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I-Welcome 
 
We are pleased that you have chosen JAM Early Education (JAMEE). We believe parents are 
their children's first and most influential teachers. Our goal is to work together in caring for 
children. This handbook is given to all parents at the time of enrollment, and anytime updates are 
made.  It is designed to acquaint you with our policies and procedures and to provide you with a 
glimpse of our approach to early education.  In addition to our policies, we abide by State 
Voluntary Certification Program (VCP) standards, Registered Ministry guidelines, and Child Care 
Development Fund (CCDF) guidelines. Any questions parents may have regarding this handbook are 
to be referred to the Lead Teacher, JAMEE Director, or Executive Director. 

 
Currently we offer: 

 

 FULL-TIME Early Education: Daily care and education that includes developmentally 
appropriate activities.  Full-time care is three (3) or more days a week. 

 
II-Philosophy 

 
Our school is guided by principles of child development and the philosophy of Reggio Emilia. This 
philosophy of early education was created in the small town of Reggio Emilia, Italy after World War 
II. The people of the destroyed villages set out to create beautiful schools. Their desire was for 
children to be viewed as competent and capable people with valuable ideas and opinions. Teachers 
follow the interests of the children through project work, while weaving in social/emotional & 
cognitive skills into the curriculum. One guiding principle of the philslophy is that children have 
“rights”. At the JAM Center we place special focus on the “Right to Nature” and the “Right to 
Create”. We view our classrooms as an extension of home life and hope to continually improve our 
practices through studying and applying this philosophy.   
 
JAM Early Education believes children have the right to a safe, nurturing, and choice-filled 
environment to succeed and learn.  We believe this is achieved through children’s independence, 
exploration of their interests, and expression of their individuality.  We promote respect, kindness, 
beauty, love, order, and a positive environment.  We value the religious, economic, cultural, and 
educational diversity of children and families, and we will work with you to incorporate these 
aspects into your child’s day.  
 
JAM Early Education educates children by giving hands-on activities and real-life experiences, 
children therefore find meaning in the work they do, which increases their depth of learning.  We 
introduce children to ideas starting with the simplest form of an idea (ex. putting on their shoes) 
and moving into more complexity (ex. tying their own shoes).  By teaching this way, we are 
creating an interest to know more about a topic and fully understand it.  We believe each child has 
a capacity for growth and development and is guided to develop in all areas: emotional, social, 
creative, physical, spiritual, and intellectual, by offering opportunities that are right for their 
current developmental needs.  We strive to nurture the lifelong enthusiasm for learning within 
each child. 
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III – Programs 
 
Consistency of Care 
We strive towards consistency of staffing within the classrooms. Teachers take the time to build 
relationships with children and families.  The teachers and directors also spend time in each of the 
classrooms so the children become familiar with them for comfort when there is a need to 
substitute.   

 
Infant – 6 weeks to 15 months 
We want every baby to trust their caregivers and know they are loved.   Hugs and cuddles are 
essential.  We promote this closeness by talking, singing, and nurturing.  Even diaper changes 
become a special time for close one-on-one interaction.  We want every baby to trust their 
caregivers and know they are loved. 
  
We begin building trust by getting to know each child's routine and work with parents closely to 
ensure consistency throughout each day.  Meals are provided by families until children are ready 
for table food.  Each child naps in their own assigned crib to ensure consistency according to their 
own schedule. 
  
Your child's first year is full of amazing developmental milestones from first words to first steps; 
our teachers keep you informed of their latest accomplishments.  We provide a daily record of: 

 Bottle Feedings & Meals 
 Nap Times 
 Diaper Changes 
 Questions & Concerns 
 Supplies Needed 
 Exciting happenings in the day 

We encourage babies to be active.  Inside activities include tummy time, rolling, crawling, pulling 
up, reaching, and more. Our classroom is designed for children to explore and make choices about 
their play.  Babies have access to a wide variety of interesting and challenging materials.  We also 
provide outdoor experiences, including walks in the stroller, so children can benefit from fresh air 
and the wonders of the outdoors. 
  
We believe that infants should be exposed to as much language as possible to support emerging 
language skills. Our teachers describe what they are doing, what is happening next, and read 
aloud.  It's never too soon to read to a child.  We play a variety of music at different times during 
the day to create a mood or evoke interest in sounds.  We facilitate babies' explorations of the 
world by offering a variety of sensory experiences to stimulate sight, sound, smell, taste, and 
touch.  We introduce materials such as water, paint, clay, and sandpaper just to name a few.   We 
utilize observation to determine the developmental level of your child. 
  
We transition children classroom by gradually introducing them to the toddler room prior to the 
actual date of change.   

 
Toddler – 15 to 36 Months 
The toddler room provides opportunities for unique real-life experiences with a variety of textures, 
sights, smells, and sounds.  Providing these opportunities fills children with the curiosity to 
explore.   
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Teachers give children real tools to do real work which builds their confidence and supports their 
initiative to learn.  Children do real work such as peeling, pulling, pushing, transferring, pouring, 
grasping, twisting, and other small motor skills.  Focus is placed on the child’s accomplishments 
instead of their mistakes by letting them praise their own efforts.  Teachers consider each child’s 
individual needs when planning work stations and offer open blocks of time for the children to work 
on different developmental needs.  Daily routines are in place for the children to follow which 
gives each child a sense of security and lets them know what is expected during their day.  Having 
routines also helps them with separation anxiety.   
 
Play is an important part of toddler development.  Parallel play is a form of play where children 
play side by side but do not influence each other’s behavior.  While playing alongside each other, it 
gives children the opportunity to observe and learn language development, social skills and 
problem solving. 
 

Preschool – 3 to 5 years 
“Each child is unique and an instigator of his or her own growth.  Children desire to acquire 
knowledge, have much capacity for curiosity and amazement and yearn to create relationships with 
others and communicate.”   -Malaguzzi 
 
Our curriculum focuses on the children’s curiosity.  We provide questions and materials to make 
them wonder and offer real problem solving challenges.  We guide all children to reach their full 
potential, supporting them to become independent, confident, and responsible.  We are sensitive 
to developing the whole child such as physical, emotional, intellectual, and social needs.  Each 
child constructs their own knowledge from direct interaction with the environment and in social 
groups.  We provide sufficient time for the children to express, learn, explore, extend and revisit a 
given project.  We offer a balance of self-directed learning through exploration of materials, 
experimentation with concepts, such as sink and float, and planned experiences based on the 
interests of the children determined through teacher observations, such as understanding symbols.   
 
Teachers carefully organize space for small and large group projects and small intimate spaces for 
one or two children.  Documentation of children’s work and collections that children have made 
from former outings and projects are displayed both at the children’s and adult’s eye levels, so 
children can revisit their work and visitors can understand the children’s thought processes.   
 
Children in the classroom have ample opportunity for unfettered creative expression.  They also 
use art as a tool for scientific investigation, such as bird watching or creating replicas.  We focus 
the curriculum on real things and on doing.  Children use real tools on real tasks such as cutting 
vegetables and hammering nails, which help develop their competence.     
 
Children learn not only by doing but also by talking, working with friends and persisting at a task 
until they understand it.  To support children’s learning teachers provide many opportunities for 
children to help one another or to work together on projects of their choice.  Language presents 
the shared experience necessary for building cognitive development.  Talking is necessary to clarify 
important points but also talking with others helps to learn more about communication.  Through 
interaction, conversation, and experimentation the children increase their skills and accomplish 
their goals. 
 

Continuity of Care & Transitions 
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In an effort to provide continuity of care and a high level of quality in childcare, we have developed the 

following plan to serve the developmental rights of children less than 30 months of age. 

Any child 6 weeks to 15 months will be enrolled in our infant room, following the ratio of 1:4. If the room 

exceeds 4 children, the enrolled infants will be assigned a primary caregiver. The primary caregiver will be 

knowledgeable and responsible for their assigned group of children, but also knowledgeable and responsive 

to the other children in the classroom. This will serve as a natural division of labor and provide a system of 

communication between caregiver and family. 

Any child 15 months-35 months will be enrolled in our toddler room, following the ratio of 1:5. If the room 

exceeds 5 children, the enrolled toddlers will be assigned a primary caregiver.  The primary caregiver will 

be knowledgeable and responsible for their assigned group of children, but also knowledgeable and 

responsive to the other children in the classroom. This will serve as a natural division of labor and provide a 

system of communication between caregiver and family. 

As a child approaches a transition, the family will be notified. A family member will be required to meet 

with the teachers of the next classroom up and conduct an observation on that classroom. This will help the 

family understand the next classroom and get to know the teachers. The transition will be a period of two 

weeks and include children visiting their new classroom and family to teacher connections. Children will 

transition together when possible.  

Every effort will be taken to ensure nurturing and consistent relationships between families, children and 

teachers.  

 IV-Schedules and Tuition 
 

Sessions 
JAMEE currently offers two (2) sessions; Session official start and end dates are pending GKB School 
Corporation start and dismissal dates. 
 

 Summer: June – August  

 School Year: August – May  
 

Registration 
A non-refundable registration fee of $30.00 is due at the time of registration for each session.   
These fees must be turned in prior to your child’s start date.  Families of children attending year 
round will be waived the summer session registration fee.  All children will be required to re-
register each fall during our enrollment period and pay a new registration fee.  This registration 
process ensures that JAMEE has up to date information for your child and your family. 
 

Parent Meetings 
When a child enrolls in JAMEE, a meeting will be set with the director and the teacher to orient the 
family on our policies, philosophy, classroom, and acquaint the teacher with the children and 
parents.   
 
A parent from each family will be required to attend a mandatory meeting each fall session to 
review our Parent Handbook and learn about our approach to early learning.   
 
In addition there will be two more meetings during the school year for families to meet with 
teachers and review their child’s portfolio.  
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Tuition 
 
Weekly Tuition: 

 Infants 6 weeks to 15 months - $135.00 

 Toddlers 15 months to 3 years - $120.00 

 Preschool 3-5 years - $110.00 

 School Age K-5th grade - $100.00 
 

Documentation Required For Your Child’s Records 
*Enrollment Application                       * Parent’s Signed Notice 
*Infant Feeding plan if applicable  *Safe Sleep if applicable 
*Receipt of Handbook Policies  *Breast Milk Procedure if applicable 
*Physical on State Physical Form  *Current Immunization Records             

*Consent of Medical Treatment/Over the Counter Medicine 

 
All of these forms are enclosed in the enrollment folder and must be turned in prior to your child’s 
start date and updated as necessary. 

 
Fees/Payments 
Payments are expected no later than Monday of the service week.  We accept direct withdraw, 
check, credit card, or cash.  Payments made by check should be made out to the JAM Recreation 
Center.   
 
You are responsible for paying when your child is absent and on holidays.  When you enroll your 
child you are reserving the space for your child and the time of our staff.  
 
If account exceeds 2 late consecutive weeks without being paid, we will cease providing services.  
A late fee of $10.00 per week will be assessed if payments are late. Credit card payments and 
personal checks that are declined will receive a $20.00 fee.  Unpaid fees will go to small claims 
court. 
 

BRIGHTPOINT Vouchers 
Parents are responsible to pay the co-pay or any additional fees not covered by Bright Point 
Vouchers or in the absence of swiping.  Parents will swipe each day for Bright Point purposes and 
attend renewal meetings as needed.  
 

Late Pick-Up Fees 
All children must be picked up on time. A late fee of $1.00 per child for every minute after the 
center closes will be charged to your account. We understand that an emergency can occur or 
some special problem may arise occasionally.  If this should happen, late fees may still be assessed, 
but a courtesy call is appreciated. At 15 minutes past closing, the emergency contact people on the 
Enrollment Application will be contacted.  After one hour, Child Protective Services will be 
notified. 

 
Schedules 
Monthly schedules will be provided for you to complete expected drop off, pick up, and no 
attendance days.  This form is essential to our scheduling and needs to be completed and turned in 
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with the most accurate information that can be provided.  We utilize these forms to determine our 
child to teacher ratio and our staffing schedule. 
 
You must adhere to the schedule that you have provided for your child.  We will not take your child 
if it is not on their scheduled day unless you call ahead.  Change Forms are located at the Welcome 
Center when you need to make a change to your child’s schedule.  This must be submitted a week 
prior to the change in schedule.  Parents may contact the teacher directly to discuss the possibility 
for an emergency change in schedule. 

 
Vacation Time Policy 
You are responsible for paying for 52 weeks of care.  If you take a one week vacation you will pay 
for 51 weeks of care.  Vacation week cannot be taken until your balance is paid in full. 

 Children must take all vacation days consecutively. 

 There are no rollovers.  Vacation time must be taken before December 31st of the year that 
the care was given. 

 

Hours of Operation/ Holidays 
JAM Early Education is open Monday through Friday from 6:00a.m.-6:00p.m. 
 
The Center will be closed the following holidays:  

New Year’s Eve & Day   Memorial Day 
Independence Day   Labor Day 
Thanksgiving Day & the day after 
Christmas Eve    Christmas Day 
 
JAM Early Education will post a sign-up sheet to determine attendance for other various days (Good 
Friday, Fair Day etc). 
 
JAM Recreation Center/JAM Early Education will close when a LEVEL 1 Weather Emergency is 
declared for DeKalb County.  If other emergency closings occur you will be notified via the 
television and radio stations and/or a parent phone call.  You will not be charged for a day when 
JAM closes due to an emergency. 
 

Absences/ Cancellations/ Withdrawal 
You must notify the teacher or director if your child will be absent on a scheduled day of 
attendance.  To withdraw your child, submit a written notice of your exit date.  If JAM Early 
Education is not notified, we will continue to bill your account for two weeks. 
 

Termination Policy 
We reserve the right to terminate services at any time. 

 
 

VI- Daily Routines 

 
Open Door Policy 
 JAM Early Education has an open door visitation policy for parents.  Keep children’s needs in mind 
when planning a visit.  Visitors can be a disruption to some children.  Communicate with your 
child’s teacher as to when is best to visit during the day. 
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Cubbies 
Your child has a cubby at the center for storing personal belongings. You are responsible to check 
cubbies daily for your child’s artwork, important papers, etc. and are to help your child learn 
where his/her cubby is located. Infants do not have cubbies and are provided a place to keep their 
belongings within the classroom. 
 

 
 
Security 
The door to the early education area will be locked at all times.  The Welcome Center Specialist 
will let you in when you arrive.  Keep your child with you at all times until they enter their 
classroom and upon pick up from their classroom.  Do not allow them to exit the building without 
you.  Always sign in/out on the attendance sheet located in the classroom. 
 

Classrooms 
All Classes:  You are responsible to dress your child in appropriate clothing for the season and 
environment.  Send your child in clothes that can get dirty.  All toys from home stay at home. This 
includes toys, games, electronic equipment, and cell phones.  All toddler and preschool parents are 
responsible to provide blankets, pillows, and snuggle items for your child at nap time. All approved 
items must easily fit in the cubby space.  
Toddler Class:  All children enrolled in our toddler classroom must bring 4-5 extra outfits to keep 
here at the center. This includes pants, shirts, socks, shoes, and underwear (if applicable).  The 
children in the toddler classroom work on activities independently, so messes and accidents do 
occur.  Toddler children must wear shoes that are slip on or Velcro, not laced or flip flops.  We are 
working with the children continually on putting on and taking off their own shoes, because inside 
the toddler classroom is a shoe free zone.  Children remove their shoes upon entrance into the 
classroom.  They may wear slippers, gripper socks, or their bare feet in the classroom.   
Preschool Class:   All children enrolled in the preschool classroom must bring two full outfits to 
keep at the center.  A full outfit includes pants, shirts, socks, shoes, and underwear.  Preschool 
children must wear lace shoes, no Velcro.  In the preschool room children are learning to tie shoes.  
For safety reasons, children are not allowed to wear flip flops.  Children do not wear their shoes in 
the classroom; they must wear socks or slippers instead. 
 

Outdoor Play 
Outdoor time is considered an integral part of our center.   All classrooms will go outside daily as 
long as the temperature is above 25 degrees.  If the temperature/heat index is 90 degrees or 
higher or it is lightning they will not go out.  It is assumed that if the child is well enough to attend 
the center, s/he is well enough to go outside.  Extra clothing, coats, and boots must be brought in 
so the children can be prepared for the weather. 
 

Communication 

Each classroom participates in Bright Wheel, an online communication tool for schools and families. 
Teachers will record information from the day and parents can access this from their smartphone 
or computer. Teachers may communicate in additional ways. During the year there are optional 
and mandatory meetings to discuss development. Additional meetings can be arranged at any time. 
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Injuries 
The staff makes every effort to ensure the safety of your child. Unfortunately, accidents do occur. 
As a partner in the care and education of your child, we realize that you want to be aware of your 
child’s injuries or illnesses.  In order to keep you informed we provide Incident Reports. In case of 
a serious injury, we will contact you for instructions. If we cannot reach you, we will call the 
person you have indicated on the emergency contact list to make medical emergency decisions 
about your child. Keep all these numbers updated. Emergency assistance will be called if the 
injury/ illness deem it necessary.  If a child goes to the hospital via ambulance, a staff member will 
stay with the child until a parent arrives at the hospital. 
 

 
Nutrition/Food Service 
We provide breakfast, lunch, and an afternoon snack for infants, toddlers, preschool, and school 
age children attending the center. The menus follow nutritional guidelines established by the U. S. 
Department of Agriculture. Under these guidelines, we offer children a variety of healthy foods.  A 
current menu is posted in the Early Education hallway and in the kitchen. Children with special 
dietary needs will work with the director to accommodate such needs.  All food allergies or special 
dietary needs must have a written doctor’s statement explaining the need and the action plan.  
Food allergies and special diets are posted in the kitchen and in the area where the child’s food is 
served.  
 
For children one year or older, a period of not less than 2 hours and not more than 3.5 hours shall 
separate meals and snacks, unless children are sleeping. Milk, provided by the parent and/or the 
facility, is served at all meals. Milk that is provided shall be whole milk for children under the age 
of two unless physicians order a specific substitution. Reconstituted, dry, or fat free milk will not 
be offered to children by the facility. No milk less than 1% may be served to children ages two (2) 
and older unless a child has a physician’s or nurse practitioner’s statement.   
 
Parents of children in the infant classroom must fill out a Food Plan and staff follows that food plan 
for all meals and snacks. Parents must update this plan as the child’s needs change. 
 
Meal times allow children the chance to make choices, develop relationships, practice self-help 
skills, and learn the art of conversation. This is a time of beautiful social interaction and 
development.  Conversation is encouraged.  Food is not used as a reward or punishment at JAM 
Early Education.    
 

Food from Home 
Parents must complete a “Safe Transportation of Food” form for any food brought from home.  
Snacks brought in for the entire class must be pre-packaged and do not require this form. 

 
Toilet Training 
For toilet training to be successful, communication between home and school is essential. Toilet 
training is done in a relaxed manner with the cooperation of the family. When you or a teacher 
feels a child is ready to begin toilet training we can discuss it together. To expedite going from 
diapers to underwear do not put your child in both or in pull-ups during this transition.  Accidents 
are expected.  REMEMBER:  we must have several complete changes of clothes at all times (don't 
forget the socks!)  
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Supportive Documentation 
Families agree to disclose any information that is pertinent in caring for the child while within our 
care. This includes the authorization to communicate with other educators, counselors and 
caregivers in the child’s life. This also includes any professional assessments/diagnoses, individual 
education plans, behavior modification strategies and other items that would help the staff provide 
the best care. 
 

Supportive Action Plan 
We are dedicated to working with children and parents to create a successful experience and 
promote the educational, social, and personal development of children. In order to address and 
correct inappropriate behavior, JAM will use the following progressive supportive action plan as a 
supplement to the routine and ongoing communications that occurs between parents, teachers, 
and students: 
Step 1: We redirect children.  The teacher provides instructive guidance.  The teacher discusses 
the behavior with the child, explains what behavior the child needs to change, and offers 
acceptable alternatives. The child will be given ample opportunity to follow the directive given.  
The teacher reinforces the expectation for behavior several times a day. 
Step 2: If the child ignores the teacher’s directive, the child must choose a different activity. This 
provides the child an opportunity to behave productively in the new environment. 
Step 3: If the child exhibits an escalation in the disruptive behavior or a developmental delay.  The 
parents and staff will work together to create an action plan. 
Step 4: If this plan does not meet the needs of the child and the issue continues, a conference 
between the teacher, the director, and the parents will be arranged to determine the next step. 
 

VII-Arrival and Departure  
 

Arrival/Departure 
The center opens at 6:00 a.m. each morning and closes at 6:00 p.m. each evening.  Each classroom 
will provide parents with a schedule that shows green, yellow, and red times for drop off and pick 
up. Transitions are stressful to children, and by having this plan in place, we hope to minimize the 
stress for the children in each classroom.  Drop off and pick up is to take place during the green 
periods of time.  If drop off or pick up needs to take place during the yellow times, the parents 
must get permission from the classroom teacher, and the parents will place the child into the care 
of the director who will quietly transition the child into the classroom or will request the child be 
brought out to the parent for pick up.  If an emergency occurs and drop off or pick up are needed 
during the red times, the director or teacher need to speak with the parent for approval.  The 
director will transition the child into or out of the classroom.   
 
During the green times, parents must accompany their children in and out of their classroom. Upon 
your child’s arrival and departure, be sure a teacher in your child’s classroom is aware your child is 
present or leaving.  Parents must sign in their child using their initials or signature, time of arrival 
or time of departure.  
 
When you leave, be sure to say good-bye to your child, then follow through and leave. Continually 
returning makes it more difficult for the child and parent to separate.  When you depart, your child 
may cry and protest. This protest is what psychologists call separation distress. It is part of the 
normal developmental process of establishing an independent and autonomous existence, separate 
and apart from parents. If you are experiencing difficulties in this area, let one of the teachers 
know.  
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If parents need to discuss issues with teachers, e-mail, call, or schedule a meeting.  A teacher’s 
attention needs to remain on the children when they are in the classroom. 
 

Rest Time  
The children have a rest period each day.  Children rest as long as they need. We do not wake 
children from rest time; they wake on their own.  Children also rest any time throughout the day 
that they feel their bodies need it.  Children’s brains and bodies need rest to function at their 
best.  Cots are sanitized daily. Parents are responsible to provide a familiar cuddly blanket and 
pillow for rest time.  Label everything and take it home at the end of the week for cleaning.  
Scheduled rest times takes place between 12-3 p.m. each day.  Pick up and drop of during this 
time is not permitted because children need undisrupted rest time.  

 
Authorized to Pick-Up Policy 
No child will be released to anyone but those listed on the enrollment form authorized to pick up 
the child. Make sure that any one picking up your child at any time is listed on the form. Unfamiliar 
persons will be asked for picture identification. Children can be released to either parent unless 
one parent is restricted from access to a child by a court order. A copy of this order must be kept 
in the child’s file. 
 

VIII- Health and Safety Issues 
 
 

Safe Conditions Policy                                                                                                                              

The following steps will be taken to ensure that your child is safe while at Judy A Morrill (JAM) 

Recreation Center. Children will be actively supervised with the required number of qualified 

adults (adults that have completed a comprehensive criminal history check, drug screen, negative 

TB test, first aid and CPR and training in child development). 

JAM Recreation Center will not care for children in areas that are being remodeled, repaired, or 

painted. The director is responsible for maintaining all interior and exterior surfaces, including 

walls, floors, ceilings, equipment, toys, furnishings and cribs, in a safe condition, free of sharp 

points or jagged edges, splinters, protruding nails or wires, loose parts, rusty parts or materials 

containing poisonous substances. 

Teachers will provide high-quality and safe outdoor experiences within appropriate supervision 

within our enclosed playground area. The outdoor areas will be routinely inspected for safety daily 

by staff and quarterly by the JAM maintenance team.  

The following steps will be followed. 

1. Create a culture that supports children in independently cleaning themselves with the 

appropriate adult assistance. 

2. Keep the facility in a sanitary condition. Staff will clean and sanitize all equipment 

appropriately on a daily and as-needed basis. 

3. Monthly fire and tornado drills. 

4. Center will follow fire code and be inspected yearly. 
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5. Playground equipment will be used and installed according to manufacturer’s instruction. 

6. Families are responsible for providing weather-appropriate clothing. 

7. First aid kits will be accessible to staff at all times. 

8. All injuries will be cared for and documented.  

9. Only authorized staff and persons from a child’s pick up list will be allowed to be with the 

child. 

10 Staff will not provide transportation or care for children outside of scheduled hours. 

 

 
 
 
No-Smoking Policy  
This is a non-smoking facility. No smoking is permitted inside the building at any time. Smoking is 
also prohibited outside of the facility and on the entire JAM campus.  
 

 
Sick Child Policy  
Do not send your child to school if s/he has had any of the following described conditions during 
the previous 24 hours.  If your child exhibits any of the following signs while at school, s/he will be 
isolated immediately and you will be contacted to come pick up your child.  
 

Guidelines for excluding sick children: 
1. Fever over 101 degrees 
2. Recurring vomiting 
3. Diarrhea (more than 3X) 
4. Eye discharge (conjunctivitis is extremely contagious) 
5. Excessive cough and/or nasal discharge (green or yellow in color) 
6. Any unidentified rash 
7. Lice infestation 
WHEN A CHILD MAY RETURN TO THE CENTER: 

 
1. Temperature has been below 101 degrees for 24 hours without medication. 
2. The child has been diagnosed as having a bacterial infection and has been on an antibiotic for 

24 hours. 
3. 24 hours since the last episode of vomiting or diarrhea without medication. 
4. The nasal discharge is not thick, yellow, or green. 
5. No eye discharge or treatment with an antibiotic for 24 hours. 
6. The rash has subsided or the physician has determined that the rash is not contagious.  

Physician’s release must accompany the child. 
7. Lice treatment completed and no nits present. 

 
Medication  
In order to provide treatments and medication for children, the following procedures are required. 

1. Over-the-Counter, Topically-Applied   

Example: Sunscreen, bug spray, diaper rash cream 

Needed from the Parent: Signed Over the Counter Medication Form, supply of 

medication/cream (not expired) with full child’s name in its original container 
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2. Over-the-Counter Oral Medication 

Example: Tylenol, Benadryl 

Needed from Parent & Physician: Completed Release for Dispensing Medication Form, supply 

of medication/cream (not expired) with full child’s name in its original container 

 

3. Prescription Medication 

Example: Any prescribed medication 

Needed from Parent & Physician: Completed Release for Dispensing Medication Form, supply 

of medication/cream (not expired) with full child’s name in its original container that 

includes the prescription label, the prescription on the bottle may serve as form only if it 

includes the following: 

-full name of the child 

 -medication name 

 -dosage and frequency to be administered 

 -reason for the medication 

 -physician’s name and signature 

 -date that the prescription was filled and when it expires 

 
All medicine is given according to instructions. Parents are responsible for providing liquid 
measuring syringes or measuring spoons for administering medication.  All consistent prescriptions 
must be renewed every two years for children enrolled.  Each time a prescription is renewed, we 
must have a copy of it on file. JAM maintains a written record of the time and amount given, who 
administered the medication, and the child receiving it for all medications. If your child has a 
medical condition that requires the use of injection medications (epi-pen, insulin shots, seizure 
medications), families are required to submit an Emergency Action Plan signed by your child’s 
physician.   
 
Unused and/or outdated medications are discarded. 
 
 

 
IX – Additional Policies 

 
Supervision Policy 
JAM Early Education provides appropriate care and supervision of children at all times.  The ratio 
of teachers to children is based upon the following provisions: 
 
Infants       1 staff to every 4 infants 
Toddlers       1 staff to every 5 toddlers 
2 year olds      1 staff to every 5 two year olds 
2 ½  year olds      1 staff to every 7 two-and-a-half year olds 
3 year olds      1 staff to every 10 three year olds 
4 year olds      1 staff to every 12 four year olds 
5 year olds       1 staff to every 15 five year olds 
 
If ages are combined the ratio for the youngest child is used. 
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Safe Sleep Policy 
All infant staff practices safe sleep procedures as approved by the Bureau of Child Care. A written 
safe sleep policy is signed by all infant parents. 
 
We follow the recommendations of the American Academy of Pediatrics (AAP) and the Consumer 
Safety Commission for safe sleep environments to reduce the risk of sudden infant death syndrome 
(SIDS). SIDS is “the sudden death of an infant under 1 year of age, which remains unexplained after 
a thorough case investigation, including performance of a complete autopsy, examination of the 
death scene, and review of the clinical history”. 
Our written policy is as follows: 

 All infants are placed on their backs in safety-approved cribs unless an alternate sleep 
position is needed for a medical reason and written note from the infant’s health 
professional is provided. This note needs to include the medical reason and to what degree 
the mattress needs to be inclined in inches. 

 Infants do not sleep on water beds, sofas, soft mattresses or other soft surfaces.  

 Soft materials, such as pillows, quilts, comforters, sheepskins, stuffed toys and loose 
bedding are not placed in infants’ sleep environments. 

 Infants do not share a safety-approved crib with other children. 

 Supervised “tummy time” is observed while infant is awake. 

 No smoking is allowed in infants’ environment. 

 
Sanitation Policy 
Parents must supply disposable diapers and wipes. Changing areas have running water and are 
disinfected after each use. Teachers wear a fresh glove each time they change a child’s diaper.   
 

Child Protection Laws 
Abuse or neglect of a child is reported by any person on our staff to Child Protection if it is 
suspected. We are legally required to report any suspected abuse or neglect of a child within 24 
hours of the suspected abuse or neglect. We use the following list as a frame work in determining 
what constitutes a need to report, if: 

 The child’s parent, guardian or custodian fails to provide the child with basic necessities 
such as food, clothing, medical care, education or supervision. 

 The parent, guardian, custodians act/omission seriously endangers the child’s physical or 
mental health; 

 The child is a victim of sexual abuse; 

 The parent, guardian, or custodian allows the child to commit a sex act or obscene 
performance; 

 The child endangers his/her own or another’s health. 
 

Transportation Policy 
JAM Early Education does not provide transportation for children to/from our facility. 
 

X-Drills and Evacuations 
 
Fire Drills / Tornado Drills 
Each room has emergency plans, routes, and procedures posted. The center practices these drills 
regularly. 
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First Aid Kits 
First aid kits are located in each classroom. When leaving the facility, even going out of the 
classroom, staff takes along the first aid kit. Our staff is wearing gloves whenever they are dealing 
with any bodily fluids.  
 

Emergency Procedures 
In case of an actual fire, railroad, tornado, or other emergency which will leave the building or 
area unsafe for children to return in, the following procedure will be followed: 
 

 Staff gathers all children and follows the instructions of those in charge, which include Civil 
Defense, Red Cross, Police, and/or Fire Personnel. 

 If possible, staff notifies parents or guardians of the emergency and how to proceed. 

 All staff members remain with children until all children are safely returned to parents and 
guardians.  

 If a child is injured, the procedure listed under Medical Emergencies will be followed for 
that child.  
 

In case of a tornado, staff takes all the children into the building’s designed location as posted in 
the classroom. Children and staff get on the floor on their knees, putting their head down, and 
then cover their head with their arms. Their position will be held until they are notified it is clear.  
 
In the event a child is hurt in any way, the parent is notified immediately for serious or potentially 
serious cases (example: head injury, excessive bleeding, broken limb, seizure, etc.). 
 
In all cases a written report is shared with the parent at the end of the day. A parent should NEVER 
leave the center with doubt or unanswered questions. If a child needs to go to the hospital via 
ambulance, a staff member will stay with the child until the parent arrives at the hospital. 

 
Special Events –XI 

 
Special Days 
Each classroom may offer a special activity for your child (for example, swimming day or splash pad 
day).  Parents are given timely notice and reminders of the event, so they can provide the needed 
items for the special activity.  Parents who bring their children to the center on the day of the 
activity without the needed items will be asked to go retrieve the items or find alternate care for 
their child for the day.   
 

Swimming Opportunities  
Because the JAM Center has an aquatics facility available to our children, there may be 
opportunities for children to utilize the pool or splash pad.  Our preschool children have the 
opportunity to enroll in a swim lesson just for their class.  There is a monthly fee associated with 
the class.  Contact the Welcome Center for more information. This is an option that preschool 
parents may choose.  It is not a requirement and the children not participating will have a different 
option during swim lessons.  The toddler classroom may occasionally schedule a time to utilize the 
splash pad as a class.  There is no fee associated with this activity and parents will be notified in 
advance.   
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Each child who is enrolled in swim lessons or will be participating in special splash 
pad or swim days is to have their own bathing suit provided by the parents. If there is not a 
bathing suit for the child, the child may not swim.  At no point in time should children be 
borrowing other children’s bathing suits.  After swimming, bathing suits are to be placed in 
cubbies to go home with the child. It is best if they are placed in a plastic bag or hung to dry.  
The JAM Center will provide towels for all aquatics activities.  These towels will be put in with 
daily laundry and taken to laundry room.  After washing and drying, towels will be returned to 
early education in the laundry basket. 

 
Birthdays  
Birthdays are celebrated at the center. For health regulations, it is required that all food be store 
bought.  Food may not be prepared at home.  You must obtain prior approval from your child’s 
teacher before bringing in food. 

 
Field Trips 
Parents will be notified prior to any field trips. Parental permission is required before children may 
be transported on a field trip. Parents may be invited to attend field trips.  If you choose for your 
child to not participate in the field trip, you will need to find alternate care.  
 

Holiday Celebrations  
Holidays represent opportunities for young children to learn about the celebrations various cultures 
observe. Teachers encourage all parents to propose the observance of additional holidays that 
reflect their family background and traditions. Such celebrations represent unique opportunities 
for children to experience and understand various cultural heritages.  
 
 
 
 

 
 
**Notice to Parents: 
By signing the Receipt of Handbook Policies, parents are agreeing to follow and abide by all of our 
current policies and procedures.  If JAM Early Education policies and procedures are not being 
followed, a meeting with the director will be scheduled to discuss further participation in the 
program.  We greatly appreciate your understanding and look forward to working with you and your 
family. 

 
 
 


