Pattycake Playhouse, Inc.

Early Childhood Learning Center
5288 Route 9W
Newburgh, NY 12550
(845) 562-6322 phone
(845) 568-3240 fax

Hours of Operation: 6:30am-6:00pm

2025-2026 PARENT POLICIES

Effective September 1, 2025, the following policies will govern Pattycake Playhouse, Inc. (hereinafter
referred to as the "Center"). Please retain a copy for your reference. To maintain the highest quality of
care for all children, it is essential that these guidelines are strictly followed. The Center reserves the
right to modify these policies at any time throughout the year.

Important Notice:

e Any child who turns three (3) or four (4) years old on or before December 1, 2025, must be
enrolled on a full-time (five days per week) basis.

e Tuition rates do not change on a child’s third birthday but are adjusted annually every
September. Exceptions apply to schedule changes in the infant and toddler programs.

e Please review the upcoming tuition rates carefully.
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Mission Statement & School Philosophy

The Center is dedicated to creating a safe, nurturing, and supportive environment where every child
feels secure and valued. Our program is designed to foster the development of essential skills while
building a strong, positive self-concept.

We encourage children to embrace challenges, take risks, and learn from their experiences in both
academic and social settings. Through a positive behavior approach, we guide children in developing
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the habits, attitudes, and social skills needed to interact successfully with others—both in school and
throughout life.

Our goal is to prepare each child for their next stage of growth, whether transitioning from the infant
room to the toddler room or advancing from our program to elementary school. We are committed to
fostering a love of learning, confidence, and resilience in every child we serve.

Program History

We are a NYS OCFS licensed nursery school/day care providing a child-centered education for all our
students with an emphasis on appropriate cognitive, physical, social, and emotional development. We
are also a host location for UPK students assigned by the Marlboro Central School District. We are a
family owned business, operated by Donna Conklin and Directed by Michelle Pagano, since 2005. Our
program has doubled in size since her takeover.

Allergies

The Center does not administer non-patient-specific auto-injectors. All staff members are required to
complete the OCFS online training, I/dentifying and Responding to Anaphylaxis: Elijah’s Law, within
their first 30 days of employment. This comprehensive training equips staff with the knowledge to
prevent allergen exposure and effectively recognize and respond to accidental or unavoidable allergic
reactions.

Children with medically diagnosed allergies must have the following documentation on file in both the
main office and their assigned classroom prior to enroliment:

e [ndividual Allergy and Anaphylaxis Emergency Plan
e Individual Health Care Plan

For children requiring an EpiPen, the medication will be stored in the classroom’s first aid bag. A
designated staff member trained in EpiPen administration and recognizing signs of an allergic reaction
will be on-site at all times.

In the event of an anaphylactic reaction, the following steps will be taken:

1. Administer the child-specific EpiPen (if available).

2. Call 911 and ensure the used EpiPen accompanies the child to the hospital. If an additional staff
member is available, they should accompany the child.

3. Contact the child’s parent/guardian.

4. Notify the OCFS licensor or an appropriate representative from the OCFS office.

Assessments & Screenings

Teachers in the Preschool and Pre-K programs will conduct developmental assessments three times
per school year and share the results with families. In Infant and Toddler classrooms, developmental
screenings will be conducted on an as-needed basis to monitor each child’s progress. Assessment
results will be used to individualize instruction, as needed.

Families will be invited to formally discuss their child’s development with head teachers twice a year, in
the fall and spring.



Upon enrollment in the Infant, Toddler, Preschool, and Pre-K programs, families will be asked to
complete a developmental screening tool, in their home language. If concerns arise regarding a child’s
development, parents may be asked to complete an updated screening based on the child’s current
age. Teachers may also conduct their own screenings to compare findings and collaborate with families
in supporting the child’s developmental needs.

All assessments and screenings are made available in a child’'s home language.

Attendance
To maintain accurate records and classroom ratios, families must notify the center by 9:00 AM via the
Brightwheel Appif their child will be absent.

Due to licensing requirements and strict classroom capacity limits, make-up days and schedule swaps
cannot be accommodated. If an extra day of care is needed, a request must be submitted to the office
at least 24 hours in advance. Classroom teachers are not authorized to approve additional care
requests. Approval will be granted only if space is available, and families will be charged the extra day
rate accordingly.

Babysitting Policy

Employees who choose to babysit for families outside of the center must complete a Waiver of Liability
form, signed by both the employee and the family receiving the childcare services.

For the safety and professionalism of all parties:

e Employees may not transport any non-familial enrolled child to or from the center, even with a
signed liability waiver.

e Employees must uphold strict confidentiality. Any disclosure of sensitive information, gossip, or
slander will result in disciplinary action.

e Staff members are strongly discouraged from exchanging personal contact information with
families. However, if communication is necessary for babysitting purposes, employees are
expected to maintain the highest standards of professionalism.

All center-related communication about a child should take place through Brightwheel or the school
telephone. Personal emails, text messages, or phone calls between families and staff regarding a
child’s care at the center are strictly prohibited.

Upon employment, all staff members agree to a non-compete clause. As such, enrolled families may
not solicit childcare services from employees in a manner that directly or indirectly competes with the
center.

Behavior Management

Our staff is trained to support children in developing self-control and appropriate social behaviors
through the use of positive behavior management strategies. Teachers receive ongoing training and
support to assess the classroom environment and continuously refine their teaching methods and
transition strategies to best meet the needs of the children in their care. By proactively listening and
responding to children’s needs, teachers help foster a supportive and engaging learning environment




that minimizes conflict. Additionally, preschool and school-age children are actively involved in
establishing classroom rules, encouraging a sense of ownership and responsibility.

Discipline and Guidance

Only a staff member may discipline a child.
Rules and expectations are applied consistently, appropriately, and in alignment with each
child’s developmental level and abilities.

e Discipline will always be directly related to a child's actions and addressed promptly to ensure
an immediate and meaningful connection between behavior and consequences.

e A child may be briefly separated from the group to regain self-control but will remain under the
supervision and support of a staff member at all times.

e Prohibited disciplinary actions include:

Corporal punishment of any kind

Room isolation as a disciplinary measure

Withholding food or rest as a form of punishment or reward

Punitive, demeaning, or humiliating interactions

Physical restraint or intervention

o

o O

Behavior Monitoring and Support

Teaching staff closely monitor classroom behaviors, maintaining objective anecdotal records on
recurring conflicts and their resolutions. If a child’s behavior raises concerns requiring documentation,
parents will be notified. Should disruptive behaviors persist, teaching staff will collaborate with an
administrator or a community specialist to develop an individualized strategy, which will be shared with
the family.

Our primary goal is to limit or eliminate the use of suspension, expulsion, or other exclusionary
measures in response to challenging behaviors. However, if severe and persistent behaviors pose
safety concerns—despite professional intervention and the implementation of new strategies—the
administration reserves the right to determine whether continued enroliment is appropriate. In such
cases, any prepaid tuition will be prorated and refunded to the parent/guardian.

Biting Policy

Biting is a common behavior in early childhood, particularly among infants and toddlers who
may not yet have the verbal skills to express frustration or needs. Our approach focuses on redirecting
behavior while ensuring the safety and well-being of all children.

Response to Biting Incidents

1. The child who bites is immediately and calmly removed from the situation with minimal attention,
using simple, neutral language (e.g., “Teeth are for eating, not for biting. Biting hurts.”).

The teacher provides caring attention to the child who was bitten, administering first aid as
necessary.

The biter is redirected to another activity and spoken to in a way they can understand.

The incident is documented in a classroom observation log.

Both sets of parents (biter and victim) are notified via an incident report and Brightwheel.

If the bite breaks the skin, the parents of the victim will also be contacted immediately by phone.
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Ongoing Concerns

If biting becomes a repetitive concern, parents will be informed, and intervention strategies will be
implemented in consultation with early childhood professionals. Our goal remains to limit or eliminate
exclusionary measures; however, if persistent biting results in repeated injuries (e.g., bruising or broken
skin) and interventions prove ineffective, administration will determine whether continued enroliment is
appropriate. If disenroliment is required, any prepaid tuition will be prorated and refunded.

Brightwheel App

Brightwheel is a communication and classroom management app available for iOS and Android
devices, designed to enhance parent-teacher engagement. All enrolled families are required to sign up
and actively use the Brightwheel App for daily communication, billing, and classroom updates.

App Features & Usage

e Teachers will log:
o Feedings, diaper changes, and toileting (Infants & Toddlers)
o Nap times and learning activities
o Incidents and daily classroom updates
e Parents will receive real-time updates and notifications.
e Classroom teachers are required to post daily updates about classroom learning activities.

Communication Guidelines

e While Brightwheel is an excellent tool for routine communication, urgent matters must be
addressed through the main office via telephone.

e Teachers remain hands-on with the children throughout the day; therefore, updates may not
always be immediate. If a response is delayed and you have an immediate concern, please call
the main office.

By enrolling in our program, families acknowledge and consent to their child being photographed and
having their photos shared on Brightwheel, where they may be visible to other parents.

Calendar of Closings
Labor Day- September 1, 2025

Professional Development Day for Staff- September 2, 2025
Indigenous Peoples Day- October 13, 2025

Veteran’s Day- November 11, 2025

Thanksgiving Day- November 27, 2025

Native American Heritage Day- November 28, 2025
Christmas Eve- December 24, 2025

Christmas Day- December 25, 2025

New Year’s Day Eve- December 31, 2025

New Year’s Day- January 1, 2026

Martin Luther King Jr. Day- January 19, 2026



President’s Day- February 16, 2026
Good Friday- April 3, 2026
Memorial Day- May 25, 2026
Juneteenth- June 19, 2026
Independence Day- July 4, 2026

*School Age & UPK students registered through Marlboro Schools will follow the Marlboro School
Calendar.. On days Marlboro is closed or has early dismissal, but the center is open, families are
welcome to pay for additional full or half day. The Marlboro School Calendar will be distributed to all
students this pertains to.

Child Abuse & Mandated Reporting

In accordance with Social Services Law, all staff at the center are required to report any suspected
incidents of child abuse or maltreatment involving a child receiving care. Should staff have reasonable
cause to suspect that a child in their care has been abused or maltreated, they are obligated to report
the incident to the Statewide Central Register of Child Abuse and Maltreatment or ensure such a report
is made.

Confidentiality

All information provided by parents or guardians is strictly confidential and will only be accessible to
administrative staff, teachers directly responsible for the child, the child's parents/guardians, and
authorized regulatory authorities. Information regarding a child should never be shared with other
families or discussed in any location where conversations may be overheard by non-authorized parties.
Staff are prohibited from discussing or sharing confidential information with other families or individuals
outside the center. Violations of confidentiality will result in immediate termination of employment.

Curriculum

Our curriculum is child-centered and process-focused, aligning with New York State standards for
lesson planning. Teachers use ongoing observations to adjust their lesson plans to meet the
developmental needs and interests of each child in their care. Our UPK programs follow curriculum
resources provided by the Marlboro Central School District, including but not limited to: Fundations,
Learning Without Tears, and Heggerty.

Diapering & Potty Training

Diapering: Children still in diapers will have their diapers changed every two hours, upon waking from
nap, and more frequently as necessary. Parents are required to provide diapers, wipes, and ointments
(with a completed non-medication form). Parents will be notified when diapering supplies are running
low.

Potty Training: Potty training will begin when both parents and staff agree that the child is ready.
Children are not required to be potty trained to enter the preschool program but must be fully potty
trained before transitioning into the pre-kindergarten program. Parents should send a bag containing at
least five pairs of underwear, socks, shirts, pants, and shoes for accidents. Potty training action plans
are available to ensure consistency between home and school approaches. Flushable wipes are
prohibited.



Soiled Clothing: For preschool and pre-K children who soil their clothing, staff will encourage the child
to change independently, with adult assistance provided if needed. Soiled clothing will be placed in a
labeled bag for parents to take home, and soiled underwear will be placed in a tied bag. In the event of
severe soiling, items will be disposed of. If extra clothing is not available, spare clothing from the
school’'s extra clothing box will be used. Families must return borrowed clothing clean and provide new
spare clothing to restock their child’s bin.

Discounts

Families with two siblings enrolled in the traditional full-day Infant-PreK programs will receive a
$75/month discount for the oldest sibling. Families with three siblings enrolled will receive a $75/month
discount for the second oldest sibling and a $100/month discount for the oldest sibling. School-age and
UPK children are not eligible for sibling discounts. Extra days and registration fees are not discounted.

Discrimination

The center is committed to providing an inclusive environment and does not discriminate based on
race, creed, color, age, sex, gender, sexual orientation, national origin, religion, disability, medical
condition, marital status, or veteran status. The center will not tolerate verbal, written, or physical
conduct that creates a hostile or offensive environment, and such conduct will not be permitted.

Dress Code

Children should wear comfortable, weather-appropriate clothing. Flip-flops, clogs, and open-toed
sandals are prohibited for safety reasons. Jewelry, including non-safety-backed earrings for infants, is
not permitted as it may pose a choking hazard. Children under three years old are strongly discouraged
from wearing beads in their hair due to safety concerns. Girls should wear shorts or leggings under
skirts or dresses. Parents should not send children in clothing they do not want to get dirty, as children
are actively engaged in learning activities. A spare change of seasonal clothing (including socks and
underwear) must be kept in the classroom. In the winter, snow attire, and in the summer, water play
attire, must also be provided.

Drop-Off & Pick-Up Procedures

Children must be dropped off with a staff member and may never be sent to school unsupervised.
Drop-off should include a health check dialogue between the staff and the individual dropping off the
child. At pick-up, families must interact with a staff member to ensure the child’s departure is
communicated. If a family member is unfamiliar to the staff, they may be asked to provide identification.

The center discourages idling of vehicles, except in extreme weather conditions. Children should never
be left unsupervised in a vehicle.

For children who travel by school district bus, staff will escort them to and from the bus. A transportation
form must be completed and submitted to the local school district.

Emergency Closings

The center reserves the right to close for any emergency, including but not limited to snow, hurricanes,
tornadoes, floods, electrical outages, health pandemics, or staffing shortages. Self-pay families will be
charged if the Marlboro or Newburgh School Districts close due to inclement weather. The center will
make independent decisions regarding delayed openings or early dismissals. There are no make-up
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days, day swaps, or tuition credits for emergency closings. Announcements will be made via
Brightwheel.

UPK students follow district schedules for emergency closings and delays. If the center remains open
while the district closes, UPK students may attend care at an additional cost.

Emergency Procedures
The center conducts monthly fire drills, during which children will stop their activities, line up, and exit
through predetermined emergency routes, with teachers taking attendance and first-aid bags.

Twice a year, the center will conduct shelter-in-place drills to practice remaining indoors in an
emergency. Parents will be notified in advance of these drills. During the drills, children will participate
in quiet activities provided by the teachers.

In the event of an evacuation, parents will be notified via Brightwheel and phone call regarding the
relocation site where they can pick up their child. The center’s relocation sites are Dollar General and
Quick Chek.

Feeding for Children

Parents are responsible for providing sufficient and nutritious food for their child's lunch, snacks, and
breakfast, as needed, while at the center. Any food requiring refrigeration must be kept in a lunchbox
with an ice pack. Due to the risk of burns from uneven heating, microwaving food is prohibited.
Therefore, any food that needs to be heated should be provided in a thermos. This includes infants,
with the exception of jar food, which may be heated in a bottle warmer.

For children under the age of 4, the following foods will not be offered: hot dogs (whole or sliced into
rounds), whole grapes, nuts, popcorn, raw peas, hard pretzels, raw carrots, or any large chunks of
meat. Expired food will be discarded. Classrooms may become peanut-free as necessary, with prior
notification to parents.

Parents of children with special feeding instructions, including all infants, must provide documentation
detailing the type and quantity of food consumed. This information will be shared daily with families via
Brightwheel.

Sippy Cups: Sippy cups must be labeled with the child’s first and last name. We recommend using cups
with straws, as they help strengthen oral motor muscles essential for speech development. To avoid
confusion, please refrain from sending expensive containers, as children may sometimes discard their
cups unnoticed by staff.

Infant Feeding Policy

Infants unable to sit will be held for bottle-feeding. Those able to sit will be held or placed in a seating
arrangement for feeding. Bottles will not be given to infants while in cribs, nor should they carry bottles
or sippy cups while crawling or walking. Fluids will be offered in a cup with a straw when the child is
developmentally ready, typically before transitioning to the Toddler program. Glass bottles are
prohibited due to safety concerns.

All milk, formula, and human milk must be prepared according to the feeding schedule submitted by the
family, and these must be labeled with the child’s first and last name and the drop-off date. Milk,



formula, or human milk may not be stored for more than 48 hours. Human milk should also include the
date it was expressed. Cereal and solid foods will not be added to bottles unless a written instruction
and a medical reason are provided by the pediatrician.

Any milk, formula, or human milk that has not been consumed within one hour will be discarded. All
heating of milk, formula, and human milk will be done using a bottle or food warmer. Solid foods or
juices will not be offered to infants younger than 4 months unless recommended in writing by the
pediatrician.

Toddler, Preschool, PreK, and UPK Feeding Policy

Parents of toddlers, preschoolers, PreK, and UPK children are responsible for providing both morning
and afternoon snacks, in addition to lunch. If there is a preference for specific snacks, please label the
items clearly. Bottles are not permitted in Toddler classrooms.

School-Age Children Feeding Policy
Parents are responsible for providing lunch on days when school is closed or on half days, as well as
an afternoon snack for when the child returns from school.

Purchased Meal Policy
In the event that a child does not have lunch or school dismisses early due to an emergency or weather
conditions, pizza will be provided at a rate of $2.50 per slice. Families will be billed accordingly.

FEriday Pizza is available for all children in Toddler, Preschool, PreK/UPK, and School Age programs for
$2.50 per slice. Wedn hicken Tenders and Fries are available for all children in Toddler,
Preschool, PreK/UPK, and School Age programs for $6. Families must sign up and pay for pizza and/
or chicken tenders in advance on a monthly basis. If a child is absent on one of these days, no refunds
will be issued, as orders are placed in advance. Other options to purchase meals may be available if
there is interest. Parents are responsible for supplying supplemental nutritious snacks to accompany
their purchased meals.

Healthy Program Practices

Health forms must be updated annually by your child’s pediatrician and submitted to the office, except
for School Age children, who need only a medical statement upon enroliment. Any updates to
immunizations should be submitted promptly. You will be notified at least one month in advance when
your child’s medical forms are due for renewal. If updated forms are not submitted, the child will not be
permitted to attend until the appropriate documentation is provided. A doctor's appointment card will be
accepted if an appointment is scheduled before the form expires. Please ensure that all medical and
immunization forms are signed by the pediatrician.

Exclusion criteria will follow the guidelines set by the Orange County Department of Health, which can
be accessed via the Brightwheel app and at the end of this document. Parents of children who may
have been exposed to a communicable disease will be notified through Brightwheel.

Incident Reporting

An "incident" refers to any bump, bruise, mark, or emergency that occurs during the child’s time at the
center. If a child experiences an incident that results in any visible mark or requires medical attention,

10



an incident report will be completed. In cases where an incident involves another child, a report will be
completed for both children to document any potential behavioral patterns.

The teacher with direct knowledge of the incident will complete the report, which must then be signed
by the appropriate administrative authority. Depending on the severity of the incident, the director or
responsible staff member will decide whether parents should be contacted by phone in addition to
receiving a report. For incidents involving bumps to the head, cuts that involve bleeding, or biting
incidents with broken skin, parents will be notified by phone and via the Brightwheel app.

Incident reports must be signed by the parent/guardian at the time of pick-up on the same day the
incident occurred. The original report will be stored in the child's personal file, while parents will receive
a copy through Brightwheel. Serious injuries, as defined by the licensing agency, will be reported to the
appropriate authorities immediately.

Late Pick-Up

If a child is picked up late, a Late Pick-Up Form must be signed by the parent/guardian to acknowledge
the late pick-up. A late fee of $20 will be charged for every 15-minute interval past the scheduled
closing time (with a 5-minute grace period from 6:00 p.m. to 6:05 p.m.). If a family picks up late three or
more times within a three-month period, they may be asked to leave the program.

Late fees are applied per child and are paid directly to the staff member who stayed late to provide
coverage.

Medical Emergency

In the event of a medical emergency, emergency services will be contacted immediately. Relevant
information regarding the child will be gathered and sent with the child for transport. Parents will be
notified of the situation as soon as possible, after all immediate responsibilities have been addressed.

Medication Administration

Only patient-specific emergency medication (i.e. epinephrine auto-injectors, diphenhydramine in
combination with the epinephrine auto-injector asthma inhalers and nebulizers) and over-the-counter
topical creams/sunscreens will be administered by staff. Medication must be accompanied by a signed
authorization form. Staff will be trained in how to administer the above mentioned medications during
their CPR/ FA training.

Outdoor Play & Movement

Children in toddler groups and older will have scheduled outdoor playtimes daily, weather permitting, as
outlined by the Child Care Weather Watch chart. If outdoor play is not possible, teachers will provide
alternate movement opportunities indoors. Infants will also be given opportunities for outdoor play, as
long as it aligns with other classroom schedules.

Parents are responsible for providing appropriate weather gear for their child. Staff may store
weather-related items (e.g., gloves, hats) in labeled zip-lock bags in the classroom for convenience.
Non-registered siblings are not permitted to use playground equipment, and parents must remain
outside the playground unless accompanied by staff.
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Parents must provide permission on the back of the registration form for children to participate in walks
that may involve leaving the property. If a child does not have permission, he or she will have to spend
time in another room while the class is participating in this outdoor experience.

Parties

Classroom teachers coordinate birthday and seasonal parties. Any party snacks sent from home should
be free of peanut butter to ensure the safety of all children. We strongly encourage healthy snack
options for classroom food donations. All food items must be store-bought, and the ingredient list
should be provided. If juice is offered at the party, only 100% juice is permitted. Goodie bags, if
provided, must be age-appropriate and free of choking hazards and peanut butter products.

Payments
As a private center, we operate solely on tuition and appreciate your prompt attention to the following
payment procedures:

e Tuition payments are due on the first of each month. A $75 late fee will be applied to any unpaid
tuition after the 5th day of the month, and your child will not be permitted to attend until the
account is brought current. Please note, failure to pay does not constitute a withdrawal, and you
will continue to incur charges until a formal two-week notice is provided.

e |f your account becomes past due and referred to collections, you agree to be liable for any
reasonable collection costs, including but not limited to attorney fees, court costs, and other
related expenses. A $25 fee will be assessed for any returned checks. If a second check
bounces, the option to pay via check will no longer be available.

e All payments must be made via the Brightwheel platform, and credit card payments are
processed directly through the system. Please retain all receipts for your records.

e Full payment is required regardless of illness, vacation, or emergency closures. We do not offer
make-up days for care missed due to holidays or emergency closures.

Accounts will be visible to all parents listed on the Brightwheel account. We are unable to limit access
to one parent unless legal documentation is provided.

e Brightwheel will issue necessary tax forms in January each year outlining payment details for
the previous calendar year.

Programs

e Infant - PreK Twelve-Month Childcare: Tuition is due on the first of every month. Any changes in
schedules for children under 3 will take effect on the first of the month. Additional days prior to
the start of the month will be billed accordingly.

e District UPK & School Age Twelve-Month Childcare: Ten monthly payments (September through
June) are due on the first of every month. These payments do not include summer camp weeks.
Any days outside the designated school year but not part of summer camp will be billed at the
extra day rate.

e All Ages Ten-Month Childcare: The first and last days of the school year align with the Marlboro
Central School District calendar. Tuition payments are due monthly (September through June).
To hold a spot for the September school year, children enrolled for the ten-month program must
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pay a $450 holding fee, which is non-refundable but will void the September registration fee.
The holding fee must be paid by June 15th, or the spot will be forfeited.

Infant - Preschool Two-Month Only Summer Camp: Monthly tuition is due on the first of each
month. Any additional days in June or September will be billed at the extra day rate, as
available. A $50 registration fee is due upon enrollment for the two-month summer camp.
School Age (Entering Grades K-5) Two-Month Only Summer Camp: Weekly tuition is due per
session. Any days outside the designated summer camp dates will be billed at the extra day
rate.

District Enrolled UPK Program: There is no tuition for children enrolled in the district UPK
program unless they are registered for before/after school care, holidays, or summer months.
UPK students attend only on days when the Marlboro School District is in session.

Registration

A $240 registration fee is due at the time of initial enrollment for all self-pay families and
annually every September. If a child starts within 90 days before September 1st, or if they are a
ten-month student who has paid a holding fee, the registration fee for that September will be
waived. Families outside the 90-day window will need to pay the fee again in September. There
is no sibling discount for the registration fee.

For two-month-only summer daycare (infant, toddler, and preschool), the registration fee is
discounted to $60, due at the time of enrollment. If a summer enroliment transitions into a
school-year enroliment, the $180 difference will be charged.

For school-age children entering Kindergarten through Grade 5 in September, the summer
registration fee is $10 per session.

UPK students enrolled through the district and not participating in a self-pay program are not
required to pay a registration fee.

The Registration fee is non-refundable.

To complete enroliment, the following documentation must be on file:

Registration form

Medical statement from a pediatrician with immunization records
Sleep/Nap agreement (as applicable for Infant - PreK)

Infant feeding schedule (as applicable)

Required Items
Each child must have the following labeled with their first and last name:

Two complete changes of clothes (including socks and underwear)

A crib sheet and light blanket for children over 1 year old (no pillows)

A crib sheet and sleeper for children under 1 year old (no pillows or blankets)
Diapers and wipes, as necessary, for children not potty trained

Lunch and snack items (including lunch box, thermos, water bottle, and ice pack)
Water bottle for hydration throughout the day

A tote bag to separate personal items in their cubby

Classroom teachers may provide an additional supply list upon request
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Sanitation and Cleanliness

All staff are trained and monitored for proper handwashing and diapering procedures and will assist
children in practicing these routines. If soap and water are not available, hand sanitizer containing at
least 60% alcohol will be used for children over two years old. For children under two, wipes will be
used if soap and water are unavailable.

Routine cleaning and disinfection are practiced for frequently touched surfaces. Additional cleaning
may be required based on usage levels. NYS OCFS guidelines provide instructions for preparing
appropriately diluted bleach solutions for sanitation.

In the event of a communicable disease outbreak, the company-owned CLOROX 360 electrostatic
machine will be used to sanitize affected classrooms.

School Age Program

We can only accommodate those children who come as a group on the main bus from MES.

In the event of a delayed opening or early dismissal for the school district, you are responsible
for the additional fees associated with these schedule changes, regardless of when your child is
dropped off or picked up (i.e. if there is a 2 hours delay, you will be responsible for the $20 fee if
you utilize before school drop off at all, regardless of the actual time you drop off)

e For days the school district is closed or during half-days, you must sign up your child at least 48
hours in advance. Cancellations will only be accepted within this window, and fees are
non-refundable once the sign-up period has passed.

e School Age follows the Marlboro School District calendar for holidays, closings, delays, and
early dismissals. If your child will be attending on a day the school district is closed or has a
half-day, you must sign them up at least 48 hours in advance. Failure to attend after signing up
will still result in the family being charged the additional tuition. Cancellations will only be
accepted up to 48 hours before the scheduled day.

e The Center is not responsible for incidents occurring on the bus.

Screen Time

Television and other electronic visual media (e.g., phones, tablets, smartboards) are prohibited in all
age group settings, including educational videos and movement-based programs.

Security & Safety

Access to the building is restricted to individuals with program-issued Bluetooth or key fob access. A
$20 deposit is required for each key fob, which will be refunded when the fob is returned. Please do not
allow unknown individuals to enter the building. All non-key holders (including parents, therapists, or
extended family members) must ring the bell and check in with a staff member, who will verify
identification.

Video surveillance cameras are installed in common areas, hallways, and play areas but not in
bathrooms or changing areas. Video surveillance is not a substitute for active supervision.

Sleep/Nap

Parents are responsible for providing clean bedding each week. During rest time, children are
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supervised by caregivers who maintain direct visual contact. Electronic devices are not permitted during
nap time. If a child does not fall asleep within 30 minutes, they will be provided with a quiet activity.

e Infants: Infants sleep according to their individual schedules, with a focus on safe sleep
practices. Infants under 12 months should not have pillows, blankets, or stuffed animals in their
cribs.

e Toddlers and Preschoolers: Rest periods vary by age group, with toddlers resting for 2 hours,
preschoolers for 1.5-2 hours, and PreK children for 1-1.5 hours.

e UPK Children: Rest for approximately 30 minutes, providing time to relax before the afternoon
activities.

Smoking
Smoking and vaping are prohibited on the premises, as well as 25 feet of any area utilized by children,
including sidewalks, entrances, and playgrounds.

Social Media/Photography

We encourage parents to refrain from posting negative comments about the center, staff, or teachers
on social media. Concerns should be addressed directly with teachers or administration. Parents may
photograph their own children during school events but may not post images of other children or staff
on social media.

All communication with staff should occur via school email, telephone, in person, or through the
Brightwheel app.

Special Education Itinerant Services

Before any therapist begins services, required documentation must be submitted to the program
administrator. All therapists are required to sign in and out during each visit. Parents and therapists are
responsible for maintaining open communication regarding any absences on days when services are
scheduled. Therapists must bring their own art supplies and have materials prepared in advance, as
the center’s supplies and copy machine are reserved for classroom teachers and administrative use.
Services will not be provided during rest or lunch breaks. Any child receiving early intervention or
preschool special education services must have an IFSP or IEP on file at the program, along with an
Individual Health Care Plan.

Sunscreen

Parents are responsible for providing sunscreen in either foam or cream form. Aerosol sunscreens will
not be accepted. Sunscreen should be applied using food service gloves, and hands must be washed
with gloves changed between each application. The sunscreen must be labeled with the child’s first and
last name. Application should occur 15 to 30 minutes before outdoor activities when the UV Index is 3
or higher. Staff should refer to the UV Index Mobile App (by the US Environmental Protection Agency)
for guidance from April through September.

Supervision
Children must be under direct, competent supervision at all times. Teachers of infants and toddlers
must position themselves to ensure children are always visible and audible, including during nap time.
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Preschool teachers must maintain sight of children most of the time, with exceptions made when a child
is using the restroom. Even in this case, teachers must conduct regular checks on the child.

In the event that a staff member is absent due to illness, vacation, leave, or termination, a substitute
teacher will be called in. If no substitute is available, children may be moved to a different classroom if
appropriate, to ensure compliance with required ratios and supervision.

Toys & Personal Belongings

Students are prohibited from bringing toys or personal belongings from home that could disrupt learning
or daily activities. Electronic devices are not permitted unless required for distance learning in the
school-age program. The center is not responsible for any damage to personal devices such as laptops
or tablets used for online learning.

Transitions

Classroom groups may be combined at the beginning or end of the day to maintain appropriate
child-to-staff ratios, or in the event of unanticipated staff absences. In emergencies, staff will strive to
use a member familiar with the group to maintain ratios before moving children.

Infants typically transition to the Toddler program at around 18 months. Toddlers transition to the
Preschool program between 2 years 9 months and 3 years 3 months, based on readiness and space
availability. Preschoolers move to the PreK program when space permits and the child is ready.
Transitions will be gradual, with children spending a few hours in the new classroom before fully
transitioning. When population allows, in lieu of transitioning children throughout the school year, a
classroom may instead change its licensed age group and capacity to allow children and staff to stay in
the classroom together and promote continuity of care. All transitions are at the discretion of the
administration, based on a child’s readiness and availability within the program.

When leaving one space and when arriving at a new space, staff will use the face to name feature on
the Brightwheel App before leaving one space and when arriving at the new space. Verbal confirmation
will also be done via the program walkie talkies.

Tuition Assistance

Families receiving financial assistance through the Child Care Aware active duty military program must
ensure that parent fees are paid by the first of each month. Annual registration fees are the
responsibility of the parent but may be reimbursed by Child Care Aware. Families are required to verify
monthly attendance records with Child Care Aware. Failure to do so may result in families being
responsible for any uncovered months.

Families receiving assistance from social services must also pay parent fees by the first of each month.
Annual registration fees are the responsibility of the parent but may be reimbursed by the Department
of Social Services. Any remaining balance after reimbursement must be settled by the family.

Updating Files

It is the parent's responsibility to keep their child’s file updated with current contact information,
including phone numbers, addresses, emergency contacts, and insurance details. The center is not
liable for outdated information in the case of an emergency. Parents will be required to review and
update files annually or sooner if changes occur. In cases of disputes over custody or access to a child,
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the center will require legal documentation to make determinations. If disputes arise on site, authorities
will be contacted to resolve the situation.

UPK Program

e The UPK program operates from 9:00AM-3:30PM following the Marlboro School District calendar
for holidays, closings, delays, and early dismissals. In the event of a delayed opening or early
dismissal for the school district, you are responsible for the additional fees associated with these
schedule changes, regardless of when your child is dropped off or picked up (i.e. if there is a 2
hours delay, you will be responsible for the $20 fee if you utilize before school drop off at all,
regardless of the actual time you drop off)

e For days the school district is closed or during half-days, you must sign up your child at least 48
hours in advance. Cancellations will only be accepted within this window, and fees are
non-refundable once the sign-up period has passed.

e UPK follows the Marlboro School District calendar for holidays, closings, delays, and early
dismissals. If your child will be attending on a day the school district is closed or has a half-day,
you must sign them up at least 48 hours in advance. Failure to attend after signing up will still
result in the family being charged the additional tuition. Cancellations will only be accepted up to
48 hours before the scheduled day.

Volunteering & Visiting

All visitors and volunteers must present identification and sign in with an administrator or staff member.
Opportunities to volunteer for school and community events are available and communicated via
classroom newsletters, parent bulletin boards, email, or Brightwheel. Tours are available by
appointment only.

Withdrawal

A two-week written notice is required for any child withdrawing from the program or making permanent
schedule changes. If a two-week notice is not provided, families will be charged for that period,
regardless of attendance. Families who register and later choose alternate arrangements must give a
two-week notice prior to the scheduled start date or will be billed for that time. Monthly tuition is
non-refundable once paid.
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2025-2026 Tuition Rates (effective 9/1/25)

The rate a child starts at in September will be their rate until the following September, unless there is a
schedule change in the case of infants/ toddlers

Registration Fee
Turned in with initial registration form and due annually every September: $240
(families that start care in June, July, or August are exempt from the registration renewal in September)

Infant/ Toddler/ Young Preschool (all children not turning 3 by December 1, 2025)

Full Days Monthly Payment Rate

5 days $1408 (equivalent of $325/ week)
4 days $1300 (equivalent of $300/ week)
3 days $1170 (equivalent of $270/ week)
2 days $953 (equivalent of $220/ week)

Extra day rate- $135

Preschool/ PreK (all children turning 3 or 4 years old on or before December 1, 2025)
Full Days Monthly Payment Rate

5 days $1257 (equivalent of $290/ week)

Drop in day rate- $83

School Aged Children (Monthly)

After School 5 days $412 (equivalent of $95/ week)
Before School 5 days $412 (equivalent of $95/ week)
Before & After School 5 Days $715 (equivalent of $165/ week)
Extra Full Day (daily rate) $50

Extra Half Day (daily rate) $30

Delay/ Early Dismissal $10/ hour*

*For Delays and Early Dismissals, if a child attends at all, the $10/ hour will be applied based on
the number of hours the school district is delayed in the morning or the hours the district
dismisses early in the afternoon- not based on when the child is dropped off or picked up by the
parent/ guardian.

Marlboro Registered Universal PreK (program runs 9am-3pm) Extended Day (Monthly)

After School 5 days $477 (equivalent of $110/ week)

Before School 5 days $412 (equivalent of $95/ week)

Before & After School 5 Days $780 (equivalent of $180/ week)

Extra Full Day (daily rate) $80 for drop in/ $50 if enrolled in before and/or after school care
Extra Half Day (daily rate) $50 for drop in/ $30 if already in before and/ or after school care
Delay/ Early Dismissal $10/ hour*

*For Delays and Early Dismissals, if the child attends at all, the $10/ hour will be applied based
on the number of hours the school district is delayed in the morning or the hours the district
dismisses early in the afternoon- not based on when the child is dropped off or picked up by the
parent/ guardian.
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Healthy Eating Guidelines

USDA

= _——
— United States Department of Agriculture

Get your child
on the path to
healthy eating.

Offer a variety of healthy foods.

Choose foods from each MyPlate food group. Pay attention
to dairy foods, whole grains, and vegetables to build healthy
habits that will last a lifetime.

Be mindful of sweet drinks and other foods.
Offer water instead of sugary drinks like regular soda and fruit
drinks. Other foods like hot dogs, burgers, pizza, cookies, cakes,
and candy are only occasional treats.

Focus on the meal and each other.

Your child learns by watching you. Let your child choose how
much to eat of foods you provide. Children copy your likes,
dislikes, and your interest in trying new foods.

Be patient with your child.
Children enjoy food when eating it is their own choice. Some
new foods take time. Give a taste at first and wait a bit. Let
children serve themselves by taking small amounts. Offer
new foods many times.
Cook together.
Eat together.
Talk together.

Make meal time family time.

Food and Nutrition Service FNS-451
USDA is an equal opportunity provider and employer. Based on the Dietary Guidelines for Americans. Revised December 2016

Healthy <

Eating Daily Food Checklist

Use this Checklist as a general guide.

@ This food checklist is based on average needs. Do not be concerned if your @ Children’s appetites vary from day to day. Some days they may eat less than
child does not eat the exact amounts suggested. Your child may need more or these amounts; other days they may want more. Let your child choose how
less than average. For example, food needs increase during growth spurts. much to eat. Throughout a day, offer amounts shown below.

Food group 2 year olds 3 year olds 4 and 5 year olds What counts as:

Fruits
‘ Focus on whole fruits

-— -
ENEY R
H: 4

 Vegetables 1 1% cup of veggies?

Vary your veggies 1% cup mashed, sliced, or chopped vegetables
o — 1 - 1% cups 112 — 2 cups 1 cup raw leafy greens
G 2 cup vegetable juice é
1small ear of corn
1 ounce of grains?
1slice bread ﬂ
3 — 5 ounces 4 - 5 ounces 1 cup ready-to-eat cereal flakes
12 cup cooked oatmeal, rice, or pasta

1 tortilla (6" across)

Protein Foods
Vary your protein routine

Dairy
Choose low-fat or fat-free milk or yogurt Y

Some foods are easy to choke on while eating. Children need to sit when
eating. Foods like hot dogs, grapes, and raw carrots need to be cut into 55
small pieces the size of a nickel. Be alert if serving 3- to 5-year-olds foods

like popcorn, nuts, seeds, or other hard foods.

how these amounts might look on your preschooler’s plate at

-
and snacks. View the “Meal and Snack Patterns and Ideas” to see 1 ‘
www.ChooseMyPlate.gov/preschoolers-meal-and-snack-patterns. N

[ There are many ways to divide the Daily Food Checklist into meals
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Community Resources

Orange & Ulster Counties

Emergency: Poison Control 1-800-336-6997
Child Abuse 1-800-342-3720
ALL EMERGENCY SERVICES DIAL “911”

Active Duty Military Assistance: Child Care Aware (845)793-0324

Pediatricians: Children’s Medical Group (845)452-1700
Maria David (845)565-5437
Wai Lau (845)565-5880
Anna Piotrowski (845)562-6670

Dental Services: Craft Smiles (845)476-3777

Hospitals & Health Services: St. Lukes- Newburgh (845)561-4400
Vassar Hospital (845)454-8400
Medicare (800)633-4227

Early Intervention: Dutchess County (845)486-2759
Orange County (845)568-5248
Ulster County (845)334-5251

Preschool Special Education: Cornwall (845)534-8009
Newburgh (845)563-8520
Marlboro (845)236-8109
Wallkill (845)895-7114
Washingtonville (845)497-4000
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Exclusion Criteria

2a1y-woydwds sinoy g

uoyD3IPaW |BIo salInb
-34 d|pos uo wuom Buu fsubaq Jusuypaly U

pauos
sayoIquuo paquasald uopisdyd sayo sdop ¢

|I13# 5|334 P|IY> PUD UOIDIIPSW
Buidnpal J8A3) INOYIIM SINOY (7 10} 3314 JDADY

PSLIDIS JOIGHUD J3}JD SINOY P

SBUIAIDD pupn
spods ‘Apjd Jajom pUD 1ODJUCD WOJ) PAPN|IXS
pup pasarod jday upjs 4epiaosd Aq pajonjpag

[I9M 5198} PIID pun: pey|od;
-uod ||@m aq pinoys yBnod ‘(suoypiipaw Budnpal

1948} JO 35N BY} INOYLIM) SINOY 7 10} 331)-19A3

(uoyooipaw Buidnpas 19494
JO 25N BYY INOYIM) SINOY 7 JOJ DDI4 JOAD) UBYAA

suBaq juawynal apudoiddo sayy

Japiaosd 2102 yioay
Ag paina|> Jo 924y snonw 24o (s)aks uaypp

(suoypoipaw Budnpas
i9A3} JO 35N BY} INOYYIM) SINOY (7 10} 8314 JaraY

pudjY) 210ADQ 0f UInjey

13A8} INOYYM 1O YjIM ‘OJLLICISIP
pup uipd |puiwopqo ‘oayupip ‘Buljjwoa ‘DIsNDN

sso] 41y ajqssod yim ysoa padoys-Bup ‘pas "Ayy

saposida BuyBnod Jayo /Buuinp
Buniwona ‘anByoy YBnod  ayj-dooym, payaid ybiy
1o yBnod juaysisiad ‘uoysabuod ‘asou Auuns ‘JaAag

asou Auuns ‘ol
-sabuod ‘sayon Apoq ‘sypopoay aasy sy ‘yBnooy

1949y ‘anbypy ‘jpoly; asog

pa|jiy-snd 10 uajjoms ‘pas
aq Apyy 's|ioq Jo sajdwid 3| $300| 4Oy UoHIIJUI LIS

uolI3jul 103 3|qissod ‘pouyy 2105 4243y apDIB
-mo| ‘YBnod ‘asou Auuni 1o Aynis ‘swoydwis 4-pled

§93} 10 SpUDY UO ‘YNouw u sa10s
!ssa) Bupjuuap Jo Buliod ‘asiojow ‘ipoiyy sios aray

412y uj puncy
(siu) s66a Jo 93| ‘d|L3s uo sdwng pai jjows ‘Bunpy

(s)oAa punoip Bunsnid puo piny Axpus
yjo dn pjing ‘Buijjams ‘sinay ‘aka ay; jo uolOIL|

anoqp Jo seaubap Q|

H——m:n- LUUEoﬁmH
HTIETUELITE.TS)

(uoyraju] upjs |pBuny)
wiopy Bury

(yBnon Buidooyp)
sissnjiad

(1)
pZuan|ju|

jpouy] dayg

(uoudaju) ydoys)
VSAW

(snuip |puASuAg Alojpaidsay)
ASH

(espasig yinow ¥ 4004 ‘pupH)
SNIIA 21}2D5X0)

217 pooy

(swiAnpunluo))
a3 juig

19A94

aspasiq

COVID Return to School Criteria will be based on most recent guidance.
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Child C
(

o

% A WAY OF BEING

{7 A
8 % é WITH CHILDREN
Separation Anxiety

Tips to Promote Child Well-Being and Resilience

What is a Separation Anxiety?
The normal apprehension experienced by a
young child when away (or facing the prospect
of being away) from the person or people to whom

he or she is attached (particularly parents).
- American Psychological Association

Separation anxiety is an appropriate developmental
milestone, and one that most children overcome
with support, guidance and coping skills.

£53

Sepanatisn arviety, theugh cfiallenging for a
child, can alss leave aparent sv canegiver feefing
a vaniety of emstions: sadness, quill; o sense of
feeling svenufielmed. Keep inmind, that the.

unwilfingness te leave you, abse indicatesa h
Syt ooyt St i st

Ceasn that yow will eturn and, Be there for them.

2

Crying

Clinging onto the caregiver
Throwing tantrums
Resisting other caregivers
Fear of being away
Wanting caregiver nearby

www.centerforchildcounseling.org/awayofbeing
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Separation Anxiety Disorder

» Not a normal stage of development

* Extreme distress that interferes with functioning

* Constant worry and fear of something terrible
happening to caregivers or themselves.

* Refusal to goto school

* Insomnia/nightmares

* Physical symptoms

Ways to Ease Separation Anxiety
Address the anxiety

Cuddle and comfort the child

Practice brief separations

Play games such as peek-a-boo

Foster the child's independence

Provide a daily routine and visual of routine
Introduce new caregivers gradually

Explain what is happening/process

Provide a specific timeframe for your return
Don't sneak away

Keep good-byes brief

Create a good-bye ritual

Provide a transitional object for the child
Have a calm and positive demeanor
Communicate with the teacher/new caregiver
Schedule separations after naps and feedings
Encourage the child’s efforts

Give choices when possible

Don't push the child to interact with others

® & & @ & B B & & 8 & B & 8 8 8 s @

When to Seek Additional Support Q
+ If the child is still distressed regardless of caregiver
using all the techniques discussed Contact the child’s pediatrician or
= If the distress impacts the child’s daily functioning mental health agency for support:
« Sufficient time has passed for adjustment to change
and child is unable to overcome separation challenges Treatments include:
Trust your instincts as a parent/caregiver - you don't + Play Therapy
need to resolve this on your own and through additional + Family Counseling
support can learn techniques and approaches to best support  Dyadic Play Therapy
the wellbeing and resilience of you and your child. « School-Based Counseling

www.centerforchildcounseling.org/awayofbeing

@ ' Telephone: 561-244-9499
‘ m www.centerforchildcounseling.org
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	Important Notice: 
	Allergies                                                                                                     ​​​​The Center does not administer non-patient-specific auto-injectors. All staff members are required to complete the OCFS online training, Identifying and Responding to Anaphylaxis: Elijah’s Law, within their first 30 days of employment. This comprehensive training equips staff with the knowledge to prevent allergen exposure and effectively recognize and respond to accidental or unavoidable allergic reactions. 
	Assessments & Screenings​​​​​​​​​Teachers in the Preschool and Pre-K programs will conduct developmental assessments three times per school year and share the results with families. In Infant and Toddler classrooms, developmental screenings will be conducted on an as-needed basis to monitor each child’s progress. Assessment results will be used to individualize instruction, as needed. 
	Attendance​​​​​​​​​​​​To maintain accurate records and classroom ratios, families must notify the center by 9:00 AM via the Brightwheel Appif their child will be absent. 
	Babysitting Policy​​​​​​​​​​​Employees who choose to babysit for families outside of the center must complete a Waiver of Liability form, signed by both the employee and the family receiving the childcare services. 
	Behavior Management​​​​​​​​​​Our staff is trained to support children in developing self-control and appropriate social behaviors through the use of positive behavior management strategies. Teachers receive ongoing training and support to assess the classroom environment and continuously refine their teaching methods and transition strategies to best meet the needs of the children in their care. By proactively listening and responding to children’s needs, teachers help foster a supportive and engaging learning environment that minimizes conflict. Additionally, preschool and school-age children are actively involved in establishing classroom rules, encouraging a sense of ownership and responsibility. 
	Biting Policy​​​​​​​​​​​​​Biting is a common behavior in early childhood, particularly among infants and toddlers who may not yet have the verbal skills to express frustration or needs. Our approach focuses on redirecting behavior while ensuring the safety and well-being of all children. 
	Brightwheel App​​​​​​​​​​​Brightwheel is a communication and classroom management app available for iOS and Android devices, designed to enhance parent-teacher engagement. All enrolled families are required to sign up and actively use the Brightwheel App for daily communication, billing, and classroom updates. 

