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INTRODUCTION 
 
Welcome to the ACCA Child Development Center (ACCA CDC)! 
 
Thank you for selecting our high-quality, nationally accredited early education program. Your trust is 
invaluable to us, and we are dedicated to upholding it daily. We strive to create a nurturing and enriching 
environment that not only provides peace of mind but also fosters a meaningful relationship between our 
educators, your family, and your child. 
 
This handbook offers an overview of what to expect while your child is in our care, highlighting the key 
policies and practices that guide our program. We ask that you please adhere to these important policies 
to ensure a safe and supportive environment for all children. 
 
We recognize that every child, parent, and educator brings unique strengths, interests, and needs, which 
shape our commitment to fostering each individual’s full potential. Choosing our program starts a 
partnership and a transformative journey through your child’s crucial early years. We see parents and staff 
as essential partners in creating enriching developmental experiences and fostering an inclusive 
environment that feels like a warm extension of home.Our experienced team is always available to provide 
insights into your child's educational and developmental progress, ensuring families are valued as the 
foundation of a strong community. 
 
As part of the Annandale Christian Community for Action (ACCA, Inc.)—a 501(c)(3) nonprofit established 
in 1967 and supported by 27 local churches—we are deeply grateful for the generosity that fuels our 
continued success and growth. 
 
If you have any questions about this handbook, please do not hesitate to reach out to a member of our 
management team. We welcome your feedback and encourage your active participation. Together, we can 
provide your child with a rewarding and enriching educational experience. 
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MISSION 
 
We provide affordable, high quality early education and developmentally appropriate care for children ages 
3 months to 5 years in a safe, healthy, and diverse environment. According to our center’s state license, 
we are authorized to care for 290 children, ranging in age from 3 months to 12 years. 
 

PHILOSOPHY 
 
Committed to nurturing the development of the whole child, we believe all children have an innate potential 
to learn. Recognizing that an engaging environment and robust family and community support are essential 
for young children to thrive, our goals focus on helping children become contributing members of society 
and lifelong learners. Our program provides research-based, stimulating, and age-appropriate early 
educational experiences that promote social, emotional, cognitive, and physical development. Our teachers 
lead by example, employ best practices, and encourage creativity, choice, and discovery in an inclusive 
environment that values each child’s uniqueness. In essence, we endeavor for children to PLAY, 
EXPLORE, LEARN, and GROW. 
 

ORGANIZATIONAL VISION & VALUES 
 
Striving to be a transformative force in early childhood education, we create inclusive environments where 
children and educators can reach their full potential. Through strong partnerships with families and 
communities, we aim to foster children's cognitive and emotional growth while helping them develop the 
resilience and skills necessary for success. Together, we seek to shape future generations of empathetic 
thinkers, innovators, and leaders—one child at a time. 
 
We endeavor to achieve excellence, believing that every individual can positively influence our program. 
Consequently, we foster a culture of professionalism, innovation, respect, communication, teamwork, and 
integrity. 
 

PROGRAM 
 
Our program employs The Creative Curriculum (CC) to ensure children are ready for kindergarten through 
engaging, nurturing, and developmentally appropriate educational experiences. 
 
We are accredited by the National Association for the Education of Young Children (NAEYC) and licensed 
by the Commonwealth of Virginia. Additionally, we participate in the Virginia Preschool Initiative and Virginia 
Quality state programs to improve early education outcomes. To enrich our curriculum and enhance the 
professional development of our educators, we collaborate with the Wolf Trap Institute for Early Learning 
through the Arts, Reading is Fundamental, the Fairfax County Early Childhood Programs and Services, 
Child Care Aware of America, the Virginia Early Childhood Foundation, Zero to Three, and several 
universities. We also maintain strong relationships with community partners such as Fairfax County Public 
Schools, local health agencies, and family service providers. We refer parents to these services as needed 
and invite community organizations to participate in our events. These partnerships help ensure families 
have access to needed support and resources. 
 

TEACHING STAFF 
 
Our educators participate in ongoing professional development to ensure high-quality care and education. 
Teachers receive training in developmentally appropriate practices, trauma-informed care, and social-
emotional development aligned with NAEYC standards and the Classroom Assessment Scoring System 
(CLASS). New teaching staff are supported through comprehensive onboarding and mentoring, engaging 
in reflective supervision and receiving regular feedback through observations and annual performance 
evaluations. 
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Our individualized teaching practices are rooted in ongoing observation and assessment, allowing teachers 
to respond thoughtfully to each child’s interests, strengths, and developmental needs. By intentionally 
planning activities grounded in these observations, we create responsive learning experiences that foster 
engagement and support children to take ownership of their growth. Teachers scaffold learning by posing 
open-ended questions, modeling skills, and facilitating hands-on, concrete experiences—practices that 
encourage problem-solving, language acquisition, and active exploration. 
 
We balance child-initiated and teacher-guided activities to nurture holistic growth across cognitive, social-
emotional, physical, and creative domains. Children are empowered to make choices, express themselves, 
and pursue their own interests, building confidence and independence. At the same time, teachers 
introduce new concepts and guide group experiences that extend learning and promote inclusion. This 
balanced, evidence-based approach creates a supportive classroom community that honors each child’s 
unique developmental journey. 
 
Our teachers strive to: 

• Know each child as an individual. 
• Observe and record the abilities of each child. 
• Ensure the safety of children and others by using personal protective equipment (PPE), consistently 

sanitizing classrooms and common areas, and closely monitoring the health of everyone in the 
program, focusing on identifying communicable diseases. 

• Provide opportunities for age-appropriate learning experiences. 
• Use lesson plans that encourage children’s emerging abilities. 
• Continue to educate themselves to experience professional growth. 
• Support parents by providing information, resources, and referrals. 
• Assist children with learning differences by having our team of special needs experts provide child-

specific recommendations for parents and teachers to follow. 
 
Our commitment extends to ethical leadership, continuous improvement, and transparent operations. We 
also conduct annual family satisfaction surveys and review feedback from CLASS and NAEYC, using these 
insights to update our practices and ensure ongoing quality. 
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PARENTAL INVOLVEMENT 
 
Family involvement is vital for the overall development of young children. As their children’s first educators, 
parents have a unique opportunity to nurture their growth and advocate for their education. We believe a 
strong partnership between families and teachers is essential to maximizing each child's potential. We 
encourage parents to engage with our teachers to build trust and ongoing collaboration. This involvement 
can take many forms, such as attending school events, participating in parent-teacher conferences, and 
supporting learning activities at home. 
 
To further enhance this important process, we employ Brightwheel, a user-friendly mobile app designed to 
improve communication between families and our program. It enables teachers to efficiently manage their 
classrooms, monitor and track each child, share photos and videos, and communicate with families. As a 
parent, you may receive private, real-time updates about your child directly to your mobile device throughout 
the day. Additionally, the app allows you to message teachers or administrators, make payments, and check 
your child in and out. 

 
Parents have indicated that Brightwheel provides 
invaluable peace of mind. We recognize the 
difficulty of being apart from your child each day. 
This app lets you remain connected and engaged 
with your child's development. 
 

Please take a moment each day to update the teacher on any new information about your child, such as 
sleep or eating habits. The more we know, the better we can provide high-quality care! 
 

Our open-door policy allows parents to visit the classroom in person. To ensure a smooth experience, 
please coordinate your visit with your child’s teacher to avoid disrupting classroom routines. You are also 
welcome to participate in classroom activities, such as celebrating your child’s birthday or reading a book 
to the class. 
 
Parent-teacher conferences are held at least twice a year. If you need to schedule an additional meeting, 
you can request one. These conferences are arranged through Brightwheel and can be conducted either 
in person or via Zoom. 
 
Moreover, we use both formal and informal assessment tools to monitor each child’s development. 
Educators observe and document children’s learning, utilizing assessment tools such as the Ages and 
Stages Questionnaire (ASQ) and Teaching Strategies GOLD to evaluate progress. The results of these 
assessments help us individualize learning and are shared with parents during conferences and through 
ongoing communication. Families are encouraged to contribute their insights to support a comprehensive 
understanding of their child’s development. 
 
As a nonprofit organization, we believe that collaboration between families and our program is essential in 
building a strong and supportive learning community. We actively encourage parents to volunteer with us, 
recognizing that your involvement not only strengthens our mission but also forges deeper connections 
within the center. Whether you are assisting with classroom activities, sharing your unique skills, or 
supporting special events, your participation enriches our program and enhances the experiences we can 
offer to all children. 
 
By volunteering, you provide a powerful, positive example for your child—demonstrating the value of 
community service, teamwork, and lifelong learning. We welcome your engagement and are eager to help 
you find meaningful ways to contribute. For more information about volunteer opportunities, please reach 
out to our Executive Director or Education Program Manager. Your support truly makes a difference in the 
lives of our children. 
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NON-DISCRIMINATION 
 
We are an equal opportunity provider and employer. We do not discriminate in our services or hiring 
practices based on any criteria protected by federal, state, or local laws. Our organization is committed to 
creating an environment that values and respects each person. Therefore, we actively promote diversity, 
equity, and inclusion in all our operations and interactions. In addition, we aim to adhere to the stipulations 
of the Americans with Disabilities Act (ADA). If you have any concerns about discrimination or accessibility, 
please report them promptly to the Executive Director. 
 
Furthermore, in accordance with the U.S. Department of Agriculture (USDA) civil rights regulations and 
policies, the USDA, its agencies, offices, employees, and institutions participating in or administering USDA 
programs are prohibited from discriminating based on race, color, national origin, religion, sex, disability, 
age, marital status, family/parental status, income derived from a public assistance program, political 
beliefs, or reprisal or retaliation for prior civil rights activity, in any program or activity conducted or funded 
by USDA. Remedies and complaint filing deadlines vary by program or incident. 
 
Persons with disabilities who require alternative means of communication for program information (e.g., 
Braille, large print, audiotape, American Sign Language, etc.) should contact the state or local agency that 
administers the program or contact USDA through the Telecommunications Relay Service at 711 (voice 
and TTY). Additionally, program information may be made available in languages other than English. 
 
To file a program discrimination complaint, complete the USDA Program Discrimination Complaint Form, 
AD-3027, found online at How to File a Program Discrimination Complaint and at any USDA office or write 
a letter addressed to USDA and provide in the letter all of the information requested in the form. To request 
a copy of the complaint form, call (866) 632-9992. 
 
Submit your completed form or letter to USDA by: 
 
1. Mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights, 1400 
Independence Avenue, SW, Mail Stop 9410, Washington, D.C. 20250-9410; 
 
2. Fax: (202) 690-7442; or 3. Email: program.intake@usda.gov. 
 
USDA is an equal opportunity provider, employer, and lender. 
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FRATERNIZATION WITH OR GIFTS FOR STAFF  
 
Parents, including those who are part of the staff, are prohibited from offering program employees gifts, 
money, services, or any gratuity, as well as from socializing with teachers or hiring them as babysitters. 
These actions can create an appearance of favoritism and lead to conflicts of interest, undermining the 
program's integrity. By maintaining professional interactions, all parties contribute to a fair and unbiased 
learning environment where decisions are based solely on merit and established policies. 

 

ARRIVAL OR DEPARTURE 
 

 

 
The program opens at 7:00 a.m. and closes at 5:30 p.m. 

 
To help your child have a successful and comfortable day, we ask that children arrive well-rested, clean, 
and ready to participate in all planned activities. Please dress your child in clothing that is both appropriate 
for the season and suitable for active play and hands-on learning, including closed-toe shoes and layers as 
needed. These simple preparations help children feel confident and able to engage fully, while also 
supporting their health, safety, and independence. By being attentive to these guidelines, families contribute 
to smooth daily routines and support clear, effective communication between home and school. 
 
If you arrive after 9:30 a.m., you may need to wait until the children return from outdoor play or complete a 
scheduled activity before dropping off your child. After this time, teachers are typically engaged in leading 
learning experiences, which makes it difficult for them to safely receive late arrivals and support a smooth 
transition into the classroom. Arriving late can disrupt the flow of the class and may pose safety concerns 
for both your child and the group already in session. 
 
Late arrivals can impact staffing ratios and lunch and snack counts, which are finalized by 9:30 a.m. On 
field trip days, there may not be staff available to supervise children who are late. If you anticipate being 
delayed, please notify us as early as possible by calling 703-256-0100 or messaging us through Brightwheel 
so we can assess the situation and ensure adequate staffing. Please keep in mind that repeated late arrivals 
may result in your child being unable to attend that day or could affect your child’s continued enrollment. 
 
When dropping off or picking up your child, please refrain from socializing in program entrances and 
common areas, especially with teachers. We also request that parents refrain from using cell phones during 
this time and focus solely on their children's safe transition. Parents are responsible for supervising their 
children during drop-off and pick-up. Children should not be left alone in cars or allowed to roam our facilities 
and parking lots unsupervised. 
 
To ensure the safety of the children in the program, please abide by the following procedures: 
 
ARRIVAL: 
 

• If you drive, park your car in an available parking space and turn it off. Idling vehicles are not 
allowed. 

• Infants and toddlers will be dropped off directly at the Infant Toddler Building at 4175 Daniels 
Avenue. Parents must take their child to the assigned classroom, where a staff member will conduct 
a daily health check and receive the child. Should an infant or toddler have a sibling attending 
preschool, parents should drop their preschool child in their classroom and then proceed to the 
Infant Toddler Building to drop younger siblings. 



 

 
9 Octubre 2025 

• Parents with one child in preschool should park in an available space in the preschool parking lot 
and walk their child to the classroom in the Preschool Building. Please wait for a staff member to 
greet your child and conduct a daily health check before signing in. Remember to complete the 
sign-in procedures before leaving the building. 

• Parents must log their children’s attendance using Brightwheel, respond to the health screening 
questions, and show the completion of this task to the teacher receiving the child.  

• When dropping off your child, please share any important information about their health, 
medications, or any accidents that occurred at home with the staff member who receives your child. 

 
DEPARTURE: 
 

• Please park your car in an available space and turn off the engine. Idling vehicles are not permitted. 
• Parents must pick up infants and toddlers directly from their assigned classrooms. 
• If you have children in the Infant Toddler and Preschool Buildings, please pick up your infant or 

toddler first, then get your older child. 
• For children attending the Preschool Building, pick them up from their classroom or the main 

playground. 
• You must sign your child out using the Brightwheel app and show the completed process to the 

teacher releasing your child. Conduct a health check together and raise any concerns. 
• Once you receive your child, you are fully responsible for supervising them while they are in our 

facilities. 
Parents will incur a late fee of $5.00 per child for any pick-up between 5:35 p.m. and 6:00 p.m. An additional 
fee of $2.00 per child will be charged for each minute past 6:00 p.m. These fees will be added to your tuition 
bill for the following week. Please note that the lateness policies apply even when we open or close early. 
 
If you expect to pick up your child late, please notify us at 703-256-0100. If neither you nor the individuals 
listed on your child’s emergency contact form can pick up your child, arrange for someone else to do so by 
sending a message through Brightwheel. Include the person’s full name, phone number, and email in your 
message. Please ensure the person picking up your child is prepared to show a valid photo ID (e.g., driver's 
license) and contact the main office to add them to the list of people authorized to pick up your child. If you 
do not notify us, our staff will call the individuals listed on the emergency contact form to request they pick 
up your child. Therefore, ensure your emergency contacts are up to date.  
 
If we cannot reach you or your emergency contacts, we are legally obligated to involve the police. 
Additionally, all emergency contacts must be registered and have accounts on Brightwheel. 

 

WHAT TO BRING? - WHAT NOT TO BRING? 
 

o Dress your child in comfortable clothing and flexible shoes. Your child should have extra clothes, 
including shoes, each day. If your child comes home wearing their spare clothes, please replace 
them for the next day. 

o For safety reasons, children must wear closed-toe, supportive shoes while attending the program. 
Open-toed shoes, Crocs, flip-flops, and footwear with slick soles—such as heavy leather shoes—
are not permitted, as they increase the risk of falls or injuries. Proper shoes are especially important 
for infants and toddlers learning to walk, as they support balance and mobility. Inadequate footwear 
may also hinder a child’s ability to respond quickly during emergencies such as fire drills or shelter-
in-place situations. 

o Use a permanent marker to label all removable clothing with your child's name, including jackets, 
sweaters, mittens, and hats. 

o To ensure a safe and distraction-free environment, children are not permitted to bring food, candy, 
toys, or money from home. Parents and guardians must ensure that children arrive without these 
items.  

o Children are not allowed to wear jewelry while at the program. We are not responsible for any loss 
or damage. Jewelry can pose a safety risk in group settings and may lead to accidents. 
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o Parents of infants should bring disposable diapers, extra clothing, pacifiers, and milk bottles, all 
clearly labeled. 

o Parents must avoid bringing lotions, Vaseline, talcum powder, wipes, crib sheets, or blankets. If 
your infant has a special blanket, it must be clearly labeled and washed weekly or whenever it 
becomes soiled. 

 

 

 

PAYING FOR SERVICE 
 
ACCA CDC is supported by donations from both public and private benefactors, which help offset the cost 
of care for all enrolled children. For parents eligible for the Fairfax County Child Care Assistance and 
Referral (CCAR) program, fees are determined on a sliding scale based on income. Additionally, we partner 
with Child Care Subsidies for Federal Employees to provide funding opportunities for qualifying parents. 
Our program also welcomes families who are able to pay full tuition. 
 
If you are a CCAR parent, please provide or update the information below, especially if there have been 
any changes, to ensure your continued participation in the tuition subsidy program: 

• Address 
• Income 
• Number of members in the household or change in family size 
• Hours of work 
• Home/work telephone numbers 
• New job 
• Salary increases 
• New home address 

 
The information referenced above is legally mandated, making it essential for parents to provide accurate 
and current details. Any discrepancies or falsehoods may lead to the withdrawal of your child from the 
program. Parents are responsible for regularly reviewing and updating this information to ensure 
compliance. 
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• Natural consequences: Allowing children to experience the outcomes of their choices in a way 
that helps them understand the impact of their actions. 

• Modeling appropriate behavior: Demonstrating respectful and caring interactions with peers and 
adults. 

• Problem-solving guidance: Teaching children to resolve conflicts through communication, 
cooperation, and compromise, always considering their developmental level. 
 

Our staff’s role is to teach and guide children in developing self-control and respectful relationships with 
peers and adults. Guidance measures are clear, consistent, and easy to understand, promoting positive 
behavior while respecting each child’s dignity. We recognize that behavior is a form of communication, and 
our staff work to understand the underlying messages children express. Since behavior is learned, staff 
strive to create environments where children feel safe, valued, and supported in making positive choices. 
 
Rather than focusing on punishment, the Positive Guidance Techniques we use include: 

• Encourage positive choices: Teachers show children alternatives to undesired behavior instead 
of simply saying “no.” 

• Engage children in problem-solving: We encourage them to discuss their feelings, reflect on 
their choices, and collaboratively resolve conflicts. This approach promotes critical thinking and 
empathy, which are essential for healthy social and emotional development. 

• Support emotional regulation: If a child becomes disruptive, we offer a break from the activity to 
help them regain emotional control. Staff consistently support the child by explaining the purpose 
of the break and providing a supportive environment where the child is given space to self-regulate. 

 
Collaboration with families is vital. We believe that parents are partners in guiding children’s behavior. If 
disruptive behavior persists, staff will meet with parents to collaboratively discuss the best strategies to 
support the child’s social-emotional development. This may include developing a behavior support plan that 
outlines specific strategies for staff and families to follow consistently. We approach all discussions with 
families respectfully and solution-focused, emphasizing the child’s well-being and success. 
 
In cases where additional support is needed, a meeting with the Executive Director may be arranged to 
ensure a collaborative approach to addressing the child’s needs. This meeting provides an opportunity to 
discuss the situation in detail, explore possible interventions, and develop a tailored plan that prioritizes the 
well-being and growth of the child. Furthermore, when appropriate, referrals for outside services such as 
counseling, therapy, or specialized educational resources may be recommended to provide comprehensive 
support beyond what can be offered internally. Our philosophy centers on offering guidance and 
understanding, rather than punitive measures, especially when behaviors arise from developmental 
challenges. We recognize that these behaviors are often expressions of underlying needs or difficulties, 
and by approaching them with empathy and support, we aim to foster a positive environment where children 
feel encouraged to grow and succeed. 
 
In compliance with NAEYC standards, our staff will never use physical punishment, threats, humiliation, or 
any form of emotional abuse. Corporal punishment, withholding basic needs such as food or bathroom 
access, and belittling language are strictly prohibited. Staff will guide children with kindness, respect, and 
care, recognizing that all behavior is communication and a learning opportunity. 
 
In rare instances where a child’s behavior poses a danger to themselves or others—such as hitting, biting, 
or kicking—staff may gently restrain the child using comforting and supportive techniques until they calm 
down, always prioritizing the child’s well-being. This intervention is intended solely to ensure safety, not to 
control or punish, and is accompanied by soothing words to help the child regain composure. Staff are 
trained in de-escalation methods to prevent such incidents whenever possible, and afterward, they 
collaborate with families to address triggers and create personalized support plans that promote the child’s 
emotional regulation and maintain a safe, caring classroom environment. 
 
In accordance with Virginia law, any suspected child abuse or neglect—including concerns involving staff 
or families—must be reported to Child Protective Services within 24 hours to ensure the safety of every 
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We are committed to ADA compliance through inclusive practices that, within our possibilities, prevent 
discrimination based on a child’s abilities or developmental needs. Our developmental screenings and 
individualized support strategies aim to ensure educational access by fostering a supportive learning 
environment through collaboration with parents and early intervention services. 
 
We are dedicated to supporting every child's growth and development through comprehensive 
developmental screenings and strategic partnerships with services like Child Find and Infant and Toddler 
Connection, and Fairfax County Public Schools (FCPS). These collaborations enable us to identify and 
address developmental or educational needs early, ensuring that children receive the specialized support 
they need to thrive. By working closely our with partners and case management team, we facilitate referrals 
for specialized evaluations and services for children with special needs. 
 
For families residing outside Fairfax County, services must be sought through the local jurisdiction. 
Additionally, our teachers work closely with an assigned Early Childhood Resource Teacher from FCPS to 
develop or implement individualized education plans (IEPs) that address each child’s unique developmental 
needs. 
 
When a teacher has concerns about a child’s emotional, behavioral, physical, or developmental progress, 
we follow a structured process for timely intervention and family collaboration:  
 

1. Initial Consultation: Once a concern is identified, the teacher will schedule an initial consultation 
with the parents to discuss the results of developmental screenings. During this meeting, we share 
any concerns and offer necessary referrals to services such as Child Find or Infant and Toddler 
Connection. Parents are responsible for initiating and following through with these services and 
must agree to the services if offered. 
 

2. Evaluation and Referrals: If concerns persist and parents have followed through with accessing 
services, we will continue working with them and relevant professionals. We use information from 
the child’s IEP or Individualized Family Service Plan to tailor our curriculum and customize the 
learning experience, ensuring the child’s developmental needs are met. 

 
3. Collaborative Meeting: If, after receiving services, there is no improvement or further concerns 

arise, a meeting with the parents, our case management team, and the Education Program 
Manager will be scheduled. During this meeting, we will reassess the situation, review the status 
of any external services the child is receiving, and make recommendations for additional support if 
necessary. 

 
4. Alternative Support: If, after completing all steps, or if the parents have failed to secure the 

necessary services and we cannot meet the child’s needs due to limited resources, we may 
recommend further assessments or services. Failure to complete the process or obtain the required 
services may result in termination of services at our program, as we must ensure that the child’s 
needs are adequately met for their development and well-being. 

 
This multi-tiered approach ensures that every child receives personalized support, creating an inclusive 
environment where all children can thrive regardless of their needs. 
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• Head Lice 
o The child may return to the program after no nits (i.e., eggs) or lice have been found on the 

head or hair. 
o The child has been treated with shampoo, such as Rid-X, and all their bedding and clothing 

have been laundered in hot water. 
o Household furnishings and car seats have been treated with a product that kills lice. 

• Signs of dehydration. 
• Untreated children are suspected of carrying a contagious illness. 
• Undiagnosed rash or skin changes. 
• Abdominal pain that is intermittent or persistent. 
• Difficulty in breathing, abnormal respiratory changes. 
• Excess coughing or mucus that interferes with a child’s ability to remain in classroom activities. 
• Other conditions may be determined by our Executive Director or the Education Program Manager. 

 
For treatment and management of health concerns not contained in this policy, we will follow the procedures 
found in the American Public Health Association and the American Academy of Pediatrics in Caring for Our 
Children National Health and Safety Performance Standards: Guidelines for Out-of-Home Care, the 
NAEYC Accreditation criteria and the VA DOE Standards for Licensed Child Day Centers. 
 
We will contact you immediately if your child becomes ill or is injured in the program. Please update your 
contact information so we can reach you in an emergency. You must pick up your child within two hours of 
our notification. 
 
Our staff will administer medication only with a doctor’s order and if the child is cleared to attend the 
program. According to Virginia regulations, we can provide current prescription medications with a 
pharmacy label and the child’s name, given we have parental permission. Staff will also administer over-
the-counter medications that a parent brings with a note from the child’s doctor. Parents must complete a 
Medication Permission Form, which includes dosage amounts and administration times, along with the 
necessary doctor’s note. All medication and supporting documentation must be submitted to the main office, 
and parents should call in advance to ensure social distancing protocols are followed during drop-off and 
pick-up. Additionally, parents must sign the medication log to indicate when the child last received a dose 
and must drop off and pick up medication daily. 
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FOOD ALLERGIES 
 
When children with food allergies or asthma attend the program, the following should occur: 
 

a. Each child with a food allergy must have a care plan prepared for the program by the child’s primary 
doctor that includes:  
 
1. Written instructions regarding the food(s) to which the child is allergic and steps that need to 

be taken to avoid that food. 
2. A detailed treatment plan to be implemented for an allergic reaction, including all the medication 

administration forms with the names, doses, and administration methods of any medications 
the child should receive. The plan should include specific symptoms indicating the need to 
administer one or more medications. 
 

b. Based on the child’s care plan, the teaching staff will implement the following measures:  
 
1. Preventing exposure to the specific food(s) the child is allergic to. 
2. Recognizing the symptoms of allergic reactions. 
3. Providing treatment for allergic reactions. 

 
c. Parents and teachers must ensure that staff responsible for administering medicine in the event of 

an allergic reaction have the appropriate training and access to necessary medications and 
administration forms. Additionally, they should verify that the medications are not expired, are easily 
accessible, and are appropriately stored, along with any required equipment to manage the child’s 
food allergy. 
 

d. Staff who have been trained and authorized to administer medications will promptly deliver the 
prescribed treatment during an allergic reaction, in accordance with the care plan instructions. 

 
e. Parents must immediately notify program staff of any suspected allergic reactions, ingestion of 

problem foods, or contact with problem foods, even if no immediate reaction has occurred. 
Additionally, inform us of any new foods that have triggered an allergic response in your child.  

 
f. Teaching staff will conduct a health check when the child arrives or departs from the program. 

 
g. Teaching staff must notify their immediate supervisor, call 911, and contact the parents whenever 

an allergic reaction occurs or when epinephrine is administered. 
 

h. The program requires parents to avoid bringing food, candy, or other treats that may cause an 
allergic reaction.  

 
























