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Dear Parents,  
 

Imagine every child got a chance to go to preschool. Not just any preschool... one of the 
best child development centers in the nation. And no matter how much money their 
parents made or how on-track their development was, they were given access to this life-
shaping experience. 

 
That's what our founders - the City of Hampton and nine downtown churches - imagined 
back in 1971, and our center was born. Just as a child gets bigger and stronger with time, 
so has our innovative program. We've maintained our sliding- scale tuition rate, so 
parents can afford to work or attend school while also maintaining a high-quality program 
with a national accreditation through NAYCE.  

 
 

We hope your family and your child will have an amazing experience here at Downtown 
Child Development Center! 

 

Jennifer Parish, Ed.D.  

Executive Director 
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I. 
Introduction 

 
MISSION STATEMENT 

To nurture young children by providing affordable, quality preschool programs that develop 
the whole child and foster school readiness. 

 
PHILOSOPHY 

We believe the early years of learning are the most important. Our aim is to nurture and to 
develop the whole child. We feel each child is special and unique. We provide opportunities 
for the emotional, social, physical, and intellectual growth of the children using a developmentally 
appropriate curriculum. We provide a positive learning experience in a safe, caring and fun 
environment. 

 
We are a “child centered” program where the child is given choices and is encouraged to think 
and do for himself/herself. Children learn best by doing and through play. Our children will be 
ready and able to succeed when they leave us. Learning is a journey, and it continues for a 
lifetime. 

 
PCC is an equal-opportunity organization, and prohibits discrimination based on race, 
color, national origin, sex, age, religion, political beliefs, disability, sexual orientation or marital 
or family status. 
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PCC BELIEFS 

• Each child is special and unique. 
• Learning is a journey; it is not a race. It continues for a lifetime. 
• Families are partners in children’s learning. 
• Children learn through play. This is their work. 
• Children learn by using their senses, interacting with their environment, relating what is 

real, relative or important to them. 
• The development of social skills is a key focus of the preschool years. 
• Children need an environment that makes them feel safe and secure. 
• Adults need to wait and listen to a child. 
• Frequent, positive and warm interactions between adult and child are a must. 
• All children, including those with special needs, can thrive in an appropriate preschool 

classroom. 
• A child’s early years of learning (birth–5) are the most important. 
• Children need to be respected and valued for who they are. 
• Children need consistent routines and schedules. 
• Children need to be given choices whenever possible. 
• The process (getting the glue or paint on the paper) is important, not the finished 

product. No two works of art should look alike. 
• Curriculum and assessment must be linked. 
• The outside environment is an important part of our daily schedule. 
• A child’s positive self-concept is very important to their further development. 
• Reading to a child is the best way to teach the child how to read! 
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HISTORY 
 

 
First Day of School • April 19, 1971 
 
 

 
 
 
 
 

Since April 19, 1971, 
Downtown Hampton Child 
Development Center has been in 
continuous operation, five days a 
week, providing affordable, quality 
childcare and making a valuable 
contribution to the life of the 
community. Your child is now part 
of that legacy! 
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UNITED WAY AGENCY 

Peake Childhood Center is a certified agency of the United Way of the 
Virginia Peninsula. 

 
Please consider supporting your child and others by designating us 
through your employer. 

 
 

 

As a 501c3 nonprofit, PCC uses a variety of revenue streams to supplement tuition 
rates and to insure we can fulfill our mission of providing quality, affordable childcare. 
Staff and volunteers work throughout the year to raise funds effectively and efficiently 
from individuals, corporate sources, grants, the United Way, etc. Part of our nonprofit 
standing is based on having an active, committed (all-volunteer) Board of Directors 
who monitor School management and ensure quality governance of school processes. 
The Board consists of a group of diverse community leaders with various 
backgrounds, expertise and includes parent representation. Our Executive Director 
works closely with Board members to insure they are an involved, working Board. 
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COMMUNITY PARTNERSHIPS 

As a nonprofit, Peake Childhood Center relies on community partnerships to extend 
resources. Support comes in many varieties and can be financial or in the form of specialized 
expertise, human resources, etc. Just some of our supporters include: 

 
City of Hampton Alternatives, Inc. 
City of Newport News Founding and other local churches 
Dept. of Social Services Hampton Healthy Families Partnership 
Foster Grandparent Program Local businesses and corporations 
Hampton City Schools Local college interns 
Junior League of South Hampton Rds Civic groups and local organizations 
Community volunteers Hampton University (speech, hearing 
Smart Beginnings Virginia Peninsula and language screening and therapy) 

 
 

NAEYC ACCREDITATION 

In 1988, Peake Childhood Center was the first center on the Peninsula and among the first 
childcare programs in the United States to earn the National Association for the Education of 
Young Children (NAEYC) Academy for Early Childhood Program Accreditation. Early 
childhood programs accredited by NAEYC have voluntarily undergone comprehensive 
process of internal self-study, invited external professional review to verify compliance with 
NAEYC’s Criteria for High Quality Early Childhood Programs, and been found to be in 
substantial compliance with the criteria. The center undergoes the process for accreditation 
every five years. This recognition places Peake Childhood Center in the top 7% of all childcare 
programs in the United States! 

 
A high-quality early childhood program provides a safe and nurturing environment while 
promoting the physical, social, emotional and intellectual development of young children. In 
accredited programs, you will see: 

 
• Frequent, positive, warm interactions among adults and children 
• Planned learning activities appropriate to children’s age and development, 

such as block building, painting, reading stories, dress up and active outdoor play. 
• Specially trained teachers 
• Enough adults to respond to individual children 
• Many varied, age-appropriate materials 
• A healthy and safe environment for children 
• Nutritious meals and/or snacks 
• Regular communication with parents, who are always welcome visitors 
• Effective administration 
• Ongoing, systematic evaluation 
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VIRGINIA QUALITY INITIATIVE 

As part of this statewide program, our centers are rated on and must maintain high 
quality. PCC is proud to be a four-star program, rated in the following areas. 

 
Performance Standards 

 
1. Education, qualifications & training 

 
2. Interactions 

 
3. Structure (teacher/child ratio, group size) 

 
4. Environment and instruction 
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I. General Information 
ENROLLMENT REQUIREMENTS 

Needed prior to child starting 
1. A completed application 
2. The child’s original birth certificate 
3. Current physical and shot record signed by a physician (to be renewed annually) 
4. Orientation to learn about policies and procedures of programs 
5. W2 form from prior year as proof of income for children aged 2 and older  
6. Registration and supply fee (If applicable) non-refundable 
7. Signature form for Family Policy Handbook and Information Release Form 

 
PROOF OF CHILD’S IDENTITY 

 
Proof of the child’s identity and age may include a certified copy of the child’s birth certificate, 
or passport, While programs are not required to keep the proof of the child’s identity, 
documentation of viewing this information must be maintained for each child. 

 
EMERGENCY INFORMATION 

 
Peake Childhood Center always requires CURRENT emergency information on all children. 

 
• Parent/Guardian(s) Name(s) 
• Address 
• Phone numbers (home, work and cell) 
• Email 
• Emergency contact information (two or more local contacts) 

 
 
 

Should any of this information change, parents are required to submit written updated 
information as soon as possible, but no later than three days after the change has taken place. 
If information is not kept updated, this can be grounds for termination. 
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FEES (AS APPLICABLE) 
TUITION 

 
Fees for children ages 6 weeks through 24 months are at a set rate. Fees for children 
ages 2 (who are in a 2-year-old class) through 5 years are based on a sliding scale and 
are computed according to income range and family membership. 

 
Upon acceptance in the program and before fees are set, parent/guardian must provide their 
W-2 form. (Ages 2+ only.) Each year thereafter a W-2 form for the year will need to be submitted 
to assist in tuition rate setting.  

 
Weekly tuition payments shall be payable on the date designated at the time of enrollment. 
Payment is due each Friday for the upcoming week. Please make checks payable to 
Peake Childhood Center. Write your child’s name on each check or money order. Payments 
may also be made through auto-debit.  If tuition payments are not kept current, the child 
will not be allowed to attend school. 

 
All fees are payable by check, money order, or a credit card (Master Card, Visa), if applicable. 
No cash will be accepted. If a check is returned, we must ask for money orders or credit card 
on all future payments. There is a $25 fee for all returned checks. 

 
Each child may take one (1) week of leave from September through August each year. There 
will be no tuition fee for this one week. The leave time may be used for sickness, vacation or 
any other personal reason. The Program Director and the front office must be notified when 
this leave time is to be taken. Partial weeks may not be used for this purpose; rather, the entire 
five-day school week will be designated as a “leave week.” Full tuition will be required for all 
other absences. 

 
 

Full weekly tuition is due for all weeks except the second week the Center is closed during 
the winter holiday and the last two weeks of August when the Center is closed prior to 
the start of school following Labor Day.  
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OTHER FEES 
 

Annual Registration Fee – A non-refundable fee of (check with main office) shall be paid 
when submitting application for each child and upon the next school year. 

 
Annual Supply Fee – An annual supply fee of (check with main  office)  will  be  due  at parent 
orientation (prior to enrollment). 

 
Summer Camp Fee – A Summer Camp Activity Fee is charged for the entire summer. This 
fee is in addition to tuition and pays for all field trips and activities for the Funshine Camp. 
Tuition is based on our sliding-scale rates determined by income and family membership for 
3-, 4- and 5-year-olds. 

 
Late Pick-Up Fee – There will be an overtime charge for children not picked up at their regular 
dismissal time. This charge begins at the designated closing time and is assessed at the rate 
of $15.00 for every 15 minutes of lateness. It will be payable at the time of lateness. Chronic 
lateness is sufficient reason for termination of services at the center. This fee is subject to 
change. 

 
CALENDAR AND CLOSINGS 

Holidays and special closings will be delineated in the calendar annually. The center will close 
for Parent Conference days and Staff Development days as needed throughout the year. Prior 
notice will be given to parents for these closings. See annual school calendars for specific 
dates. The following are school holidays: 

 
New Year’s Day Last two weeks in August  
Martin Luther King Day Labor Day 
Spring Break Day Thanksgiving and Friday after 
Memorial Day Winter Break  
Juneteenth  
Independence Day  
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INCLEMENT WEATHER 
 

Child Development Center students: 
 

• PCC will follow Hampton City Schools’ policy on delayed opening and full 
day closing for the first day of the weather emergency. If Hampton schools 
are closed for the day, our programs will be closed. If Hampton schools are delayed, 
then we will be delayed as well. 

• If Hampton schools are closed for more than one day, PCC will make our own 
delay/closure decision for each subsequent day. Our decision will be announced 
on local TV stations, as well as face book. We will also make every effort to post 
delays and closures on our website, www.PCC.org and on Facebook so please 
check there as well. 

• On days PCC is open but Hampton schools are closed, meals will not be 
served. Parents will need to feed their children breakfast before dropping them 
off. They will also need to send children with both a nutritious lunch AND a snack 
that can be served at room temperature. We are not allowed to refrigerate or heat 
children’s lunches. Milk and/or juice will be provided during lunch and snack time. 

 

• There might be other emergencies that cause PCC to close prior to 5 p.m. If 
that happens, parents and/or emergency contacts will be notified by via the parent 
communication tool (i.e. Remind) or phone. Parents and/or emergency contacts are 
expected to come 30 minutes after nonfiction. Note that the Center may not make 
the same decision about an inclement weather early dismissal as Hampton City 
Schools . 

• Because PCC is a private school, any missed days due to inclement 
weather will not be made up. Please make arrangements in advance for backup 
childcare plans in the event of inclement weather closings. No allowances will be 
made in tuition for inclement weather closings, absences and holidays. 

• Please make sure PCC has updated emergency contact information for anyone 
who may need to pick up your child. 
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ARRIVAL AND DISMISSAL OF CHILDREN 

Parents or an authorized person must come inside to sign in and sign out their child each day 
if they provide transportation. Child is to be taken to the classroom by the parent. Parents may 
be asked to remain outside of the classroom for safety reasons upon arrival. 
Children who arrive after 9:30a.m may be required to be escorted to class by a staff 
member in lieu of a parent/guardian.  Children are not to be in the building until school is 
open. 

 
A CHILD WILL NOT BE RELEASED TO A PERSON WHO IS NOT AUTHORIZED BY A 
PARENT TO PICK UP THE CHILD. If for any reason your child is to be picked up by someone 
other than the designated person(s), a written statement must be left with the teacher, front 
office and/or Director of the center. A telephone call will not be acceptable. Anyone other than 
a known parent/guardian or authorized person shall provide picture identification to the 
designated staff member. Please notify the center immediately if you are detained for any 
reason. The center has no provisions for care after designated closing times. An overtime fee 
will be charged if you are late. Child Protective Services or the police will be contacted if a 
parent or other contact person cannot be reached to pick up the child.  For safety reasons. 
parents/guardians may be required to pick up their children in the lobby.  

 
B SCHOOL SECURITY SYSTEM For the protection of our children and staff, a security 
system has been installed at all our doors. During peak hours of operation (drop-off/pickup), 
you will be able to gain access with the front door after ringing the bell. Parent/guardian  may 
be asked to show ID when they report to the main office. 
 
During business hours, the doors will be locked - to request entry, please punch the silver 
intercom located on the brick wall to the right. 
 
Do not use our emergency exits for any reason other than an emergency. 

 
C PHOTO ID REQUIREMENTS For the safety of your child, a valid photo ID is needed to pick 
up all children. You will not be able to gain access to the building, pick up or visit a child 
without a valid photo ID. 
 
D. Children who are in a four-year-old classroom during the school year are expected to arrive 
by 9:00 a.m. because the morning activities will be very important as we prepare children for 
kindergarten. Please speak to the Program Director if you are unable to bring your 4-year-old 
here by 9:00a.m. on a regular basis.  
 
E. Cell Phone Policy: PCC does not allow the parent use of cell phones inside the building. We 
ask that you please finish your calls prior to entering the office or hallways.  

 
 

 
 

Appropriate legal paperwork must be on file when the custodial parent requests the 
center not to release the child to the other parent. We must have on file the restrictive 

court order not to release the child to another parent. 
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III. 
Program Information 

 
CURRICULUM EXPERIENCES 

 
 

 
 
 

 
 

 

Children go through an orderly series of developmental stages as they grow. These stages are 
basically the same for all children. However, the rate at which children move through the 
stages can vary greatly from child to child. 

 
Our Curriculum offers a high-quality program which includes seven key indicators: 

1. Our program is based on accepted theories of child development. 
2. Our program is individualized to meet the needs of every child. 
3. Each family’s culture is respected, and family members are encouraged to 

participate in the program. 
4. The physical environment is safe, healthy and contains a variety of toys and 

materials that are both stimulating and familiar. 
5. Children select activities and materials that interest them, and they learn by being 

actively involved. 
6. Adults show respect for children and interact with them in caring ways. 
7. Our staff members have specialized training in child development. 

 
 

Our program follows a developmental approach to learning and curriculum planning that: 
• Recognizes and supports the uniqueness of each child. 
• Encourages each child to progress at his/her own rate. 
• Fosters curiosity and the use of imagination. 
• Builds a secure sense of self-worth. 
• Provides a stimulating environment that meets the needs of 

individual interests, differences and capabilities. 

Ages The Creative 
Curriculum 

Al’s Pals Big Day for Pre-K 

Infants through age 2 X   

3-year-olds X X  

4-year-olds X X X 
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Preschool Curriculum (ages 3 to 5) 
 

Children learn best through play and by interacting with others. Children are encouraged to 
experiment and explore as they develop and learn. We provide opportunities for children to 
participate in large and small group activities as well as interest centers. Most materials are 
accessible to the children for a substantial portion of the day. Children are given choices 
throughout the day. 

 
Our primary curriculum is “The Creative Curriculum,” which emphasizes learning through 
play and is used for age 3 children. Our 4-yer-olds use A Big Day for PreK. Our 3- and 4-year-
olds also use “Al’s Pals,” a puppet program that teaches social and emotional skills. 
Classrooms have established interest areas such as: 

Block Math 
Dramatic Play Sand and Water 
Table Toys and Games Writing 
Art Computer 
Library Music & Movement 
Discovery & Science/Nature 

 
 

Our play-based, developmentally appropriate curriculum* includes: 
 

Creative, open-ended art 
Music and movement 
Cooking 
Toys and games for 

small muscle development 
Dramatic play 
Enrichment activities 

(guest speakers, field trips) 

Problem solving 
Language development 
Literacy activities 
Math and science 
Outdoor exploration for 

large muscle development 
Ongoing opportunities for emotional 
and social growth 

 
 

*See Appendix XII and XIII 
 

Field trips are an integral part of the 3- and 4-year-old program and are planned regularly 
throughout the year. At the time of enrollment, each parent must complete a form giving 
permission for his/her child/children to participate in field trip activities. If a child displays 
unsafe/inappropriate behavior at school and/or on previous field trips, they may not be able to 
attend unless a parent agrees to accompany child. 
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Infant & Toddler Curriculum (ages 6 weeks to 3) 
 

We know that the first three years of a child’s life are very important. Research tells us 
that more rapid brain development takes place during these years than at any other time 
of life! 

 
We use “The Creative Curriculum for Infants and Toddlers.” This curriculum 
provides a framework and offers opportunities for children to explore and learn: 

• about themselves 
• about their feelings 
• about others 
• about communicating 
• about moving and doing 
• to acquire thinking skills 

 
They learn these skills during daily routines and participating in a variety of activities. The 
teachers form positive, trusting relationships with each child and their family. 

 
In our infant or toddler classrooms, a teacher will: 

• Ensure classroom environment is clean, organized, stimulating and safe 
• Individually greet children and families and help them say good-bye 
• Change diapers/learn to use toilet 
• Encourage children to explore and play with toys, blocks, art, pretend play, stories 

and books, sand & water and music and movement 
• Encourage, model and stimulate language development continually 
• Observe and respond to children as individuals 
• Prepare and serve breakfast, lunch and snacks 
• Encourage children to sleep and take naps 
• Offer a variety of activity choices and assist with clean up 
• Take children outdoors 
• Guide children’s behavior 
• Help children and families reunite and head home at the end of the day 
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INFANT/TODDLER PROCEDURES 

Age: Infants as young as 6 weeks are welcome in our infant classroom 
 

Formula: Parents of infants may bring in their formula of choice, or school will provide 
Berkley & Jensen Baby Advantage (BJ’s brand) formula. 

 
Breast milk: Breastfeeding mothers may store their expressed milk in the refrigerator located 
in our infant classroom. Mothers should provide their own containers, clearly labeled with 
name and date. The center will follow guidelines from the American Academy of Pediatrics and 
Centers for Disease Control in ensuring that breast milk is properly handled to avoid waste. 
Universal precautions are not required in handling human milk. 

 
Baby food:  As parents begin to offer baby food to their infant, they may bring in their choice 
of food, or we will offer Gerber and Beechnut brands of rice cereal, oatmeal, fruits and 
vegetables. Children will only be offered foods to which parents have previously introduced 
them. 

 
Table food: As infants are introduced to table foods, we will provide parents with a daily 
breakfast, lunch and snack menu. Parents will be able to approve what their child eats from the 
menu. Infants will only be offered foods to which parents have previously introduced them. 

 
Cribs and cots: Each infant has an assigned crib that is only for them. Sheets are laundered 
weekly or more often as needed. Toddlers use a small cot provided by the school. Sheets are 
laundered weekly or more often as needed. 

 
Diapers: Parents are asked to provide ample diapers and wipes, which will be used 
specifically for their child. The school follows strict diapering policies, so we may use more 
diapers and wipes than parents do at home. 
. 

 
 

Toilet Training: Please see next page. 
 

DIAPERING 

Diapering offers a chance to focus all attention on a single child. If a child is changed six times 
a day until he is 30 months old, he will have had his diaper changed more than 5,400 times! 
We approach diapering as an activity to be experienced together, rather than an unpleasant 
task to hurry through. It is a time you can talk together, sing a song, play a game, learn body 
parts and explore new concepts. 

 
Sooner or later—typically between ages 2 and 3—children reach the point when they are 
ready physically, cognitively and psychologically to begin using the toilet. We feel it is important 
for teachers and parents to work together and follow the child’s lead when considering toilet 
training. 
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TOILET TRAINING 
Signs that a child may be ready to start toilet training include: 

• Staying dry for long periods of time 
• Wanting to sit on the toilet with their clothes on 
• Telling you they have urinated or had a bowel movement or are going to 
• Being able to remove their clothing alone or with very little assistance 
• Being able to push when having a bowel movement 
• Saying they want to use the toilet and using words “pee,” “poop” or 

whatever they are taught at home. 
 

At Home 
Gradually introduce your child to the toilet by letting them sit on the potty chair at home (even 
with their clothes on). Once the purpose of the toilet is understood by the child, you may want 
to begin the use of underwear. Avoid diapers except during naptime and bedtime so the child 
does not become confused. 

 
At the Center 
We focus on diapering and toileting in our program because they are rich opportunities for 
spending one-on-one time with your child in our group setting. Working together, keeping 
a sense of perspective, we can give your child the time and support needed to learn to 
use the toilet. Before toilet training can begin at the center, parents are required to have a 
meeting with the classroom teacher to discuss this process and expectations. 

 

Once it has been agreed upon to start toilet training, please follow these guidelines to 
help your child be successful: 

• Provide plenty of training pants and plastic pants.  
• Provide three or more changes of clothing and socks. 
• Tell your child’s teacher how the child expresses the need to use the toilet. 
• Toileting accidents are expected, and children are not punished for them. 
• If your child loses interest or refuses to use the toilet, it may be best to wait 

a while and try again at a later time. 

TOILETING FOR 3- AND 4-YEAR-OLDS 
Children are encouraged and expected to use the toilet without assistance when possible. 

• Parents are asked to keep two (2) complete changes of clothes for their child at 
school in case of accidents or when needed. 

• Children shall wash their hands before all meals and after toileting. 



  21    

Revised	9/2021	
	

	

BITING 
Biting is very common in group settings of young children, and there are many reasons 
why young children bite.  Yet, whenever it happens, it is always disturbing to parents and 
teachers. As with any challenging behavior, it is best to focus our energies on prevention. 

 
Some strategies to help prevent biting might include: 

• Reinforce positive behavior and give lots of attention throughout the day 
• Offer teething toys 
• Provide a wide variety of sensory-motor experiences 
• Watch for signs of rising frustration and potential conflict, and intercept promptly 

 
Once biting takes place, the teacher must take immediate action: 

1. Comfort the children who is bitten and state clearly and firmly to the biter 
that biting is not all right. 

2. Wash the wound and administer any needed first aid—invite the child who 
bit to help you care for the bitten child. 

3. Help the child who bit understand that there are other ways to express 
anger, such as using words or growling like a tiger. 

4. Document injuries due to biting and notify both families by phone 

If biting occurs in the classroom, we will make and carry out an ongoing prevention 
and intervention plan as follows: 

1. Observe to try to identify patterns of instances when biting occurs. 
2. Ask parents about what might be going on at home. 
3. Develop a plan to address biting to include the teacher, director and parent. 
4. If possible, have someone focus on the child who is biting to provide 

support and encourage positive behavior and intercept biting before it 
occurs. 

5. If behavior continues or increases, a child developmental specialist will be 
contacted to observe and make recommendations. 

6. Our goal is to keep children with challenging behaviors in our program, but 
we may recommend the child be removed from the program for a specified 
time. 
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DISCIPLINE AND BEHAVIOR MANAGEMENT 

Each child will be guided toward building his/her own self-control and mastery of feelings 
without excessive reliance on adult imposed behavior control. 

 
Generally acceptable methods adhered to by the staff are: 

 
• Children are encouraged to solve their own problems, with adult 

assistance when necessary. 
 

• Expected behavior shall be on the child’s level. 

• Children are allowed to experience the consequences that logically 
follow their actions. Example: A child who writes on the wall will help 
wash it off. 

• Limits and rules shall be appropriate and understandable to the child. 

• Redirection will be used by staff to stop an undesirable behavior. The 
staff will direct the child to a desirable activity. 

• Guidance shall immediately follow the unacceptable behavior. 

• Guidance shall be fair and consistently applied. 

• Guidance shall accentuate the positive if a child’s behavior is 
unacceptable by suggesting appropriate alternatives or positive 
substitutes. 

 
• Children who lose control and are unable to reason are given a short 

time away from the group, in order to calm down and gain self-control. 
 

It is never permissible for staff to use any form of physical punishment, psychological abuse, 
or coercion when disciplining a child  
 
More specifically unacceptable methods of discipline that shall not be allowed are: 

 
•  
• A staff member shall not shake a child at any time. 

 
• A staff member shall neither force nor withhold food or naps from 

a child. 

• A child shall not be punished for a toileting accident. 

• Verbal abuse of a child or the child’s family shall not be used. 
This includes belittling remarks. 

• Physical punishment or disciplinary action to the child’s body. 
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TERMINATION OF ENROLLMENT FOR UNACCEPTABLE 
BEHAVIOR 

The staff shall inform parents/guardians of unacceptable behavior that is unusual for the age 
and development appropriate to the level of the child and that appears to be the cause for 
difficulties in adjusting to the center’s program. 

 
When all reasonable measures such as parent/teacher/director conferences and other agreed- 
upon behavior management techniques have not been effective in changing the unacceptable 
behavior, the Program Director reserves the right to drop the child from the center’s 
enrollment. 

 
A more detailed description of our Guidelines for Unacceptable Behaviors 

can be found in the appendix section beginning on page IX. 
 

WHAT TO WEAR TO SCHOOL 

Think of your child’s comfort and provide simple clothing that is: 

• Free of complicated fastenings 
• Washable 
• Sturdy 
• Protective of knees, legs and feet 
• Appropriate for existing weather conditions— 

children go outside every day 
• OPEN-TOE SANDALS ARE NOT PERMITTED 
• Clothing should fit child comfortably 

 
Toys from Home 

 
We ask that your child’s toys be left at home. If you have a book that may be of interest to the 
children, we will appreciate this being shared with the class, but we ask that it be left for 
several days. Toys from home may only be brought on special thematic days. Toy weapons 
are not allowed. 

 
FAMILY INVOLVEMENT 

Home and school are a young child’s two most important worlds. PCC recognizes the 
importance of developing a relationship with every family so we can work together to support 
children’s healthy development and learning. 
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We welcome all families by: 
 

• Conducting tours 
• Holding an open house in August 
• Having a Back-to-School Night in September 
• Various workshops and events 
• Supporting the Parent Partnership  

Family Engagement Requirement 

 
We encourage families to become involved and require that a child’s parent/guardian attend at least 
one parent event which can include Back to School Night, a workshop or Parent Partnership event and 
one conference with each child’s teacher.  
 
Parent Partnership 
PCC encourages parents to participate in our Parent Partnership. This is a group of parents who 
organizes and participates in events. To learn more about the Partnership please visit the front 
office. 

 
Classroom Visitation 

 
Classroom visits afford one of the best means to gain information about the educational 
program and to observe a child’s performance in a classroom learning situation. In order to 
maintain security for all students and to avoid conflict with scheduled events or the disruption 
of critical educational activities the administration requires that all parent visitations be approved 
by the Program Director in advance if it will be longer than 30 minutes. 

 
To help minimize disruptions, parents should make their classroom visits only after the first six 
weeks and before the last four weeks of the school year. Week of the Young Child and times 
where there are special events offer an excellent opportunity for parent visitation. 

 
We also ask that for security reasons, all visitors, upon arrival, must sign in at the school office 
before visiting any classroom and receive a visitor’s pass. 

 
Conferences 
A child’s progress will be discussed with parents during the year at two planned conferences. 
This is a time for “conversations” between the parent and teacher, who work together the meet 
your child’s needs. Parents wishing to confer with the teacher at other times are welcomed to 
do so by contacting the teacher. Questions regarding your child and the program should be 
directed to the teacher or the Program Director. Each child will have an assessment “portfolio” 
with samples of their work and their progress. A developmental checklist (written report) will be 
reviewed with parent. All information about your child is kept confidential. 

 
 

Volunteering 
We welcome family participation. Many opportunities for volunteering and leadership roles will 
be offered during the year. We invite families to share their culture, share a special talent, 
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and/or serve on a committee. Parents are also encouraged to volunteer to assist teachers. 
This assistance will be coordinated with teacher and Program Director
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Workshops 
A variety of parent/family workshops will be offered throughout the school year. These 
workshops provide helpful information and resources as well as opportunities to get to 
know other families in our program.  

 
Birthdays and Holidays 
A child’s birthday may be celebrated at the center if the parent and child so desire. Parents are 
invited and urged to attend the occasion unless safety procedures preclude parents from doing 
so. . The celebration generally takes place in the afternoon, unless otherwise noted by the 
teacher. Birthday cakes and other treats must be store-bought and delivered to the center 
by 11:30 a.m. on the day of the celebration. All arrangements must be made with the 
teacher at least one week before the birthday occurs. Healthy treats are encouraged, and a 
list of healthy alternatives can be provided by your child’s teacher.  

 
Holidays offer an opportunity for enriching experiences for the child. At Peake Childhood 
Center, informal participation in holiday observances provides an opportunity for children to 
gain some understanding of the meaning of these occasions. 

 
           If your family does not observe special occasions, please inform the teacher. 
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 IV. 
Program POLICIES 

 
 

ATTENDANCE POLICIES 

Children are encouraged to attend school every day unless they are ill. Children who are 
absent frequently will miss many important opportunities for learning and growth as we work to 
prepare them for kindergarten.  

 
Absent Child Procedures 

 
If your child will not be attending school, we ask that you call the school office to report the 
absence by 8:00 a.m. 

 
Names of all absent children are sent to the office on an “Absent Child Report” form by 9:00 
a.m. daily. The secretary/staff member calls the parents to inquire about the child’s well- 
being, if the parent has made no previous contact. 

 
Tardiness 

 
Tardiness is often disruptive to the teachers, classmates and the planned activities. Chronic 
tardiness affects the child’s accomplishments for the entire day. In order to be served breakfast, 
your child must arrive at the center by 8:30 a.m. If arriving later, please call the office by 
8:00 a.m. to order lunch for that day. Parents will need to bring the child’s lunch upon arrival if 
the office is not notified by 8:00 a.m. 

 
 

Withdrawal and Termination of Children from Program 
 

Any child’s enrollment in the center may be terminated when the child has been absent for two 
(2)weeks without notification to the center and/or when the tuition fees have not been paid for two 
(2) weeks. If you decide for any reason that you need to withdraw your child from the center a two-
week written notice is requested. 

 
Failure to let us know of a pending withdrawal will result in additional fees. All fees must be 
paid prior to the child re-enrolling in our program. 
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NUTRITION POLICY STATEMENT 

The philosophy for feeding children at Peake Childhood Center is a very important part of the 
program. Breakfast, lunch and snack provide the opportunity for learning experiences, which 
form correct habits of eating in a pleasant atmosphere. Breakfast, a hot lunch, and an 
afternoon snack based on U.S.D.A. Child Care Food Program nutrition requirements will be 
served to each child each day. Cost of meals is included in the child’s tuition. We ask that 
all families please complete the U.S.D.A. form. 

 
• Milk is required unless parent’s or doctor’s written statement indicates otherwise. 

 
• Mealtime is presented as a relaxing and social time. 

 
• Children are told the correct names for the foods served. 

 
• A variety of ethnic foods will be served. 

 
• Food is presented to children in a very positive and matter-of-fact manner. 

• Children are presented food because they need it, not that it is to be eaten as a 
favor to any adult. 

• Children are not bribed, rewarded or punished with food. 

• A variety of new as well as familiar foods are prepared and served. 
 

• If bringing a lunch from home, please send healthy, nutritious foods that do not 
require warming or refrigeration. (Ex: sandwich, apple and juice.) 

 
• When packing a lunch from home please send items in a bag and label each item 

with your child’s name and the date. Please do not send any foods that need to be 
heated up. 

 
• Children are encouraged to practice rules of courtesy at mealtime, such as using 

eating utensils and napkins, sitting at the table, chewing food before speaking and 
talking quietly. 

 
• “Fast food” (such as McDonald’s) is discouraged. 

 
• All food allergies must be documented for the teacher and school. 

 
REMEMBER THAT CHILDREN USE YOU, THE ADULT, AS A MODEL. 

DO NOT LET YOUR FOOD DISLIKES BE CONTAGIOUS 
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NUT ALLERGY NOTICE: 
 

Due to the number of nut allergies, we have at the center, we are a nut free zone. We do not 
allow peanut butter sandwiches/ crackers or any other foods containing nut products. If your 
child brings a nut product to school, we will not allow it to be eaten and will call the parent to 
bring in a new lunch. 

 
EMERGENCY PREPAREDNESS PLAN 

The safety of the school environment where your child spends much of their day is a top 
priority for us. We have a thorough Crisis Management Plan (CMP) that addresses an extensive 
number of crisis scenarios.  Staff worked with law enforcement and emergency services in 
developing the plan.   In the event an emergency (flooding, hurricane, tornado, fire, or active 
shooter, etc.) takes place during the time your child is in school, please follow these important 
guidelines: 

 
1. Parents will receive information through the parent communication tool (i.e. Remind), email or a call. 

Parents could also  look at the webpage or face book,   for further instruction. 
 

2. If you are told it is safe to leave your home or place of work, parents should come to pick 
up their child within 30 minutes. Children will be released only to those authorized to pick 
up child. 

 
3.  

 
4. If the children would need to be evacuated,  a designated  locations would be used. l. All 

essential child documents would be carried to the designated . Parents would be contacted 
by phone by staff personnel as soon as possible. 

 
5. For a localized fire within the school or proximity of the school, children will be escorted out 

of the building according to the fire escape routes. Parents will be contacted as soon as 
children are safely out of the building and the situation is safe. 

 
6. Fire drills are held monthly, and lockdown  drills are held twice a year. Earthquake and tornado 

drills are held once a year. 
 

7. Important Emergency Phone Numbers: 
1. Emergency Police, Fire, EMS Emergency – dial 911 
2. Local Hampton Emergency Management Office – 727-6414 
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HEALTH 

Children are expected to play outside each day, weather permitting. 
Please dress your child appropriately. 

 

PARENTS, PLEASE READ AND ADHERE TO THE INFECTION CONTROL POLICY! 
 

Infection Control Policy 

It is inevitable that children will get sick, no matter where they are. As children begin to have 
contact with the world outside of their own families, they encounter germs and bacteria that are 
foreign to their bodies. This is the way they build immunities. 

 
We cannot, nor would we want to, shield a child completely from the outside world. If we did, 
the natural immunities a child gains through contact with others would not develop, and a 
simple cold could become a serious illness. We do, however, want to protect a child from an 
unusually high exposure to germs all at once. 

In a childcare setting, children come into contact with groups of other children outside their 
families. It is in this situation that the illness of one child can spread rapidly through the group 
to other children and staff members if stringent measures to prevent this spread are not taken. 
For this reason, the staff at the center will take constant precautions to prevent the spread of 
disease. Careful hand washing by staff and children can eliminate approximately 75% of the 
risk of spreading these illnesses. Our precautions include separating sick children from those 
who are well and working to maintain sanitary conditions throughout the center. 

Families can help us in our effort to keep your children healthy. We ask your cooperation in the 
following ways: 

1. If your child has been exposed to 
any of the diseases listed on the 
accompanying chart (appendix), 
we ask that you notify us of the 
exposure. 

2. If the child has any of the following 
symptoms at home, we ask that 
you keep him/her out of school 
until the symptoms are gone or 
until your physician says it is OK 
to return. 

3. If the child has been sent home 
due to fever, our policy requires 
that you keep him/her out of 
school for at least 24 hours, fever 
free without medication, before 
returning. 
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Infection Control Policy (CONT.) 
 

The child will not be allowed to attend school if he/she comes with signs or symptoms listed 
below: 

 

• Fever – 100°F temperature or over 

• Severe or persistent coughing – Child gets red in the face and coughing is 
persistent and causing a lack of sleep, activity, etc. Child makes high-pitched 
croupy or whooping sounds after the coughs 

• Difficult or rapid breathing 
• Yellowish skin or eyes. 
• Pinkeye—Tears, redness of eyelid lining, followed by swelling 

and discharge of pus 
• Unusual spots or rashes, such as ringworm. 

• Sore throat or trouble swallowing. 

• Communicable disease as delineated in the current Communicable Disease 
Chart recommendations for the exclusion of sick children (Appendix) 

• Infected skin patches 

• Crusty, bright yellow, dry or gummy areas of skin— possibly accompanied 
by fever 

• Unusually dark, tea-colored urine—especially with fever 
• Gray or white stool 
• Headache and stiff neck 
• Vomiting 
• Severe itching of body or scalp 
• Head lice 
• Multiple loose runny stools 

 

If any of the above symptoms are present or if a child appears cranky or less active than usual, 
cries more than usual, or just seems generally unwell at home, you are asked to look for any of 
the above symptoms and inform the child’s teacher  so that the child can be watched carefully 
for the development of symptoms. 

 
If a child’s medical condition requires him/her to refrain from outside play, you must present a 
doctor’s note stating the condition as well as the boundaries to which staying inside is required.  
It should be noted that national health emergencies such as a pandemic may result in symptoms 
being added to the list and additional information being provided to parents under separate cover.  
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Infection Control Policy (CONT.) 
 

A child shall be excluded if he/she has a temperature of 100°F or higher, or has a 
communicable disease as designated in the current Communicable Disease Chart 
recommendations for the exclusion of sick children. If the symptoms occur: 

1. Parents must come to pick up the child immediately after being contacted. 
Arrangements shall be made for the child to leave the center within 30 minutes 
after the signs or symptoms are noticed. Not picking up your child in a timely 
manner could result in termination  from the center. 

2. The child shall remain in the designated quiet area until leaving the center. 
 
 

Head Lice Policy 

Head lice are primarily spread through direct head-to-head contact, although sharing personal 
items such as hats, brushes, combs and linens may play a role in their spread between 
children. 

To prevent the spread of head lice, when a case occurs, PCC will temporarily exclude the 
infested child from the program until 24 hours after treatment and the child is free of nits. 

The child must be checked by our school nurse or other program personnel prior to 
readmission into the classroom setting. To assure effective treatment, we will check previously 
treated children for any evidence of new infection daily for 10 days after treatment. Repeat 
treatment may be necessary. 

 

Medication Policy 
We recommend that a parent or family member be responsible, 
when possible, for administering medication to your child. Often a 
child who is sick enough to require medication during hours of 
attendance at the center would be better kept at home until well. 
However, when prescribed or over-the-counter medication is 
considered necessary to be given during school hours, written 
authorization by the physician and parent is required. Medicine 
must be in its original container (including outer box) with printed 
instructions. 

 

 It is the pa ren t’s resp on sibility to  get  th e me d i cine to and from 
school. A nurse or staff person with MAT training will be designated 
to administer the medicine and log date and time in a Medicine Log 
Book. Parent must discuss with the Program Director and nurse the 
need for medication and all special instructions. Medications will be 
stored in a specific, safe, designated area that meets licensing and 
health regulations. 
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INSECT REPELLENT AND SUNSCREEN POLICY 

The center requires written parent authorization to apply insect repellent/sunscreen to a child. 
The repellent or sunscreen must be labeled and in the original container. Staff members will 
follow manufacturer instructions when using. Parents must transport repellent and sunscreen 
to school. (Not to be placed in book bags.) 

 
 

 
 
 

PARENT/GUARDIAN BEHAVIOR ON 
SCHOOL GROUNDS & SCHOOL ACTIVITIES 

Parents, family members and guests are expected to follow the same guidelines as our staff 
while on school grounds and field trips. While on school grounds and during school activities, 
parents and other family members may not: 

• Verbally abuse or threaten a child or staff 
• Use physical punishment (spanking) or disciplinary actions to a child’s body 
• Fight or exhibit other forms of aggression in or around school grounds 
• Wear inappropriate clothing 
• Carry weapons 
• Smoke 
• Drink alcohol or be intoxicated 
• USE PROFANITY OR INAPPORPRIATE COMMENTS 
• Talk on cell phones while in the office, classroom or hallway. 

 
 

RESPONSIBILITY OF CENTER TO REPORT CHILD ABUSE 

The center staff is required to report any suspected incidence of child abuse or neglect in 
accordance with 22 VAC 40-705-30 of the Code of Virginia. 

 
IT IS IMPERATIVE THAT WE WORK TOGETHER TO KEEP ALL OF THE CHILDREN 

WHO ATTEND THE CENTER AS HEALTHY AND HAPPY AS POSSIBLE. 
WE THANK YOU FOR YOUR COOPERATION. 
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TRANSPORTATION PROVIDED BY PARENTS 
If you will be providing transportation to and from school, the following safety guidelines should 
be followed: 

 
• When entering the parking lot, always drive slowly and with caution. 

 
• Park in designated parking lot and enter through main entrance. 

 
• If someone other than the regular pick-up person will be retrieving your child, they must 

be on the authorization list and bring a picture ID to the office. 
 

• Please park only in appropriately marked areas. 
 

• Please follow one-way direction signs. 
 

Parents are responsible for pick up and drop of,  
 

VAN USAGE FOR FIELD TRIPS 

Safety Regulations: 
 

Each child shall follow the guidelines for safety and order given by the driver: 
 

• Be restrained in a booster or car seat. 
 

• Talk quietly. 
 

• Place unwanted items in trash can. 
 

• Do not eat or bring food on bus/van. 
 

• Respond to reasonable requests for safety. 
 
 

The driver is responsible for the children’s safety and well-
being as they travel to and from the center. 

 
The center reserves the right to exclude from 
transportation services any child or parent who 
continuously disregards transportation and safety 
regulations. 

 
 Yo u r child ’s saf e ty is ou r m a in co n ce rn a t a ll tim e s ! 
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CLIENT’S RIGHTS SUMMARY 
Right to Notification 

Custodians of the child can review Parent Policy Handbook on our website www.PCC.org. 
Parent/guardians will be notified if changes are made to the Handbook so they can review the 
changes. A Parent/Guardian must Family Policy Handbook Form indicating that they have read 
the Handbook. . 
Rights to Services 
Custodians of the child have the right and obligation to participate in the program in 
accordance with the policy program. Children cannot be denied acceptance in the program 
solely based on sex, race, national origin, religion, disability or financial status. 
Right to Confidentiality 
The child’s records will not be released without the child’s legal custodian’s consent, parent 
consent, court order or other lawful state/federal agencies’ entitlements. Your child’s privacy is 
limited at times. Virginia law grants access to the child’s records to certain agencies. Personnel 
at the center must report those who pose a danger to self or others and any suspected or 
alleged child physical, sexual, emotional abuse and/or neglect. 
Right to Grievance 
If you believe that the child’s participation in our program is wrongfully terminated or wrongly 
discriminated upon, you may file a written grievance in accordance with our policy, as described 
below. 

 
 

GRIEVANCE POLICY 
Legal custodians of a child who has been terminated from the center’s program or have a 
grievance have the following rights: 

Grievance In the event a grievance cannot be resolved with the center’s staff member in question, 
the child’s legal custodian may file a written request for a meeting with the staff member and that 
staff member’s supervisor. Said meeting shall be held within ten (10) working days of the filing of a 
written request. 

After the meeting with the staff member and his or her supervisor, the child’s legal custodian 
may file a written request with the center’s Executive Director for a hearing. 

 
Said hearing shall be scheduled within five (5) working days and held within ten (10) working 
days at the center. 

The decision of the Executive Director will be final. 
 

Termination 
A written statement of the reasons for termination may be provided, upon request of the legal 
custodian. 
Upon written request by the legal custodian, a hearing with the center’s Program Director will 
be scheduled within five (5) working days and held within ten (10) working days. 
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The legal custodian of the child will receive written notification of the hearing date and time at 
least three (3) days prior to the hearing. 

The  hearing  date  and  time  will  be  scheduled  in  accordance  with  the  center’s  Program 
Director’s schedule and will be held at the center. 

The decision of the Director will be final. 
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ITEMS NEEDED FOR FIRST DAY 
 

Please bring the following items with your child’s name on them: 
 

Infant Supplies 
Disposable diapers (ample supply) 
Box of disposable wipes 
2 changes of clothes, including socks 
Ointments, powder, etc. (only if needed & signed permission slip) 
Bottle (labeled with name) 
Breastmilk, if applicable (labeled with name and date) 
Large can of prepared formula for emergency (labeled with name) 
Pacifier 
Small sleeping blanket 

 
 

 

Toddler Supplies 
Disposable diapers (ample supply) 
Box of disposable wipes 
2 changes of seasonal clothes, including socks 
Sleeping blanket (small) 
Ointments, powder, etc. (only if needed and signed permission slip required) 
Box of facial tissue 
 

 
 

 

2-Year-Old Supplies 
Undergarments or disposable diapers Box of disposable 
wipes 
2 changes of clothes, including socks 
Sleeping blanket (small) 
Box of facial tissue 

 
						*	Please	note	while	it	is	not	required	children	may	bring	child	sized	backpacks	to	school.	 
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DAILY SCHEDULE 
 

The following is a sample daily schedule. Classroom schedules may vary from classroom 
to classroom and are reflective of the age of the children. 

 
Individualized classroom daily schedules are posted in each classroom. 

 
A typical daily schedule will include the following: 

 
Arrival and Greeting 
Self-Selected Activities 
Bathroom/Diaper Changing and Hand-Washing 
Breakfast 
Large Group Time 
Interest Center Time 
Outside Activities 
Music and Movement 
Bathroom/Diaper Changing and Hand-Washing 
Lunch 
Story 
Rest Time 
Bathroom/Diaper Changing and Hand-Washing 
Snack 
Outdoor Activities 
Afternoon Activity Time/Small Group Time/Free Choice 
Story/Music 
Prepare Child for Dismissal – Bathroom/Diaper Changing and Hand-Washing 
Child Departs for Home 
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MEDICAL EMERGENCY PLAN FOLLOWED BY ALL STAFF 
• For serious injury or illness, call paramedics at 911, or take child to the hospital 

emergency room. 
 

a. Call parent 
b. Take Medical Release Form. (Child’s Registration Form) 

 
• Do not move child if there is a possible injury to the back or neck. 

 
• Keep calm. Notify Teacher, Nurse, Program Director or Executive Director 

immediately. 
 

• Continuously reassure child. 
 

• If minor injury or illness, clean area that is injured. 
 

• Wear protective gloves when attending injured child. 
 

• If necessary, apply ice or cold towel. 
 

• Bandage if needed. 
 

• Write accident report on Accident Report Form. Send to parent and file a copy. 
 

• Notify parent of accident or illness by either a note or phone call. 
 

• Emergencies must be taken care of in this order: 
 

a. Breathing has top priority. 
b. Stopping any bleeding has second priority. 
c. Treat for shock after breathing and bleeding have been handled. 

 
• Take all complaints of illness or injury seriously. 
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IMMUNIZATION SCHEDULE 
N a m e: D o se  Recommended Age N a m e: D o se  Recommended Age 
 
OPV 
(oral polio 
vaccine) 

1st 2 months MMR 
(measles, 
mumps and 
rubella) 

1st 15 months 
2nd 4 months 2nd Before age 4 and 6 
3rd 15 months 	 	

4th Before age 4 and 6 	 	

DTP 1st 2 months HIB 1st 2 months 
(diphtheria, 
tetanus and 
pertussis) 

2nd 4 months 	 2nd 4 months 
3rd 6 months 3rd 6 months 
4th 15 months 4th 15 months 

	 5th Before age 4 and 6 	
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PLAYGROUND SAFETY PLAN FOR STAFF 
1. The playground is to be checked daily for glass, trash, paper and safety of 

equipment by our staff. The wood chips are to be distributed evenly on the 
playground. 

 
2. In order to help maintain playground equipment, fencing, cushioning and resilient 

surfaces for the playground, the playground will be inspected once a month by the 
program director.  All repairs are to be reported to the program director. The 
program director will be responsible for repairs of the equipment and replacement 
of wood chips for the resilient surfaces and ensuring safety. 

 
3. Staff will be positioned in specific areas of play on the playground to 

supervise children adequately. 
 

4. Minimum adult-child ratio for proper supervision will be observed at all times 
on the playground. 

 
5. Traffic flow for the riding toys is established at each program site. 

 
 
 

GUIDELINES FOR THE PLAYGROUND 
 

1. Children may run only on the grassy area of the playground. 
 

2. When playing in the sandbox, children may not throw sand and must keep sand 
low while playing. 

 
3. Children must go down the slide feet first and must use the ladder to slide. 

 
4. A limited number of children may play on the large climber at a time. 

 
5. Riding toys must all follow same traffic flow. 

 
 

SAFETY RULES FOR CHILDREN AND STAFF 
Inform children about common dangers. Use words that are simple enough for them to 
understand and repeat the rules often. Our safety rules include the following: 

 
• Pointed objects such as scissors and tools must be handled with care. They must 

be carried with the pointed end turned down and the handle pointed away from the 
body. They must always be put away immediately after use. 
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• Sharp objects, small objects, rocks, sticks, toys and other such items should be 
kept out of the mouth. They can be dangerous if swallowed, and a hole can be 
poked in the cheek or lip if the child falls with something sharp in the mouth. 

 
• Only those electrical gadgets that are a part of the learning centers may be 

handled by children. Wall plugs should be covered, and electric cords are not to be 
tampered with. 

 
• Matches are not to be used by children at any time and are to be kept out of 

children’s reach. 
 

• Small children may not cross a street until an adult says it is safe. They must walk 
carefully—never run. 

 
• Playground equipment should be used with care. We explain to children that these 

rules are to prevent them from getting hurt or from hurting someone else. 
 

• Shoes must be worn at all times when outside or riding wheeled toys. 
 

• Unsafe equipment areas are put out of use until deemed safe by the program 
director. The safety of the children and staff is not to be jeopardized. 

 
• Teachers in the gym or multipurpose room or on the playground shall (1) be in 

different areas to oversee the safe use of all the equipment by the children, (2) 
never be sitting down, and (3) monitor children using the climbing equipment. 

 
• Immediately report any loitering, strangers or unauthorized use of property 

(i.e., motorcycles on school property) to the Program Director or his/her 
designee. 

 
• Perishable food should not be left unrefrigerated for more than 45 minutes. This 

includes dairy products, meats and fish, infant formula (opened and mixed), baby 
food, and anything containing eggs such as mayonnaise. 

 
• Accidental spills or accidents in the bathroom should be cleared up immediately. 

 
POLICY AND PROCEDURES ON LOST OR MISSING CHILDREN FOR STAFF 

 
It is the program’s strict policy that no child is ever left alone. It is the staff’s responsibility 
to know where children in attendance are at all times. 

 
When taking a group of children from one location to another, a staff person will always 
leave the room or outdoor facility first, as a leader, and another staff person will be the last 
one out to ensure that all children follow.  If a staff person is alone with a group of children, 
she will keep her group together to assure that all children are safe and accounted for. For 
field trips, identification tags will be worn by the children with the school’s name and phone 
number. Staff must count and know the exact number of children at all times. 
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In the event of a child being lost or missing, the following actions are to be taken and the Center’s 
Crisis Management Plan is followed: 

 
1. An exhaustive search will be conducted, and all staff notified. 

 
2. If the child still cannot be found, the program will notify the local police department 

and the child’s parents. 
 

3. Staff will continue to search and cooperate in any way possible to assist 
parent/police department. 
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GUIDELINES FOR UNACCEPTABLE BEHAVIORS 
The staff shall inform parents/guardians of unacceptable behavior that is unusual for the 
age level of the child and that appears to be the cause for difficulties in adjusting to the 
center’s program. The Center’s goal is to limit the use of suspension or exclusionary 
measures.  Expulsion from the program is only used when it is in the best interest of the 
child. It should be noted that positive behavior support strategies are used as part of the 
interventions used with children.  Additionally, we work with professionals to create 
individual behavior plans when needed. Finally, the disciplinary procedures meet local, 
state and federal regulations and laws.  

 
 

Category I: 
Hitting, kicking, pinching, spitting or other forms of bodily harm to another child. 

Consequences: 

A. Intervention: Staff will follow the program guidelines for discipline and behavior 
management, which may include the parent/guardian being called to come pick up 
the child. 

 
If the behavior continues: 

 
B. A conference will be scheduled with parent/guardian to discuss the child’s 

behaviors and develop a behavioral management plan. The program director 
may call outside resources for the child and family. The child may also be 
suspended for a period. 

 
C. When all reasonable measures have not been effective in changing the 

unacceptable behaviors, the program director will work with families to 
find alternative placement for the child. PCC reserves the right to dismiss 
the child from the program if we feel it is in the child’s best interest.  

 
 

Category II: 
Hitting, kicking, pinching, spitting or other forms of bodily harm to teacher or staff 

 
Consequences: 

 
A. Intervention: Staff will follow the program guidelines for discipline and behavior 
management, which may include the parent/guardian being called to come to pick up the 
child. 

 
If the behavior continues: 

 
B. The child will be suspended for a period of time. A conference will be scheduled with 

parent/guardian to discuss the child’s behaviors and develop a behavioral 
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management plan. Outside resources may be called to assist the child and the child’s 
family. 
 

C.  When all reasonable measures have not been effective in changing the 
unacceptable behaviors, the program director will work with families to find 
alternative placement for the child. PCC reserves the right to dismiss the child from 
the program if we feel it is in the child’s best interest. 

	
 

Category III: 
Running away from teachers or other program staff and other unsafe behaviors. 

 
Consequences: 
A. Intervention: Staff will follow the program guidelines for discipline and behavior 

management, which may include the parent/guardian being called to come pick up 
the child. 

 
If the behavior continues: 

 
B. The child will be suspended for a period of time. A conference will be scheduled 

with a parent/guardian to discuss the child’s behaviors and develop a behavioral 
management plan. If applicable, outside resources may be called in for additional 
assistance.  

 
C. When all reasonable measures have not been effective in changing the 

unacceptable behaviors, the program director will work with families to 
find alternative placement for the child. PCC reserves the right to dismiss 
the child from the program if we feel it is in the child’s best interest.  

 
Category IV: 
Biting a child, teacher or another staff. 

 
Though biting can be one of the most common and difficult behaviors we deal with in 
child development settings, PCC is required by Virginia Department of Social Services 
Childcare Licensing Division to provide and maintain a safe and healthy environment for 
all children. 

 
For some children, biting is a passing stage where they are learning about what is socially 
acceptable. In other instances, biting can be a persistent problem as children are biting 
due to teething, frustration, boredom, unlearned verbal skills, and change in environment 
or stress. 

 
No matter how we look at biting, it is a very emotionally charged matter for all involved 
parties. This policy will allow for PCC to explore the potential problem before it occurs 
and also form a plan of action in case biting does occur. 

 
 

Before biting occurs: 
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1. Discuss the issue of biting with all parents at the time of enrollment. 

 
2. Distribute written policy to all families and include policy in Family Handbook. 

	
When biting occurs, the following steps are taken by staff: 

 
For the biter: 

 
1. The biter will be immediately removed with no emotion. Words such as “Biting 

hurts” or “I see you want the block; we cannot hurt our friends; we use teeth for 
chewing food.” Avoid immediate response that reinforces the biting or calls 
attention to the biter. (The caring attention is focused on the bitten child). 

 
2. Redirect the child to another area of play. 

 
3. Write an incident report and notify the parents of the biter by phone. 

 
For the bitten child: 

 
1. Separate from the biter. 

 
2. Comfort the child. 

 
3. Administer any needed first aid 

 
4. Write an incident report and notify the parents of the bitten by phone. 

 
If biting continues: 

 
1. Staff will meet with director on a routine basis for advice, support, and strategy 

planning. 
 

2. All occurrences will be charted with the following information: time, location, 
participants, staff present and what occurred immediately before the bite. 

 
3. Inform parents of the biting concern and inform them of the remaining 

procedures that will be followed to deal with it. 
 

4. Shadow child – Attempt to intercept situations before they occur; encourage 
non-biting response to situations; adapt the program to better fit the child’s 
needs without losing focus of classroom or providing one on care/attention. 

 
5. Work together with parents of all parties to stay informed and develop a joint 

strategy for change! 
 

6. Child will be removed from classroom setting and sent home for remainder of day. 
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7. Hold a conference with parents of biting child to develop a plan of action. Have 
teacher and parents schedule follow-up meetings or telephone conversations 
as needed. 

	
8. Consider early transition of the biter who may need a change of environment (if 

developmentally appropriate) 
 

9. Prepare parents of the biting child of the possibility that the child may have to 
be removed from the center if biting continues. 

 
10. If it is deemed in the best interest of the child, other children, and the center, 

the child will be removed from center for at least 6 months (or duration of biting 
stage). A written warning will be given to parents before this action is taken. 

 
 
 

POSSIBLE REASONS FOR Dismissal FROM 
PROGRAM 

 
 

I. Delinquent weekly tuition fee (if applicable) 
 
 

II. Chronic lateness (picking up child after closing time) 
 
 

III. Excessive absenteeism 
 
 

IV. Unacceptable behavior as indicated in appendices 
 
 

V. Inability to adjust to group setting 
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GOALS AND OBJECTIVES FOR 

INFANTS, TODDLERS AND 2-YEAR-OLDS 
 
 
 

Goal I: To learn about themselves 

Goal II: To learn about their feelings 

Goal III: To learn about others 

Goal IV: To learn about communicating 

Goal V: To learn about moving and doing 

Goal VI: To acquire thinking skills 

 
 

GOALS AND OBJECTIVES FOR 
3- AND 4-YEAR-OLDS 

 
Please see Creative Curriculum and A Big Day for PreK  charts on next two pages. 
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LICENSING INFORMATION FOR PARENTS 
 
 

Virginia Department of Social Services 
www.dss.state.va.us 

 
Virginia Dept of Social Services 
Division of Licensing Programs 
7 N Eight Street 
Richmond, VA 23219-3301 

 
(804) 726-7165 

 
 

Hampton Office 
Areas served: York, Mathews, Hampton, Middlesex, Gloucester, Poquoson 

 
903 Enterprise Parkway 
Suite 110 
Hampton, VA 23666 

 
(800) 468-8894 
(757) 766-3710 

 
Newport News Office 
Areas served: Charles City, James City, King & Queen, 
King William, New Kent, Newport News, Williamsburg 

 
11751 Rock Landing Drive, Suite H-4 
Newport News, VA 
23606 

 
(800) 468-8894 
(757) 594-7621 

 
 
 

For information on training or filing complaints: 
800-KIDS-LIL (800-543-7545) 

 
 

View licensing reports and information for local centers: 
www.dss.virginia.gov/facility/search/cc.cgi 
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