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Disclaimer





Employment at Indianola Preschool, Inc. is “at will”.  This means that both Indianola Preschool and the employee have the right to terminate employment at any time, with or without cause.  Nothing in this Policies and Procedures handbook or any oral or written representation by any employee, Director or Board member shall be construed as a contract of employment.  (04-06)



General Policies
Newsletter
A Directors’ newsletter will be sent home with each child at the beginning of each month. Weekly newsletters from class teachers will be sent home via email. Parents may request a hard copy of the weekly newsletter from their child’s teacher. The preschool will upon request provide the monthly newsletter to both parents, regardless of the fact that the parents may be divorced or separated. (07-10)
Restraining Orders
In the event of a dispute between parents about releasing a child from school, the school will not honor a request by one parent that the preschool not release the child from school to the other parent without a valid current court order to that effect. In matters that are being disputed, a current court order must be in the school’s possession to settle the matter. (7-10)
Solicitation
Being a non-profit preschool, we will not endorse or promote actions in the community that are designed for the profit of a group or individual.
Thankful Verse
“Thankful” verses are recited prior to snack time in each class.  These will not contain a reference to God or any religious denomination. (4-93)
Educational/Medical Referral
If the teacher(s) and Board feel the child needs an educational/medical referral, a letter will be sent to the parents requesting such an evaluation.  The parent will be asked to sign the letter agreeing or disagreeing to the evaluation.  If the parent refuses to sign an agreement, the Indianola Preschool Board reserves the right to expel the child from the Preschool. (10-86)
Discipline and Grievance Policy
If the parents disagree with the teacher’s discipline plan, said plan will remain in effect until parents meet with the teacher(s) and a compromise discipline plan is adopted.  If parents and teacher(s) cannot adopt a compromise discipline plan, the original plan will remain in effect until parents meet with the teacher(s), director(s) and Board and a mutually agreed upon discipline plan is adopted.  If parents, teacher(s), director(s) and Board cannot adopt a compromise discipline plan, the original plan will remain in effect.  If parents refuse to cooperate with this policy, the child will be expelled from Preschool. (12-86. 08-03. 4-09)
Dismissal Policy
Students will be dismissed one at a time by the teachers.  Teachers will only dismiss students to parents or individuals that have been approved by the parent(s) or guardian.  
Student Teachers
One student teacher at a time may be placed in the preschool.  A student teacher cannot legally be a substitute teacher. (11-85. 3-86)
Field Experience Policy
Initial contact between Indianola Preschool and a college’s Department of Education must be made by the college teaching supervisor, not by the college student.
Resumes must be submitted to a Preschool Director before confirmation will be made.
No more than three college students per semester will be accepted.
No students will be accepted during the months of September, December or May.
Background checks will be filed on each college student accepted. (4-09)
The Indianola Preschool reserves the right to terminate any field experience participant with notification to the college’s Department of Education. (8-03)

Operational Policies & Procedures 
Ages
All children must be three or four (according to class requirements) by September 15th of that year.  (5-00)
Class Size
Classes of 4 and 5-year olds will have a maximum of 20 students with two teachers present.  Classes of 3-year olds will have a maximum of 16 students with two teachers present. If the class has a combination of ages, we may abide the majority of student ages in that class.  (5-00)
Registration Fee 
At the time of registration, a $45 registration fee plus one month’s tuition will be due. Registration fee will be collected throughout the school year when a child registers.  The registration fee and one month’s tuition are nonrefundable. (4-11)
Tuition Payment
A child starting preschool during the first 10 days of the month will pay full tuition for that month.  A child starting preschool between the 11th and 20th will pay one half of the monthly tuition.  A child starting preschool between the 21st and the end of the month will pay one-third of the monthly tuition.  (4-85)
Late Tuition Payment
Tuition payments are due the first of each month. If payment is not paid by the 10th of each month, a $15 late fee will be assessed. If payment is not made by the end of the month, parents/guardians may write a letter to explain financial hardship or special circumstances to apply to the Board of Directors for special payment arrangements.  Special payment arrangements will be made at the discretion of the Board. If no special payment arrangements are made due to a failure to make an application or the denial of the application by the Board, the child will be dropped from the class. (7-10)
Refunds
Tuition payments are nonrefundable.  An account with a credit balance due to prepaid tuition will be entitled to a refund only if the preschool receives 30 days notice that the child is being withdrawn from the preschool.  In the event a student is registered that does not qualify for an Empowerment scholarship because the family income is too low, IPS will refund the tuition deposit. If any student is registered at IPS and withdraws the registration the money may be refunded with a showing of hardship at the discretion of the Board. (7-10)
Returned Check Policy
A $25 charge will apply to all checks returned to the preschool.  If a check is returned, future payments may be required to be made in cash or money order.  (04-06)
Late Pick-Up Charge
Parents/Guardians are expected to pick up children on time at the end of class.  If you are 10 minutes past the scheduled closing time, a warning note will be sent home and you will be required to sign the Late Pickup Form.  After the first warning, anyone late picking up their child again will have to sign another Late Pickup Form and will be charged a late fee of $25 for each 15-minute increment that he/she is late in picking up the child. Chronic lateness will result in termination from the program. (04-11)
Parent Visitation
Indianola Preschool encourages parents to visit their child at preschool.  Parents are afforded unlimited access to their child and, within reason, to their child’s teacher during normal hours of operation.  Younger siblings should not accompany parents on classroom visits.  (04-06)
Educational Enrichment Campaign
The Educational Enrichment Campaign will include funds for continuing teacher education, and other educational supplies for the preschool.  It will also include funds for scholarships to qualified students.  The Treasurer will coordinate and present requests to the Board for approval.  (7-08)
Mid-Year Enrollment
Children turning 3 during the school year may be evaluated on an individual basis to enroll. In the event that there are multiple children enrolling for limited available spots, the child who is turning 3 the earliest will be enrolled. (4-10)
Supervision and Access Policies 
Parents have unlimited access to their children and to the teachers caring for their children during the school’s hours of operation, or whenever their children are in the care of the school, unless parental contact currently is prohibited by court order.  A copy of a current court order must be on file with the preschool if any biological parent is to be denied access to a child.  
Parents will need to complete a pick-up permission form that includes the names, numbers, and relationship to the child, of all those persons allowed to pick-up the child.  Persons not listed on the pick-up form will not be allowed to pick-up your child.
Any volunteer who has “unrestricted access”, which means that a person is alone with a child, or is directly responsible for children, must be at least 16 years of age.  Volunteers must sign a statement indicating whether or not they have had a conviction of law in any state, or any record of founded child or dependent adult abuse in any state.  They must sign a statement indicating whether or not they have a communicable disease or other health concerns that could pose a threat to the health, safety, or well-being of the children.  They must complete the DHS Criminal History check Form B, 595-1396.  They must complete the Request for Child Abuse Information Form. 470-0643. They must sign a statement that they have been informed and are aware of their Mandatory Reporting responsibilities.  Anyone required to have an Iowa State record check is also required to be fingerprinted for the national criminal record check.
Anyone who has had a sex offense against a minor shall not be allowed on the preschool property, except for the time reasonably needed to transport the offender’s own child to and from the preschool, unless they have the written permission of a director.  Nor shall they operate, manage, or be employed by the preschool.  The directors are not obligated to provide written permission, and may adopt more restrictive rules regarding sex offenders.  However, if written permission is given, the director(s) must consult with the DHS licensing consultant prior to giving permission.  Written permission shall include the location in the preschool where the sex offender may be present, the reason for their presence, the duration of their presence, and a description of the staff supervision that will be provided in order to ensure that no child is alone with the sex offender. (7-10)
Enrollment Forms
We are required to have the following on file before your child can attend school:
Enrollment Form
Permission Form
Emergency and Illness Form
Valid Iowa Certificate of Immunization Form (this can be obtained by contacting your doctor’s office)
Child Health Exam Form
Children enrolled in Indianola Preschool are required by the state to have a completed copy of a current Child Health Exam Form. These forms are to be filled out by the child's physician, and they are valid for one year. The preschool must have a valid form on file throughout the entire school year. Should a form expire during the school year, an updated form will need to be provided within one month of the expiration date. The preschool will retain current Child Heath Exam Forms from year-to-year of continuing IPS students. (04-11)


Health, Nutrition, and Safety Policies and Procedures
Biting Policy 
Biting is a very common behavior among children birth to three years.  Biting is a form of communication, as biting is almost always a response to the child’s needs not being met or coping with a challenge or stressor.
When observing signs that a child might be on the verge of biting, the teacher may be able to act immediately and prevent the biting behavior (i.e., distraction, redirection, close physical presence of the teacher). 
If a biting incident does occur, appropriate teacher responses should include the following:
Teachers should keep their feelings in check and not express frustration or anger to the child
Ensure all children are safe; applying first aid if necessary
Teachers should (in a  firm, calm voice) address the child that bit in a short, simple and clear way
Teachers should shift their attention to the child who was bitten and show concern and support for that child
Teachers should go back and talk with the child and the different strategies s/he can use next time, instead of biting
Help the children move on. Do not make them play with one another, unless they want to (Zero to Three, 2010).
The teacher will fill out an Incident Report form and share information about the incident with parents of involved children.  When informing parents that their child has been bitten or bit another child, it is important for teachers to maintain the confidentiality of the other child. When biting occurs more than once, the teacher(s) should observe the child and document observations, including behaviors and context (where, when, how, who – adults and children) both before and after biting occurs to identify functions of the behavior.  It is also helpful to know when the behavior is absent. Teachers will then use the data to find patterns and potential solutions, and meet with the family to collect information about the child’s behavior at home, share information and demonstrate a commitment to working together to address the child’s needs. (7-10)
Medication Policy 
Because administration of medication poses an extra burden for staff, and having medication in the facility is a safety hazard, medication administration in preschool will be limited to situations where an agreement to give medicine outside preschool hours cannot be made.  Whenever possible, the first dose of medication should be given at home to see if the child has any type of reaction.  Parents or legal guardians may administer medication to their own child during the preschool day.  Only medically necessary medications will be administered.
The preschool will administer medication to children with written approval of the parent and an order from a health provider for a specific child or a specific condition for any child in the preschool for whom a plan has been made and approved by the co-directors. 
All administration of medications will be documented on Medication Consent and Log forms.
 Medications must be kept in their original container labeled by the pharmacist with a) child’s name; b) date prescription was filled; c) name of the physician; d) manufacturer’s instructions or prescription label with specific legible instructions for administration, storage, and disposal; e) name and strength of medication; f) medications must have child resistant caps and will be stored inaccessible to children.  
Care plans are required on any children with special health considerations (ie: asthma, food allergies) and these must be completed by parents and physician. These emergency care plans will be reviewed and updated at parent/teacher conferences or sooner, if needed. If an EpiPen or emergency medication is required, it needs to be kept at the preschool. (7-10)
Communicable Diseases 
All communicable diseases must be reported to the local public health department (Warren County Health Services: 515-961-1074) so that control measures can be used. (7-10)
Exclusion Policy 
Children will have direct contact with staff upon arrival for detection of illness.  The preschool, not the child’s family, makes the final determination about whether the acutely ill child can remain at the preschool.  Children will be excluded if: a) the child’s illness requires more care than the preschool staff are able to provide without compromising the needs of the other children or b) keeping the child poses an increased risk to the child or other children or adults.
Refer to the handout 2003 Inclusion/Exclusion listing Criteria for a complete listing of illnesses that constitute a reason for excluding a child from preschool. Please also refer to the handout Guide to Childhood Illness for a description of illnesses common to children. (7-10)
Ill Children Policy 
Classroom teachers will keep a log to document illnesses of students (Symptom Record). If a child becomes ill (or is determined too ill to remain) at preschool, the child will be provided a place to rest until the parent, legal guardian or designated person arrives.  The child will be supervised at all times by someone familiar with the child.  A child with a potentially communicable illness will be provided care separate from other children with extra attention to hygiene and sanitation until the child leaves the preschool. Parents will provide emergency contact information prior to the beginning of the school year and this information will be reviewed with all parents at parent/teacher conferences. (7-10)
Children with Special Needs 
The preschool accepts children with special needs as long as a safe, supportive environment can be provided for the child. To help the preschool staff better understand the child’s needs, the staff will ask the parent or legal guardian of a child with special needs to complete a “Special Care Plan” in conjunction with the child’s health care provider(s).  The program will attempt to accommodate children with special needs consistent with the requirements of the Americans with Disabilities Act.  If the program is unable to accommodate the child’s needs as defined by the child’s health care provider(s) or the Individual Education Plan without posing an undue burden as defined by federal law, the preschool directors will work with the parent or legal guardian to find a suitable environment for the child. (7-10)
Staff Health and Training 
All staff members must have signed a statement that they are free of communicable disease or other health concerns that could pose a threat to the health and safety of children.  Staff members must also have a TB test and have a physical test done upon employment and every two years after that. All staff members have current certification in CPR and First Aid. (7-10)


Safe Food Temperatures 
A director or on-site director will daily monitor and record refrigerator temperatures on a log located on the front of the freezer. Temperature of the refrigerator should be maintained at 40 degrees or lower.  Food should not be allowed to freeze, so between 33 and 40 degrees is ideal. (7-10)
Food Allergy Policy 
If any child has a food allergy, parents need to inform the preschool in writing.  A Food Allergy Action Plan will be filled out that includes a photo of the child, symptoms, dosage and emergency information.  This plan must be signed by parent and physician.  Parent will be asked for consent to post food allergy plan to make all staff/substitutes/volunteers aware of food allergy. Please make EpiPen or other emergency medication available to keep on site at the preschool. (7-10)
Snack Policy 
It is our policy that the snacks served to the children each day are nutritious and include foods from two of the basic food groups. Parents provide snacks for the class on a rotating basis.  The preschool provides either 1% milk or 100% juice. 
At the beginning of the year, parents are provided with a sample list of snacks that meet guidelines of the Child and Adult Care Food Program.  In the event that a snack provided by a parent does not meet CACFP guidelines, teachers will supplement with an acceptable snack item.  We request only commercially prepared and/or packaged snacks. Teachers will wear gloves when handing out snacks.  Children will eat only when seated to decrease the possibility of choking.  Children will eat in social groups with a teacher to guide and encourage, but not force appropriate conversation and eating behavior.  If a child refuses to eat some type of food, teachers will offer the food again a little later.  Food will not be offered as a reward or denied as a punishment.  Adults will not eat or drink anything the children are not allowed to have while the adults are in view of the children.  (7-10)
Indoor Check 
The indoor environment will be routinely checked every month by the Director.  This includes but is not limited to checking outlets, electrical cords, water temperatures, janitor closets, etc. Director will use the Health and Safety Checklist. (7-10)
Outdoor Play 
Children will engage in daily outdoor activity when weather conditions do not pose a significant health risk.  Weather that poses a significant health risk shall include wind chill at or below 15 degrees F and heat index at or above 90 degrees F, as identified by the National Weather Service.  Teachers will use the Child Care Weather Watch chart and an outdoor thermometer to gauge weather.   Please dress children in clothing appropriate for the weather.

When outside, children will engage in developmentally appropriate activities that encourage gross motor and fine motor development.  These activities include, but are not limited to: running, walking, jumping, bicycling, crawling, skipping, digging, kicking, catching, throwing, drawing, painting, building, planting, and blowing bubbles.   (04-11)
Transportation Policy  
The preschool does not routinely transport children.  Most of our field trips are walking field trips; for the Nature Center field trip, parents drop off and pick up their own child at the site. 
In the event that volunteer parent drivers are needed to transport children to a field trip:
All children will have a booster seat (provided by parents)
Parent drivers will provide 
proof of  current driver’s license
proof of car insurance
criminal background check
completed Transportation Volunteer form
All parent drivers will be provided a first aid kit
There will be no smoking in the vehicle. (04-11)
Field Trip Safety
Children may only use a public rest room if they are accompanied by a staff member or parent.
All trip participants will wear identifying information that, for children, gives the preschool’s name and phone number.
A parent or legal guardian will sign an informed consent form for trips for each child before each trip.
A first aid kit, emergency contact information for the children in the group will be taken on all trips.
At least two parent volunteers will accompany the group. (7-10)
Outdoor Check 
The outdoor environment will be routinely checked every month by the Director.  This includes but is not limited to checking equipment, fencing, surfacing, clearing debris, etc.  Director will use the Health and Safety Checklist. (7-10)
Exposure to Sun 
During outdoor play and other activities during the hours of 10 am and 2pm, children will be protected by the sun using shade and sunscreen with UVB-ray and UVA-ray protection of SPF 15 or higher, with written parental permission. Sunscreen may be applied to exposed skin, including but not limited to the face (except eyelids), tops of ears, nose, bare shoulders, arms and legs. (7-10)
Helmets 
When children utilize any ride-on toys, they will wear an appropriate child’s bike helmet. (7-10)
Appropriate Clothing 
To promote safety at the preschool, especially when outdoors, parents are strongly discouraged from sending their child to school with clothing that has drawstrings, flip flops, necklaces, or any other item that could pose a safety hazard to the child. (7-10)
Cleaning and Sanitizing Policy 
Cleaning, sanitizing, and disinfecting are important steps to removing dirt and reducing the spread of germs in child care settings.  
Cleaning removes dirt and grime and is done with soap and water.  Use spray bottles containing a mild soap/water mix and paper towels to clean surfaces.
Sanitizing/Disinfecting removes dirt, grime, bacteria and (nearly all) germs.  The most common method of sanitizing in a child care program is the use of a bleach solution.
	*Make fresh DAILY
	*1 tablespoon bleach + 1 quart cool water
Use regular household bleach. Use of rubber gloves, safety glasses and/or an apron is recommended when mixing bleach and water.  Discard unused bleach daily.  

Example of cleaning process:
	*Clean surface with soapy water
	*Spray surface with bleach solution
	*Wipe bleach solution over the surface with a paper towel.  Do not dry off.
	*Allow to air dry for 2 minutes.

Bleach and water solution may also be used by dipping objects into a sink or pan filled with bleach and water solution and then allowed to air dry.  Paper towels soaked in bleach and water solution can also be used to wash surfaces, then let the surface air dry. (7-10)
Cleaning/Schedule 
*Countertops & tabletops – clean & sanitize daily and when soiled
*Food preparation and service surfaces – clean & sanitize before and after contact with food
*Door, cabinet handles – clean & sanitize daily and when soiled
*Floors – sweep after each class
*Toys & utensils that go into the mouth or have been in contact with saliva or bodily fluids—clean & sanitize after each child’s use 
*Toys that are not contaminated w/ bodily fluids – clean weekly & when visibly soiled
*Phone receivers – clean & sanitize weekly
*Waste containers – clean daily
*Hand washing sinks, faucets, counters, soap dispensers, door knobs – clean & sanitize daily and when soiled
*Any surface contaminated with bodily fluids – clean & sanitize immediately
**The above will be done more frequently as needed due to frequent illnesses of students. (7-10)
Tooth Brushing Policy 
Note: Certain classes are piloting this program.
Teachers shall promote the habit of regular tooth brushing. Regular tooth brushing with fluoride toothpaste is encouraged to reinforce oral health habits and prevent gingivitis and tooth decay.  The ability to do a good job brushing teeth is a learned skill improved by practice.   
Each child shall have a personally labeled age-appropriate toothbrush.  No sharing or borrowing shall be allowed. The child’s first name and last initial shall be written on the brush handle.  If cross contamination occurs, a new brush will be issued.  Brushes should be replaced after every three months or sooner if bristles become splayed. 
After use, toothbrushes shall be stored with the bristles up to air dry in such a way that the toothbrushes cannot contact or drip on each other and the bristles are not in contact with any surface.  Racks used to hold toothbrushes for storage shall be labeled and shall be washed and sanitized weekly and when contaminated, using soap and water and a bleach solution.
Child appropriate and child flavored fluoride toothpaste will be used. Pea-sized amounts will be dispensed onto a clean piece of paper or disposable cup for each child.  Toothbrushes will not come into contact with the original toothpaste tube.
Children and teachers will brush together in a group setting for 2 minutes while seated at a table. This practice allows adult supervision and guidance while modeling healthy behaviors. (4-11)
Hand Washing Policy 
Signs will be posted at each sink with the times when hand washing is required and the steps to follow.
All staff, volunteers, and children will wash their hands at the following times (as applicable):
upon arrival for the day or coming in from outdoors
before and after:
*eating, handling food
*giving medication
* playing in water that is used by more than one person
            c.   after:
                  *toileting
                  *handling bodily fluids (mucus, blood, vomit) and wiping noses and mouths
                  *cleaning or handling garbage
                  *touching pets or other animals
                   *playing in sandboxes
All staff, volunteers, and children will wash hands as follows:
Moisten hands with water and apply liquid soap.  Rub hands with soap and lather for at least 10 seconds.  Include between fingers, under and around nail beds, backs of hands and any jewelry.
Rinse hands well under running water with fingers down so water flows from wrist to finger tips.  Leave the water running.
Dry hands with paper towel.
Use a towel to turn off the faucet. Discard in trash can. (7-10)
 


Toileting Policy 
Children are expected to be potty trained before beginning preschool. It is the parent’s responsibility to potty train their own children. Our definition of potty training includes being able to manage clothing and toileting independently. Because changing soiled underwear introduces an increased risk of spread of infection and because the preschool is not equipped with diaper or pull-up changing facilities, all students must be potty trained before beginning school.  
 Although it is understandable and anticipated that toileting accidents will happen from time to time with young children, teachers will contact the parents if a child has two or more accidents at school to determine if there is something that can be done to help the situation. If sufficient evidence exists that a child is not toilet trained, the preschool has the right to remove the child from the class after three accidents. If a child is removed from class, the spot will be held for one month. If the child is not fully potty trained after one month, the preschool cannot guarantee a spot will be available. Once the child is fully potty trained, parents are welcome to contact the preschool to check on class availability. 
 Students may have accidents regarding toileting at preschool.  In the event of a toileting accident, to minimize contamination of the clothing and the environment, the teacher will send all soiled clothing home in a closed bag for cleaning without rinsing or removing any of the soil from the articles in the preschool to avoid further contamination.  The teacher should remove the child’s shoes before the change begins so that the shoes do not become contaminated and spread germs wherever the child walks after the change.  Remove and place all soiled clothing in a plastic bag.  If the child’s shoes are soiled, the teacher must wash and sanitize them before putting them back on the child.   Gloves are in the bathroom where they are accessible to teachers but not children.  Teachers will use the proper method to remove gloves. Before putting on clean clothing, both the teacher/caregiver and the child should wash their hands at the sink or wipe their hands as carefully as possible with disposable wipes or to remove germs that would otherwise be transferred to the clean clothing.  When the change is complete, the child should wash his/her hands carefully.  The teacher needs to wash after cleaning and sanitizing all surfaces involved in the change.  Extra clothing is available at the preschool in case of accidents.  Please wash and return borrowed clothing. (08-10)



Emergency Preparedness Policies and Procedures
First Aid Kits 
All first aid kits will be stocked at the beginning of the school year.  
When supplies are used in a kit, the teacher who uses the kit will restock to make sure all items are present.  
All first aid kits will contain the items listed on the FIRST AID KIT CHECKLIST form.  The director will check first aid kits every month and sign off on the form. (7-10)
Dental Emergencies 
Refer to Dental Emergencies – First Aid Care. (7-10)
Fire 
Alarm will sound.
Proceed to exit doors as marked on posted diagrams.
Director will check all three bathrooms.
Teachers will take emergency folder and evacuate children by walking east to the sidewalk on Howard Street.
Count to be sure all children and staff are out.
Call 911 from Legacy Management or an accessible cell phone.
Parents will be called if class is unable to resume. (4-11)
Tornado 
Civil defense siren sounding will relay severe weather condition.
Proceed to exit doors as marked on posted diagrams.
Take a head count.
Director will check all three bathrooms.
Teachers will take emergency folder and evacuate children to the PATH building of the Presbyterian Church located across the street and through the alley.  Enter through the north doors and proceed to the basement.
Take a head count.
Teachers and students will remain in the basement until the all-clear signal is sounded.
Parents will be called if class is unable to resume. (7-10)
Power Failure 
Children and teachers will remain in classrooms.  Center is equipped with automatic battery-powered emergency lights.  Fire alarm also has battery back-up. 
If preschool must close due to extreme heat or cold, parents will be notified.
Director or a head teacher will remain until all children have been picked up. (7-10)
Blizzard
Severe weather information would be relayed to us by Indianola Public Schools or an Indianola Preschool Board member.
We follow the procedure set forth by Indianola Public Schools regarding late starts or early dismissals in the event of severe weather.
Parents will be notified by phone of early dismissal.  When school is delayed or cancelled, announcement is made on television and a recorded message is available by calling the preschool.
Director or a head teacher will remain until all children have been picked up. (7-10)


Earthquake 
Teachers will alert each other of a possible danger.
Children and teachers will take cover under tables or in tornado-safe hallways. 
Teachers will survey the scene and find a safe exit for the children.  If it seems unsafe to move the children from the building, a teacher should try to leave (if possible) and go and seek help (call 911).  If no one is able to leave, staff and children would need to remain until rescue crews arrived.
If evacuation takes place, teachers will take emergency folders.  Head count will be taken.
Children will be taken to a safe area specified by police and emergency crews.
If transportation is needed, Director or police will call Indianola Community School’s transportation office (961-9592) for a bus to be sent.
Contact parents.
Director or a head teacher will remain until all children have been picked up. (7-10)
Bomb Threat 
 If a teacher receives or discovers a bomb threat, she will immediately alert other teachers.
Teachers will evacuate the children from the building by walking the children east across Howard Street to the PATH building of the Presbyterian Church.  Emergency folders will be taken.
Director or a head teacher will alert police by calling 911.
Head count will be taken.
Proceed as directed by police.
Contact parents if advised by police to do so.
Director or a head teacher will remain until all children have been picked up. (7-10)
Chemical Spill 
 If there is a chemical spill within the preschool, evacuate according to fire evacuation maps.  Proceed to the PATH building of the Presbyterian Church across Howard Street. Teachers will take emergency folders.
Head count will be taken.
Director or a head teacher will call 911.
If police recommend evacuation, contact parents by phone.
Director or a head teacher will remain until all children have been picked up.
If police notify teachers that a nearby chemical spill poses a fire or explosion danger and evacuation is mandated, Director will call Indianola Public Schools transportation office (961-9592) and request that a bus be sent.
Head count will be taken on bus before it leaves the preschool.  Children will be taken to a safe location as directed by police.
Parents will be contacted.
Director or a head teacher will remain until all children have been picked up. (7-10)
Intoxicated Parent 
  Head teacher will attempt to detain intoxicated parent.
Another teacher will contact someone from the child’s emergency contact form and request that they pick up the child.
The intoxicated parent will be told that the emergency contact person is coming to pick up the child.
If unable to contact another pick up person, the child must be allowed to go with the parent.  Inform the parent that police will be called.
Teacher will then call police and inform them of the situation. (7-10)
Abducted Child 
 If a child is abducted from the preschool, one teacher will stay with the children.
Head teacher will alert other staff for assistance and then call police at 911.
Teachers should try to note description of persons involved, description and license plate of car.
Parents of abducted child should be contacted upon recommendation of police. (7-10)


Lost Child 
If it is determined that a child is missing or lost, Director will immediately notify the local police or sheriff, the parents or legal guardian, and other authorities as required by state regulation.  If on a field trip, the staff will notify the facility management to assist in the search for the child. (7-10)
Intruder 
Teacher calls out code for alert: “The paychecks will be ready on Friday.”
If possible, children should be taken to another classroom in as normal a manner as possible by another teacher.
Teacher asks intruder if she can be of any assistance.
Another teacher contacts police (911) if situation warrants (intruder has weapon or actions seem suspicious).  Proceed as directed by police.
If children are removed from building, teachers will take emergency folders and head count will be taken.
Parents will be contacted if situation is threatening and police advise pick up.
Director or a head teacher will remain until all children have been picked up. (07-10)
Flooding 
 If flooded conditions occur prior to the preschool’s opening, all parents are to keep children at home until the conditions subside.  In the event of a flooding situation during the preschool’s hours of operation, a Director will call an emergency meeting to develop a plan of action.  Parents shall be contacted for immediate pick-up.  For those pick-ups that cannot safely be made, Warren County Emergency Management will be contacted (961-1105), for possible evacuation instructions, the location to the nearest evacuation site, and how the children/staff will be transported to that facility.  The Director will contact parents (when possible) to let them know of the plans.  Parents are to move as soon as possible to the evacuation site to pick up their children.   (04-11)
Emergency Pack 
 There will be an emergency pack at the preschool and at the PATH building of the Presbyterian Church that contains: flashlights, batteries, radios, water, snacks, emergency contact information, first aid kids, books, blankets, and personal hygiene supplies. (7-10)
Documenting Injuries 
Whenever an injury occurs, a Child Injury/Incident Report Form will be filled out by the attending teacher.  A parent or legal guardian will sign the form, retain the white copy and the yellow copy will be filed in the Incident Reports folder.  The folder will be reviewed by the Director at least every three months to identify hazards for corrective action. (7-10)
Emergency Contact Information 
 Emergency contact numbers will be taken on all field trips.  
Emergency contact information will be kept at an offsite location (Child Care Resource and Referral office) in case of catastrophic event.  All information is kept confidential. (7-10)

Policies Concerning Teachers
Leave Policies
Emergency Leave
Paid emergency leave sessions shall be granted each school year based on the number of sessions taught per week (See Table A).  Emergency leave sessions are defined as: 

illness of the employee
illness of the employee’s immediate family
birth of a grandchild
doctor appointments 
death in the employee’s immediate family.

Immediate family includes spouse, child, parent, or sibling of the employee.  A session is defined as one class time on one day.

If the Employee is employed for two (2) or more successive contracts, emergency sessions may be accumulated as described in Table A below.
Personal Leave
Paid personal leave sessions shall be granted each year which shall be non-cumulative and used at the Employee’s discretion.  The sessions must be scheduled with at least 24 hours advanced notice.  

A session is defined as one class time on one day.
Table A (09-10)
	 # of Sessions Taught per week
	Paid Personal Leave Sessions 
	Paid Emergency Leave Sessions
	Maximum Allowable Accumulated Emergency Leave Sessions

	1
	1
	4
	4

	2
	2
	4
	8

	3
	2
	5
	12

	4
	2
	6
	16

	5
	2
	6
	20

	6
	3
	8
	24

	7
	3
	8
	28

	8
	4
	10
	32

	9
	4
	11
	36

	10
	4
	11
	40

















Professional Leave
Upon Board approval, professional leave will be granted to employees visiting other preschools, attending workshops, etc., related to early childhood development. (5-05)
Maternity/Extended Emergency Leave
A total of six weeks leave will be allowed for a medical emergency or maternity/adoption.  Accumulated paid emergency leave may be applied toward this period.  Two personal sessions may be applied toward this period at the discretion of the employee.  Request for an extension of these six weeks must be presented and approved by the full Board. This leave is unpaid except for the use of emergency and personal leave sessions.  (05-05, 04-06)


Leave Notification
Each employee will be required to complete the leave notification form and return it to the Bookkeeper.
The form shall be turned in 24 hours prior to the date of the requested leave, except in cases of emergency.
Leaves beyond those specifically covered and leaves for more than 5 consecutive preschool sessions must be approved by the officers of the Board at least two working days prior to the date of the requested leave. (04-06)
Exceptions due to extenuating circumstances will need to be referred to the entire Preschool Board for discussion and actions. (1-84)
Additional Leave Considerations
Any leave beyond the number of sessions outlined in Table A shall be taken without pay.  Upon termination of employment with Indianola Preschool, Inc. the employee will be paid unused personal leave.  Any unused emergency leave will be forfeited.  If a former employee becomes employed at a later date with Indianola Preschool, Inc., they will be considered a 1st year employee with 1st year level benefits. There is no gifting of emergency leave without approval.
Jury/Witness Duty
An employee should immediately inform a Director when summoned to jury duty.  The Preschool will release the employee from work and will hire a substitute to cover the sessions missed.  The employee will receive full pay for the period he/she is serving. (04-06)
Staff Orientation
Each employee is required to read and become familiar with the contents of the Staff Orientation notebook.  This notebook contains copies of the following: Iowa Code for Child Care Centers, staff file forms, job descriptions, staff training requirements, emergency plans, program handbook, policy book, children’s file forms, and incident report form. (9-97)
In-Service Days
In addition to scheduled class periods, each employee is required to be present and paid to be present for three to four days.  A work day is defined as 7 ½ hours with an hour lunch.  Work days will be considered as a two session day paid at the Employee’s average rate of pay. Included in this three to four days is one session’s pay for each class they teach for classroom set up at the beginning of the school year. (07-11)
Staff Meetings
Each employee is required to be present for monthly staff meetings.  Dates and times for the staff meetings will be determined and communicated by the Director(s).  Additional pay is not offered for these meetings. 

It is the Employee’s responsibility to notify the Directors if he or she is unable to attend due to extenuating circumstances.  (04-06)
Other Preschool Events and Activities
Each employee is required to attend Meet Your Teacher Night and Parents Night.  Employees will be paid hourly based on their session rate. 

In addition, one employee from each of the teaching teams shall be present for Trunk-or-Treat.  Additional pay is not offered for this event.  (07-10)
Training/Workshops
All staff members are required to attend approved early childhood trainings as mandated by DHS for preschool licensing. Part time employees are required to have four contact hours of training, full time employees are required to have six contact hours of training, and directors are required to have eight contact hours of training annually.  Staff members are required to complete their early childhood training hours outside of their regularly-scheduled teaching sessions and at their own expense. All staff members are also required to take CPR and First Aid training courses and maintain a current certification; IPS will be responsible for costs associated with CPR and First Aid training.  (04-11)


Teacher’s Pay
Teachers will be paid in monthly installments on the 20th of each month.  If the 20th falls on a Saturday, Sunday or holiday, payment will be made on the last business day prior to the 20th.  The checks will have stubs attached recording withholdings.  Teachers may opt to utilize direct deposit.  Withholding information will be distributed each pay period. Pay periods run from the 16th of one month to the 15th of the following month. (04-11)
Part Time/Full Time Status
Part time status is given to those teachers working less than 20 hours per work week.  Full time status is given to those teachers who work more than 20 hours per work week. (07-10)
Dress Policy
Employees shall use good judgment when choosing clothing that is appropriate for teaching at Indianola Preschool, Inc.  The following items are considered appropriate for a preschool setting:

Dress or casual slacks, capri pants, khakis
Casual dresses or skirts, jean skirts
Long or short-sleeved shirts or blouses, golf shirts, polo shirts
Loafers, flat shoes, sandals, boots, clean sneakers/tennis shoes
Neat denim jeans
Sweatshirts and T-shirts that bear the IPS logo

The following items are not appropriate on any day:  sweatshirts and T-shirts without the IPS logo; shorts; jeans that are frayed or have holes or rips in them or any clothing that is worn-out or tattered.  (04-06)
Abuse Policy
Physical or sexual abuse of adults or students will not be tolerated.  This behavior will be subject to disciplinary action which includes suspension and possible discharge. (7-08. 4-09)
Classroom Responsibilities (07-08)
At the start of each day, employees shall:
Check the answering machine
Check the paint easels:  open paint and put out brushes and paint shirts  
Make bleach water

After each session, employees shall:
Check bathrooms:  flush toilets, check sinks, paper towels and toilet paper 
Clean and reload easels with paper and paint 
Wash and put away items used in kitchen 
Clean up from snack/vacuum if necessary 
Straighten all rooms and put away toys and tubs 

At the end of each day, employees shall:
Turn off the computers 
Check heating and air conditioning
Spray down bathrooms
Take out the garbage 
Turn off the lights 
Lock the doors
Lock the gates

Personnel Files
All employees will update their Preschool personnel file kept by the Director with continuing education, college/university credits, First-Aid, CPR and other pertinent information. (04-06)


Certificate of Health and Physicals
The Employee shall furnish a Certificate of Health from a duly licensed physician in support of the qualifications to fulfill the terms of this agreement, following a pre-employment physical within six months prior to initial employment and every three years thereafter.  Upon receipt of proof of payment and properly completed medical forms, the Employee will be reimbursed the lesser of the Employee’s Co-Pay/Co-Insurance or $50 for the medical examination.
Staff Tuition Policy
Staff members with a child enrolled in Indianola Preschool will be entitled to a 20 percent reduction in tuition fees.  In the case of two children enrolled, one child will receive the 20 percent reduction in tuition fees available to second children enrolled in the Preschool and the other child will receive a 20 percent reduction as described in this policy. (4-86)
Evaluations
An evaluation shall be conducted at least annually for each Employee by the Board, Officers and/or Director(s).  The evaluator will discuss the observation with the employee. (04-08)
Substitute Teachers
It is the employee’s responsibility to find a substitute teacher if he or she is unable to teach a session and then notify the Director of the substitution. The salary for a substitute shall be at the average rate of pay for employees of Indianola Preschool and $30/session for substitutes outside the Preschool staff. (5-05)
Long-Term Substitutes
Substitutes hired for four or more consecutive sessions of a class will be termed “long-term substitutes” and will be paid the current substitute pay plus an additional 33 percent.
Small Purchases
If an item is needed for a classroom supplement, employees should fill out the teacher supplement request form.  The request form needs to be signed by a director, and then submitted to the Treasurer.  The purchase will be deducted from the supplement fund.  (7-08)
Communication
Lead Teachers are required to communicate with parents on a weekly basis concerning activities of their classroom(s).  Directors are required to communicate monthly with parents regarding activities of the Preschool. (04-06)
Parent/Teacher Conferences
Teachers shall be paid for parent/teacher conferences based on their session rate at an hourly rate calculated by dividing their session rate by 2.75. Teachers will contact the parents of each student via phone in late summer (YRE) or fall (Traditional).  Teachers will conduct fact-to face conferences with the parents of each student in early winter (YRE) or February (Traditional). (12-10)
Confidentiality Agreement
All staff and board members are required to annually review, sign, and adhere to the Indianola Preschool Staff and Board Confidentiality Agreement. A copy of the signed agreement will be kept on file by the board president. (05-11)


Policies Concerning Board Members
Preschool Promotion
Board members are expected to actively and positively “sell” the Preschool to the community and motivate Directors and Staff to do the same.  (04-06)
Size of Board
The Board will consist of nine members. (4-93)
Board Compensation
The following officers shall receive free tuition in the dollar amount equal to a two or three day a week class, for one child for one year of their choosing:  President, Vice President/Secretary, and Treasurer. (1-69, 5-77, 4-83, 7-01, 7-11)
Board Scholarship
A Preschool officer who is entitled to compensation for one child for one year can provide the tuition rebate to another child or children with the approval of the Preschool Board. (10-84)
Terms of the Board
Board members will be elected by a majority vote for a three year term.
Terms will be rotating with three members’ terms expiring each year.
A person will be eligible to serve as an officer only after serving at least one full year on the Board.
A vacancy occurring in any office or standing committee (except President) shall be filled for the unexpired term by a person elected by majority vote of the remaining Board members.
In the event the President resigns, the Vice President/Secretary shall fill the Presidency, and the office of Vice President/Secretary shall be filled according to the above requirements.
A special request for an additional term must be approved by majority vote of Board by a secret ballot.  A Board member cannot serve for more than two terms.
Records of Board members’ terms shall be kept by the Vice President/Secretary.
Current Board members will comprise a slate of potential Board members for the next school year during the month of January for a vote in February. (04-06)
Current officers will select officers for the following school year and present the new officers at the February meeting. (04-06)
Past board members can register with current/upcoming board members at registration. (04-11)
Board Meetings
Each Board member is required to be present for monthly Board meetings.  Dates and times for the Board meetings will be determined and communicated by the President.  It is the Board member’s responsibility to notify the President if he or she is unable to attend due to extenuating circumstances.
Preschool Events and Activities
Each Board member is expected to attend Preschool events as deemed necessary.  These events include, but are not limited to Registration Day and Trunk-or-Treat.  (07-10)
Preschool Enrollment
If a Board member has a preschool-aged child who is attending preschool while serving on the Board, that child should attend Indianola Preschool, Inc. (08-10)
Confidentiality Agreement
All staff and board members are required to annually review, sign, and adhere to the Indianola Preschool Staff and Board Confidentiality Agreement. A copy of the signed agreement will be kept on file by the board president. (05-11)
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ILLNESS

5" DISEASE
(Erythemia
infectiosum)

: * Kk
Guide to Childhood Illness

Recommendations for Parents and Child Care Facilities

WHAT YOU SEE

Fever, headache and very red cheeks. Lace-lke ras!

‘ages 5-14 and is unusual in adulls.

‘on chest, stomach, arms and legs that lasts 3 days o
3weeks. You may see the rash off and on. Usual for

WHAT 70 DO

‘Consull with child's docior ‘about using over the
counter pain/fever medicine. Give chid plenty of fluids
Prevent scralching by trimming fingernails and putting
gloves on the child during the night. Pregnant women
exposed 10 this disease should consuit with their doclor.

h

WHEN CAN CHILD GO BACK
TO CHILD CARE?

Keep child home if fever is present.

CHICKEN POX
(Varicella)

Ty, Distery rash with miid Tever, BISIers GSUaly
‘occur in clumps and are more.

COLD SORES &
MOUTH SORES

Commmma.muamcmmwmwm
baking soda in waler o reducs ilching.
mmmwwymmnqm‘u { putting
glaves on the chid during the might.

Chid should stay home, uni al the
e e

others can have several hundred.
Fever, painful, small, fluid-filed or red bisters on

purple and can appear one-at-a-time or n lttle

aiso have 2 smal red rsh on hands and feet

‘mouth, gums or lips. The sores are usually reddish or

bunches. Children with hand, foot and mouth disease

The sores should be kept as dry and covered as
possidle. Do not allow chiidren to share toys.

fihe child is drooling and has sores,
‘consult chid's doctor before
returning to child care. Otherwise,
child does not need to miss chiid
care.

EAR, NOSE AND
"~ CHEST
 INFECTIONS

mymm mmmm;uam nunny
_nose, waery eyes, sore throat, chills and tredness
 associated

Make sure the child gets plenty of
doctor about using over the counler pain or fever
 medicine. The child and those caring

Child without fever does not need to
miss chid care as long as chid can
" partipale easiy in actiites.

‘and watery than usual. Stool may contain biood.

‘The child's bowel movements are more frequent, loose.

Makes noisy, high-pilched sounds when breahing__
Make sure the child gels pienty of rest and give a diet of
clear liquids. Breastfeeding can continue. If symptoms
continue, fever occurs, or if biood appears in stool, call
your doctor. The child and care givers should wash
hands frequently.

diarrhea is gone and the child feels
better.
“There are special exclusion ruies

Anmwlnbwyhnmmn-mm

| does not always indicate serious |

iness.

present if the child's temperature is 101 d.y-m
measured by the mouth. The most common causes
| fever in children are sickness, hll'\mﬂ lﬂd Iﬂﬂﬂl
vaccination.

| Call chld's doctor if your child is uncomfortable or has 2
o Wmmw.mmmmummm
an ampit omperature of 100 degrees, callyour doctor,

for E. coli O157:H7 and Shigelia

FLU
(influenza)

Fever, chills, sors roal, cough, headachs, muscie
‘aches, extreme sleepiness. Some children may
develop pneumonia with influenza. Chidren with

never without respiratory symploms.

influenza may have nausea, vomiting or diarrhea but

Consull wilh chid's docior. Make sure chid gels pienty
of rest. Ask doctor about over-the-counter fever/pain
relievers and antiviral medicine.

All children oider than six months are recommended to

Child can go back to child care after
the child feels wel.

HEPATITIS A

irach pan, sk fesio; tevt st Getion 601
part of eyes might turn yellow.

IMPETIGO

get an influenza vaccination every year.

Skin sore with a yellow, honey colored scab. It may
ooze and drain. Most sores are on the face, around

‘medicine and will tell you how o take care of the sores.
The child and care givers should wash hands

cmmmmm«mm.mumu
hours after the child staried
medicine from the doclor.

| while cream rinse is stillin the hair.

mmﬁmumx

800-369-2220 &
‘e-mg d of Head st bt

MENINGITIS

(Viral or Bacterial)

symploms in anyone over 2 years oid.

ornaciive, b irabl, vomor feed poory

Newborns and smallinfants may appear over-siespy

‘Consult with child's docior IMMEDIATELY. Viral
‘meningits is only spread when someone has contact
with an infected person's stool. Bacterial meningitis can
be spread through the

en medicine to

‘Children with bacterial meningitis
‘may retum to child care 24 hours
afler starting antibiotics. Children
with viral meningitis may retum
when fosing beter,

1 Rare In chidren with 2 doses of the measies, mumps
and rubelia vaccine. Fever, swollen and soré glands
at the jaw. Sometimes chikren also have 2 cough and

Consult with chikd's doctor and ask about using over the
‘counter painfever medicine. Give plenty of iquids.

Chid can 5o back 1o ohild care 5
days afier start of symptoms or unti
symploms are gone, whichever is

| the eyelids may be matled afler sieap.
| @round the eyes may be red, Whnudplvnﬁnl

Usually red, splolchy areas on the skin, somelimes
with bumps that may or may not be whitish in color.
Child may have a fever or behavioral char

Consult with child's doctor if child develops a fever and
acts differently with the rash.

Whe chid has no fever or
behavioral change with rash, then

m sirfaces

the chid may retum to child care.

Mmlfmml g
4 weeks.

see small red bumps on the skin or burrows

Severe itching that can be worse at night. You may
between

fingers, on wrists or elbows, in armpits, or on waistine.

‘Child can go back to chid care 24
hours after first treatment.

mmmmmmm-p
throal.

and extreme fa

re fime recomn
brmmmmmcpwhu bomxy test.

Conron cauass of vamiig we sidnass ad upast

‘Consull with child's doctor i fever is present. Call
‘doctor immediately if chid is unable to keep fluids down

Child can return 1o child care once
‘symptoms are gone.

Persislent, deep-sounding cough. Some chidren may.
 |'have a ‘Whoop" sound in cough. Some may vomit or
| lose their breath during and after coughing.

for more than 24 hours.
“Consult with child's doctor, Give all prescribed
‘medicine for the entire time directed. Doctor may

_prescribe medicine to ciose contacts to prevent ilness.

“Child can go back o child care after.
d-ysmmubnwuerzi  days of
 cough ifno antibiotics are given-

K immunization is available

Do you need a doctor? Call the Healthy Families Line at {:800:369:2229.
Do you need health coverage for your child? Low cost or free health care coverage may be available for your child through the hawk-i

program. Hawk-i provides child physical exams for well or ill children and medicine from the doctor, dental and vision services,

immunizations, and much more. Call 1-800-257-8563 or visil

*

: www.hawk-i.org.

* * *

Healthy Child Care lowa

lowa Department of Public Health
‘September 2006
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2003 Inclusion/Exclusion Criteria:

The American Academy of Pediatrics 2003 Red Book, 2"! Edition, recommends the
following criteria for ill children who attend child care programs:

Exclusion:

o Illness that prevents the child from comfortably participating in program activities.

0 Illness that results in a greater need for care than the staff can provide without compromising the
health and safety of other children.

a Fever, lethargy, irritability, persistent crying, difficulty breathing, or other manifestations of possible
severe illness.

a Diarrhea or stools that contain blood.

o Ecoli-O157:H7 or Shigella infection, until diarrhea resolves and two stool cultures are negative for
these organisms.

0 Vomiting two or more times in 24 hours, unless the vomiting is determined to be caused by a non-
communicable condition and the child is not in danger of dehydration.

0 Mouth sores associated with drooling, unless the child’s physician or local health department
authority states that the child is noninfectious.

o Rash with fever or behavioral change, until a physician has determined that the illness is not a
communicable disease.

0 Purulent conjunctivitis (defined as pink or red conjunctiva with white or yellow eye discharge, often

with matted eyelids after sleep and eye pain or redness of the eyelids or skin surrounding the eye),

until examined by a physician and approved for readmission, with treatment.

Tuberculosis, until the child’s physician or local health department authority states that the child is

noninfectious.

Impetigo, until 24 hours after treatment has been initiated.

Streptococcal pharyngitis, until 24 hours after treatment has been initiated.

Scabies, until after treatment has been given.

Varicella (chickenpox), until all lesions have dried and crusted (usually 6

days after onset of rash).

Pertussis (whooping cough), until 5 days of appropriate antimicrobial

therapy (which is to be given for a total of 14 days) has been completed.

o Mumps, until 9 days after onset of parotid gland swelling.

0 Measles, until 4 days after onset of rash.

a Hepatitis A virus (HAV) infection, until 1 week after onset of illness or
jaundice (if symptoms are mild).

[n]

Bt O

[u}

Note: Public health authorities should be notified of any occurrence of lowa Reportable
Diseases/Conditions or of unusual illness outbreaks that involve children or adults in
a child care setting. (See: lowa Administrative: Code 641-Chapter 1)
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