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About the CDC
This handbook is a basic reference concerning policies, procedures, privileges and opportunities, obligations                                       and responsibilities affecting the enrolled children and families of the TRACEN Child Development Center.  
Information contained in this handbook does not create any contractual rights for enrolled families. Because                                                       the TRACEN Child Development Center is subject to various external legal and regulatory requirements, this                                      handbook will be reviewed each year by the Director and updated as necessary.



Important Phone Numbers
Child Development Center                                  609-898-6921
Child Development Center Fax                            609-898-6780
Emergency / Closing Information                        609-898-6700
Division of Youth & Family Services Hotline       877-652-2873
Text Notification…Text CapeMayCDC to 41411
You will receive reminders, alerts, emergency info etc via text.


PHILOSOPHY
The TRACEN Child Development Center is designed to meet the needs of children in a safe, loving environment.         We believe that each child will be respected and accepted for his individuality.

We believe that learning occurs naturally in an environment that encourages and accepts the growth of each child.       We feel that children learn about their world through exposure to many experiences, their exploration in creative play                                      and the development of positive self-esteem and interpersonal relationships.

Please note that he and she are used interchangeably throughout the handbook to reinforce our non-sexist philosophy.


PROGRAM GOALS
The foundation of the TRACEN Child Development Center is built on the following goals:
To help children develop a healthy self-concept, to feel good about themselves.
To promote creativity, independence and individuality.
To provide appropriate play experiences that contribute to the developmental needs of the child.
To provide an environment that will enhance the physical development of the child's gross and fine motor skills.
To promote the development of independence and self-reliance in each child.
To provide an atmosphere which fosters acceptance and the expression of feelings and emotions.
To provide a positive, healthy, safe environment for our children.

The Child Development Center operates under policy guidance from the Commandant (CG-112) and is a function of MWR, part of Mission Support Division.  It is an important quality of life factor for eligible families. Child Development Services are not an entitlement, but are intended to assist the family who must bear the ultimate responsibility for the care and development of the child.  The responsibility for proper childcare continues to rest with the parent.

PURPOSE
The TRACEN Child Development Center is designed to meet the emotional, social, physical and intellectual needs of children in a safe and loving environment.  Activities are offered each day to help each child develop his potential in these areas.  We believe each child deserves a secure and stimulating environment that includes stable and caring adults. Our hours of operation are set to meet the needs of the majority of the U.S. Coast Guard customers. Currently, we open at 0630 and close at1650. The last ten minutes allows for staff to close rooms.   


STAFFING
The CDC staff is responsible, loving and respectful of children as individuals.  Staff members have been selected on the basis of their ability to stimulate creativity and foster development of the children.  Their understanding of the needs of working parents and their ability to work together with you for the benefit of your child is an essential part of their unique qualifications.  Our staff receives ongoing in-service education and each member is first aid and CPR certified.  Every staff candidate must submit to both a national background and fingerprint check.  All lead teachers must have required educational credits, a degree, or CDA credentials.


NON-DISCRIMINATION POLICY
The TRACEN Child Development Center employs personnel and admits children without regard to race, color, creed, gender, religion or national origin.  

The TRACEN Child Development Center does not discriminate against persons with disabilities.  Employees must be qualified for their position, meet acceptable performance and attendance standards and maintain a health status that is not a threat to themselves or others in the workplace.  Employees' medical conditions are held in the strictest confidence.

The TRACEN Child Development Center makes every reasonable effort to accommodate the special needs of each child.  Children with disabilities/ handicaps who meet eligibility requirements may not be excluded from participation solely on the basis of the disability/handicap when their needs may be reasonably accommodated.  The decision to accept a child with special needs or medical conditions will be made on an individual basis and will be guided by the Special Needs Resource Team (SNRT) per applicable instructions.  It is imperative that the Center pose no risk to the child and that the Center has sufficient personnel and resources to meet the needs of the child without compromise to the other children enrolled in the program. An annual review of a decision to accept a special needs child is required by instruction. If a SNRT meeting is needed, it must be held prior to the enrolled child’s first day.     
 

CONFIDENTIALITY & SECURITY of FILES
Confidential information is restricted and private.  It is potentially sensitive information about families that is available to the TRACEN Child Development Center either through written records or daily interactions with children and families.  All personal information about families’ financial circumstances, family problems, health problems, and/or actions of parents or children is confidential. The Center will maintain the confidentiality of all children’s records.  Written, informed consent from the parent must be received prior to releasing any information or photographs from which the child might be identified, except for authorized Coast Guard, state or federal agencies.
	

RATIO OF STAFF TO CHILDREN
According to Coast Guard policy, certain caregiver-to-child ratios must be maintained to provide proper supervision.

            AGE                                               	RATIO of STAFF to CHILDREN 
   6 weeks - 12 months                                                                          1:4
  12 months - 21 months                                                                       1:5
  21 months – 30 months                                                                     1:6
  2 years - 3 years                                                                                 1:6
  3 years and 4  							      1:9
  4 years and older                                                                                1:10
The Child Development Services Manual (COMDTINST M1754.15) permits classrooms to be combined to meet staffing needs.  If two age groups are combined, the ratio of the youngest child present takes precedent.  Classes are usually only combined during early opening times, late afternoons, or staffing emergencies. If two different age groups share a classroom, each group maintains its own ratio.   


ELIGIBILITY
Children are accepted at Coast Guard CDCs according to the following priorities (COMDTINST M1754.15):
Single parents, whether active duty Coast Guard or civilian Coast Guard employees (paid from either appropriated or non appropriated funds)
Active duty Coast Guard or civilian employees
Active duty DOD parents
Civilian DOD parents
DHS and other Federal Agencies
DHS contractors
Community at large (placed in top tuition bracket)

PROGRAMS AND SERVICES
 “PUPPIES” &  “BEARS CUBS”
Our infant program can accommodate up to 16 infants (2 classes of 8), ages six weeks to one year.  A one to four ratio is observed in this room at all times.  A developmentally appropriate program is maintained to meet the needs of each baby individually.  Planning for babies does not necessarily involve “lessons” but rather opportunities for experiences. Each experience like a feeding, diaper change and cuddle becomes a window of learning through gentle singing, movement, touch or acknowledgement. Responsive care giving is the key component to setting up a safe and secure environment and trusting relationships.  Our babies eat and sleep on demand unless a pediatrician has placed your infant on a different schedule for health reasons.  A verifiable letter must accompany all changes to the “on demand” schedule from the baby's doctor.  Parents are welcome at any time and nursing mothers are encouraged to feed their babies whenever they are able.  Crib sheets, blankets, disposable diapers, wipes, extra clothing, bibs, pacifiers as well as pre-filled bottles, baby food etc., need to be sent to the Center. All bottles need to be labeled everyday with child’s name, date, and content.  All other items must be labeled with the child's name.  Due to allergies, the parent must do all laundering of their child's clothing and linen.  A daily report is sent home to inform you of your child's eating, sleeping and voiding patterns.  Babies are frequently rocked, spoken to, and played with. The atmosphere and routine are designed to meet the individual needs of each child. All infants must be placed on their backs to sleep/nap and there is no exception to this policy.  With infants commonly on the floor, we want to provide a clean, safe, and healthy environment in the Infant Room.  We practice a “shoe-free” policy in this room.  We ask that adults entering the carpeted area of the infant room please remove their shoes or slip on a pair of shoe covers over their shoes.  We take this action to prevent outside contaminates from being carried in on the soles of your shoes.   

LITTLE MONKEYS
Children who are beginning to toddle are placed in our Transitional Program. The room is mapped with a "beginner's" curiosity, demand for attention and need for independence in mind.  The staff and program provide continuous opportunities for little hands and feet to crawl, jump, climb, and touch.  Along with individual care giving moments, teachers will also plan and organize their class environments to provide experiences which enhance:
Motor development – reaching, grasping, crawling in and out, throwing, pulling
Cognitive development – object permanence, cause and effect experiences, language, listening and responding to sounds and voices, and problem solving
Social development – playing among others, positive peer interactions and expressing emotions towards others

The staff is attuned to the individual needs of each child.  Infant sign language is incorporated and encouraged as an effective means of communicating a child’s basic needs while verbal language is just beginning.  Extra clothing, wipes, disposable diapers, as well as any other item needed by your child needs to be brought to the Center.  It is important that only disposable diapers are used in this room.  There is no real safe and hygienic way to change a child in pull-ups or disposable underwear at this stage.  The maximum capacity of this program is 12 babies.

BIG BEES
Our babies really become "true toddlers" around 18-20 months and each classroom friend begins to notice more of world around him.  It is extremely important that belongings are labeled as ownership starts to become important. Some children go through separation anxiety while others do not.  These children are capable of some remarkable things!! They are not fully attuned to their emotions and still have such limited verbal abilities that this is where we sometimes see biting escalate. The child is not trying to be mean or hurtful, but may be exploring orally, or is merely frustrated and has no way of letting the teacher know! Sand and water play and hands on activities like puzzles and manipulatives are a mainstay for this group. Although most children do not begin potty training until around two or two and a half, the room has facilities to make early trainers successful. Children need to bring a sheet for their mat, small blanket, and changes of clothes, disposable diapers and wipes.   
    
TIGERIFIC TOTS 
Around the age of two, our children enter a program where self help skills and self-directed activities are paramount throughout the day.  The staff works diligently with each child who is ready for toilet training and every effort is made to work with parents in this and other self-disciplined areas.  Children are encouraged to follow simple directions, make decisions, develop fine and gross motor skills as well as communicate thoughts and feelings.  It is only through the active, meaningful engagement and experimentation with objects and people that children can begin to construct their knowledge, logical reasoning, and develop social relationships. This happens most easily through children’s play and socialization experiences.  For example, activities like painting, working with playdoh and so on, develop interest, fine motor skills, socialization, sensitivity to color, media, form, shape, etc.  Blocks are great for exploration of relative size and shape (geometric relationships), as well as fine motor manipulation.  Music and movement offer opportunities for socialization, bodily-kinesthetics, pitch and rhythm awareness, and the appreciation of cultures.  Special effort is made to give children individual time as well as opportunity to spend short periods of time in various group sizes.  Play activities incorporate all aspects of child development.  

Children who have begun potty training should bring several changes of clothing and training pants.  Those who have not begun toilet training will need disposable diapers, wipes and extra clothing as well.  Children are encouraged to bring a comfort toy (stuffed animal or doll) for rest time along with a small pillow.  Class size is limited to fourteen and we maintain a ratio of 1 teacher to each seven children. 

The FROGS
Our Frogs pre-school class is composed of three and four year olds and their day prepares them for pre-k.   This program offers many opportunities for children to learn at “their own speed”.  While some activities are geared to individual or small groups, you will find many opportunities for the class to work together, collaborate on writing stories, predicting outcomes and summarizing ideas. Our focus is still on the development of intellectual skills through play and hands-on activities. Children can play in those areas that pique their interest or challenge them most.  Interest Centers might include science, math, construction, dramatic play, art, manipulatives, literacy, Smart Touch screen table, or the reading Center.  These Centers offer a wide range of activities covering all levels of basic readiness abilities.  You will find that the curriculum is built around your child as opposed to fitting the child into the curriculum.  Different levels of activity, development and learning styles are expected, accepted and used to design appropriate activities.

OWLS   Pre-K
Our pre-k program is planned with meeting the needs of every child at their own pace.  Children usually enter this program when they are around four years of age. Many families elect to have their child attend our pre-school session rather than one at a public school.  Our full day program is usually more conducive to work schedules.  The room and staff offer arenas for discovering skills and empowering children with the ability to have fun and learn simultaneously.   Children can elect to play alone or be with others, when to be active or play quietly, when to explore new experiences or repeat favorite activities.  As technology is becoming a part of our everyday lives, so technology tools are becoming an expected element in our classrooms. Computer literacy will be required of your child later in their formal education years.  We have computers for children use; some with touch screen monitors for the early learner whose coordination is still developing.  The use of a Smart Board is available and used by staff and children for various activities, assessment, and portfolio functions. We find this early introduction to technology very engaging for each child (who elects it) and an additional learning resource.  Likewise, introductory Spanish (basic vocabulary) is presented. Enrollment is limited to 20 and the teacher to student ratio is 1:10.  Many activities are integrated and overlap.  Stories, music, and theater are some activities used to augment the OWLS/Pre-K day.   Extra clothes including shoes and socks should be left in your child's cubby.  Any young child could spill the paint, knock over the juice or have a lapse in toilet training. Some children are particularly sensitive about wearing someone else's clothing! There is a rest time after lunch so you are encouraged to bring a small pillow and blanket for this purpose.  Children are sleeping less during the day at this age, but some children doze off regularly!  

IMPORTANT ISSUES
TODDLER BITING ISSUE
Children biting other children are unavoidable occurrences of group childcare, especially with toddlers.  When it happens, and sometimes continues, it can be scary, very frustrating, and very stressful for children, parents and staff.  Every child in the Infant and Transitional classrooms is a potential biter or will potentially be bitten. It is important to understand that because a child bites, it does not mean that the child is “mean” or “bad” or that the parents of the child who bites are “bad” parents or not doing their job as parents.  Biting is a natural developmental stage for children of this age. It is a developmental phenomena – it often happens at predictable times for predictable reasons tied to children’s ages and stages.  Every child is different.  Some bite more than others; or some may not bite at all.  The group care setting is where the biting derives its significance.  If a child has not been around other children very much, she probably would not bite because neither the cause for biting nor opportunities have presented themselves.  There is always the possibility that any child, including your own, can be either a biter or bitten.  Group care is partially the culprit in this. Toddlers surround each other for hours at a time.  Even though there are many toys and materials, including duplicates, two or three children may want that particular toy. The children are learning how to live in a community setting. Some of the other reasons children bite are:
Teething
Oral exploration
Hunger
Tiredness
Impulsiveness and lack of control  -  Babies sometimes bite just because there is something there to bite. It is not intentional to hurt, but rather exploring their world.
Making an impact  -  Sometimes children will bite to see what reactions happen.
Excitement  - Very young children do not have the same control over their emotions and behaviors as some older children do. 
Frustration  -  Young children can become frustrated for many reasons: being wet, needing attention, not having the necessary skills to do something.
Lack of acceptable communication techniques - Often, children simply cannot express their wants or needs. They lack the language and social skills necessary to express their  thoughts.  Biting can be the fastest and easiest way of communicating.

The Child Development Center will not punish a toddler for biting. A delayed punishment from the parent at home, hours after an incident will have no impact.   It is recommended parents do not punish their child for developmental behaviors at the end of the day. 

When a young child bites, the teacher will let the biting child know in words and manner that biting hurts and is unacceptable. No response including dramatic negative attention will be given to the biter.  The focus will be on the bitten child, the surroundings at the time of the bite, the behaviors of the children. Was it crowded?  Were the children hungry?  Too many toys?  When/if the biting changes from a relatively infrequent occurrence to a steady or regular occurrence, additional precautions will be used. The staff will note all attempts and include the location of the children, time, participants, and circumstances. The addition of a staff “shadow” may be brought into the room.  This staff member’s sole purpose is to reinforce appropriate behavior in potential biting situations. The goal is to stop the biter and teach non-biting responses.  In addition, the room environment will be re-evaluated along with the daily schedule.  Biting is usually a short-lived developmental step and is usually terminated as quickly as it starts. The staff will work diligently to protect every child from this unfortunate situation.


ABOUT POTTY TRAINING…
We believe a decision to potty train a child is one that needs to be entered with both diligence and calmness.  Once the process begins it is best to persevere! We suggest that you consider not starting until your child can verbally communicate with you.  Otherwise, it is the parent who gets trained, not the child. There is no set age to begin. Some children completely “train” in a week, for others it takes several months. Our staff has an excellent success rate in this area but you must do your part. Do not confuse your child by alternating between diapers and underwear. Anything less than 100% cooperation between staff and parents will result in frustration and wet clothes. Please speak to the staff when you feel your child is ready for this next stage of development. The ability to stay dry is not a pre-requisite for moving up to another room. 


PART TIME ENRICHMENT PROGRAMS
 When space allows, the Center offers part time programs for children aged three and up. These programs are especially helpful to families wanting some socialization and readiness skills for their child but have no real need to rely on fulltime care.  Part-time programs are priced by the month and are currently offered at a flat rate. Parents are required to sign a contract for the number of days preferred and fees for these programs are due regardless of attendance.  If you are interested in a 2 or 3 full or half day program, further information is available from office staff. Enrollment procedures for part time programs are identical to fulltime requirements.


DROP-IN PROGRAM
Whenever there is space available, drop-ins are accepted.  Every effort is made to accommodate specific dates but no guarantee can be made that a spot will be available until the morning of the requested day. All required forms must be current and on file with the Center Director. Unfortunately, drop-ins are not accepted during the rest period. 


HAND WASHING
Due to our accreditation with the National Association for the Education of Young Children and guidelines set forth by Headquarters, all parents and children must wash hands upon arrival at both drop off and pick up times. Hand hygiene is the most effective way to reduce the spread of infection.  Hand sanitizer is not a replacement for hand washing but a supplement when washing isn’t an option. Since all classrooms have running water, please abide by these guidelines.


MOVING UP / TRANSITIONING
The decision to move a child to the next level program is based on various criteria, the most important being the ability and readiness of the child.  Children will not be moved unless they are developmentally ready and space permits.  Some children transition from room to room with little problem, while others need time to adapt. The CDC tries to accommodate the wishes of the parent, the staff, and the needs of other children as much as possible, but the needs of the child come first. Before the move happens, the current primary teacher of the child must meet with the new room teacher and review current observations, developmental milestones and other information that will make the transition easier for all involved. The new teacher will make every effort to meet the parents of the child prior to the move.  All questions and concerns should be addressed.  The child will have the opportunity to visit the new room in incremental steps. There should be no pressure for her to stay.  When the child feels "at home" the transition period is complete. Please be aware that sometimes space for an additional child or ratio is a factor in the decision making process. 


THERAPY AND SPECIAL NEEDS
The Center is happy to work with state, county, city or private therapists who specialize in occupational, physical and speech therapy.  Whenever possible, every effort will be made to coordinate schedules to accommodate your child’s individualized needs.  Do not hesitate to bring your concerns to our attention.  We are fortunate to have these various specialists in our area and believe every child should receive all the help they need. We will do our best to follow    through with all suggestions given to us by your child’s therapist.  	


CHILD ASSESSMENT
Assessment is an ongoing process and allows for our teaching staff to expand on your child’s knowledge, skills, and abilities. Initial and periodic assessments will enable teachers to document your child’s growth, development, and learning. While assessing we follow guidelines of development that show developmental progress In doing so, adaptations can be made to lesson plans that will be more meaningful to the children. Babies and new enrollees are assessed when completing initial paperwork through Ages and Stages, a family friendly guide that assists in measuring each child with well recognized and accepted norms. An ongoing assessment process then takes place through the use of our curriculum. While this type of assessment is continuous and ongoing results are typically addressed during conference times. Children with special needs and behavior issues,  may be referred to Child Find if under three years of age, the sending school district if over three years of age and the Special Needs Resource Team.  Only after a complete assessment is made can the staff assure of how to address the child’s progress; modify environments or curriculum; and adapt teaching practices. All areas of development need to be assessed: 
Physical and well being – to include: health, strength, fine and gross motor coordination.
Social and Emotional Development – regulating behavior; relating to others
Approach to learning – Interest; confidence; persistence; and attitude
Language and Literacy – Understanding what is said; expressing needs; learning from verbal    
                                        and non-verbal cues
Cognitive Knowledge – Ability to express problems, math skills; solving problems

Assessment must take into account the culture, beliefs, ethnicity, values, and family structure of each child in addition to traditions, religious beliefs, and other facets of a child’s life. Because each family may be uniquely different, in order for assessment to have real meaning, all of these things must be considered. The best way to accommodate this need is by forming a partnership with each family and having daily positive interactions. We will work with every family, hopefully providing translation into home language when necessary. 

Additionally, all assessment and conversations regarding your child’s development are privacy protected.  Staff will not relay information regarding your child to anyone else and all special needs meeting are signed off with a confidentiality statement. Your child’s records are kept in a locked file. 


PROGRAM  ASSESSMENT
Just as every child needs to be regularly assessed to ensure they are learning and thriving in our environment, so         our program needs to be assessed to assure we are meeting our goals and mission.  It is our hope that an ongoing understanding of our programs will constantly enable us to provide the best care and early learning environment for                                  your child.  The staff and Command of TRACEN Cape May meet on an “ongoing” basis to evaluate what works and                                   what does not.  Parents are welcome to an annual meeting each January to look at the program and make                                   suggestions that can be taken through the Chain of Command.  Often a parent’s concern or idea is adopted because                               it provides a better way of doing business. Please do not hesitate to bring your ideas for improvement to us. 


OUR DAILY SCHEDULE
A predictable routine helps children develop a sense of competence and involvement in their 
world.  Don’t be surprised if your child’s routine is slightly different at the Center than it is at 
home, but please give as much detail as possible about your child’s changing habits throughout 
the year at home.  We have found that both parents and caregivers discover important new ways 
of handling children, and that we can be a wealth of information for each other.   A daily schedule provides the framework for planning and organizing the daily routine and play activities for the children. TRACEN'S Child Development Center is devoted to providing a warm, loving, and stimulating environment for all children in our care.  Our days are filled with activities that promote the total development of each child- intellectually, emotionally, socially, and physically.  It is impossible to give an accurate timetable for classroom activities as all rooms are geared to 
transition with the needs of the children.  All rooms do, however, go outside each day (weather permitting) and generally follow the schedule below:
0630-0900   Self Directed Activities
                     Morning Centers
                     Table Toys 
0800-0900    Breakfast
                     Clean Up/Hand washing/Diaper Changes
0930-1000    Movement/Music
                     Circle Time
                     Centers   
1030-1100    Outside Time 
1115-1130    Story Time
1130-1200    Lunch
1200-1215    Clean Up / Teeth Brushing / Transition Time to Mat
1215-1400    Diapers /Quiet or Rest Time
1400-1500    Bathroom Time / Transition / Table Toys
1400-1500    Afternoon Snack / Outside Time 
1630 -1645   Centers / Self Directed Activities
1645-1700    Table Toys / Final Cleaning / Closing 


ENROLLMENT
In order for a child to complete the enrollment process, the following steps must be completed. 
 1  All paperwork must be completed, dated, and reviewed by management, including assessment form.
 2. All required age appropriate immunizations must be complete or be scheduled according to age.
 3. $100.00 deposit must be collected
 4. Proof of income must be submitted from both parents. 
 5. Orientation to both room and program must take place.
 6. Meeting with the director
 7. Start date given to parents and classroom teacher.

















BASIC RULES OF OPERATION
HOURS
The TRACEN Child Development Center is open from 0630 to 1700.  No child can be left unattended while waiting 
for the CDC to open.  All children should be picked up by 1650.  A late fee of $15.00 will be charged for any 
portion of a quarter hour after 1700.  This policy is strictly enforced and supersedes past policy of charging by the 
minute.  Any parent who is consistently late (over three offenses) will lose their privilege to use the CDC services.  Our teachers have commitments and responsibilities at the end of the day, just as you do.  Please respect the pick-up and drop-off time. 

FEES
Center fees are established annually based on the CDC budget.  The new fee schedule is announced in January of each year via a memo.  Fees for children of active duty parents are based on a sliding scale of total family income.  Parents must bring a current LES and three (3) consecutive pay stubs at the time of registration to verify their income bracket.  Total family income is based on the following DOD definition:
 "all earned income including wages, tips, salaries, long-term disability, benefits received by a family, incentive and special pay for service or anything else of value, even if not taxable, that was received for providing services.  Also included is basic allowance for housing and basic allowance for subsistence authorized for the pay grade of military personnel, whether the allowance is received in cash or in-kind.  Total family income does not include: the geographic cost of living allowances; alimony and child support; temporary duty allowances or reimbursements for educational benefits; veteran's benefits; workers compensation benefits; and unemployment compensation.  These are to be excluded from total family income."

Effective 01 January, 2015 the income categories are as follows:
$0-$30,466              Category 1
$30,467-$36,993     Category 2
$36,994-$47,873     Category 3
$47,874-$59,841     Category 4
$59,842-$76,162     Category 5
$76,163-$88,079     Category 6
$88,080-$103,622   Category 7
$103,623-$129,572 Category 8
$129,573-UP           Category 9 
Each spring, when signature forms are renewed, you must once again bring in your current LES,1040 form, and three consecutive pay stubs to verify your income bracket. Parents who elect not to show proof of income are always placed in the highest income bracket.  Parents are required to report changes in income throughout the year.  If it is determined that a parent failed to notify us of an increase in income, back charges will be assessed.  All changes in income should be reported as soon as possible throughout the year. 

METHOD OF PAYMENT
Weekly tuition is due on Monday morning and payments are accepted Monday through Friday from 0700 until noon.  Services must be paid for in advance. THE CDC accepts credit cards (Visa & Mastercard), cash, checks and money orders. Checks and money orders should be made out to MWR. Monthly programs are due the 1st of each month.  Parents are expected to pay for services at the Center whether their child is present or not.  We cannot reduce fees for illness or vacation.  In order to hold your child's place at the CDC, full fees are due each week.  No reimbursement will be made for Center closings for any reason. Drop-In fees are due the day your child uses the Center unless other arrangements are made in advance with the Center director.  The rate for drop-in care is calculated per hour only.  

LATE PAYMENTS
A late fee of $20.00 is charged to any account not paid by close of business each Tuesday. If your account remains delinquent on Wednesday, your child will be ineligible to use the Center unless other arrangements are made with the Director.  Following a termination of a child's enrollment for nonpayment, the parent's command will be notified and all appropriate collection actions will be taken. An additional $20.00 fee is charged for re-instatement to the program after termination for non-payment.

RETURNED CHECKS
All checks returned by the bank for non-payment will incur an $8.00 fee plus the amount of the check.  After two (2) returned checks, parents will only be permitted to pay for services in cash.


WITHDRAWING FROM THE PROGRAM
The TRACEN CDC requires two weeks advance notice of intent to withdraw a child from the Center.  This notice                      requires a signature.  Forms are available from the office.

DEPOSIT FOR ENROLLMENT 
When a family wishes to enroll in a Center program, a $100.00 non-refundable fee is charged as the completed enrollment package is turned in.  A starting date for a child to attend the Center cannot be ascertained until all forms are completed including emergency contact numbers and medical information. 

HOLIDAYS and SCHEDULED Closings
The TRACEN Child Development Center is closed on all federal holidays.  Consistent with Coast Guard Policy, no discount is given during these weeks. The Center is also closed the following days or times:  The Friday prior to Labor Day (training/in service) and the Friday following Thanksgiving; ½ day before Thanksgiving, Christmas,  and New Year’s Eve, as well as ½ day on August 4 for Coast Guard Day. The half day closing time is 1130 as no lunchtime meal is served. 

CANCELLATIONS
The CDC should be notified as soon as possible if your child will be absent. This will enable us to effectively use the space available, and keep costs down.  A phone call is always appreciated to inform us of your child's illness (especially contagious conditions) or if your child is just having a special stay at home day! 

 RENEWAL OF FORMS
Each year all signature forms must be re-submitted. Likewise, a current physical and updated shot record must be brought in.  At the time of form renewal, a current LES and spouse's earning statement must be submitted as well as a completed 1040 form.  Failure to produce income information will result in your fee going to the highest bracket.  Failure to renew forms and update health records will automatically cause dis-enrollment of your child.  Ample time is given for compliance (minimum of 30 days).

ATTENDANCE SHEETS and SIGNING IN AND OUT
Signing a child into a classroom and leaving all the required information is one of the most critical components of the day.  Children are counted every fifteen minutes and faces are matched to names on the sign-in sheet. Therefore, it is imperative that your child’s name be on that list when she is here.  We must have a working contact phone number each day in case of an emergency.  Leaving a disconnected, non-working phone number or a number where you cannot be reached, is considered a serious breach of commitment to the safety and security of your child and it is also grounds for exclusion from the Center. All children attending the TRACEN CDC must be signed in and out by a parent, guardian or other designated person.  No child can be signed in or out by a person under the age of 18 unless such person is the child's parent.  Once a parent signs a child in on an attendance sheet in the classroom, the teacher assumes responsibility for the child.  As soon as a parent signs the child out, they have resumed all responsibility for the child.  We ask that all parents understand the ramification of this policy.  Children may not enter nor leave the building without adult supervision.  When removing your child from the Center during the day, (for an appointment or lunch) you will need to let a teacher know and sign your child out. Upon your return, please sign your child in and present him to a staff member before you leave. Do not leave your child at the door unless you are sure the staff is aware of your return.  

RELEASE
Your child will only be released to authorized individuals listed on the enrollment forms.  No child  will be released to someone not included on the child's file.  In order to authorize additional persons, you must submit authorization in writing. Telephone authorization will not be accepted.  Anyone unknown to the Center staff will be subject to a photo ID check. If an unauthorized person should arrive at the Center to pick up your child, the Center staff will notify you immediately.




RELEASE OF CHILD(REN) TO IMPAIRED PERSONS
Neither the government nor its agents have the authority to withhold a child from a parent or legal custodian that has not otherwise been legally restrained from the child.  However, when the child may be released to a designee other than a parent or legal custodian a child may be withheld from this designee if there is cause for concern.

If a parent or legal custodian arrives to pick up the child(ren) from the CDC and that person appears to be in a state of intoxication, the CDC Director or designated person in charge shall be notified.  The CDC Director or designee will attempt to convince the parent or legal custodian not to take the child or drive the child in a car.  The CDC Director/designee will assist the parent or legal custodian in locating another person to pick up the child(ren).  If the parent or legal guardian insists on taking and driving the child(ren), the CDC Director/designee will remind the parent or legal guardian that driving under the influence of alcohol or drugs with a child(ren) in the vehicle constitutes an act of neglect that falls within the jurisdiction of the Division of Youth and Family Services (DYFS).  The CDC Director/designee shall then immediately notify the TRACEN Police Force and provide the parent’s or legal guardian’s name, license plate number, make and model of the vehicle.  Immediately following this notification, the CDC Director/designee shall notify the chain of command and Family Advocacy Program Director.  The Center Director will ask the Family Advocacy Program Director to notify DYFS.  

If a person other than a parent or legal custodian arrives to pick up the child(ren) from the CDC and that person appears to be in a state of intoxication, the CDC Director or designated person in charge shall be notified. The CDC Director/designee shall withhold the child(ren) from this person and contact the parent or legal custodian.  Should attempts fail to contact a parent or legal guardian in this case, the Family Advocacy Program Director shall be notified for further referral to DYFS.  This applies even if the person is a release designee authorized by the parent or legal guardian.

LEGAL CUSTODY
A child is presumed to be in the legal custody of the child's natural parents and therefore, may be released by the Center to either parent upon their verbal request.  However, the child may instead be in the legal custody of legal guardian.  In this case, a true copy of the legal document assigning legal custody to someone not the natural parent of the child must be provided to the Center.  The Center may then release the child to the legal guardian upon verbal request.  Neither the 
government nor its agents have the authority to withhold a child from a natural parent or legal guardian absent a court order. 
If the child should not be released to either a natural parent or a legal guardian due to a restraining order or other Court decree, a true copy of the restraining order or Court decree must be provided to the Center.  Unless the Center has received this paperwork, a child will be released upon request to a natural parent or legal guardian. 
The Center will notify our TRACEN Police Force should an unauthorized person attempt to obtain release and removal of a child.  In order to facilitate our response to such attempts, you are strongly encouraged to keep the Center staff fully apprised of any persons or circumstances that may lead to such an attempt. 

VEHICLE PARKING & SAFETY
Do not leave your car running while dropping off or picking up your child or any other child.  Children must be placed in required car seats.  People ignoring these policies will be reported to TRACEN Security, their command, and may lose their privileges at the Center.  The Center has five designated parking spots for safe and easy access to the main door.  These spots may not be used for day-long parking.  It is illegal to park at the yellow lined curb as well as in the designated handicap spots without proper Motor Vehicle identification.  Failure to comply could result in a ticket or revoked parking privileges on base.   Please note that the parking area is one way.  Cars need to enter the lot via the opening closest to the Chapel and exit at the rear of the lot.  Please observe all posted signs. 

REST TIME
All full day yearly programs have a rest time.  While sleep is not required, all children are encouraged to rest.  For this reason, children cannot be accepted or signed in during the rest period. Children under two may need several short rest/nap times and the day is scheduled to accommodate this.  Rest time varies from room to room and the age of the children.  If a child falls asleep, it is likely that the child's body requires that sleep and the staff will not deprive any child 
of this basic need.  If a child has rested quietly for a short period of time (twenty minutes to half an hour), the staff will allow the child to begin a quiet activity.  Parents should send a blanket, pillow and perhaps a soft cuddly toy to make                                 rest time both comforting and relaxing.  The Center cannot provide these items so it is important that you remember to send them each week.



FIELD TRIPS
When a class is planning a field trip that involves going further than the children can walk, detailed information and a permission slip will be sent home. No child is permitted to attend a field trip function without written parental consent. Children who do not intend to participate in the day's activity need to be left with a back up provider outside the Center.  Field trips are considered special events and may on occasion require payment of an admission charge. Any field trip fee is the responsibility of the parent. The state of New Jersey requires car seats for all children under 8 years old or 80 pounds. It is the parents’ responsibility to bring the required car seat needed for their child on the day of the event. Parents are invited and always encouraged to attend these outings.

NON-VIOLENCE POLICY
The TRACEN Child Development Center will not permit weapon-like toys, or toys of a violent nature to be brought into the Center.  Clear examples are water pistols, plastic swords, cap guns and play rifles.  Our position is to eliminate aggressive, violent play while the children are at the Center.  Likewise, verbal threats will not be tolerated. Parents will be notified if their child repeatedly talks about harming himself or others. This will not be confused with the dramatic play that dominates much of early childhood development.

ITEMS FROM HOME
We ask that you please leave your child's toys at home or in the car so those favorite items are not lost or broken at the Center.  Children may bring a soft toy for rest time and books are encouraged as well.  Classroom staff will communicate to you if something special needs to be brought in on a particular day. The CDC is not responsible for any item brought from home. 

DAILY CHILD ACCOUNTABILITY
It is extremely important that you leave an accurate phone number when signing your child in each day.  This is the first number we will call in case of a physical symptom causing concern, accident or injury.  Feel free to leave updated emergency contact numbers whenever necessary.  It is imperative that the Center be able to contact someone in case of an emergency. 

BIRTHDAYS AND SPECIAL DAYS
Birthdays are celebrated once a month and the children have cupcakes midmonth.  This is a baking experience for our pre-schoolers and special treat for all. By celebrating once a month we are eliminating the need for parents to bring store bought goods.  Children are still remembered on their “special” day with a special chair, crown, or other birthday remembrance. We ask that no gifts be brought to the Center by either the parents or the other children in the room. It is discouraging for other children whose parents do not opt to do so or perhaps could not afford to bring a gift.  Likewise, invitations for a party to be held elsewhere cannot be given out at the center unless the entire room is being invited.  It is very difficult to explain to a young child why they weren’t included.  We appreciate your sensitivity in this matter and helping us avoid hurt feelings. No other birthday celebrations can be honored. Balloons are not permitted. 

SPECIAL EVENTS
Throughout the year, notices will be posted regarding upcoming events. Often, your attendance is all that is required. Occasionally, the Center may call upon you to help provide an extra item for some festivity.  Your participation is greatly appreciated.  In order to assist the staff in planning for those times, a sign up sheet will be available with a list of items needed. You are reminded if the item is a food, it should be brought in its original state or unopened packaging. We remind you also that we are a nut free facility so be sure to read labels carefully. 

BOOKMOBILE
The two classes of preschool children attending the CDC visit the Cape May County Bookmobile on Thursdays. Each class visits alternating weeks. It is very important to us that children learn the joy of reading and the first step is their exposure to books. The librarian works loosely with the staff in providing books on current holidays, events, units and themes.  Children who obtain a library card are permitted to check out a book and take it home to share with their family.  It is our hope that parents will read the book to their child.  This will foster imagination, learning, and curiosity as well as create a unique bonding time for families.
 
OUTSIDE TIME
We are fortunate to have play yards for running, jumping, climbing and games.  Our play areas are impact surfaced for your child's safety.  Play equipment is age appropriate for your child's group.  All children play outside at least thirty minutes twice a day, weather permitting.  If your child comes to the Center, it is presumed that he is well enough to participate in all activities of the day.  Please do not expect your child to be kept inside because of a cold.  Children not well enough to participate in all aspects of the day should be left with a back-up provider outside the CDC.  Your child should have appropriate outdoor clothing for the day's weather.

CLOTHING
Dress your child for an active day! Clothing worn to the CDC must be comfortable and washable.  The children get messy and dirty on a regular basis.  Children should not wear anything that will be ruined if soiled or stained.  There will be times during the day when the children will sit or play on the floor and in the playground. We prefer clothes that children can easily manage, such as pants with elastic waists.  Children often have accidents simply because they could not manage buttons, belts or suspenders in time!  Children are required to have an extra set of clothing, including shoes and socks, in their cubby.  Even children who are totally potty trained will have an occasional accident, spill a drink, drop paint, or perhaps sleep too soundly. On special occasions, you may want your child to “dress-up”.  We will attempt to avoid messy play or activities on these special days.
Every child is required to have a seasonal jacket or coat available at all times.  ALL clothing should be labeled.  Clothing worn should be adequate for the ever-changing climate.  Often, the playgrounds are much cooler than surrounding areas and are frequently subject to strong, cool wind.  Children are expected to have mittens, gloves, scarves, hats, etc. when necessary.  In summer, insect repellent and sunscreen are recommended.  Shoes must be closed on all sides and without slick soles that may cause the children to slip and possibly injure themselves. Sneakers or tennis shoes are recommended. Absolutely no thongs, slaps, flip-flops, jellies, choclas or sandals of any kind!  All diapers must be disposable.  If your child soils their clothes, the staff is not allowed to wash them out.  This is a health safeguard. These guidelines come from the American Academy of Pediatrics.  We bag the soiled clothes and send them home.  All children in diapers, pull-ups or training pants must come to the Center with a sufficient supply of diapers and wipes.  Young children and babies need to bring bibs and crib sheets as well.
Although the Center has a few spare articles of clothing for emergencies, many children are squeamish about wearing someone else's clothes.  Please be sure your child comes prepared for the day. Children will not be allowed to stay if they are not prepared.

WEATHER CONDITIONS
The TRACEN Child Development Center follows the Command's directive concerning weather conditions and closings.   If parents are uncertain about the operation of the CDC due to weather conditions, they should call the Weather Hotline at 898-6700.Notification will also be sent home via the TEXT ALERT line. 

EMERGENCIES AND EVACUATIONS
In the event of an actual emergency, (medical, fire, weather, etc.) appropriate action will be taken in accordance with the disaster and mass casualty plan at TRACEN.  We will always try to contact the parents.  Emergency procedures are posted in each classroom to facilitate quick action.  The children will exit the building and wait with the staff for directions from the fire department, if necessary.  Our alternate emergency site is the gymnasium or the Oceanside Club.  Notice will be posted on the front door of the CDC and parents will be notified as to where to pick up their children.

CDC DISASTER and MASS CASUALTY PLAN
In case of a disaster, we shall take the following steps:
Evacuate the building and clear the area (moving west or north).
Assemble in the playground area and take roll.
Call the TRACEN Fire Department and clinic emergency number #911.
After all people are accounted for, relocate to the gymnasium/club building by walking. The younger children may be carried by cart or crib.
Follow any instructions given by the Fire Department.

Specific staff assignments are as follows:
In charge………………….…Director
Evacuate Infants…………..Infant Lead Teacher
Evacuate Ones………….…Ones Lead Teacher
Evacuate Toddlers………...Toddler Lead Teacher
Evacuate Pre-School…....…….....Lead Teacher
Evacuate Pre-K………………….…Lead Teacher
Call TRACEN Fire Department… .Director
FOOD SERVICE

Breakfast, lunch and snack times are used as educational opportunities and social occasions.  Once a day, a healthy breakfast and lunch are served.  The CDC serves only 100% juice and/or milk daily. Snack is provided for all children over the age of one.

Lunch is served “Family Style” and children serve themselves.  This is a life skill children will need when they go to school. A staff member sits at the table with the children to give assistance as needed.  It allows passing of bowls, learning about portions and prevents the children from being overwhelmed by too much food on their plates.  The children learn to pour their own beverages.  Upon finishing a meal, the children clear the dishes from the table, another life skill. You are encouraged and welcome to join your child for lunch.  Please pay a nominal fee for your lunch if you join your child (currently $3.25).  NO OTHER FOOD WILL BE SERVED during mealtime unless a baby is transitioning to the One Year Old Room or for documented special needs (i.e. medically documented allergy-driven foods.)  Every effort is made to accommodate the needs of children transitioning from the Infant Room to Center–provided lunch.  Parents should feel free to augment lunch with foods from home during the early phase of one year old transition.    

 If you prefer your child be given meals from home, you may do so in our kitchen area. Please remove your child from his regular classroom until the room meal is finished. 

The Center is a nut-free facility and we ask that you send nothing with peanut butter or nut meats as part of the ingredients.  Although we do not serve peanut butter, peanuts, confections with nuts, etc, the Center cannot guarantee that every family will abide by our peanut-free standard; this means it is possible for a child to enter the facility with peanut residue on his hands or clothing.  

Our lunch menu rotates on a four week cycle and changes four times per year.  This allows the children a greater variety of foods and a chance to experience some foods that you may not prepare at home.    


PERSONAL PREFERENCES
Due to the large number of children attending the center, we cannot accommodate "personal preferences" during meal times. This means only center lunch will be served unless your child has a documented allergy to a food product/category and a special needs meeting (SNRT) has been held.  In that case, the galley will supply an alternative meal.  The same goes with milk products.  All children will receive the regular whole or low fat milk provided by the galley unless there is documentation in the child file stipulating there is an allergy, a food plan in place, and a Special Needs Resource team meeting has taken place.  This will eliminate the possibility of a child receiving the wrong “special” milk. 
  
 
BREAKFAST
Breakfast is served at the Center at 0800.  All arriving children may partake of Center breakfast provided they are here when the meal is served.  Breakfast cannot be held for arriving children. Foods served at this time of the day are usually whole grain cereals including oatmeal, fruit, yogurt, cheese, toast, bagels, muffins, juice, milk, eggs, French toast, waffles or pancakes. 


AFTERNOON SNACK 
Snack is served to the children after the afternoon rest period.  This snack is usually a finger food and can include fruits, cheese, crackers, pretzels, juice or milk.  Parents are welcome to augment afternoon snack for their child’s class provided the snack is nut free and arrives pre-packaged and sealed in factory container or packaging. Fridays are earmarked as Fresh Fruit Fridays and we love it when parents send in a seasonal fruit for the class to share. 








MEDICAL INFORMATION

The TRACEN Child Development Center cannot adequately care for children who are sick without compromising the care of the remainder of their class.  For this reason, it is imperative that each child has back-up care providers.  Children will not be admitted to the Center if their presence will endanger the health of others.  We at the Center understand that compliance with the following health policies is extremely difficult for working parents. However, these policies protect all of us.  When children are brought into a group setting, the spread of illness is a common problem.  

Proper precautions along with immunization requirements and health evaluations are necessary to protect the health of the children and staff in the Center. Please update shot records with the office as immunizations are received.
Using the NAEYC guidelines, the decision for keeping your child at home (or for us to send your child home) is based on the “comfort of the ill child, the protection of well children and staff.”  These guidelines are enforced for everyone.  Please do not ask staff to make exceptions.

If a child has a temperature of 100.5 degrees or greater, the parent will be called.  The Center will use the axillary method (under arm) when taking a child's temperature or digitally scan the child’s forehead.  If your child is sent home with a temperature, you must not bring your child back to the Center for 24 hours. 
 
We are aware that all temperatures do not indicate infectious or communicative illnesses. It is done as a safety measure for all involved.  As a safety measure we require exclusion until the child is “fever- free” without medication for 24 hours.

If a child has 2 or more episodes of vomiting or diarrhea, the parent will be called.  Just as there are many reasons for a child to run a fever, there are many reasons for a child to experience gastro-intestinal problems.  A child may return to the Center once the child is symptom free for a period of 24 hours.

If a child has an undiagnosed rash or contagious skin condition, the parent will be called.  Often there is an easy explanation for skin rashes, but the Center must receive a written explanation of the child’s condition and notification from a physician, nurse practitioner or physician assistant, that the child can safely return to the Center. 

If a child has a runny nose that is foul smelling, excessively thick, a color other than white or yellow and it has been an ongoing problem for more than 5 days, the parent will be called. Although a runny nose is a way for the body to fight a viral infection, the child must be able to participate without mucus continually pouring down her face. A child with this symptom accompanied by general lethargy, pulling at the ears, complaining of an earache, a temperature or watery eyes usually needs more care than we are able to provide without compromise to the remainder of the children.

The parent will be called if the child experiences any of the following: unusual lethargy, wheezing, uncontrolled coughing or croup-like cough, irritability, persistent crying, or other unusual signs.

If several (more than 4-5) children are being sent home with similar symptoms within a close time frame, the center reserves the right to send home children with the same like symptoms after a singular episode (i.e. one diarrhea episode, one bout of vomiting).









NOTICE OF INCLUSION
A doctor's note is required, as proof that a health care provider has appropriately treated the child, or ruled out a contagious condition if management suspects this to be a real possibility.  A doctor, nurse practitioner or physician assistant must sign all notes.  In addition, the following schedule will be used as the earliest inclusion times or the conditions listed.  Our inclusion times take precedent:

Conjunctivitis:     One full day after medication has started
RSV: (respiratory syncytial virus):    5-7 days after onset
Lice, scabies, other infestations:      1 full day after treatment has been given/ Nit free
Impetigo:     1 full day after treatment has begun
Strep Throat:  2 days after initial dose of antibiotics has started
Chicken Pox:   All sores must be completely crusted over
Coxsakie Virus:  All sores in mouth must be gone and no fluid filled blisters
Pertussis:    5 days of appropriate antibiotic treatment
Mumps:      9 days after parotid gland swelling begins
Measles:    At least 6 days after onset of rash
Hepatitis A Virus:   7 days or as directed by the Health Department when passive immunoprophylaxis has been administered to appropriate children and staff
Ringworm:   Lesion(s)  must be covered with appropriate bandage.
Molluscum Contagiosum :  Affected areas must be covered and child may not participate in communal water activities. 

Please let the center know when your child has something that is contagious.  Exposure notices give parents a chance to plan, and keep an extra close eye on their child. 
The TRACEN Child Development Center reserves the right to request written permission from the child's physician verifying treatment and approval to return to the Center. 

FLU IMMUNIZATION
All children attending any Coast Guard Center and all staff members working in the centers are mandated to receive an annual flu vaccination. This also aligns with the state of New Jersey policy for pre-school and kindergarten. All babies over the age of six (6) months must also receive the immunization. Cutoff date is 1 December.


MEDICATION 
Only medications authorized by your child's physician will be administered at the Center and only when proper paper work is filed with your child's teachers.  Medication forms are available in the lobby and must be signed by a physician and parent to be valid.  To ensure that your child receives the proper dose, parents should provide an appropriate medicine dropper or measuring spoon. Medicines must have the pharmacy label to assure the proper medication is being given in the proper dosage to the correct child.  Medication is not to be stored in your child's cubby but should be handed directly to the staff.  Please refrain from storing medication in backpacks. This is to protect children from opening the packs and attempting to ingest it. Please remember, if your child arrives at the Center having taken temperature reducing medication, it is only a matter of hours before it wears off or the child will be too lethargic to participate.  In either case, chances are your child will be sent home.
The staff is not permitted to give nebulizer treatments to any child, nor any respiratory therapy/treatment to a child younger than 12 months of age. A parent must come to the center to administer inhalants to an infant.  


BACK-UP CARE PLAN

It is imperative for parents to expect and plan for the “unexpected” days throughout a child’s early years when he will need to stay home.  It is important that you understand that children in childcare settings are sometimes prone to illnesses through exposure to the colds, flu and contagious diseases of other children.  This exposure happens long before any visible signs of illness are present.  While the children in group care will gain more resistance to infections and illnesses, at the time of sickness each family needs to have a back-up caregiver in the event their child needs to be sent home from the Center due to illness.  



HEALTH INSPECTION

A daily health inspection may be conducted upon your child's arrival at school.  It is important for us to know whether your child has received any medications, had unusual symptoms, coughs, congestion, reactions etc when you drop off for the day.  This way we can assess your child’s well being throughout the day and let you know whether the cough worsened, seemed better etc. 

 If the teacher or Director feels that a child is not well enough to participate in program activities, the parent will be informed that the child cannot stay.  If your child becomes ill, you will be notified. Parents must pick up their child within one hour.  Parents who fail to do so will be charged a late fee of $15.00 for any portion of a quarter hour past the first 60 minutes. Each case of illness is different, and will be decided individually after consultation between staff, parents and administration.  The basic question is: Can the child participate with reasonable comfort and receive adequate appropriate care without interfering with the care of or posing a threat to the other children?  It is requested that you respect and abide by these health policies. 

These guidelines are recommended by the American Academy of Pediatrics, the Division of Maternal and Child Health (U.S. Dept. of Health and Human Services) and by the National Association for the Education of Young Children.


SERIOUS ILLNESS OR ACCIDENT DURING OPERATING HOURS
In the event of a serious accident or illness, the Director or Assistant Director is authorized to have the child taken to the Coast Guard Dispensary, or to call for an ambulance transport.  Medical personnel responding will make the determination to have the child seen by TRACEN's physicians or transport to Cape Regional Medical Center.  Every attempt will be made to contact the parents via telephone.  All emergency numbers will be exhausted. Medical Consent Authorization is kept on file at the Center in the event of such a situation.  No child may be permitted into any CDC Program without this form being signed and notarized.



























DISCIPLINE
Discipline in the Coast Guard child development programs is intended to provide positive guidance, use redirection, and set clear behavior limits. The goal is to assist a child in gaining self-control, self-respect, and consideration for the rights and property of others.

Corporal punishment and humiliating or frightening punishment are forbidden, e.g., spanking, hitting, slapping, pinching, shaking, biting, or any other form of physical punishment.  Verbal abuse, threats and placing a child in a confined space are also forbidden. This does not preclude "cool down" or removal from the group for brief periods when peer group attention contributes to unacceptable behavior.  Children shall not be punished for lapses in toilet training.

Discipline is not viewed as punishment, but as a means of teaching what is acceptable, and helping them to develop the inner controls needed to function as positive, productive individuals. 

The following behaviors are examples of unacceptable behavior: hitting, biting, scratching, kicking, throwing, or any other physical action that may cause harm to other children or adults, repeated refusal to comply with Center rules and behavior that is (or could be) harmful to themselves.  When a child exhibits such a behavior, she will be redirected or given a warning.
 
When a child has a recurring, persistent problem, a behavior incident report will be sent home.  Parents of children with chronic behavior problems will meet with the Director to find amicable solutions.  In the event that no such conclusion is reached, a child may need to be temporarily suspended from the program.

Suspension is for 15 Center days.  Because this alternative is considered a drastic measure, all other reasonable options will be exhausted first.  This usually means the Family Services Administrator will be involved.  During the suspension period, the parents are responsible for their child's fees as usual. It is imperative that the parent and staff work together in changing inappropriate behaviors.  Consistency is crucial to success. 

The Center recognizes that our children are very young, and some behaviors are indicative of their stage of development.  However, no child shall remain enrolled in the Center if he/she:
Presents continual, deliberate harm to the other children; or
Requires more care than the staff can adequately provide without compromise to the other children; or
Causes such a continual disruption to the class that activities cannot be completed.
 
A child's discipline and behavior are the responsibility of the parent.  A child who continues to disrupt the Center's activities through behavior problems will be expelled from the Center.  All parties involved need to work together to prevent ANY behavior problem from reaching this stage.  Parents have the right to appeal dis-enrollment.

BITING
Biting is discussed on page 7-8 of this handbook. In regards to discipline, if biting persists once a child is over three years old, it may be necessary to suspend the child. If a bite breaks the skin, the injured child must receive medical attention.  

ADJUSTMENT PERIOD
Often, there is a period of adjustment for children entering a childcare Center for the first time or moving to a different program.  It is imperative that the staff has the cooperation of the parents in working through this period.  In some cases, the adjustment is harder for the parent than the child and frequently tears are for your benefit. The first days, weeks or even months may be difficult for your child.  The Center affords children the opportunity to explore his autonomy in a safe, monitored environment.  The key, however, is that you will not be there to pick your child up after the bumps and spills. Potentially, this is unsettling for your child until she trusts the staff.  We recognize that you, the parents, play the central role in your child’s life and we are prepared to help children when they tell us only mommies put their coats on.  It is important to remember that children are flexible and adaptable. No matter what your child’s initial reaction to the Center may be, he will settle into the routine over time. 

TRIAL PERIOD
The Center reserves the right to a trial period of two weeks upon admitting a child to any program.  If after the two weeks the Lead Teacher and the Director do not feel we can offer appropriate services for your child, the child will be withdrawn.  If problems develop at any time during your child's care and education at the CDC, parents will be notified.


DIS-ENROLLMENT
The Child Development Center may dis-enroll a child for reasons that include, but are not limited to:
Failure to update forms on an annual basis;
Providing incomplete or false information on any form, including income verification;
Failure to pay tuition;
Loud, abusive or disruptive parent behavior including but not limited to yelling, berating a staff member, use of profanity; and
Children whose behavior poses a safety threat to themselves or others.
Unacceptable behavior in a group setting includes but is not limited to excessive pushing, scratching, biting, temper tantrums, kicking, hair pulling, pinching or similar physical conduct or actions.
Decisions to dis-enroll a child must take into account the age and development of the child involved. For example, biting, while unpleasant at any age, is considered a temporary stage of development for some children between the ages of 12 and 36 months.  
Unless the behavior causes immediate harm to a child or a staff member, the director or designee will inform the parent that if this behavior occurs again the child may be dis-enrolled. Parents have the right to appeal the dis-enrollment decision to the Commanding Officer whose decision is final.

APPEAL PROCESS
Every parent has the right to appeal an adverse decision made in reference to his or her child.  Parents are encouraged to actively participate in major decisions.  Undoubtedly, parents of children with discipline problems will have had conferences prior to this point with the Director, Lead Teacher and Family Programs Administrator.  Sometimes, however, you may decide that you do not agree with the resolution.  If this is the case, you may formally appeal the decision.  To do so, you must put all pertinent information in writing. All parents have the right to take their appeal through the chain of command starting with the MWR Director.  A decision will be rendered in one week.  During this time your child may use the CDC.

PARENTAL DISCIPLINE AT THE CENTER
The Center acknowledges that each family has the responsibility and right to rear their family according to their beliefs, customs and knowledge.

However, it is imperative while you are at the Center, that you refrain from any form of corporal punishment towards your child, in view of others, whether staff, adult or child. Likewise, it is inappropriate for a parent to reprimand, scold or discipline (i.e. send to time out) any other person’s child.  Although you may strongly feel that intervening in this manner is warranted, it is the lead teacher and staff’s responsibility to do so. If you feel a problem exists that has gone unnoticed by Center personnel, please do not hesitate to let them know. 

PARENTAL INVOLVEMENT

The TRACEN Child Development Center has an open door policy with our parents.  You are cordially welcome at any time during operating hours to stop and see your child, share lunch, take him out for a brief walk or other activity.  You are also more than welcome to read to the class, help with an activity, and join in exercise time.  We encourage you to make regular visits. This will give you a chance to see how your child spends her time with other children.  Your child will also be proud to have you there. 

Every effort is made at the time of enrollment to provide a clear overview of the Center’s programs and mission, our rules and regulations, and our expectations of you as a new partner in our program.  Feel free to ask questions, pose concerns and really watch to see if our staff and program are what you have in mind for your child.  Our accreditation with the National Association for the Education of Young Children means we will do everything in our power to provide your child with age fitting activities in developmentally appropriate ways. Our curriculum is constantly emerging and is generated by the children’s own natural curiosity.  
All classes are recorded each day.  The system permits review of the classrooms from many angles.    
A daily report is written for each child.  This is usually found in your child's cubby and should give you input on your child's day.  You should know from this short note if anything special is required for the following day, what supplies, if any, your child needs to bring as well as general information about his appetite, sleep pattern that day, behavior, learning skills and accomplishments. 
A newsletter is sent out to the parents with information about upcoming events, special programs, reminders and parenting articles.  It provides a broad overview of the month in advance. 
We understand that as a parent you experience new challenges each day.  Our resource library contains information on many parenting issues including potty training, temper tantrums or appropriate literature for children.  We have book and video format available for you to check out. 
Parent - Teacher conferences will be held four times per year and on an as-needed basis.  We encourage you to talk with your child's teachers on a regular basis.  To better understand your child, the staff needs opportunities to talk with you about her.  You should also feel free to call the Center and speak to your child's teacher or the Director at any time during the day.  If a teacher is unavailable, your phone call will be returned at the earliest opportunity. Please feel free to contact us to discuss our program, any situation at home, scheduled events, etc., which you feel would help us with your child. 
Your participation is an important part of what makes our Center a special place for both parents and children.

CURRICULUM NIGHT/OPEN HOUSE
In the Fall, there will be a Curriculum Night for each classroom.  This is an excellent opportunity for parents to visit their child’s classroom and learn about the specific plans and goals of the program for the year.  It is also a good time to “visit” the next room your child will move to.  

FAMILY SOCIALS AND DATE NIGHT
Each year there will be several opportunities for families to get together through barbeques, class events, parties and other fun times.  These social times will provide a chance for parents to meet with other families, teachers, student interns, and student trainees in a social setting.  Several “Date Nights” are woven into the year to provide a special time for parents to leave their children for a few extra hours for some alone time or “down” time without hiring a sitter.  Details and specifics are published at least 2 months in advance in the newsletter.

GIFT-GIVING POLICY
The TRACEN Child Development Center strongly discourages expensive gift-giving to our staff, interns, student trainees or management. Gifts can sometimes cause stress and competition between staff and families. However, we do understand that families like to show their appreciation.  Homemade items and notes of appreciation are always welcomed. Group gifts for the classroom such as a book or puzzle are also thoughtful. Please refrain from bringing any food gift to the classroom for teachers to share due to center restrictions. 

CHAIN OF COMMAND
If you experience problems that you feel are not being adequately addressed by on-site management, please seek assistance properly by using the chain of command. The Center’s chain of command (after Center Director) is:

	Director of MWR				898-6804
	Comptroller Branch Chief			898-6927
	Support Services Division Officer		898-6300
	
TRACEN CHILD DEVELOPMENT CENTER
TOUCH POLICY
Purpose: To provide the TRACEN Child Development Center with guidance and policy pertaining to responsibilities and standards to be observed regarding appropriate physical contact with children in all the Center's programs and activities.  This SOP applies to all CDC staff and volunteers.

Definitions:
MINOR:   An individual under the age of 18 years, or incapable of self support because of a mental or physical incapacity, who is a dependent of a military member (active duty or retired) or other eligible patrons who are enrolled in the CDC programs.
APPROPRIATE TOUCHING:   Appropriate touching responds to the human need for physical contact.  It is a critical element in child nurturing and guidance and involves adult respect for the personal safety and well   being of the child.  Examples of appropriate touching include, but are not limited to: cuddling, holding the child, especially infants and toddlers; holding the child gently but firmly during a temper tantrum that may result in the injury to the child or other children; allowing the older child ages 3-5 to sit on the adult's lap (at the child's request), hugging, reassuring touches on the shoulder, head or back, and naptime back rubbing, kissing of a child's hand or cheek for comfort.  Appropriate touching should only occur at the request/consent of the child. 
INAPPROPRIATE TOUCHING:   Inappropriate touching involves, but is not limited to coercion or other forms of physical contact which exploits the child's lack of knowledge, satisfies adults physical needs at the expense of the child, violates laws against sexual or other physical contact between adult and child, and any attempt to modify child behavior with physical force. Examples of inappropriate touching include, but are not limited to: forced kissing, corporal punishment, slapping, striking, hitting, pinching, tickling for   prolonged periods, and fondling or molestation, sexual abuse and neglect.  Any physical contact that the child may or may not reject, which is not specifically necessary for the child's immediate safety, may be considered inappropriate touching.
MEDICAL PRACTITIONER:   Medical practitioner includes physicians and surgeons, psychologists, dentists, residents, interns, podiatrist, chiropractors, licensed nurses, dental hygienists, or any other person who is licensed as defined by New Jersey law.
NON-MEDICAL PRACTITIONER:   Non-medical practitioner includes state or county public health      employees who treat minors for venereal disease or other conditions; coroners; paramedics; marriage, family or child counselors; and religious practitioners who diagnose, examine or treat children.

Responsibilities:
The CDC Director (or designated representative):
Ensuring there is an annual staff development and training program dealing with appropriate and inappropriate touching of children.
Ensuring that this SOP is accessible to, and understood by all CDC staff and incorporated into the CDC orientation training.  All staff will receive instruction on appropriate and inappropriate touching prior to their first duty assignment with children.
Reporting all suspected violations of the touch policy to the MWR supervisor, the Family Advocacy Specialist, Child Protective Services, and to the Commandant CG-1112 immediately.
Prior to discussing disciplinary actions with an employee suspected of inappropriate touching or taking any such action, supervisors will consult with the Civilian Personnel Office, or NAF Personnel Office.  Every effort will be made to ensure staff is dealt with in a fair and just manner.

The CDC Staff:
Monitor each other for appropriate child touching and interactions.  Bring to the attention of the supervisor any individual that inappropriately touches a child intentionally or unintentionally.
Provide written statements to the Center Director of their observation of any accusation or violation of the touch policy.  If an employee did not observe the incident, a written statement of explaining non-observation must be submitted to the Center Director.
. Report immediately any verbal accusations from children regarding inappropriate touching by Center staff or parents to the Director.
Sign a statement of understanding and receipt of this SOP.

Parents:
Any parent who suspects, alleges, or expresses a concern that a child has been inappropriately touched by CDC personnel, volunteers, or other adults present in the Child Development Center can report to the Center Director, Family Program Administrator, or Child Protective Services, and has a right to report the suspected abuse directly to law enforcement channels.
Parents suspecting that their child was inappropriately touched by a CDC staff member are advised to have their child examined by a licensed practitioner within 24 hours to determine if any physical/emotional injury is present.

If a CDC staff member is accused of alleged inappropriate touching of a child, a signed statement from a medical practitioner or non-medical practitioner linking the staff person to the incident will be required to initiate any CDC staff disciplinary actions.



CHILD ABUSE PREVENTION & REPORTING

It is Coast Guard policy to prevent child abuse by promoting early identification and reporting of cases of alleged child abuse.  State regulations and Coast Guard policies require child development service personnel to report all instances of alleged child abuse or neglect.  Parents shall be informed of child abuse prevention, identification, and reporting requirements.  All Center staff will receive annual child abuse identification and reporting procedures training.

The Center Director will report any suspected child abuse to the Family Advocacy Specialist (FAS) and to Child Protective Services (CPS). If a parent suspects their child has been a victim of abuse by the Center staff, they should immediately report their suspicion to the Center Director and Child Protective Services.

PROCEDURE FOR REPORTING CHILD ABUSE IN A CHILDCARE SETTING:
Parents have a right to report their suspicions to the CDC Director, the FAS and all law enforcement channels.  All CDC personnel and volunteers are mandated by New Jersey law to report any suspicions of child abuse. If a staff member is accused of child abuse, that person shall be removed from direct contact with children until the allegations are found proven or not proven by the local Child Protective Services Agency or the equivalent agency with jurisdiction. If the investigating body substantiates the allegations, termination procedures shall be immediately initiated. No member of the Child Development Center staff shall investigate abuse allegations nor shall they interfere in any way with the Child Protective Services Agency (CPS) investigations. Parents do not have to give permission for a child to be interviewed by CPS workers investigating allegations.   

PROCEDURE FOR REPORTING SUSPECTED ABUSE OUTSIDE OF A CENTER:
Any staff member who suspects that a child has been maltreated by a parent or other individual is required to report their suspicion.  They may contact the CDC Director.  They have a right and responsibility to immediately report information directly to Child Protective Services and the CDC Director or designee.
The Director or designee shall immediately report the suspicions to CPS, the Family Advocacy Specialist, his/her immediate supervisor and to Commandant CG-1112 in accordance with the family advocacy program protocol. 

The center, via the chain of command, will inform parents in writing of any suspicions or confirmed incidents of abuse that may have impacted children in the center. 
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