Building Blocks Learning Center

[image: image1.jpg]





Parent Handbook 

Hours of Operation:

Building Blocks Learning Center is open Sunday through Saturday from 6:00 a.m. to 6:00 p.m.

Calendar for the Year:

CLOSED Labor Day

CLOSED Thanksgiving and Friday after

CLOSED Christmas Eve and Christmas Day

CLOSED New Year’s Day

CLOSED Memorial Day

CLOSED Fourth of July 



Building Blocks Learning Center is available with full day or half-day options. Morning session is from 6:00 a.m. – noon or noon – 6 p.m.  Building Blocks Learning Center requires a three-session minimum per week.

Enrollment is open to all children, regardless of race, color, creed, or sex. 




Program 

Building Blocks Learning Center’s mission is to provide children with a safe, nurturing, and educational environment where creativity, exploration, and questioning is at the forefront of learning. We prepare children to be 21st-century learners and provide them with life skills, technology skills, and social skills to thrive and become prepared for their academic futures. Children will learn through sensory exercises, self-inquiry, and working together with their classmates to develop crucial skills that will prepare them for future endeavors.

Philosophy
We believe that the first few years of life pave the way for children’s future education and it is so important to work with and nurture children. Because all children learn differently and are so diverse, we pay close attention to each child’s needs and gain knowledge of what way they learn best.  

We structure an environment that provides natural opportunities for language development, manipulation of materials, sensing of meaning and relationships, developing work habits, and obtaining social maturity.

Our program is sensitive to the individual needs of the child. The physical and emotional environment will be conducive to the needs of children at different stages of cognitive and social-emotional development. The materials that are provided and the plans that are made will be appropriate to each child’s developmental level. 

Child Intake

Building Blocks Learning Center is licensed as follows:

8 Infants (ages 6 weeks to 16 months)
14 Toddlers (ages 16 months to 33 months)
30 Preschoolers (33 months to 6 years)



All families interested in enrollment are to make an appointment with the director to tour the program before starting. The family will be asked to fill out all required paperwork. The children are placed in the appropriate group, and the teacher is notified of a new child joining their group. A welcome letter from the appropriate teacher will also be given to the parents. All teachers are to welcome the new arrival and work to make them feel at home in their new surroundings. 

Toddler care and preschool is available to children at a minimum of three or more days a week. Children must be registered for a minimum of three days a week.

Hours of Operation: 6:00 a.m. – 6:00 p.m.

Implementation of Philosophy

1. We will provide a daily format in which the communication skills, i.e. reading, listening, speaking, spelling, and writing are applied to learning experiences in science, art, math, music, and social studies. The classroom will be organized in learning centers where children are free to create, explore, inquire, and respond in a variety of ways that will help them extend their language abilities. 

2. The program will provide daily opportunities for recognition of the efforts of each individual child and for the child to experience success. Planned experiences will nurture their feeling of self-worth and sense of belonging to the group. Reasonable limits of behavior will be agreed upon and relayed to the children. The expectation will then be that the child will function within those limitations.

3. Daily opportunities will provide for skill development in body movement through the use of both small and large muscles, with our ultimate goal being to provide the basic skills needed for good health and life sports. 

Child Care Program Plans

1. A teacher is assigned to each room during free time and also to a small group.

2. Building Blocks Learning Center serves children six weeks to twelve years of age. 

3. Building Blocks Learning Center program plans are annually evaluated in writing by staff persons licensed in Early Childhood Education.

4. Additionally, parents are invited to review the program and program plans at any point throughout the school year.

Grievance Procedures for Parents

A grievance is a complaint concerning your child and the program and/or staff at BBLC. The grievance procedure is a systematic process for the objective hearing of and orderly handling of parent/guardian grievances. If you have a problem in your child’s classroom, please consult your child’s teacher. If the matter cannot be resolved, please consult the director. 

The grievance procedures may be used by all parents/guardians of children currently enrolled at BBLC. Any parent/guardian may expect a fair resolution of a grievance. Tuition and payment are not matters considered for grievance procedures. 




Conferences

Parent/Teacher conferences will be made available to all parents in November and May of each year. Parents are encouraged to sign up when conference times are posted. Any parent not available during the posted conference times is invited to schedule a telephone conference with their child’s teacher. Individual conferences may be scheduled at any time throughout the year at the parent’s request. 

Infant Curriculum

Infants develop new skills every day!  They explore and learn about their world through their senses and emerging motor skills. They are born curious and ready to learn. We create infant learning environments to provide experiences that respond to infants’ natural curiosity and emerging skills. There are multiple sources of developmentally appropriate stimulation in the classroom. Learning and development for infants includes their total experience within the learning environment.

It is critical that the learning environment is physically safe and clean so that infants can safely explore and interact with the other children, adults and materials in the classroom. 

Infants benefit most from individualized care and should be allowed to follow their own schedule for eating, sleeping and playing. As infants get closer to toddler transition, they are given more of a structure when it comes to eating and sleeping. Infants are dependent on close, nurturing relationships as the source of positive physical, social, emotional and cognitive growth. Infants learn about their world by observing adult reactions.  They develop best when they are assured of having a trusted caregiver who can read their cues and respond to their needs. We understand child development and how infants learn and are able to read and respond to their needs and behavior. 

Language development is particularly crucial during the infant period. We provide many opportunities for infants to engage in meaningful dialogue.  We acknowledge and encourage the infants’ forms of communication.  We actively use and teach American Sign Language with the infants.  Baby sign gives the non-verbal child the ability to communicate and helps to alleviate frustration while they are gaining their verbal skills.

Planning learning experiences around themes is not necessary for infants, however, in our infant room we accentuate the children’s day with art, sensory, and other activities that have a common theme.   Infants do not need their environment to be arranged by learning centers, however, the learning environment includes symbolic, sensory, literacy, curiosity, movement, music, and outdoor experiences.



Toddler Curriculum

Toddlerhood is as challenging as it is exciting for toddlers and adults. As they become aware of “self” and are able to maneuver physically through their world, they develop independence. Toddlers are curious by nature and enthusiastic explorers. They are egocentric but are interested and enjoy interacting with their peers.

The toddler environment is constructed with the thought in mind that every experience is a potential learning experience. Learning and development for toddlers is their total experience in the learning environment, not just specific learning activities during specific times in the daily schedule. We organize the environment using learning or play centers.

Repetition of movement and activities is important for brain development for toddlers.  Repetition strengthens the neural pathways that toddlers are developing. So although novelty is stimulating and should be reflected in their environment, they need practice with activities that are familiar to them. Toddlers enjoy using the skills that already have developed. They like re-exploring the familiar. They have a need to repeat the familiar to cement those skills.

Problem-solving experiences for toddlers involve manipulating, experimenting, figuring out how parts relate to the whole, discovering one –to –one correspondence, cause and effect and creativity. Toddlers enjoy putting things together and taking them apart, building and constructing. They enjoy sorting and matching, and love to carry things.

The development of language is particularly crucial during the toddler period. We provide many opportunities for toddlers to engage in dialogue with peers and adults. We acknowledge and encourage the child’s communication during all learning experiences.  We actively use and teach American Sign Language with the toddlers.  Signing with the toddlers helps to build the children’s vocabulary both verbally and nonverbally and allows them to communicate their needs and express themselves.

We organize the environment using learning or play centers; giving toddlers options and choice in smaller group settings. We understand child development, which impacts how we plan for learning experiences.  

Toddlers perfect their motor skills rather than acquire them as they did as infants. Toddlers need to climb, run, throw, and jump.

Play allows toddlers a combination of exploring new objects, practicing new and familiar skills, opportunities to problem solve, meet new challenges and build language skills.

Preschool Curriculum 

Children in the Preschool years are curious, creative, and playful.  Their world is full of exciting and interesting ideas to explore and learn about. They need variety in activities, freedom to explore and experiment, a safe environment in which to make mistakes, and engaging units or projects to get involved in. Children of this age benefit from a combination of individual, shared, and teacher-led activities.

The role of the teacher includes: (1) understanding the learning goals for the age group and how to help each child achieve them, (2) knowing as much about each child as possible in order to provide the variety in the classroom, (3) preparing experiences to match each child’s individual likes and learning styles.  Children of this age learn by doing, not by being told what to do.  They must have firsthand experiences. We ask ourselves the following when we are tempted to do something for the child, “Who needs the practice, me or the child?”

To help children develop toward each learning standard, we provide materials and activities that the children may not have used or mastered.  These activities must be appropriate to each level of ability and be challenging but not frustrating. 

The materials in the classroom must provide immediate feedback to the child.  Building with blocks, throwing a ball, pounding play dough, and pouring water all provide immediate feedback and problem solving situations.  These activities are the most effective learning materials.  In addition, we provide creative and literacy experiences that encourage exploration, writing, and reading.  

We provide plenty of time to explore, play, and experiment.  For learning to occur, it takes time and repetition.  Children learn as they engage in sustained amounts of play and exploration. 

The teacher’s role during playtime is connected to the child’s learning and developing. We extend children’s learning by routinely sharing in activities chosen by the children.  We observe, share, converse, and extend learning during the shared activity.  We acknowledge the child’s efforts and talk about how far she’s come.   It’s during this time that authentic assessment notes are made and level of development is observed.  But, it’s also at this time that the child’s learning is moved farther along to what she can do on her own.  

Socially constructed knowledge is knowledge that children and teachers create together.  We provide many opportunities for conversation, sharing ideas, asking questions, and helping each other.  We watch for times when children can become peer tutors; each child is an expert at something.  We help children use that expertise to help others in the classroom. 

Classroom lesson plans contain enough information so the teacher feels prepared, yet flexible enough to make room for children’s questions and “side trips”.  

Infant Program Plan

The infant program will provide for the daily need of infants, including feeding, diapering, and sleeping. The program will also provide daily sensory and reading activities and large motor floor time. Weather permitting, the children will have daily outside time.

As the infant progresses, we will document the child’s physical, emotional, social, and intellectual progress in the child’s records, and convey this information to parents during conferences. 

Young Infant

Emotional Goals for Ages 6 Weeks to 8 Months

Kicks legs and squeals in excitement

Fidgets or cries to show discomfort
Smiles

Communicates needs verbally and nonverbally

Social Goals For Ages 6 Weeks to 8 Months

Watches other children

Plays peek-a-boo

Looks up when name is called

Begins to babble

Listens to adults speaking

Begins to imitate sounds

Physical Goals for Ages 6 Weeks to 8 Months

Holds head up without support

Rolls over

Sits alone

Begins creeping or crawling

Pulls large pegs out of pegboard

Transfers objects from one hand to the other

Intellectual Goals for Ages 6 Weeks to 8 Months

Shows pleasure at reactions

Kicks mobile and smiles

Drops object and watches it fall

Smiles and shows pleasure when spoken to
Activities Designed to Promote Emotional Goals 

Create bonding with child by meeting daily needs

Daily love and nurturing

Daily floor time



Activities Designed to Promote Social Goals

Daily one on one time with teacher

Talking, signing, and calling by name

Activities Designed to Promote Physical Goals

Daily floor/tummy time

Climbing, crawling, and rolling environments

Offer grasping and pulling objects

Activities Designed to Promote Intellectual Goals

Offer objects to hold

Mobile play

Daily communications

Mobile Infants

Emotional Goals for Ages 8 Months to 18 Months

Express themselves through emotions, using gestures and sounds

Express feelings in appropriate ways

Feel secure in relationships

Communicate verbally and non-verbally

Social Goals for Ages 8 Months to 18 Months

Initiate speech with babbling sounds, vowel sounds, and use of 1 or 2 words

Points to pictures of family members


Shows interest in peers


Begins to communicate with peers


Shows caring and cooperation

Physical Goals for Ages 8 Months to 18 Months


Pulls self up and cruises around furniture


Walks


Stack 3 blocks


Scribble with fist grip


Begin to use a spoon and sippy cup

Intellectual Goals for Ages 8 Months to 18 Months


Understand basic concepts and relationships


Develop strategies for solving problems


Demonstrate an understanding of both familiar and unfamiliar objects


Feel proud and competent about what he/she can do


Express independence

Activities Designed to Promote Emotional Goals 

Mirror activities showing facial expression
            Offer a variety of foods

Hold during feedings to encourage bonding

Sing songs

Social playing in dramatic play area

Activities Designed to Promote Social Goals

Read books

Show support when frustrated or angry

Sing together and say hello to friends

Social time playing in dramatic play area

Activities Designed to Promote Physical Goals

Practice walking and crawling

Floor time

Small motor development

Art

Spoon and sippy cup

Activities Designed to Promote Intellectual Goals

Filling and dumping buckets

Books with colors and objects

Daily communication, encouraging words and exploration

Promote questions

Allow choice 

Infant Daily Schedule

6:00-9:00
Free Choice/Learning Centers

9:00-9:30
Breakfast

9:30-10:00
Diaper Changes 

10:00-10:30
Morning Outside Time in Buggy or Free Choice/Learning Centers

10:30-11:00
Art/Project Time

11:00-11:30
Music Time

11:30-12:00
Book/Reading Time

12:00-12:30
Lunch

12:30-1:00
Diaper Changes

1:00-3:00
Naptime

3:00-3:30
Snack Time 

3:00-3:30
Diaper Changes

3:30-6:00
Free Choice/Learning Centers


TODDLER PROGRAM PLAN 

Social/Emotional Goals

Foster independence in life skills within the child’s individual capabilities


To provide a disciplinary plan that is consistent


To nurture individuality


To encourage words in conflict as opposed to force

Physical Goals


To promote gross motor development through play and music and movement activities


To provide opportunities for fine motor development through manipulative materials, art activities, and life skills


To provide an environment rich in sensory stimulation


Cognitive Goals

To provide opportunities to make choices during the day


To encourage children to be actively involved in their learning


To allow opportunities to solve problems in play with children and adults


To provide a curriculum in which hands-on, real experiences are offered


To plan a routine which is consistent yet flexible


To expand children’s language and vocabulary

CURRICULUM 

Social/Emotional

Supply books, pictures, art, water, sand, blocks, dramatic play


Small, quiet areas for playing alone


Areas for play with other children


Encourage children to feed self when ready


Model appropriate words and actions to children


Expand on cues from children

Physical 

Objects to reach for and grasp

Furniture that enables child to pull self up, climb in and on

Objects for carrying, containers to fill up and dump out


Balls


Activity songs and finger plays


Toys to stack, put together


Objects varying in texture


Objects to shake, roll, and bounce

Cognitive 

Naming and hiding games


Various size containers to fill up and dump out


Set up learning centers to promote choices


TRANSITION PRESCHOOL GOALS          Ages 33 months-3 years 

1. Cognitive Goals

a. to compare size by choosing or pointing big/little

b. to count three objects on sequence

c. to say and respond to first and last name

d. to identify verbally the usage of familiar objects

e. to follow two step directions

f. to classify by one attribute

g. to follow two step directions
2. Physical Goals

a.   to jump in one place
b.   to balance on one foot
c.   to throw a ball overhand
d.   to walk downstairs using alternate feet
e.   to assemble parts (pegs on peg board, peg puzzles, unifix cubes, etc.)
f.   to stack blocks 8 high without knocking down


3. Social/Emotional Goals

a.   to interact with another child

b.   to put toys away upon request

c.   to use hands, feet, and mouth gently

d.   to use toilet with little help from adults
            e.   to dress oneself with little help from an adult

Toddler Daily Schedule

6:00-8:30
Arrival, Free Choice

8:30-9:00 
Diapering/Toileting/Morning Cleanup

9:00-9:30
Breakfast

9:30-10:15
Morning Group Time

10:15-10:30
Prepare for Outside Time

10:30-11:30
Morning Outside Time

11:30-12:00
Diapering/Toileting


12:00-12:30
Lunch

12:30-1:00
Cleanup/Prepare for Nap

1:00-3:00
Naptime

2:30-3:00
As children are waking, diapering and toileting 

3:00-3:30
Afternoon Snack

3:30-4:30
Afternoon Outside Time

4:30-6:00
Free Choice/Goodbyes



PRESCHOOL PROGRAM PLAN 

PRESCHOOL GOALS     Ages 3-5 Years 

Cognitive Goals

a.   to identify body parts verbally
b.   to name four shapes-circle, triangle, square, rectangle
c.   to count objects in sequence
d.   to classify by color, shape, and size
e.   to follow 3 step directions
f.   to sequence big to little, fat to thin
g.   to match 2 items that are the same
h.   to recognize and respond to name when written
i.    to make comparisons
j.    to solve simple problems
k.   to describe an object using 6 characteristics
l.    to put a five piece puzzle together


Physical Goals

a.   to jump on two feet hitting the floor at the same time
b.   to climb using alternate feet
c.   to hop on one foot for four steps
d.   to hold scissors properly


Social Goals

a.   to enter an activity independently
b.   to share toys with another child
c.   to express anger in a way that does not hurt others
d.   to maintain a friendship with another child
e.   to attend during group time
f.   to communicate feelings verbally
g.   to dress oneself 


Technology Goals

a.   Freely explore touch screens  loaded with a wide variety of and developmentally appropriate interactive media experiences that are well designed and enhance feelings of success.
b.   Begin to explore and feel comfortable using “traditional”mouse and keyboard computers for using Flash-based websites or looking up answers with a search engine. 
c.   Capture photos of block buildings or art work that children have created; videotape dramatic play and replay for children to view.
d.   Celebrate children’s accomplishments with digital media displayed on a digital projector or on a classroom website.
e.    Record children’s stories about their drawings or their play; make digital audio files for documentation of progress. 
f.   Children will explore digital storytelling. 
g.   Children will use a variety of medial tools in the classroom to gain preparedness for Kindergarten. 

THE DEVELOPMENTALLY APPROPRIATE CURRICULUM 

ACTIVE LEARNING

a.   Exploring actively with all the senses

b.   Discovering relations through direct experience

c.   Manipulating, transforming, and combining materials

d.   Acquiring skills with tools and equipment

e.   Using large muscles

f.   Taking care of one’s own needs

LANGUAGE

a.   Talking with others about personally meaningful experiences

b.   Describing objects, events, and relations

c.   Expressing feelings in words

d.   Having fun with language, rhyming, making up stories, listening to poems and stories

e.   Having one’s own spoken language written down by an adult and read back.

REPRESENTING EXPERIENCES AND IDEAS

a.   Recognizing objects by sound, touch, taste, and smell

b.   Imitating actions

c.   Relating pictures, photographs, and models to real places and things

d. Role playing, pretending

e. Making models out of clay, blocks, etc.

f. Art 

LOGICAL REASONING

1. Classification

a. Investigating and labeling the attributes of things

b. Noticing and describing how things are the same and how they are different. Sorting and matching.

c. Using and describing something different ways

d. Describing what characteristics something does not possess or what class it does not belong to

e. Holding more than one attribute in mind at a time. Example: Can you find something that is red and made of wood?

f. Distinguish between “some” and “all”

2. Seriating

a. Comparing: Which one is bigger/smaller?

b. Heavier/lighter

c. Rougher/smoother

d. Arranging several things in order along some dimension and describing the relations (the longest one, the shortest one, etc.)

3. Number Concepts

a. Comparing number and amount: more/less, same amount

b. Comparing the number of items in two sets by matching them up in one-to-one correspondence. Example: Are there as many crackers as children?

c. Enumerating (counting) objects, as well as counting by rote

UNDERSTANDING TIME AND SPACE


1. Spatial Relations

a. Fitting things together and taking them apart

b. Rearranging a set of objects or one object in space. Example: folding, twisting, stretching, and stacking

c. Observing things and places from different special viewpoints

d. Experiencing and describing the direction of movement of things and people (to, from, into, out of, toward, away)

e. Experiencing and describing relative distances among things and locations (close, near, far, next to, apart)

f. Experiencing and representing one’s own body: how it is structured, what various body parts can do

g. Learning to locate things in the classroom, school, and neighborhood

h. Interpreting representations of special relations in drawings and pictures

i. Distinguishing and describing shapes

2. Time

a. Planning and completing what one has planned

b. Describing and representing past events

c. Anticipating future events verbally and my making appropriate preparations

d. Starting and stopping an action on signal

e. Noticing, describing, and representing the order of events

f. Experiencing and describing different rates of movement

g. Using conventional time units when talking about past and future events (morning, yesterday, hour)

h. Comparing time periods (short, long, new, old, a little while, a long time)

i. Observing that clocks and calendars are used to mark the passage of time

j. Observing seasonal changes 

Preschool Daily Schedule

6:00-8:50
Free Choice/Learning Centers

8:50-9:00 
Cleanup

9:00-9:30
Breakfast

9:30-10:30
Morning Outside Time

10:30-10:45
Cleanup

10:45-11:30
Small Group Time

11:30-12:00
Free Choice/Cleanup


12:00-12:30
Lunch

12:30-1:00
Prepare for Nap

1:00-2:30
Naptime

2:30-3:00
Group Time 

3:00-3:30
Afternoon Snack

3:30-4:30
Free Choice/Learning Centers


4:30-6:00
Outside Time/Cleanup/Goodbyes 

Building Blocks Learning Center provides a daily program in which a child is encouraged to interact according to their individual ability. The rooms are divided into learning centers where children are encouraged to explore, create, inquire, and respond at their own level. Their environment is structured to provide activities for language development, manipulation of materials, developing routines and work habits, and expressing feelings and ideas. The children are grouped according to their developmental age, which enables the child to grow among his/her peers. The teacher plans and implements activities which are developmentally appropriate to ensure that the children are being challenged, yet are obtaining successful experiences to promote self-worth. The major components of the curriculum are: active learning, language, representing experiences and ideas, logical reasoning, and understanding time and space. 

Interest Areas 

Building Blocks Learning Center is set up in a variety of interest centers. The areas include art, block, housekeeping, science, puzzles, small manipulatives, large muscle equipment, a sand box and a water table. These areas are sometimes interchangeable and are changed daily, weekly, or monthly to add variety.

There are several choices of activities offered at various interest centers including:

Music-tapes, instruments
Arts/Crafts-various kinds of paper/paste/paints/etc.

Manipulative materials

Age appropriate board games

Puzzles

Water/sand play

Library center with listening post

Quiet area with comfortable places to sit

Classroom Free Time

During all free times, table activities are to be set up and available for the children to use. This is the responsibility of whichever staff is in the room or area at the beginning of free time. Please keep in mind that free time for the children is not free time for the staff. During these times, staff is expected to be circulating among the children and interacting with them. If there is more than one staff in the area, you must remain spread out. Staff will not be allowed to gather and chat. 

Special Needs

Any child with a suspected delay should be brought to the attention of the director. If deemed necessary, a conference will be arranged with the parents. With the approval of the parents, an assessment will be conducted by the Duluth Schools special education system.

Once the child has been assessed, care can be modified based on the child’s IFSP (individual family service plan) or IEP (individual education plan). The teachers at BBLC should write an IEP for the child and discuss these goals with the parent. A copy of this IEP should be kept in the child’s file.

We make every effort possible to accommodate children with special needs.



Outside Time

Children benefit from daily outside experience time. Time for fresh air, freedom to run and yell, and learn about the environment is beneficial to all. All children should be able to spend at least a ½ hour outside, weather permitting. The children go outside when the temperature is above 18 degrees, with wind chill. All children and staff should bring necessary gear to spend time outside in all seasons.

Outside time for the children is not free time for the staff. All staff members caring for children outside are to be separated and keep constant watch on the children.

Sunscreen should be applied to the children when appropriate. All parents will be asked to bring in a bottle of sunscreen as well as a permission slip to apply sunscreen each spring. When applying sunscreen, staff are to use a new pair of gloves for each child. This is to prevent the spread of any communicable skin conditions. 


Behavior Guidance Policies

We believe that a warm and positive emotional environment and an appropriate physical environment provide the most appropriate program for children. However, no child whose behavior threatens the safety of other children and staff will be allowed to remain at Building Blocks Learning Center.

Our behavior guidance policies are as follows:

1. Implementation of an appropriate physical and emotional environment to lessen possible conflicts.
2. Instruction to teachers and other staff members that part of their job duties will be to model expected and appropriate behavior.
3. Teachers plan and implement developmentally appropriate curriculum, allowing children to learn actively at their own rate, creating a positive environment for children.
4. Reinforcement of positive behavior.
5. Redirection of children to constructive behaviors.
6. Talking with the children and using problem solving techniques.
7. Use of professional help from the community when the situation requires. Parental approval us always sought before any referral is given.
8. No physical punishment, shaming, or isolation is ever used.

Communication with Parents-Parent Review of Program

Parents may review the program through Parent-Teacher conferences, visiting and participating in the program, and newsletters from staff and director.

During the school year there may be Open Houses during the evening. This is an opportunity for all members of the family to visit Building Blocks Learning Center, meet our teachers, and see the school.

The director or another staff member will greet the children when they come into the program each day. This provides an informal time for parent and teacher to get to know each other.  Monthly newsletters are sent to parents. Individual teachers will also have weekly lesson plans available and posted to keep you informed of what is happening in your child’s classroom. Please check your child’s mailbox or pocket often. 

Come and Visit

Parents are encouraged to visit the school at their convenience. Parents may visit anytime the school is in operation. We do, however, ask that you are sensitive to how a visit from you during the day may affect your child. Open houses are scheduled at the beginning of each school year.

Parents of other visitors should always report to the Director or Head Teacher when they come to visit. Visitors who are not parents may only visit with permission from the director. 

Minnesota State Law recommends that your child complete Preschool Screening during the year he/she is three years old. Preschool Screening is offered through the Duluth Public School District and Building Blocks Learning Center has information about the program posted. We would appreciate a copy of that screening in your child’s file. This is not required by law or by our center. 

Napping

Either during the parental/child visit, or on the first day of attendance, your child’s teacher will discuss his/her napping habits with you. At anytime, should your child’s habits change, please call this to the teacher’s attention, so that we may act accordingly.

INFANTS:

*All infants nap as needed and according to their individual schedules throughout the day.
*All infants are to nap in an approved crib.
*Infants under 12 months of age will only be allowed to have a pacifier in the crib with them. No blankets are allowed!
*All cribs used in our infant room are safety approved, and checked monthly by infant room staff and according to standards put forth in the Code of Federal Regulations (a list of these standards can be available upon request). 
*Crib mattresses are covered with fitted sheets. These sheets are washed at least weekly and as needed. 



CRIB STANDARDS:

*A crib or portable crib must be provided for each infant for which the center is licensed to provide care. The equipment must be of safe and sturdy construction that conforms to the Code of Federal Regulations. (See Minnesota Statutes, section 245A.146 for additional crib safety standards, including routine crib inspection requirements.)
*The license holder must not place pillows, quilts, comforters, sheepskin, pillow-like stuffed toys, or other soft products in the crib with an infant, and must place each infant in a crib with a firm mattress. (Minnesota Statutes, section 245A.1435)
*Infant sleeping position: Pursuant to Minnesota Statutes, section 245A.1435, the license holder must place each infant on the infant’s back, unless the license holder has documentation from the infant’s parent directing an alternative sleeping position for the infant.
*Children will not be allowed to sleep with a blanket or toy covering all or part of their head or face.
*Infant napping times are recorded and parents are informed of these in writing at the end of each day.

TODDLERS:

*All toddlers nap at the designated napping time for the classroom (see classroom schedules for individual room times).
*Toddlers nap in the classrooms on cots labeled with their names.
*Staff/child ratios in the classroom are maintained unless every child in the room is sleeping.
*Cots are covered using cot sheets. These sheets are removed and washed at least once a week, and as needed for accidents/illnesses.
*Cots are sanitized with a bleach solution once each week and as needed for accidents/illnesses.
*Parents are asked to bring in a blanket for their child to use during nap time, and to bring this blanket home once each week for washing.
*For safety and sanitary reasons, children will not be allowed to keep their blankets outside of naptime.
*Children will not be allowed to sleep with a blanket or toy covering all or part of their head or face.
*Daily napping times are recorded for each child every day in a log book. These logs are kept on file at the school’s office. Additionally, parents are informed of those times in writing at the end of each day.
*No child will be required to remain on their cot if they are still awake after a 30 minute rest period. 

PRESCHOOL:

*Preschoolers who nap will do so at a designated time in the preschool classroom.
*Preschoolers nap on cots labeled with their names.
*Staff/child ratios in the classroom are maintained unless every child in the room is sleeping. *Cots are covered using cot sheets. These sheets are removed and washed at least once a week, and as needed for accidents/illnesses.
*Cots are sanitized with a bleach solution once each week and as needed for accidents/illnesses.
*Parents are asked to bring in a blanket for their child to use during nap time, and to bring this blanket home once each week for washing.
*For safety and sanitary reasons, children will not be allowed to keep their blankets outside of naptime.
*Children will not be allowed to sleep with a blanket or toy covering all or part of their head or face.
*Daily napping times are recorded for each child every day in a log book. These logs are kept on file at the school’s office. 
*No child will be required to remain on their cot if they are still awake after a 30 minute rest period.

PLACEMENT OF EQUIPMENT

Cribs, cots, beds, and mats must be placed so that there are clear aisles and unimpeded access for both adults and children on at least one side of each piece of napping and resting equipment. Cribs, cots, beds, and mats must be placed directly on the floor and must not be stacked when in use. 

Dismissal

When you pick up your child from school, please allow them enough time to dress themselves and check their mailbox for all important items. Only the parent enrolling the child or other persons listed on the emergency card shall be permitted to remove a child from our center. If others are picking up a child, the parent or guardian must sign a written note authorizing this. Please call if an emergency arises and you are going to be late in picking up your child. Anyone picking up a child for the first time will be asked to show a picture I.D.!!!

*Please be sure to sign your child in and out everyday at the parent information station.

*Please inform staff if you or others will be picking your child up at an unusual time.

Personal Belongings

BUILDING BLOCKS LEARNING CENTER ASKS THAT CHILDREN DO NOT WEAR OR BRING TO THE CENTER JACKETS WITH HOODS THAT HAVE DRAWSTRINGS OR ROPES THROUGH THE HOODS, OR MITTENS ATTACHED TO LONG STRINGS OR ROPES. WE CONSIDER THESE A SAFETY HAZARD.

1. Toys: Building Blocks Learning Center will not be responsible for any toys, dolls, or books children bring to school. Toys brought from home have a way of getting lost or broken and feelings are hurt. We encourage children not to bring toys from home. No guns or other toys that promote violence are allowed at our center. On their share and tell days, children may store their toys and books in their backpacks. 

2. Building Blocks Learning Center has a small supply of clean clothes, underpants, socks, shirts, and pants of all sizes for children who have an accident at our center. If your child is sent home in BBLC clothes, please wash and return them promptly. Donations of clothing, especially underpants are greatly appreciated. You may send clean changes of clothes for your child if you wish. Please label the bag and contents.

3. Labeling: Please clearly label all your child’s belongings-clothing, jackets, and backpack. Sweaters, sweatshirts, and jackets are hard to keep straight, so your cooperation is appreciated.
*NOTE: For child’s safety, please label clothing and belongings in such a way that their name will not be clearly visible (i.e. on the inside of a jacket or backpack). 

4. Lost and Found: Lost and found boxes will be located in or near each classroom. 

Becoming Independent

Some of the ways we encourage independence at BBLC are:

1. We encourage parents to say goodbye at the door. Prolonged goodbyes increase anxiety of both parent and child. We hope that by visiting school several times prior to officially beginning school, children and parents will be more comfortable saying goodbye. If your child is having difficulty coming into the program, this is something we will need to discuss at the earliest opportunity. We invite you to spend a few minutes with your child in the classroom when dropping them off, but ask that when you tell your child you are leaving, that you do so promptly. In most cases, when a child is upset at drop-off, they can recover quickly once the parent leaves and we are able to get them involved in daily activities. Please do not “sneak” out of the room when your child is not looking. Let them know that you are sure they will have a good day, and that you are leaving, and then promptly do so. You are welcome to call and find out how your child is doing at any time.

2. We ask that you allow children to dress and undress themselves and hang up their coats and backpacks. We will be available to help with zippers, buttons, and boots. This is a very important part of your children becoming independent, acquiring new skills, and becoming confident. 

3. Wear comfortable clothes to school. During the winter, tights or pants should be worn with dresses. Please no flip flops or cowboy boots! They are dangerous for climbing and can harm other children and the equipment. 

4. Children wear smocks for painting and other artwork, but accidents do happen, so keep those “best clothes” for other occasions. Children hang up their own coats, put away their backpacks, etc. and when boot weather comes, they will take off their own boots and put on their own shoes. Teachers are always available to help. Shoes and tennis shoes that children wear to school should be ones they can put on themselves. Teachers are available to help with lacing, tying, etc.

5. Painting and artwork: Most artwork done at BBLC is artwork and not “crafts.” It allows the children to experiment with different media and create a unique product. We rarely do “projects” but we do give children many experiences with arts and craft materials, using art as an opportunity for creative and emotional expression. We believe that when doing artwork, it is the “process” and not the “product” that is valuable.

6. When children paint at the easel or table, they put on their own smock. Smocks are work-like coats; they fasten in the front with Velcro. When a painting is finished, children hang them on the racks to dry. A painting rarely goes home the day it is painted. It will be handed out another day when it is completely dry. Please do not come looking for your child’s artwork. All artwork will be handed out at least once a week. Artwork will be found in your child’s mailbox. Please check your child’s mailbox daily. 

Animals/Pets

Animals/pets are not allowed at Building Blocks Learning Center. Please do not bring any animals into the center with you. Thank you!  

Treats/Meals

Building Blocks Learning Center will provide breakfast, lunch, and afternoon snack for all children registered in the program. 

Meals at BBLC will meet the content guidelines of the Department of Agriculture. Menus for all meals and snacks are posted and will be available for you to take.

Please inform the director and your child’s teacher immediately of any allergies or dietary restrictions your child may have. A special diet form is usually required and must be signed by a physician. All allergies are posted! 


Infant Feeding:

Building Blocks Learning Center will provide both Target brand regular and Target brand soy formulas. If you wish your child to use an alternative brand of formula, you will need to provide it. BBLC is happy to accept expressed breast milk for your child. Breast milk may be brought to school fresh or frozen, in a plastic container. Each container must be labeled with your child’s first and last name and the date the milk was expressed. BBLC also welcomes our infant mothers to come in and breast feed their child at their convenience. If needed, a private area will be provided for this purpose. 

Payment Policies

Parents must complete a payment contract for each child in our program. These contracts are binding for no less than 10 weeks and a two-week notice is required for a change of contract. Children may attend Building Blocks Learning Center only on the days contracted for. Tuition is billed weekly and is due upon receipt of the bill. No child may remain in our program if tuition is more than two weeks over due or past due amount is greater than $500. Interest will be charged on all overdue accounts. Individual payment plans may be agreed upon with the director. 

Sick Days/Vacation Days

Building Blocks Learning Center does not refund tuition for vacation days except during the months of June, July, and August. Refunds for vacation days for these months (June, July, and August) will only be given if the center is given a week’s prior notice. Refunds for sick days are given only if the child is ill for six weeks or more.  Each child is eligible for one week of vacation with no charge after he/she has been enrolled in the program for one full year. This time must be taken in a weekly increment. 

Inclement Weather 

The following is Building Blocks Learning Center’s policy regarding bad weather closings. When the Duluth Public Schools close because of a snow event, BBLC will make an independent decision.

When the Duluth Public Schools close because of an ice or other weather event, BBLC will make an independent decision whether or not to close, taking into account the safety of the children and staff. In these cases, if BBLC is closed, it will be broadcast on the KBJR and WDIO television stations, as well as KDAL RADIO station. Building Blocks Learning Center will never be closed because of extreme cold, however, we do ask that parents take extreme care in transporting their children to and from school on these days. If you are unsure about a closing, please call your center in the morning before leaving your house. Tuition for bad weather days will not be refunded if BBLC decides to remain open.  In case of blizzards when traffic conditions are such that parents are unable to pick up their children, staff will remain with the children in school until conditions permit the child to safely get home.

Calendar

Building Blocks Learning Center follows the Duluth Public Schools calendar for most days during the year. We are open when the public schools are closed for in-service days. 

Public Relation Activities-Educational Research

Building Blocks Learning Center will ensure that written permission is obtained from a parent before a child is involved in experimental research, experimental procedure, or public relations activity involving a child at our center. A separate permission form must be obtained before each occasion of experimental research, experimental procedure, or public relations activity. 

Transportation

Building Blocks Learning Center does not arrange for transportation of its students. 

Field Trips

Parents are notified in writing prior to each field trip and a permission slip must be signed. Children do not travel in a car driven by a staff member. Children participating in our field trip program will travel on a city bus. 

Insurance Coverage on Children 

The staff and children at BBLC are covered by a Daycare Centers-Commercial policy with the United States Liability Insurance Company. It provides accidental death benefits; medical expenses resulting from injuries received in school, or during supervised school activities outside the school. This insurance is for the staff and students at the school ($1,000,000 maximum coverage).

Fire and Emergency Policy

The director will conduct fire drills once a month. A log is kept of the date and time of the drill. Fire drill procedures are posted in each room and teachers are knowledgeable of these procedures. Primary and secondary fire exit routes will be clearly marked. Health and safety procedures are reviewed annually by the staff.

In case of an emergency, (tornado, etc.) the staff will take the children to a safe protected place in the basement. Children and staff will bring available clothing and food. During a tornado watch, parents should come pick up their child. During a tornado warning, parents are advised to stay home or at work until the all clear signal is sounded. 

Sick Children

Parents must provide the school with the name, office phone number, and emergency phone number of the child’s physician, dentist, and hospital the prefer in case of an emergency. The parents must also provide the school with their home, work number, as well as the name and phone number of two other persons to contact if the parents cannot be reached. 

When a child becomes ill in school, the child is isolated and made comfortable (with a staff member present) and the parents are contacted. For the health and safety of all the children in our program, please be sure to pick your child up within 1 hour if you are contacted regarding an illness. 

PARENTS MUST CONTACT THE SCHOOL WITHIN 24 HOURS AFTER THEIR CHILD HAS CONTRACTED A COMMUNICABLE DISEASE.

Parents will be notified within 24 hours upon their child’s exposure to a contagious illness. This is done by posting a notice outside the affected classroom.

When there is an emergency or injury requiring medical attention, the child will be stabilized, ambulance called, and the parents contacted. A BBLC staff member will accompany the child to the hospital and remain with the child until a parent/guardian arrives.

Administration of Medicine

Building Blocks Learning Center will administer medicine, diapering products, sunscreen, lotions, and insect repellants. To administer the above, BBLC must have the following:

1. Prescription Medicine: Instructions and signature from the physician or dentist (medicine with the child’s name and current prescription information on the label constitutes instruction). Medicine must be kept in original container. Medicine will only be given to the child whose name is on the label. Parents or guardians need to fill out medication permission forms before medicine can be administered.

2. Please label sunscreen lotions, insect repellants, and diaper rash control products with your child’s first and last name. Send these products in their original containers. These medicines will be used according to directions on container.

3. BBLC will administer non-prescriptive (OTC) medication only with written permission from  both the physician/nurse practitioner and the parent/guardian. 

Health Care and Immunizations

State law requires that each child attending Building Blocks Learning Center have a physical prior to his/her entrance to the school. Appropriate medical forms to be signed by a licensed physician will be available upon registration. Included on the medical form will be your child’s immunization record. The physician must also sign this. The State of Minnesota requires the name and both office phone number and an emergency phone number for your child’s doctor and dentist to be on file at our center. When children move up from one age group to another (i.e. infant to toddler, toddler to preschooler, preschooler to school age) another physical examination is required.

Childhood Illnesses-Exclusion of Sick Children

A child with any of the following conditions or behaviors is a sick child and must be excluded from BBLC. If the child becomes sick while at the center, the child must be isolated from other children in care and the parents called immediately. A sick child will be supervised at all times. If a child becomes ill at home with any of the following conditions, the parent will call the director (within 24 hours) at home or at school. BBLC will inform other parents of the illness. The confidentiality of the child will always be kept.

Building Blocks Learning Center will exclude a child:

A. With a reportable illness or condition that the commissioner of health determines to be contagious and a physician determines has not had sufficient treatment to reduce the health risk of others;
B. With chicken pox until the child is no longer infectious or until lesions are crusted over;
C. Who has vomited two or more times since admission that day;
D. Who has three or more abnormally loose stools since admission that day;
E. Who has contagious conjunctivitis or pus draining from the eye;
F. Who has a bacteria infection such as streptococcal pharyngitis or impetigo and has not completed 24 hours of antimicrobial therapy; 
G. Who has unexplained lethargy;
H. Who has lice, ringworm, or scabies that is untreated and contagious to others;
I. Who has a 100 degree Fahrenheit axillary or higher temperatures of undiagnosed origin before fever reducing medication is given;
J. Who has an undiagnosed rash or a rash attributable to a contagious illness or condition;
K. Who has significant respiratory distress;
L. Who is not able to participate in a childcare program with reasonable comfort: or 
M. Who requires more care than the program staff can provide without compromising the health and safety of other children in care.

A child who has vomited twice, had three loose BM’s, or displayed a temperature of more than 100 degrees F must be excluded from the program for the following 24 hours.  In any case when BBLC is informed of a communicable illness, the instance, name of illness, and date will be posted outside the affected classroom(s). 

First Aid

An emergency card is on file for each child registered at our center. Parents are to provide phone numbers where they can be contacted, alternate names and numbers if they cannot be reached, names of the child’s physician and dentist, and numbers and emergency phone numbers of the child’s physician and dentist. We will also have on record the hospital of your choice and its number. In case of severe burns, we will contact the Miller-Dwan Burn Unit. We will also contact you and the child’s physician. Emergency numbers used by our center are as follows:

Emergency 911
Miller Dwan Burn Center 723-0099
Poison Control 726-4500
St. Mary’s Hospital 726-4000
St. Luke’s Hospital 726-5555

All staff that work with children are required to have first aid and CPR training. This training is updated every three years.  

In case of an emergency resulting from a fall, burns, poisoning, aspiration or choking, convulsions, serious injuries or illness, the staff at BBLC will proceed as follows: Call an emergency vehicle, contact the parents, contact the child’s physician, accompany the child in the emergency vehicle to the hospital of the parent’s choice. In case of severe burns, the child will be brought to the Miller-Dwan Burn Center. 

Emergency Care

1. Severe fall-(No bleeding and child is still breathing)

a. Call emergency vehicle

b. Do not move child

c. Cover the child and observe for changes in breathing until emergency help has arrived

2. Accident in which the child has stopped breathing

a. Determine if the air passage is open

b. If air passage is closed—check mouth for tongue and obstructions, if none, clasp hands together, place under the child’s diaphragm, hug and pull up rapidly, carefully rap on back between shoulder blades

i. Administer mouth-to-mouth resuscitation if necessary
ii. Call for an emergency vehicle

3. Accident where bleeding is present

a.   If accident is severe, call for emergency vehicle


b.   Apply pressure directly to the wound

c.   Apply sterile dressing
4. Accident resulting in broken bones or fractures

a.   Do not move the child


b.   Cover the child

c.   Do not move the broken limb, leave it as is and splint it with pillows, etc. until     emergency help has arrived. 
5. Unconscious Child-Convulsions

a.   Checking breathing-administer mouth-to-mouth resuscitation if necessary

b.   Observe for convulsions; make note of the onset and the length of time the convulsion has occurred to report to the doctor. Allow the convulsion to take its course; put the child on the floor where they cannot hurt themselves

c.   Call emergency vehicle
6. Poisoning

a.   Call poison control center


b.   If poison control center advises, give Syrup of Ipecac 


c.   Follow instructions of Poison Control Center while ambulance is called

d.   Save containers and any substance left, along with vomit if there is any to give to doctor
7. Burns

a.   Burns requiring hospital treatment: take or send to the Miller-Dwan Burn Center stating upon arrival, “I have a burned child!” Otherwise they may send you to another hospital thinking it is another emergency.

b. Administer first aid:


i. 1st degree burn: cover with cloth, which is wet with cold water



ii 2nd degree burn: cover with clean linen, apply ice packs, do not break blisters or remove skin; burned extremities-keep elevated burned face or shoulder-have victim sit up, watch breathing, do not apply home remedies, go to hospital



iii. 3rd degree burns: call 911; do not disturb burn at all; do not apply any cold packs to trunk or face burns, only extremities; person must lie still; treat for shock (elevating arms and legs, if not burned)



iv. Clothing fires: put on ground or floor and smother fire by rolling the victim in a blanket or rug; stop the child from moving



v. Aspiration and choking: suppress crying or laughter; clasp hands together, place under child’s diaphragm, hug and pull up rapidly or tilt child upside down, rap on back between shoulder blades; administer mouth-to-mouth resuscitation if necessary; go to hospital immediately

CHILDCARE PROGRAM MALTREATMENT OF MINORS REPORTING NOTIFICATION

Who should report child abuse and neglect?
*Any person may voluntarily report child abuse and neglect.
*If you work with children in a licensed facility you are legally required or mandated to report and cannot shift the responsibility or reporting to your supervisor or anyone else at your facility. If you know or have reason to believe that a child has or is being neglected or physically or sexually abused within the preceding three years, you must immediately (within 24 hours) make a report to an outside agency.

Where to Report
*If you know or suspect that a child is in immediate danger, call 911.

*All reports concerning suspected abuse or neglect of children occurring in a licensed facility should be made to the Department of Human Services, Licensing Division’s Maltreatment Intake Line at 1-651-297-4123.
*Reports regarding incidents of suspected abuse or neglect of children occurring within a family or in the community should be made to the St. Louis County Social Services Agency at 218-726-2012 or to local law enforcement at 218-730-5400.

*If your report does not involve possible abuse or neglect, but does involve possible violations of Minnesota Statutes and Rules that govern the facility, you should call the Department of Human Services, Licensing Division at 1-651-297-3971. 

What to Report

*Definitions of maltreatment are contained in the Reporting of Maltreatment of Minors Act (Minnesota Statutes, section 626.556) and are included in this policy book.

*A report to any of the above agencies should contain enough information to identify the child involved, any persons responsible for the abuse or neglect (if known), and the nature and extent of the maltreatment and/or possible licensing violations. For reports concerning suspected abuse or neglect occurring within the licensed facility, the report should include any actions taken by the facility in response to the incident.

*An oral report of suspected abuse or neglect made to one of the above agencies by a mandated reporter must be followed be a written report to the same agency within 72 hours, exclusive of holidays and holidays. 

Failure to Report

A mandated reporter who knows or has reason to believe a child is or has been neglected or physically or sexually abused and fails to report it is guilty of a misdemeanor. In addition, a mandated reporter who fails to report maltreatment that is found to be serious or recurring maltreatment may be disqualified from employment in positions allowing direct contact with persons receiving services from programs licensed by the Department of Human Services and by the Minnesota Department of Health, and unlicensed Personal Care Provider Organizations. 

Retaliation Prohibited

An employer of any mandated reporter shall not retaliate against the mandated reporter for reports made in good faith or against a child with respect to whom the report is made. The reporting of Maltreatment of Minors Act contains specific provisions regarding civil actions that can be initiated by mandated reporters who believe that retaliation has occurred.

Definitions of Maltreatment (Minnesota Statutes, section 626.556)

All Building Blocks Learning Center staff are mandatory reporters of suspected abuse and neglect. 

