and maintained by center's
curriculum coordinators
We provide a well-balanced curriculum of specific, planned learning experiences that support the social, emotional,
physical, intellectual and language development of all children.

Transition between Classrooms
To ensure a smooth and predictable transition when a child transitions from one classroom to the next the following protocol
is followed.

Transition is based upon availability and developmental readiness

Educators will assist the child with the transition in a manner consist with the child’s ability to understand

Parents are notified 2 weeks prior to transition via a letter and are required to sign and return document to Director
JNJ recommends that the parent schedules a time to tour and meet the new teacher of the transitioning classroom
Educators will collaborate and share information between each classroom

Tuition rates are changed based on the child’s age and not the classroom in which the child is enrolled

Children visit periodically for a small block of time, increasing over time until children are then comfortable to spend a
complete day

Transition between Activities

Jack ‘n’ Jill will ensure that transitions between activities are safe, predictable, unhurried, and flexible in a way that they can

understand by performing the following:

Children will be informed about transitions prior to their occurrence

Transitions between activities will look to be smooth and flexible

Children will not always be expected to move as a group, but as individual when transitioning from one activity to
another.

Visual, verbal and auditory cues will be used to support a children’s transitions.

6.C. Child Guidance Plan

A record of behavioral incidents / or property destruction will be kept on file.

Child Guidance goals are to maximize the growth of children while protecting the group and individuals within it. Our focus is
to prevent inappropriate behavior and boredom by having age-appropriate, diverse activities. If a child becomes disruptive,
redirection to a new activity is implemented. Sometimes a merit or reward system will work as a means of Child Guidance
and/or setting definite rewards for specific behavior. Deprivation will not be utilized as a form of punishment for
inappropriate behavior. Discipline and guidance shall be consistent and based on an understanding of the individual needs and
development of a child. We shall direct discipline to the goal of maximizing the growth and development of the children and
for protecting the group and individuals within it.

Educators must provide guidance to children in a positive and consistent way based on an understanding of the individual
needs and development of children by:

(a) Encouraging self-control and using positive child guidance techniques such as recognizing and reinforcing children’s
appropriate behaviors, having reasonable and positive expectations, setting clear and consistent limits, and using redirection
(b) Helping children learn social, communication, and emotional regulation skills that they can use in place of challenging
behaviors

(c) Using environmental modifications, activity modifications, adult or peer support, and other teaching strategies to
encourage appropriate behavior and prevent challenging behaviors

(d) Intervening quickly when children are physically aggressive with one another and helping them develop more positive
strategies for resolving conflict

(e) Explaining rules and procedures and the reasons for them, and where appropriate and feasible, allowing children to
participate in the establishment of program rules, policies and procedures

(f) Discussing behavior management techniques among staff and administration to promote consistency.
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Jack ‘n’ Jill staff will be responsive to children’s individual needs and support children in the development of self-esteem,
independence, and self-regulation by providing opportunities for children to develop self-help skills as they are ready;
encouraging children’s efforts, work and accomplishments.

The following practices are strictly prohibited by staff and are grounds for dismissal:

e Spanking or other corporal punishment to a child

e Depriving children of outdoor time, meals or snacks, force feeding children or otherwise making them eat against their
will.

e Disciplining a child for soiling, wetting, or not using the toilet; forcing a child to remain in soiled clothing or to remain
on the toilet or using any other unusual or excessive practice for toileting.

e Confining a child to a swing, high chair, crib or any other piece of equipment for an extended period in lieu of
providing proper supervision.

e Excessive time-out.

e Subjecting children to cruel or severe punishment such as humiliation, verbal or physical abuse, neglect, or abusive
treatment including any type of physical hitting, inflicted in any manner upon the body, shaking, threats, derogatory or
dismissive remarks and inappropriate body language.

If the child’s behavior does not improve with any of the above, then the following will occur:

g) Have the child picked up by the parent and/or suspend the child from care at the center
h) Last, terminate child from the center

(a) Move his/her chair away from the group

(b) Exclude the child from the activity by letting him/her observe the activity

(c) Give the child an appropriate opportunity to calm down and then rejoin the group

(d) Move the child to another class if parent and the director feel this is a possible and appropriate solution
(e) Schedule a parent/teacher/administrative conference

(f) Introduce the referral plan to the parent(s) at the time of conference

(

(

A referral list is available in the Director’s office for any parent/guardian seeking information regarding Child Guidance. In
addition, Program Director will provide additional information and support to families. As mandated reporters, any suspicion
of abuse or neglect by a staff member or parent/guardian is reported immediately to DCF and EEC by the
Director/Administrator. If an allegation is made against a staff person, the staff person will be immediately removed from the
classroom and suspended until the recommendation by EEC and/or the Department of Children and Families or Early
Education and Care. This removal from the classroom or suspension will remain in effect until the Administrator of Jack ‘n’ Jill,
Department of Children and Families and/or EEC renders further recommendations.

6.D. Referral Plan
Jack ‘n’ Jill shall provide information on referral and support for families and children who express the need for assistance in
the following area; social, mental, health, educational, and medical services.

Whenever any staff member is concerned about a child’s development or behavior and feels that further evaluation is needed,
the Director will be notified and review concerns. If a referral is deemed necessary, the Administrator and Teacher will
complete an observation report and review the child’s records prior to scheduling a meeting with the parent and then making
a referral. The Director will maintain a list of current referral resources in the community for children in need of services. This
list shall include the contact person for Chapter 766 and Early Intervention programs. Additionally, JNJ consults with Puzzle
Pieces (an independent private practice specializing in family-centered services) in order to help assess or if a child may be in
need of services.

Referral Meeting
e The Director will schedule a meeting with parents to notify them if they have concerns about their child

e The Director will prepare a current list of referral resources
e The following will be provided to the family regarding referral;

o Referral Checklist
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Permission to initiate a referral
Written summary including the reason for recommending a referral for additional services
A discussion regarding center’s observation(s) relating to the referral

O O O O

A list of any efforts and accommodation that the center has made to accommodate the child

The Director will assist parent(s) in making a referral. Parent(s) will be encouraged to call or request an evaluation in writing.
If the parent needs extra support, the center may, with written parental consent, contact the referral agency for them. A
Director shall inform the child’s parent(s) of the availability of services and their rights including the right to appeal, under
Chapter 766. If a child is under the age of three (3), the Director shall inform the child’s parent(s) of the availability of services
provided by Early Intervention Programs.

Follow-up

The Director will, with parental permission, contact the agency or service provider who evaluated the child for consultation
and arrange for further services to be receive service at the center for a child. If it is determined that the child is not in need
of services, the center shall review the child’s progress every three months to determine if another referral is necessary. If
services are rendered, a copy of the child’s IEP will be kept on file at the center.

Confidentiality and Distribution of Records and Information

Information pertaining to children and their families is privileged and confidential. No licensee or educator may distribute or
release information about a child or his/her family to any unauthorized person or discuss with any unauthorized information
about a child or his/her family without the written consent by the child’s parent. The child’s parent, may request and have
access to or her child’s record by placing a request in writing to the Center.

Per EEC regulations (our licensing agency) any information pertinent to a child is brought to authorized personnel; those being
child’s educator and Program Administrators. Follow up and/or recommendations will be made by Program Administration.
Program Administrators and authorized are not limited to; Assistant Director, Program Director, Field Director, HR Operations
Director and CEO. No licensee or educator may distribute or release information about a child or his/her family to any
unauthorized person or discuss with any unauthorized person information about a child or his/her family without the written
consent of the child’s parent. This typically in the case of a request made during referral plans, a pediatrician request for
information, etc.

6. E. Consultation Services

JNJ provides family friendly services for additional support. Jack ‘n’ Jill contracts with Puzzle Pieces, LLC; a local, private, clinical
practice specializing in child development, social skills, sensory/motor, communication and behavior needs in children. Puzzle
Pieces also provides consultation and professional development for educational and child care settings. Jack ‘n’ Jill consults
with Puzzle Pieces on an as needed basis and can be used for a specific child or an entire classroom. They provide JNJ with
strategies and recommendations during observation visits. Formal assessments and referrals are made on request and require
written permission from the parent for a one on one assessment. Parents are welcome to check out Puzzle Pieces, LLC at
www.puzzlepiecesmass.com for information about the clinicians and services.

6. F. Children with Disabilities

Director or designated teacher (Center Liaison) will obtain parental consent for the information from Local Educational
Agencies, Early Intervention Programs or other service providers to help meet the needs of a child with disabilities. Director or
designated teacher (Center Liaison) will identify in writing accommodations to meet needs of child, including:

1. Change or notifications in regular center activities
2. Size of group and appropriate staff/child ratio
3. Special equipment, ramps, materials or aids needed

If accommodations required by 7.07 (7) (a) cause undue burden for the child care center, the director or designated teacher

shall provide to the parents written notification within 30 days of receipt of authorization, request information the reason for
this decision. In addition, the licensee shall notify the parents of their right to request EEC to determine if the licensee follows
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7.05 (20 and 7.07 (7). The following factors would be considered but not limited to when determining whether the
accommodations required are reasonable or would cause undue burden:

Nature and cost

Ability to secure funding or services

Number of person employed by the licensee

Effect on expenses/resources

Securing the best interest of the child or other children within the center.

vk wN e

The licensee shall, with parental permission, participate in the development and review of the child’s program plan on
cooperation with the LEA, Early Intervention Program, or other health and service providers. The licensee shall, with parental
permission, inform the appropriate administrator of special education, in writing, that the licensee is serving a child with a
disability. The licensee shall, with parental permission allows a behavior specialist to evaluate the child and situation as well as
make recommendations regarding what is best for the child.

6.G. WRITTEN PLAN TO AVOID SUSPENSION AND TERMINATION
Jack ‘n’ Jill's written plan to avoid behavior suspension and termination of a child requires the following protocol:

e Meet with parents to acknowledge discuss current behavior and options

e Provide referrals for evaluation and services

e Seek consultation, training and support for our program and teachers

e Develop with parent a behavioral intervention plan that can be used both in school and at home

If plan to avoid suspension or termination fails, our program will inform the parent/guardian in writing of the specific reasons
why as well as conditions for return if any. If a child exhibits inappropriate behavior more frequent than not during the day,
the child will be required to be picked up from school. Ensuring the safety for all children and staff is one of our top priorities.

FOR SUSPENSION & TERMINATIONS (INCLUDE BUT ARE NOT LIMITED TO)
A child (or parent/person who drops off or picks up a child) may be suspended or terminated from the center for reasons:
e The health and safety of your child or other children cannot be assured in the center.
e Frequency of inappropriate behavior: such as biting, spitting, hitting, foul language, etc.
e The child’s developmental needs are not being met at the center
e The parent’s needs cannot be met at the center.
¢ Non-payment of tuition fees. (See Fee Agreement)
e Verbally or physically threatens to cause harm
e Violates a staff member, child, or other parents/visitors
e Harasses a staff member, child, or other parent/visitor of the center
e Uses inappropriate language, body language, and/or tone of voice
e Appears to be under the influence
e Does not comply with the policies and procedures of the center or when an uncompromised situation occurs between
the administrator/staff and a parent
e Steals or Solicits
e Fails to cooperate with a referral plan that is recommended for the child

6. H. Department of Early Education & Care Consumer Lead Screening

Lead poisoning is an environmental disease, which usually affects preschool children. Small amounts of lead can affect a
child’s ability to learn and develop. Larger amounts, if not detected and treated in time may cause serious illness or
permanent damage. Most often children are poisoned by the ingestion of lead paint chips or inhalation of lead paint dust.
However, there are many possible sources of lead available to children living in an industrial society. We are only beginning,
for example, to understand how soil, air and water contribute to the lead levels of children. Children are exposed to these
sources through normal hand to mouth activity.
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Most children who are lead poisoned will show no symptoms. In those who do show symptoms, they are often vague and
easily attributed to other childhood diseases. The early symptoms of lead poisoning include head or stomachache, tiredness,
fussiness and poor appetite. The only sure way of determining whether a child has absorbed too much lead is to test their
blood. The lead-screening test is a simple, relatively painless finger stick, which collects a small amount of blood. The blood is
analyzed for two substances. The first test performed is erythrocyte protoporphyrin or EP. EP is very sensitive to lead and
rises quickly after a child has been exposed. EP is also a measurement of the amount of iron available to the child and in some
cases the EP is elevated because the child is iron deficient. If the EP is normal, the specimen is usually not tested for lead but if
the EP is elevated a lead test is performed. If an elevated blood lead level is found, then children will be referred to their
health care providers for follow-up.

All children under six living in Massachusetts are at risk for acquiring lead poisoning. However, for some children, particularly
those living in substandard housing with peeling paint, the risk is greater. Therefore, the Childhood Lead Poisoning Prevention
Program recommends that all children between the ages of 9 months and 6 years be tested yearly. Children between 9
months and 3 years who live in high-risk areas should be tested every six months. Because, for reasons not well explained,
lead levels rise in the summer, whenever possible, a screening test should be performed during warm weather months. Most
doctors and clinics will screen children for lead if you request it. Many Boards of Health also provide screening tests usually at
no cost.

If you would be interested in learning more about lead screening please call CLPPP @ 1-800-532-9571.

JACK ‘N’ JILL CHILD CARE HANDBOOK 2018
POLICIES AND PROCEDURES AGREEMENT
(REVIEWED PRIOR TO ENROLLMENT in addition to the Parent Handbook)

Late Pick up Policy: The center will be open from 6:45 a.m. to 6:00 p.m.
Each child shall be picked up by; 5:30 p.m. for Infants and 6:00 p.m. for Toddlers, P/S, Pre-K & Kindergarteners

A maximum of 10 hours of care per day is allowed. If the parent or guardian is unable to pick up his or her children at their scheduled
pick up time, they are required to contact the center with their estimated arrival time. Your child will be left under the supervision of an
educator. If no one calls the center to report a late pick up, personnel will reach the parents, and then contact persons listed on the child’s
emergency contact list. If no one can be reached by 6:30 p.m., the Local Police Department will be contacted and inform our staff whether
to file a report with DCF. A continual late pick up will result in termination of child care services which will include a two-week notice.

This center will be closed for the following holidays or the day the holiday is observed. They are: New Year’s Day, Martin Luther King Day,
President’s Day, Patriot’s Day, Memorial Day, 4t of July, Labor Day, Columbus Day, Thanksgiving Day, the day after Thanksgiving, and
Christmas Day. In addition, we close at 1:00 p.m. on Christmas Eve or on the Friday before in the event it falls on a weekend. A full week’s
tuition will be charged during these weeks.

Parents are expected to bring their child into the building and see that the child is under supervision of a teacher before leaving the
premises.

Each child must have spare clothing left in the center always. All clothing must be marked. The center is not responsible for lost clothing.
Children should wear clothing suitable for indoor and outdoor activities and play, arts and crafts as well as snack time.
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Parents are expected to bring in a standard size crib sheet to cover the resting mat provided by Jack ‘n’ Jill.
It is the responsibility of the parent to wash and return it weekly. Please see that it is labeled with permanent marker.

Parents are asked to see that children do not bring toys to the center except for Show and Tell Day.

Per EEC, routine visits to a doctor which is the responsibility of the parent. A child will not be permitted in the center without an
up-dated and annual routine physical and immunization on file.

Children who become ill may not remain at the center. The parents will be called to pick up the child. Children absent from the center
with a contagious disease will not be readmitted without a signed statement from a physician indicating the child is no longer contagious.
Please refer to our Health Care policy for further clarification.

Children will be permitted to play outside in the play yard daily, except in inclement weather, during extreme heat, or when there is
evidence of pollution, or smoke. If for any other reason you do not want your child to participate in outdoor activities, please bring a
doctor’s note to the Program Director stating reason why and length of time.

Parents must cooperate with the center in carrying out all government laws, rules, and regulations affecting the operation of

Jack ‘N’ Jill Child Care. Although we request your cooperation in not disrupting our programs, parents are permitted while their child

is present.

Parent/Guardian will abide by Our Child Guidance Plan, Suspension and Termination Policies.

This agreement may be changed at any time by Jack ‘N’ Jill to comply with government regulations or for any other reason.

By signing this agreement, | the Parent/Guardian, will abide by the policies and procedures within the Parent Handbook of
Jack ‘n” Jill Child Care.

Parent/Guardian Signature

Date:

Center Director Signature:

Jack n Jill
\7 I__ JACK ‘N’ JILL CHILD CARE HANDBOOK
', E{ PARENT HANDBOOK SIGNATURE FORM
Spre;ding]S;:;hine

By signing this agreement, | the Parent/Guardian, have read, understand, and will abide by the policies and
procedures within the Parent Handbook of Jack ‘n’ Jill Child Care.

A copy of the handbook is on our Website, but he the most recent current copy is located in the director’s office.
You may request a copy to review by reaching out via telephone or email to the Director.

Parent/Guardian Name :
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Parent/Guardian Signature:

Date:

Reviewed by:

Center Administrative Name:

Center Administrative Signature:
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