
Great Expectations Program Handbook 
Phone (503) 554-5300 Fax (503) 554-4424 

cell phone (503) 537-4749 email: ludwigs@newberg.k12.or.us 
 
Great Expectations Mission statement 

 
“The mission of Great Expectations is to provide a safe, healthy, and  

nurturing environment for the development of children, to enable  
student parents to develop, assess and improve their roles as parents  

while continuing their education, to enhance student understanding  
of human development and early childhood education.” 

 
General Program Information 
 
Welcome! Great Expectations (GE) has been providing quality child care, 
education, and support services in our community for almost two decades.  The 
program was developed to provide educational opportunities for children, families, 
students, and community partners.  
 
Early childhood Education (ECE) is for children aged 6 weeks through 6 years.  
High school ECE classes are part of the Family & Consumer Studies Department.   
 
The N.H.S. campus is comprised of four small schools (Yellow, Green, Blue, 
S.I.L.V.E.R). GE is a S.I.L.V.E.R School program but open to all district high school 
students. Newberg Off Campus Alternative School (NOCAP) is also part of the 
district high school system.  
 
Operating Hours: The center is open from 7:00 A.M. until 4:00 P.M. 
Monday/Tuesday/Thursday/Friday unless otherwise posted.  Weds. only, opening is 
on certain Weds. at 6:45 A.M. for pre-arranged child care due to district late 
starts. Child Care will be available five minutes after opening following family 
arrival routine completion.  
 
Center Closing: Child care ends at 3:55 P.M. Be on site by 3:50 P.M. to transition 
you child out of care. The center is closed at 4:00 and teachers are off duty.  
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Morning Admittance:  Staff may be on site prior to opening but they will be busy 
with opening responsibilities or not yet on duty.  Our license allows us to have 
people on site at 7:00 A.M. (6:45 A.M. some Weds).  If we don’t answer the 
doorbell, check your time or the office clock. You may be too early. We will let you 
in at opening time.  
 
Arrival prior to 10:00 A.M.: Children must be entered into care by 10:00 A.M. 
unless special arrangements have been made in advance. Later arrivals can be 
difficult for both the child entering and the group who have already been in care. 
To avoid children’s frustration, we want them have time to play before the 
afternoon rest time routine. Very young infants may be an exception to this rule 
but requires special arrangements. Please speak to the Director. 
 
Center Calendar: GE follows the Newberg School District Calendar for Holidays or 
other school closures.   
 
Weather Closures: Closures related to weather conditions will be announced on 
public media.  GE follows the information posted for Newberg High School or 
Newberg School District. 
 
Other Closures: GE has specific state rules that must be met at all times in order 
to provide child care. We do our best to maintain a predictable schedule, however, 
services are only as available.  Unanticipated events may require child care to be 
canceled or modified.  
 
Alternative/Back up Child Care Plan: Families should have emergency alternative 
child care available at all times in the event GE cannot provide services.  We plan to 
be available but there may be times when care cannot be provided (staff illness, 
change of schedule, etc…).   
 
One Hour Removal from care: Families must have someone designated and 
available to remove their child from care within one hour following notification that 
care must be discontinued (center closure, illness, injury, etc…).  Ideally, families 
will arrive immediately to ensure the well being of all children, including their own. 
However, we realize that in some cases, arrangements must be made or travel time 
allowed. Please arrive ASAP within the one hour maximum time limit. 
 
Please refer to the District Calendar for more information about school schedules.  
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State Licensing 
 
GE is a state licensed child care facility. Care for up to 26 children can be 
provided, based on child care staff availability.  
 
The center is inspected annually and has regular unannounced monitoring visits by 
the Certifier.  The Child Care Division rules are posted and available on line for 
your review.  These rules are the minimum allowable standards for center 
operations. GE policies and procedures are allowed to be more stringent than state 
law but cannot fall below or disregard the required minimum rules.  
 
In some cases, practices or rules that are allowed at other licensed centers may be 
different than GE’s. Each program makes policies and rules, in addition to state 
rules, as needed for that program’s specific circumstances. GE is a high school lab 
classroom, so policies and procedures are specific for this purpose and more 
stringent than state rules. GE’s program design and philosophy may not fit every 
family’s needs, so we are happy to refer you to other resources that may work 
better for your family.  Please discuss any special needs, requests, or questions 
with the Director prior to enrollment. 
 
Speak to your child’s teacher or Program Director about complaints or concerns.  
If your concern is not resolved at the center level, please contact S.I.L.V.E.R 
School Principal Carol Campbell at 554-4400.  Finally, if the issue is unresolved 
after working with High School staff, contact District Superintendent Dr. Paula 
Radich at 554-5000, or Carol Petersen, the State Certifier at 1-800-556-6616.   
 
Oregon Department of Education, N.H.S. and Newberg District Administrators, 
and our Advisory Board provide additional oversight and program supervision.   
 
The role of families 
 
Families are key to our program’s purpose. As our mission statement indicates, GE 
exists to promote skills needed for parenting and teaching, and to help provide for 
the needs and development of healthy children, high school students, and families.   
Families are part of our program team. Families help maintain a successful program 
simply by enrolling their child so students can interact with them.  Every 
contribution is greatly appreciated. 
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Family volunteers need to obtain clearance through Newberg School District and 
Oregon’s child care criminal history registry before spending time in GE.  Students 
and volunteers also need to obtain a food handlers card.  The GE Director will 
provide the necessary information or forms. Students and volunteers are 
encouraged to obtain CPR/First Aid certification. 
 
Program Philosophy and curriculum framework  
 
GE has a specific program philosophy and practices handbook that forms the basis 
for our curriculum. It is required reading so those practices will be followed while 
on site. If you have not seen a copy, please ask a staff member for assistance.  
 

• Be prepared that every participant must follow numerous practices while 
on site to support children needs, maintain safety, promote quality care 
and follow GE program curriculum. 

  
• We understand that these tasks may take extra time, effort, and 

patience. Staff will provide instruction and guidance to all participants 
so practices are followed consistently. We appreciate your cooperation. 

 
GE follows an approach to education that is consistent with the National 
Association for the Education of Young Children's Developmentally Appropriate 
Practices and the Code of Ethical Conduct for Early Childhood Education.  Research 
shows that young children learn best through: 

• active play and exploration in a stimulating environment; 
• appropriate support from caregivers; 
• opportunities to make decisions and practice skills; 
• nurturing and responsive relationships with others.  

 
Teachers structure the center and curriculum to allow for individual differences in 
children’s abilities and interests.  Learning in all developmental areas occurs 
through child-initiated activities. Teachers support children as they grow and 
progress. Development is assessed to help teachers individualize the program to 
suit each child’s needs.  
 
We find that children flourish when they have ample freedom to play and 
participate in all of the daily activities.   Play is the key framework that allows 
children to create a healthy foundation for all future learning and growth.  It 
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is how young children organize information, make meaning of the world around 
them, improve their skills, and develop their minds and bodies. This hands-on 
learning philosophy is also applied to high school students and interns.   
 
GE believes that families are their children’s most important influence and 
caregivers. Every family is unique and equally valuable. While we maintain a common 
culture in the center for continuity, we strive to respect the differences and gifts 
that each person brings. 
 
GE follows a Primary Caregiver model, meaning that one teacher or co-teaching 
team is identified as the key relationship with a child and their family. This helps 
to promote attachment, trust, and security.  
 

• As children mature or program needs change, it will likely become necessary 
for children to transition to a new classroom or primary caregiver during the 
school year. It’s our goal to work with families to develop a plan that will 
meet everyone’s needs to the best of our ability. Since we are a small 
center, children develop relationships with all staff, making such transitions 
less stressful. 

 
In addition to state certification, GE follows the State of Oregon Department of 
Education's guidelines for High School-based Child Development and Parenthood 
Education programs.  
  
Newberg School District uses the D’Nealian alphabet for early elementary grades, 
so GE also uses this when exposing children to writing in the classroom. This 
supports children’s familiarity/literacy, and eventual Kindergarten transition. 
 
Family Participation Contract: This contract outlines expectations and 
responsibilities for participation. Remember that GE is different from other child 
care programs because this is a student lab classroom. It is crucial that enrollment 
is a good fit for both families and the program.  The goal of community enrollment 
is to support high school student learning while offering child care to families.  
 

• For liability/safety and modeling in front of students, GE enrolled-children 
are not allowed on campus during the school day except for walks with 
staff. If you would like to introduce someone to your child, you will need to 
do it before/after the school day or check to see if your visitor can meet 
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you at the center. We know that it’s exciting to share your children with 
others but once children are placed into care and students are on campus, 
the children remain in GE until checked out for the day.  

 
• Custodial parents may visit at any time. If your visits cause any disruption, a 

plan will need to be made to eliminate or minimize potential distress to your 
child and the other children.  

 
 The Role of high school students, interns, and volunteers 
 
Daily involvement of students is an important part of our program.   Students have 
classes in GE to increase education and skills in parenting, child development, 
health and safety, social-emotional and physical health, and social work or support 
services.   
 
Community volunteers and interns from other educational programs may also 
participate. They may help mentor other program participants and high school 
students.  
 
Student Child Care opportunities: Many of our high school students are 
interested in obtaining family child care employment positions. It’s our goal that 
connections made through GE will help both students and families with cooperative 
child care opportunities outside school.   
 

        
Enrollment 

 
GE is open to public enrollment.  A waiting list begins June 1st for the following 
school year. Previous enrollment does not guarantee enrollment for the following 
school year but is considered for priority. Returning families must be in compliance 
with tuition and policies. Enrollment criteria will be based on openings after 
student parent needs are assessed. GE is not a drop in program.  For program 
stability and continuity, full time requests will take priority over part time .   
 
Priority is given to Newberg’s parenting high school students.  If a community 
family in enrolled but services must be terminated in order for a high school 
parent to enroll, families will be given a two-week written notice.  We realize that 
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this could be an unexpected event for any enrolled family since GE has no way to 
guarantee child care placements. Thankfully, this is a rare event and we are 
typically able to provide for most family child care needs.  Criteria to determine 
which family receives notice that their child care services will end will be based on 
all specific circumstances that affect the children and program operations. If you 
have questions about this, please ask the Director. 
 

Enrollment is a partnership that must be beneficial.   
Behavior that negatively affects the program and/or does not comply with 

program contracts/policies/goals will be cause to cancel enrollment.  
This can be immediate with verbal or written notice.  

 
Enrollment Process   
 
Prior to a child’s attendance, families must: 

• complete all enrollment forms,  
• provide current immunization records,  
• provide a copy of child’s birth certificate,  
• provide documentation of legal guardianship (if applicable),  
• provide all necessary care supplies, labeled and ready for use.  

 
Volunteers are able to bring their own child(ren) with them while on site at GE with 
these conditions: Standard enrollment paperwork is completed; and participation is 
complementary and appropriate.   
 
Immunizations: Infants under 2 months of age are exempt from the enrollment 
immunization requirement, however, it is expected that infants will begin their 
immunizations at 2 months of age, according to Oregon’s immunization schedule.  
The Yamhill County Health Department offers immunizations at no or low cost.  
Immunizations must be current or the Health Department will exclude children 
from care at the mid-school year exclusion date.  If you receive an exclusion 
notice, care cannot be provided by law until your child receives the necessary 
vaccines and documentation is provided. 
 
Child Care Schedules: Services must be prearranged. Staffing and enrollment are 
based on these plans. For schedule change requests, a weekly schedule form is 
available through the office and will be required. Submission of the completed 
form does not guarantee that GE will be able to meet the request. The 
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Director will determine child care availability based on other children’s schedules 
and staffing. Please let us know your needs as soon as possible.  
 
Arrival time: Children enter care only at the time scheduled for arrival. For 
example, if your schedule requests care at 8:00 A.M., we will plan to be available to 
you then but not before.   
 
Remember that 10:00 A.M.is the latest daily arrival:  GE may accept children 
into care until this time if arrangements are made in advance. We encourage you to 
schedule appointments, such as Doctor visits, etc… in the afternoon so that your 
child care will not be disrupted.  
 
Kindergarten/Other Preschool placements: A.M. child care placements may be 
available for children who attend other schools in the afternoon. Tuition will be 
based on the hourly rate. 
 
Late fees:  

• Late fees apply if children are not picked up at the indicated pick up time.    
 

• If you notify staff that you are picking up early for some reason, late 
fees apply if you arrive after that time.   

 
• For example, if you tell staff or mark on your child’s daily record that you’re 

picking up at 2:00 P.M. GE will plan accordingly for staff breaks & 
departures.  If you have not removed your child by that time, there will be a 
$5.00 late fee applied to that day’s tuition.  

 
• Please call in advance of your scheduled pick up time if you are running late. 

Late fees may still apply but the center needs notice to rearrange staffing 
to cover your unanticipated child care.   In all cases, if a child is still in 
care at 4:00 P.M., late fees apply.        

 
Emergency Plan 
 

• Families need to ensure that GE has current contacts/phone numbers for 
parents/guardians (cell, work, home, etc…) and for all persons listed to 
pick up children in the event of emergency.  If we can’t reach you, we 
may be required to report to Child Welfare or legal authorities. 
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If the high school is in Lock Down, GE staff will remove everyone away from 
exposed areas. Doors will be locked and no one will be admitted to the center. 
Phones will go to voice mail. School District or police personnel will be the contacts 
for families until safety is assured and permission is given for people to be 
released from the center.  
 
In an evacuation, GE participants will be moved by escort to Mt. View Middle 
School. Families will be contacted regarding specific pick up instructions or may 
contact the School District or police. These agencies will make every effort to 
notify families regarding the situation status and procedures as they are able. GE 
and/or District staff will continue to provide care and supervision until families can 
pick up their children. 
 
Volunteers will be asked to complete an emergency form that is kept with 
emergency information for other program personnel in the office. 
 
Center closure due to environmental hazard:  State regulations require that child 
care services are not provided if the facility temperature drops below 68 degrees 
or becomes “so warm as to become dangerous or unhealthy” (OAR 414-300-0180 2-
b).  Running water, electricity, etc… are necessary for GE to remain open. The 
facility must also comply with other state regulations regarding environmental 
safety. Families will be notified by phone as needed or as possible to inform them 
regarding any incidents that require center closure and the need for removal of 
people from the building. 
 
Communication 
 
GE staff value your participation.  Please make time to talk with teachers daily.  
 
Please end cell phone calls before entering the center and leave music/personal 
communication devises outside so that you are able to communicate with staff.  
For children who are not yet toileting independently, families will receive a copy of 
their child’s daily record with information about the child’s day (diapering, meals, 
and sleeping).   
 
Preschool children will receive a written weekly report sharing activities, 
anecdotes, or other classroom information. 
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Please address any concerns or needs to the Director so issues can be resolved 
quickly and effectively.   
 

ONLY first names are used at GE. This applies to everyone.   
Children are called by the name that they will use as they transition into 

Elementary School rather than nicknames.  
This builds children’s trust and promotes respect. 

 
Open Door Policy 
 
Custodial parents/guardians are welcome into the center at any time.  All other 
visitors must be cleared by staff.  Please limit the number of visitors for children’s 
safety and comfort.  Visitors must comply with program policies.  
 
Tuition and Fees 
 
Please refer to the current tuition rate sheet for policies and expenses.  
 

• If services have been discontinued and a family wishes to re-apply, the 
registration fee will be re-billed at that time.  

 
• Tuition payment is due in full monthly. Billing is completed after each 

month’s services have been provided. Invoices will be placed in child’s center 
mailboxes or by mail. Payment is due upon billing, but may be made anytime 
through the end of the calendar month.  

 
• A $20.00 late fee will be added to invoices unpaid by the last day of the 

month. If the balance due is not received by the next billing date, child care 
services may be suspended with written notification. Families will have one 
week following suspension to bring their account current or enrollment will 
be terminated.  

 
Important: Tuition will be billed for all scheduled days, used or not. The 
district has reserved space and staff for your child’s care and must meet 
expenses. If you cancel or modify your child’s schedule by 8:00 AM of the 
scheduled day, tuition may be adjusted to reflect your actual use time. 
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Account balances must be cleared prior to each new school year before 
families can reapply. Account balances are the family’s financial obligation to pay 
within 30 days from original invoice if services have been discontinued.  Late fees 
may accrue until paid in full. 
 
Absences/Delays 

 
Important: Families must notify GE by 8:00 A.M. of delayed arrival, absences, 
or change requests to your child’s reserved schedule.  
 

• If you do not arrive at your scheduled time and we have not heard from 
you, we will plan that you do not require services for the day. If you 
arrive later, you may not be able to receive care if we have made 
program changes.  The family will be billed for the reserved care 
tuition, used or not, if no cancellation is received. 

  
• The number is (503) 554-5300 or 554-4400 ext. 5300.   

 
• If your child will be out due to illness, please let us know about it so we can 

assess if exposure may have occurred at the center.  
 

Food Services   
 
Per Child Care Rules: “OAR 414-300-0270 (1) An operator shall provide or 
ensure the availability of adequate and nutritious meals and snacks appropriate 
for the ages and needs of the children served. USDA guidelines will be used…” 
 

GE is a honey and nut-free environment.  
Be sure that you keep allergenic foods out of the center. 

 
GE purchases/provides all center foods for meals except for infant milk/formula 
and pureed/baby foods for young children who are under one year of age.  
 
All full GE meals are served family style and shared equally within the group. For 
safety and consistency, no outside foods are allowed in the children’s classrooms. 
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When arriving to GE, if your child is eating something, please do so outside the 
center. It is difficult for young children to watch others eat without having the 
same for themselves. 
 
Eating with children, meal prep and clean-up, and bottle-feeding infants are routine 
daily activities, all staff, students, interns, and regular volunteers must obtain 
a food handlers card issued by the county. GE can assist people with this process.  
 
Four meal times are scheduled daily though times are subject to change based on 
any situation that affects the program operations.  
 
Families bringing children to the center in between meals need to ensure that their 
child has been fed and comfortable until the next scheduled meal.  
  

• Once foods are served, they must be consumed or discarded. Normally, 
meals are finished approximately 30 minutes after service begins.  If you 
have missed a particular meal, another one will be coming within a short time. 
We recognize that young children need frequent opportunities to eat! 

 
Breakfast:  Served at 7:15 AM (child at table no later than 7:30) 
AM Snack:  Served at 9:10 AM (child at table no later than 9:25) 
Lunch:  Served at 11:05 AM (child at table no later than 11:20) 
PM Snack:  Served between 2:15 PM & 3:15 PM (after children wake from naps) 
 
Everyone joining for meals or assisting must wash their hands with soap at the 
hand- washing sink prior to meal service.  
 

• Wet wash clothes are used as napkins and for meal clean up.  
• Adults and students sit at children’s eye level during meals.   
• USDA applications are available for eligible families. 
  

Only GE menu items will be consumed in front of the children.  Meals are served 
family style. This is meant to be a pleasant, relaxed experience. Children serve 
themselves foods from communal containers that are passed around the table. 
Adults assist as little as possible to allow children to hone their skills and 
experience the joy of independence. Food quantity is sufficient so that each child 
may have seconds or more of a desired menu item if they choose. Children are not 
required to eat any or all of the menu items, though they are encouraged to try.  
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• Food Service gloves are used to touch ready to eat foods.  
• Family members are invited to join us for meals with their child.  

 
OAR 414-300-0280 (5) No liquids other than milk, formula, and 100% fruit juices 
shall be served to the children in care.   
 

• Only plain, whole milk is used for all meals that require a milk component at 
GE.  Milk may not be flavored with additives. GE supports the USDA 
requirement that dairy milk is the only milk beverage used at GE.  This 
practice supports the educational needs of enrolled student parents AND 
most children’s optimal growth/development. 

 
• Water is beneficial to children’s health but does not contain essential USDA 

nutrients. Children may have a drink of water at anytime they are thirsty 
except during meals when other beverages are provided. Water can be 
obtained at the classroom sink. Disposable cups are available. Water 
pitchers are typically taken outside to offer a drink during outdoor play.  

 
• For Breakfast and Lunch, only fluid milk is served as a beverage to meet 

USDA meal component guidelines.  Water or juice may NOT be served as a 
milk substitute or meal beverage.   

 
• For Snacks, fruit juice or milk may be included on the menu. If not, water 

can be offered only if two or more food groups are offered to meet USDA 
requirements.  

 
Food or other allergies – GE is a lab school that only serves family-style meals in 
a shared setting to promote our parenthood education practices.  This means that 
food substitutions are not part of our curriculum. To comply with our mission, 
philosophy, and children’s best interest, all children must be free to eat all of the 
menu items offered.  Staff cannot refuse meal components to any child.  
 
Emotionally, it can be disruptive for children to watch others eat foods that they 
cannot. This is why we do not allow in outside foods into the center.  
For safety, teachers focus on choking hazards and guidance during meals. Managing 
multiple specialized diets is not safe in this environment since all meal foods are 
available intentionally within children’s reach in order to promote self-help/service. 
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• This means that families with children who have or develop food 
sensitivities/allergies/or other food related issues to any components of GE 
meals will need to select an alternative care setting.   

 
• GE rotates monthly menus so that all children enrolled will be able to 

sample/try all menu options.  GE will not make exceptions or menu changes at 
family request to limit children’s access to food items.  We purposefully 
select menu items with children’s experiences, health, and student parent 
needs as priority. 

 
• Again, some family or doctor requests cannot be met in this setting due to 

our liability, or our lab school/licensed facility status. Families may need to 
make alternative arrangements apart from child care hours for some 
nutrition practices or health care needs OR secure a different placement 
for their child.  

 
GE follows USDA, WIC, the Child Care Division and Yamhill County Health 
Department guidelines in meeting children’s nutritional needs and procedures.  
 

Infant Feeding Policies 
 

By age 1 year, it is expected that all enrolled children will be able to fully 
participate in regular GE meals. Usually, 1 year olds will transition into the 
toddler classroom where full meals including dairy milk will be consumed.  

 
Important Oregon legal rules reminders: 

 
OAR 414-300-0280  (9) (d) pertaining to children under the age of 12 months:  
“Whole milk, skim milk, 1% and 2% milk shall not be served unless requested in 
writing by the child’s parent(s) AND with a medical providers written 
permission.” 

 
OAR 414-300-0280 (9) (g): “Honey or foods containing honey shall not be served to 
children under 12 months of age” 
OAR 414-300-0280 (9) (a): Each child shall be fed on his/her own feeding 
schedule. 
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GE supports WIC, USDA, and the American Academy of Pediatrics 
recommendations regarding the introduction of solid foods.   
 
Bottle feeding 
 

• Staff must ONLY offer bottles that are clearly labeled with your child’s 
name so parents will label bottles with a permanent marker daily. 

 
• Remember to bring your bottles covered with a cap or plastic bag from 

home. All bottles MUST be covered before being placed in the fridge. 
 
Children’s bottles must contain fluids only and be of sufficient quantity to meet 
the child’s and program needs.   
 

• Each bottle must be filled to the typical amount that your child consumes 
per feeding but no less than 4 ounces per bottle. 

 
• Children scheduled for a full day (6 hours of more) must have at least 4 

bottles ready to feed at minimum.  
 
• Children scheduled for half day (4 hours or less) must have at least 3 

bottles ready to feed. 
  

• If an infant shows signs of hunger and all bottles have been used, the 
parent/guardian will be contacted. You will have up to one hour to remove 
your child from care for the day, come in to breast feed, or bring the 
necessary bottles to the center for feeding needs. 

 
• If your child’s teacher observes that your child’s feeding pattern requires 

additional bottles, you will be notified to provide those on a daily basis. 
Children’s feeding patterns may be different between home and school.  

 
• Infants are fed on demand only. Teachers watch for signs and cues that an 

infant is ready to eat. Teachers cannot force a child to take any or all of a 
bottle if the child is not interested. A bottle can be offered several times 
within the under-one-hour window to ensure the child has been provided the 
opportunity to eat. Family or physician-recommended feeding schedules are 
used to help guide teachers understanding of the child’s typical patterns 
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outside the center but the child’s actual demand-schedule at GE may vary 
from those. 

 
• Bottles may not be diluted with any additives, such as infant cereal, 

medications, flavorings, or water.  
 
• Bottles may only contain breast milk, prepared infant formula following 

manufacturer’s stated preparation instructions, or for infants older than 1 
year – pasteurized dairy milk if no longer drinking breast milk or formula and 
is eating full GE meals for primary nutrition. 

 
• Non-breakable bottles and silicone nipples only may be used in GE. No glass 

or latex. 
 
Formula - Families provide pre-made bottles upon arrival.   Preparation must follow 
the manufacturer’s instructions as indicated on label. Daily, bottles must be labeled 
with the child's name in permanent marker ink, capped and placed in the fridge. 
Bottles must be made fresh and replaced daily.  Bottles are warmed in bottle 
warmers for children who prefer warmed liquids.  Leftover bottles that have been 
warmed or served will be discarded in under a one-hour time window. 
 
Breast Milk - Bottles will be managed in the same way as formula.  Due to the 
USDA and Medical Association's position on Breast Feeding, GE promotes breast 
milk as the ideal source of infant nutrition.  A breast pump is available for use at 
the center. Parents are encouraged to nurse their infants while at the center. 
Families will be contacted if a child is distressed or seems ready to nurse. If your 
child is exclusively breast feeding, at least ONE (1) back up bottle of breast milk 
will be needed daily for urgent use if nursing is unavailable at a child’s indicated 
feeding time of for emergencies. 
 
Infant foods – Infants younger than ONE YEAR old will be offered breast milk 
or formula prior to being served solid foods in order to promote optimum 
nutrition. This will be to support the child’s increasing social and developmental 
needs rather than a primary nutrition source. 
 
Solid foods and 100% fruit juices may be introduced to children starting at 6 
months old with written family permission as long as the child demonstrates 
physical capability and interest (sits upright on own, holds head up independently, 
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uses tongue to swallow rather than push food out). Feeding infant foods are used 
for social and supplementary purposes. Formula or breast-milk will be their primary 
food source until they are eating regular GE meals and over 1 year of age.  
 

• Fruit juice may be offered from a GE cup based on USDA guidelines but not 
in a bottle.  

 
• Families need to provide their infant foods.  Please place labeled, sealed 

foods that do not require refrigeration into your child’s classroom basket. 
 
Homemade infant foods need to be labeled with child’s name/food contents and 
placed in refrigerator.  Remember that honey, nuts, and foods containing them 
cannot be used in family-provided infant food.  Some other highly allergenic foods 
may not be brought into the center. Please ask your child’s teacher if you need 
some guidance with infant foods.  All leftovers need to be taken home at the end 
of each day or discarded.   
 

• Families will need to offer new foods to their child at home first before 
the food can be offered at school. Please ensure that your child has been 
offered the new food for at least seven days without any negative 
reactions before bringing it to GE. 

  
Before your infant is able to eat full GE meals, you can select some foods off the 
GE menu that they have previously eaten at home. Circle those food items on the 
monthly menu, sign/date it and give the form to your child’s teacher so they can be 
offered at meals.  
 
Meal service - Meal times allow children to develop independence, social skills, and 
other developmental abilities such as hand/eye coordination, visual discrimination, 
personal preference, freedom of movement, along with the benefit of a balanced, 
nutritious meal.   
 
Foods will be placed into bowls for serving.  Infants will be encouraged to 
participate in self-feeding. As much as possible, meals are served family style. Clip-
on, wooden, or pod chairs will be used so that infants may eat at a table.    
GE uses meal service cups with sippy lids attached for very young infants but older 
infants (above 7-8 months) will drink without a lid to support their skill.   
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Diapering/Toileting          

• Families provide ONLY standard-type disposable diapers or pull ups (1 per 
each hour that child is scheduled to be in care) & a full size, hard pack of 
disposable wipes for diapering needs.   

 

This is an important part of our curriculum. To help the children develop 
trust/predictability in daily routines, and to maintain health and sanitation, all 
persons diapering children or helping them use the toilet follow the same 
procedures as the staff. 

 
If children are mobile (crawling or walking), they need time, practice, and 
support to master crucial developmental goals such as self-help/independence, 
large muscle and motor coordination, spatial relationships, and self-worth. These all 
occur during diapering and toileting procedures. 
 

• For consistency, allow your child to climb up and down the steps to the 
changing table for every diaper check.  

 
• Assist for safety as needed but give them time to do as much on their own 

as possible.  They learn to become very successful with this process through 
out the day with the teachers so the same routine is followed with parents.  

 
• While it may seem well meaning to lift your child to the changing table or 

sink, it takes away their opportunities to develop confidence, muscles, and 
skills and can make the experience feel rushed/uncomfortable for the child.   

 
It’s the same for hand washing. Allow your child to climb up onto the stool as 
independently as possible.  Assist them with soap, scrubbing, and drying, but be 
sure to let them do as much as they can alone.  
  
For very young infants, the caregiver will place them on/off changing table and 
wipe hands with diaper wipe after diapering. 
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For older non-mobile infants, the caregiver will place them on/off the changing 
table and carry them to the hand-washing sink to wash following diapering.  
 

The rest of the process remains the same for all ages! 
 

VERY IMPORTANT: 
Hold onto your child at all times  

when they are on the changing table. 
• Gather diaper and any other necessities; 
• Wash your hands at sink with soap and running water; 
• Place gloves on your hands; 
• Tell child that it’s time to check their diaper; 
• Once child is at changing table, remove diaper; 
• Wipe child front to back with diaper wipes; 
• Place clean diaper under child; 
• Place ointment or other authorized medicines on skin as needed; 
• Remove used gloves; 
• Finish diapering and dress child; 
• Complete hand washing as indicated for the age of the child; 
 

Child is now finished and away from the  
changing table so it’s time for cleaning: 

 
• Place soiled items in the foot-pedal diaper pail (NOT garbage); 
• Clean diaper table with bleach solution and paper towel; 
• Dispose of soiled towel into the garbage can; 
• Wash your hands again. 
 
Special note: Baby Powder is not used here due to inhalation danger. 
 
Toileting:  
 
ALL AGES: Parents will provide a full, regular size pack of diaper wipes for each 
child who is using the toilet. Check your supply weekly and replace when half full. 
These are necessary for clean up following toileting needs or soiling. 
 
Toileting readiness: If you believe your child is ready to begin independently using 
the toilet, speak to your child’s teacher to see if they’re seeing the same readiness 
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signs at school. If so, then a plan can be developed to ensure a smooth transition 
for your child.  
 
GE uses the descriptive phrase “learning to use the toilet” rather than “potty 
training”. GE staff may offer toilet use to your child. Children are not routinely 
placed on the toilet unless the child initiates or willingly complies. Rewards or 
punishments are not part of this or any other process at GE.   
 
For sanitation and emotional support, children must wear diapers or pull ups (next 
to their skin) until they have spent about one month using the toilet consistently 
without routine soiling or reminders from the teachers. This process can 
start/stop repeatedly before it’s mastered.   
 
Pull-ups are managed in the exact same way as diapers. Checking for 
soiling/changing only occurs at the approved changing station rather than in the 
children’s toilet area. 
 
Arrival and Departure Procedures:   
 
We understand that arrival is a busy time for everyone but supporting children’s 
developmental needs rather than hurrying through routines is paramount to 
program goals and expectations.  
 
It will take at least 10 minutes to transition each child into care.  Be aware 
that other families may be entering children into care at the same time so the 
process may take longer as people share space and care for children’s needs. GE 
purposely plans our arrival process in this manner so families need to be prepared 
to provide relaxed, comfortable transitions for children’s best interest.   
 
Arrival to the center:  
 

• Upon entering a classroom, wash your hands and your child’s hands prior to 
engaging in any contact with children or the environment. 

 
• Sign child into the classroom attendance roster and hang child’s name card 

onto the “In” section of the “IN/OUT”board.   
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For children not yet toileting independently, please fully complete the Information 
for teacher section of the child’s daily record.  Be sure to note any medications 
your child has received before arrival. 
 
Families with preschool aged children are asked to inform teachers of any 
information that may affect the child’s day at school. This will allow staff to have 
the best information possible to care for your child.  
 
Parents/Guardians are responsible for the care and safety of their child(ren) as 
long as they are on site. Please remain at the center until you are certain that your 
child’s teacher has assumed care. 
   

***While in GE, remember to allow your child time to  
participate fully with you or to do tasks themselves!   
This is part of our child development curriculum. *** 

  
 Daily family transition responsibilities include: 
 
•    fill your child’s supplies daily (diapers, wipes, clothing); 
• diaper or help your child use the toilet;  
• help child wash hands with soap/warm running water at the hand-washing 

sink; 
• complete family section of daily report (if child is not independently 

toileting);  
• apply sunblock/ointments, give medication as needed; 
• communicate with staff;  
• place diaper bags, bottles, foods and other personal items in the proper 

locations;  
• sign the child into the class on the classroom roster;  
• (If a meal is being served) help place child at the table and assist them 

as they serve their meal; 
• notify the teacher and your child that you are leaving; 
• sign the child in on the center attendance binder in hallway. 
 
Entering more than one child into care: Please plan ahead for this process with 
the teachers. Depending on the needs of the group and children’s temperament, 
the teachers will work with you to develop a specific plan for everyone’s best 
interest.   
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• The parent or guardian responsible for arrival procedure must keep their 
children with them and under their own supervision upon arrival. It is 
expected that the parent will complete the arrival process for their 
children in one classroom and then sign each child into their own classrooms 
after routines are complete.  

 
• IMPORTANT- The parent/guardian needs to the complete arrival process 

before placing a child into a classroom. This means signing in, diapering, 
hand washing, etc… Teachers are not responsible to provide supervision for 
children until this has been completed and the teacher(s) assumes 
responsibility for the child(ren).  

 
Good-Bye Routines: Some children may become upset when their loved one leaves, 
but good-bye routines help children learn to trust that their family members will 
return to get them.  
  

- IMPORTANT - 
“Sneaking” out or leaving without the child’s 

knowledge is not compatible with GE philosophy.  
**Family members will need to say “Good-bye” prior to leaving.** 

 
Permission to pick up children:  GE staff can release your child only to the 
persons you have designated to remove them from the center.  We understand 
that circumstances arise, so you may identify someone who is not listed in your 
enrollment forms to pick up your child if you put the request in writing and inform 
staff prior to pick up.  This policy is in effect to help ensure your child's safety.  
Photo ID will be required for persons arriving to pick up your child who are not 
known to staff. 
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-Diapering/Toileting Necessities- 
It is the family’s partnership responsibility to monitor their child’s supplies.  
*** This is for children’s safety so that teachers are not diapering or toileting 
children without supplies at hand OR being distracted from children’s supervision 
by searching for supplies. 
 
Families place diapering supplies directly into classroom diaper baskets.  

     sufficient wipes for the full day  
 one diaper/pull up per hour that the child is in care 

 

       ***Bring only what is needed for each day’s use.*** 
PLEASE NOTE:  Storage for additional diapers/supplies is NOT 

available in GE due to VERY limited storage space. 

 
• Child care is offered ONLY if personal care supplies (i.e. diapers, wipes, 

infant foods, bottles, pacifiers, and clothing) are provided.   
 

• If supplies run out while a child is in care, families must remove their child 
or bring the necessary items within one hour.  

 
• If this becomes a repeat problem, enrollment eligibility will be re-evaluated 

since these are crucial components for successful caregiving. 
 

• Reminder: bottle nipples and pacifiers must be non-latex or rubber. 
Silicone can be used since it is non-allergenic. 

 
Departure:  Child Care services end at 3:55 P.M.  This allows teachers the last 
five minutes to finish duties before closing.   

 
• Sign child out from the classroom and hallway rosters. 
• Move child’s name to “out” section of the “IN/OUT” board. 
• Collect child’s belongings. 

 
Be on site no later than 3:50 P.M. as it takes several minutes to gather 
belongings and communicate with staff before leaving.   
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• If you choose to arrive at 3:55 P.M., be aware that you will have 5 minutes 
ONLY to gather your child/belongings. You will need to leave the premises 
by 4:00 P.M. so staff can lock doors.  

 
Arrival at 3:56 P.M. or later will add a  

$5.00 late fee per child per incident to monthly tuition. 
 
We know that emergencies arise, so contact GE ASAP if you cannot arrive by 
closing so staff can make necessary arrangements.   
 
Children’s art work and communications are placed in mail boxes located in the 
hallway. Please check them regularly. 
 
Clothing 

 
Children learn when they are able to explore and experience all available activities 
at the center.  Children’s activities will include materials that get onto children’s 
clothes and bodies like food, water, paints, and play doh.  We believe these to be 
important experiences. Please encourage your child to freely explore all center 
activities.   
 

• Please send clothing items that you won’t miss and are easy to replace when 
they get soiled, stained, or damaged during activities.  

      
 

Please send the following PLAY CLOTHING with your child daily: 
 Three (3) or more full changes of clothes, 
 shoes & socks, 
 outerwear appropriate for weather conditions, 
 other weather-related items like shorts, hats, mittens, or boots 

 
Care can be offered ONLY if these items are provided.  If we run out of 
clothing or other necessities, we will contact you to pick up your child from care or 
bring additional supplies within the hour.   
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• Jewelry, barrettes, and hair ties may not be allowed to be worn in the 
center by the children. Children are going through developmental stages that 
includes exploring with their mouths. We must keep all children safe from 
the danger of possible choking hazards. The Director will make final 
determination for use on a case by case basis.    

 
All PERSONS entering classrooms: If you’re wearing anything that looks like a 

outerwear, it must be placed on coat hooks outside the classrooms. This 
includes coats, vests, hoodies, sweatshirts, etc… 

 
• Children can become confused when they see people wearing coats or heavy 

clothing, assuming it’s time to play outside or go home. The center has good 
heating/air conditioning. Layered clothing should suffice for comfort inside 
GE. Additionally, harmful items can accidentally fall out of pockets and get 
into children’s reach.  

 
Remember that purses, back packs, work bags, and other personal belongings 

must remain outside of the classrooms. 
 

• Please keep pockets empty from anything that could fall onto the floor and 
become a hazard to children.  

 
DRESS CODE: The high school dress code needs to be maintained by ALL 
participants. Adults are role models for the high school students, and students, in 
turn, are role models to the children and each other.   
 
Students will be asked to wear a GE t-shirt if extra coverage is needed. In some 
cases, students will be referred to Principals if clothing does not allow students to 
engage fully in children’s activities. 
 
Outdoor Play Policy 
 
Daily outdoor time: This is part of our curriculum year-round. We go outside rain, 
shine, wind, or snow. If the weather is good enough for school to be open, it’s good 
enough for at least a few minutes of fresh air and physical activity. We have a 
covered area outside if children want to play undercover during rain or hot, sunny 
conditions.  We believe that fresh air and exercise helps keep children healthy and 
happy. It is a predictable, important part of their daily routine.  
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• If your child is too ill to go out or if you are uncomfortable about the 
weather, please keep your child home for the day.   

 
Please speak to your child’s teacher about any concerns related to outdoor play. 
Teachers watch for signs for any potential threat that weather could pose to 
children’s safety and well being.  
  
Children are supported to make their own preferences for comfort during outdoor 
play. For example, children will not be required to wear coats, even at parent 
request, if the child chooses not to. Teachers can help a child determine if they 
are too hot, too cold, and select the appropriate level of clothing needed to play 
safely and comfortably.  Children may desire to take shoes off and feel the ground. 
Children are allowed these experiences to help them know about their environment, 
their own bodies, and to gain skill with sound decisions about their best interest.  
Teachers monitor decisions for safety at all times. 
 
Health Policies    
 

• Teachers are certified in First Aid and CPR.  
• Any person on site can dial 911 in the event of an emergency.  
• The center address/phone number is listed on all GE phones 

 
Illness Protocol: The School District nurse routinely visits the center and may be 
contacted by GE without further family notice to check on a child’s health. Families 
may also ask us to contact her with a concern.  If she is available for consultation 
and determines that your child needs to be removed from care, be referred for 
further evaluation, or if she has additional questions, she will contact you directly 
by phone. She will have examined your child and will have the most accurate 
information for you.  If she cannot contact you, she will provide information and/or 
appropriate measures for your child to the GE staff to share with you. 
 

• If a child becomes ill with a condition that is clearly excludable, then the 
family will be contacted by the primary caregiver (or other staff).  

  
If a child has an injury, the family and/or medical services will be contacted as 
indicated. Staff will provide first aid to the best of our ability until the child is 
picked up by the family or authorized medical personnel.   
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In all cases, if a family has been contacted to remove a child from care, the 
child must be picked up no later than one hour from time of notification. It is 
expected that immediate arrangements will be made to come to GE ASAP.  

 
• Symptoms requiring children to be removed from care will need a doctor's 

written release indicating the child is free from contagion and able to return 
to licensed child care, unless you keep your child out of care until the 
condition has cleared and your child is symptom-free for 24 hours. GE has 
medical referral forms for doctor completion.  

 
• If you do not have written clearance following evaluation for excludable 

conditions, your medical provider can fax the information to GE but this 
MUST be provided before your child can be left in care.  Again, children 
must be excluded from care until they are symptom- free for 24 hours and 
the illness is over or the physician assures that the condition does not pose 
any potential harm to others.   

 
• Even if a physician has approved a child to return to care, a child must be 

able to function in their typical manner without substantial impairment, 
participating in daily routines and activities, in order for care to be provided.  
The Director will have final determination about keeping a mildly ill or 
distressed child in care. If the child’s needs cannot be reasonably 
accommodated, the family will be notified to take the child home for the 
day. Sometimes, children just need to be in their own homes when they’re 
not feeling well. 

 
• Parents/guardians are responsible for all medical expenses     

 related to the care of their child.  
 

• If a child has been prescribed antibiotics, they need to be    
given for 24 hours prior to returning to care unless you  have written 
instructions from the doctor indicating otherwise.  
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• The District nurse and/or Director and/or High School Principal will have 
final determination on GE’s ability to provide care for children (who are not 
otherwise excluded) based on the well being of all enrolled participants.  GE 
must follow state health policies regarding exclusions. 

 
According to the State of Oregon Child Care Division (OAR 414-300-0220)  “A 
center shall not admit or retain in care, except with written approval of the local 
health officer, a child who: 
 
(A) Is diagnosed as having or being a carrier of a child care-restrictable disease, 

as defined in Heath Division Administrative Rules (OAR 333-019-0200); or 
(B) Has one of the following symptoms, or combination of   
        

(i)   Fever over 100 degrees F taken under the arm 
(ii)   Diarrhea (more than one abnormally loose, runny, watery, or  
            bloody stool); 
(iii)   Vomiting; 
(iv)   Nausea; 
(v)   Severe cough; 
(vi)   Unusual yellow color to skin or eyes; 
(vii)   Skin or eye lesions or rashes that are severe, weeping, or  

                      pus-filled; 
(viii)   Stiff neck and headache with one or more of the symptoms  
           listed above; 
(ix)  Difficult breathing or abnormal wheezing; or 
(x)  Complaints of severe pain.” 

 
• If your child has had any of these excludable conditions within the 

previous 24 hours before care, they cannot come to GE until they have 
been 24 hours symptom-free. This means if your child is running a fever 
the night before, they must remain home the next day. If your child 
has loose stool at home the day before, they must remain home the 
next day until symptom-free for 24 hours.  

 
• All participants follow the same health guidelines as for the children. If 

you are ill with excludable symptoms, you will need to have someone else 
bring/pick up your child from care or KEEP them home with you. These 
are critical precautions to halt the spread of illness. 
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GE staff will do their best to meet needs and expectations for health care within 
the limits of policies and state regulations.  In rare cases, parent/guardian or 
doctor requests may not be possible in this facility. Alternative arrangements may 
need to be made apart from GE hours. 
 
Head Lice: GE has a “NO NIT” Head Lice policy.  Staff routinely check for 
outbreaks.   
 
Remember:  For children’s safety, keep harmful items OUT of children’s 
classrooms. Since some diaper bags are kept in children’s cubbies in the rooms 
where children spend their time, they may only contain extra clothing.  
 
Teachers are trained to be observant but children could quickly gain access to 
items left in bags or found on the floor if dropped.    Some common items that 
can accidentally get left in diaper bags or fall onto the floor:  *medications   
*make-up/lotions  *jewelry  *foods  *hair clips/ties *loose change   *paper 
clips/pins  *candy *plastic baggies *small toys/objects  *keys   
 
Please make sure your shoes are clean and not tracking in dirt, bark, leaves, etc… 
These can also pose a choking or ingestion hazard. 

 
Very IMPORTANT!  

**Please help us keep this a safe place for sensitive individuals** 
. 

• NHS is a tobacco-free zone! 
• Due to asthma or other health conditions, all chemicals, 

fragrances, and smoke (i.e. scented deodorants, colognes, 
perfumes, lotions, hair gel, fabric softeners, stay OUT of 
the center!   

• For safety, we will not be able to have people stay on site 
under these circumstances. 

 
 
See Child Care Division Rules for Certification, the GE Handbook, and state 
OAR’s (Oregon Administrative Rules) pertaining to schools for further 
instructions and policies. 
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Administration of Medications    
 

The District has specific policies and procedures that must be followed before 
staff can give children medication.  GE administers medications ONLY as required. 
 

• Families provide needed medications. 
• Expired medications cannot be used. 

 
Medication Authorization forms are located in the front of the Child’s 
Attendance book.  This form must be completed before GE staff can give 
medicines (over-the-counter and prescriptions).   
 
These form are needed even for routine ointments such diaper rash creams, 
moisturizing lotions, or sunblock.  
 
Some over the counter medications do not indicate that the product may be used 
for children or provide specific dosages based on child’s age.  Labels may simply 
state “Consult physician.”  Please examine your labels closely.  Completed 
Physician’s Medication Authorization forms are required before GE can apply or 
administer treatment.  
 

A few examples that we have seen are:  
 
• Use of Lotrimin or other anti-fungal creams for diaper area rash - Some 

physicians recommend its use but manufacturer labels do not indicate use on 
children or for diaper area rashes.  

  
• Pain relievers (like Tylenol) may list child’s weight as the dosage indicator. 

Parent report of child’s weight is not sufficient to determine dosage 
accurately so these medication instructions need to be in writing from your 
doctor.  

 
Please be aware that all Medication authorizations MUST be completely filled out 
and use the exact name for the medication product. Generic medications must 
be listed by their generic name and name brand medications must be listed by their 
brand.  For example, GE cannot give a store brand acetaminophen to a child if the 
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family has provided a form listing “Tylenol” as the medication to be given. For 
safety and liability, these records and medications must be accurate before use. 
 
GE cannot dose your child beyond what is indicated by the written package or 
physician instructions. For example, if a medication states “3 times per day” - this 
indicates 3 times within a 24 hour period, unless otherwise specifically designated 
by your child’s doctor. In this example, the medication would be given at 8 hour 
intervals. If the medication is administered at 7:00 AM by the family, it could not 
be given again until 3:00 PM. This may mean that families must medicate their child 
outside their scheduled child care hours.   
 

• Administering medication is serious, so it is necessary that ONLY 
medications required during school hours are given. 

  
Parents/guardians administer medications to their own children while they are on 
site.  Otherwise, only staff are allowed to administer authorized medications to 
children as required. 
 

• Original medication containers labeled with child’s name ONLY.  
• Medications must be placed in lock boxes outside the classrooms. 
• Alert staff to any possible side effects from medications.  
• Provide dosage spoons or droppers with your medications.   
• Record medications given prior to GE arrival on the daily record. 

 
The School District Nurse must be consulted for specialized health care services 
such as nebulizers and inhalers.  A medical protocol (plan) must be developed by 
the nurse and your medical provider, followed by staff training on the procedures 
before any treatments can begin. 
  
Sunblock:  If families wish to use sunblock on their children, lotion/cream  
products can be used. Due to inhalation danger, spray products are not used in GE. 
All day, waterproof products are preferred.  Strong fragranced products are not 
used because they can cause respiratory problems for participants. Be certain the 
product clearly indicates “for use on children”. Families apply sunblock to their 
child upon arrival at the center. Staff may reapply as needed later in the day if a 
medication authorization form is on file.  Sunblock must be kept in the lock 
box/medication cabinet in the GE utility room ONLY. 
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Accidents and Injuries  
 

• Safety is our highest goal. Staff invest time and energy to maintain a 
healthy, safe classroom. If you have questions, please let us know. 

 
For incidents requiring special attention to a child or where a mark/injury was 
noted but the incident was not observed, staff will complete an accident report 
form.  The parent/guardian will sign the form to show that have been notified. 
Yellow copy of the document will go home with the family.  
 
GE staff must maintain confidentiality regarding accidents or injuries.  They will 
share specifics to families about what happened and when.  For example, if a child 
falls onto a toy leaving a mark on their body, the accident will report this 
information.  However, if a child hits another child with a toy and an injury results, 
teachers cannot tell the injured child’s family who caused the injury.  Likewise, 
teachers do not report to parents if their child had some behaviors that resulted 
in an accident report to another family.   
 

Teachers work with the children to support their needs and feelings. Teachers 
are trained to prevent incidents by being proactive with guidance but even 
under ideal circumstances, it’s impossible to anticipate every behavior that 

may result in an injury.  Physical expression, including biting, hitting, pinching, 
and kicking are expected, developmental ways that children may show 

frustration, curiosity and feelings.  We understand concerns about these and 
always do our best to minimize conflicts and potential impacts on children. 

 
 
Transportation 

 
State laws regarding car seats/booster seats and seat belt use must be followed.   
 
For everyone’s safety, turn off your vehicle and park securely, even if you are only 
stopping by briefly.  Families may park at the front curb closest to GE to unload or 
stop in briefly. 
Except for student parents without access to other transportation, it is a family 
responsibility to transport their child to/from the center.   
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• For safety, children may not be left in cars unattended.  If you need  
help and have other children in your vehicle, call GE’s phone and check with 
staff.  We’ll assist if we can, but GE children’s supervision takes priority.  

 
Sleep/Rest        

 
The center provides sheets for cribs. All families need to provide a blanket for 
their child.   
 

• Nothing can be placed in cribs except the child and their blanket that must 
be placed below their chest to keep an open air path.   

• Preschoolers over 2 years of age who are placed in the preschool room can 
bring a small pillow if desired.  

• Blankets must go home weekly at minimum for laundering. 
 
Children will be allowed to follow their individual pattern for sleep/rest.  GE will 
not purposely wake a child except for emergencies.  
 
For infants, lights will be turned down, relaxing music played, and children will be 
rocked or comforted at various times throughout the day as they become sleepy.  
Infants who can climb or walk will sleep on mats rather than cribs.  
 
Infants and toddlers under 2 years old are placed only their backs to sleep. 
 
For older children, the schedule allows for a quiet resting time before or after 
lunch, though they may nap at any time that they are ready.  Children lie on their 
cots, look at books, or play quietly.  Lights are dimmed and soothing music played.   
 
Mandatory Child Abuse Reporting 
 
GE staff are required by law to report concerns related to child abuse and neglect.  
Injuries or other behavioral concerns may also need to be reported.  These reports 
must be made to law enforcement and/or state child protective services.  The 
purpose of these reports is to keep children safe and support families with their 
needs. Please ask the teachers if you have any questions or concerns.   
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Birthdays/Holidays 
 
GE practices an anti-bias, multi-culturally sensitive philosophy towards Holidays 
and family traditions.  Since everyone does not celebrate the same events or 
come from the same background, we do not decorate the center or design 
projects related to Holidays.   
 

• Developmentally, young children are not ready to understand time concepts 
such as birthdays, days & months of the year, and hours of the day. 
Likewise, holidays are generally societal or religious concepts that are 
complex. They are not concrete things that children can know through their 
own senses to experience and understand, so are not part of GE curriculum. 

 
We believe that families will share with their children in their home environments 
about concepts and celebrations that are valued by their family.  Families are 
welcome to share information and traditions that are important to them as an 
informational benefit to children and other participants to develop understanding 
and respect for each family’s unique culture.   
 

• GE uses classroom time for activities that are meaningful, relevant, and 
developmentally appropriate to all our enrolled children.  Teachers will 
encourage children to experience success and engage their minds and bodies 
in learning. We strive to make classrooms a place where anyone, regardless 
of background, can feel comfortable, valued, and part of the group.    

 
If a family wishes to acknowledge their child’s birthday, please speak to the 
teacher and Director to explore options.  We do want to honor family requests, if 
we can, within program parameters. 

Discipline       
 

 
Discipline means to teach and guide, so GE follows positive guidance practices 
outlined in our program philosophy.   
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• Children are encouraged to develop their social skills (self-management, 
self-expression, communication, and relationship-building).  Teachers 
redirect unsafe behaviors by guiding children into safe, beneficial activities.  

 
•  NO Punishment of any type is ever used (such as threats, loud or harsh tone 

of voice, withholding toys, foods, or affection).  GE philosophy asserts that 
children must be treated with respect at all times.  

 
GE focuses on encouraging positive, responsible actions, modeling choices, and 
redirection or distracting children from negative actions.  Each individual’s 
development, temperament, needs, and abilities are always considered when 
structuring guidance.   
 

• Rewards or artificial incentives are not used. Healthy relationships that 
foster mutual respect are the focus for promoting pro-social behavior. 

 
Please see Program Philosophy and Practices handbook for complete information 
pertaining to discipline. Families will need to comply with this discipline policy while 
on site to maintain enrollment eligibility. 
 
Be aware that staff will assist/redirect participants in order to maintain 
safety, consistency, and positive role modeling in front of children and 
students. This is important for our lab class setting. 
 

Emergency and Fire Drills     
 

GE practices monthly fire and emergency drills. In the event of a drill or 
emergency, teachers and students will take all children to the small, adjacent 
parking lot.  Teachers will take the attendance roster with them.  Permission to 
return to the building is indicated by a bell or Administrator permission.  Adults 
can help by picking up at least one child, getting a blanket out of the cubby in the 
event of bad weather, and immediately exiting the center with the teacher.   
 
In the event of a lock down, earthquake, or weather emergency, everyone will 
remain inside the center.  Adults can assist by getting children nearest to them to 
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a table or solid object.  Getting down low and protecting your head and the 
children’s heads are critical.  Remain in place until the teacher has instructed you 
to move out of the center.  As with Fire Drills, everyone will go out to the adjacent 
parking lot when safe. 
 
When children are playing outside, we leave the play area through the gate and join 
the rest of the group near the parking lot.  We remain outside the center unless 
instructed otherwise by a teacher.   
  
 Sanitation of toys and equipment 

 
Toys and center equipment are sanitized with a mild bleach solution on a daily 
basis. This practice kills germs and helps protect children’s health.   
  
Confidentiality Policy  
 
It is our expectation that families will respect the privacy of all participants and 
maintain confidentiality of information obtained at GE. We count on each person to 
be discreet, professional, and responsible with what is seen/heard in the center.  
 
GE staff will keep each family current on issues that affect their child or the 
center. If you have any concerns, please speak privately with the Director.  
 
Termination of Services 
 
GE may find it necessary to modify or cease services to families or other 
participants.  Issues that may result in this action include but are not limited to: 
 
• GE unable to meet the needs or requests of the child, family, or participant; 
• family adherence to contract/program policies & guidelines; 
• child care slot must be transferred to student parent. 
 
Enrollment termination can be immediate upon written notice (except in the case of 
transferring slots to high school families. Then, a two-week notice is given.  Again, 
criteria to determine which family receives notice will be based on all specific 
circumstances that affect the children and program operations. 
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Important Miscellaneous Information 
 

• Celebrations: Evening Open House Gatherings are occasionally scheduled 
during the school year.  Notice will be given in advance.  You are welcome to 
invite extended family members and special friends to attend with you. 

 
• Scholastic Book Orders: Early Childhood age-appropriate Scholastic books 

are available to order school-year round.  This activity serves as an 
opportunity for GE to earn classroom books. Please ask the Director for an 
order form. 

 
• Donations: GE is happy to accept donations of toys, clothing or other 

children’s items that can be shared with GE families or used by the program. 
 

Non-discrimination Statement 
It is the policy of the Newberg School District Board of Education and School 
District that there will be no discrimination or harassment on the grounds of 
race, color, sex, marital status, religion, national origin, age or disability in 
any educational programs, activities or employment.  Persons having questions 

about equal opportunity and nondiscrimination should contact the 
Superintendent/Title IX Coordinator and persons having questions about special 

needs should contact the Director of Special Programs/Section 504 
Coordinator at the Newberg School District Office, 714 E. Sixth Street, 

Newberg, Oregon 97132, Phone (503) 554-5000. 
 
 

The U.S. Department of Agriculture (USDA) and the  
State of Oregon prohibit discrimination in all USDA  
programs and activities on the basis of race, color,  

national origin, sex, religion, age, or disability. 
To file a complaint of discrimination, write:  

USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building,  
14th and Independence Avenue, SW, Washington, DC 20250-9410  

or call (202) 720-5964 (voice and TDD).   
USDA and the State of Oregon are equal opportunity providers and employers. 
06.10 
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