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Casa de Corazén® is a Spanish immersion early learning program committed to providing socially
responsible education to our children in a healthy, compassionate, intercultural environment. Welcome
to your family’s second home with heart. We thank you for choosing a unique and values-oriented
program for your child’s formative years. All policies in this handbook are based upon licensing rules,
certified public health nurse recommendations, NAEYC accreditation, and our core values of: LIVING
WHOLE-HEARTEDLY, BILINGUALISM, LIFE-CHANGING INNOVATION, PERPETUAL GROWTH, PIONEERING
INTERCULTURALITY, HEALTHY & HOLISTIC IMPACT, and EXTENDED FAMILY. iBienvenidos a Casa!
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PROGRAM PLAN

Casa de Corazon is licensed by the Department

of Human Services in the state of Minnesota. The
phone number for DHS is (651) 431-6015. Our
center is licensed for 110 children from 6wks of age
until entering kindergarten comprising of 24
infants, 26 toddlers and 64 preschoolers. We are
open Monday - Friday 7:30am - 5:30pm.

Our center has a Program Plan tailored to the
requirements of DHS. This plan describes how
the program meets the developmental needs of
enrolled children through a variety of indoor and
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outdoor activities, both teacher-directed and
childinitiated. This plan is available for you to view
in the office upon request.

Casa de Corazén uses the NAEYC accredited,
research-based Teaching Strategies Creative
Curriculum® infused with Casa’s unique teaching
objectives of Spanish immersion, cultural learning,
and social responsibility. This curriculum has stated
goals and objectives to promote the physical,
intellectual, social, and emotional development of
each child in our care.



ENROLLMENT

Availability

Wait lists vary by location and wait times are difficult
to predict. We give preference to siblings of children
that are enrolled. Please let us know when you are
expecting or adopting an additional child with as
much anticipation as possible. We will make our best
effort to accommodate your additional child(ren) in a
timely manner.

Reserve a Space

First, confirm availability. Then, submit your Parent
Contract, Enrollment Info, Health Care Summary,
Child Care Immunization Record, ICCPP if necessary,
and ACH/Credit Card Authorization. A one-time $200
enrollment fee is charged upon submission of the
preceding documents.

Immunization Records

Prior to enrollment, we must have your child’s
immunization record on file, as well as a current
Health Care Summary. If s/he is under 15 months
old, the record must show a doctor’s signature or
a clinic stamp. If you do not participate in regular
immunization schedules, we will need a written
notice with your notarized signature. It is your
responsibility to keep your child’s immunization
record up to date with each shot s/he receives,
and submit a new immunization record each time
your child moves to a higher age group.

Attendance

Payment in full is required to hold your child’s
space whether or not your child is in attendance.
Tuition is not discounted for illness, holidays or
other missed days. Please notify your center by
phone or email if your child will be absent on any
given day. Part time families may switch a day
within a given week if space allows. Changes in
days of attendance must be approved by a Center
Director in advance.

Scheduling Options

Permanent schedule changes, as reflected by a
change in days of attendance and adjusted tuition
rate, require a month notice. Changing hours of
attendance only requires a request by email.
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Part Time
Two to three full days per week.

Full Time
Four to five full days per week.

Extra Days

Adding extra days during any particular week
is permitted as space allows and for The Extra
Day Fee listed on the annual Rates sheet. Extra
days must be approved in advance by a Center
Director.

Transition

A classroom transition is a one-week period of
moving children into a new classroom for the

first half of the day. Transitions are advised one
month in advance. The tuition rate is effective the
next billing cycle, after completing the classroom
transition. Transitions are scheduled not only
based on development, but also according to age
and availability in the next classroom.

Vacation

Once your family has completed 12 months of
continuous attendance, you are entitled to one week
of vacation per year at half of your rate. If you have
more than one child enrolled, the discount applies to
every child regardless of that individual child’s length
of time enrolled in the program. This must be taken
during an entire week of your child’s absence. You are
limited to one week per rolling twelve-month period.
You must request your vacation prior to the first of
the month during which it will be taken in order to
receive the discount. All prorated partial months and
vacation discounts will be calculated based upon the
weekly rates listed on the annual Rates sheet.

Late Pick-up

There is a $25 fee plus $1/minute charged per family
for arriving past the closing time of your center.
Calling to let us know you will be late is appreciated,
but does not pardon the fee. Arriving 15 minutes or
more after close is considered extreme tardiness and
more than 2 instances in a 30-day period may result
in termination of care.



M(ASd®CORAZON

TUITION TERMS

Payment is due in advance, on the first day

of each month. If payment should become
past due by more than two weeks, your child
cannot attend Casa de Corazén until tuition
plus any fees are paid in full. Tuition rates are
adjusted annually on January 1st. Our staff
members’ wages and benefits are increased at
least annually as well.

Payment Methods

e ACH

e Credit Card (Visa, Mastercard, American
Express, Discover) + cc processing fee

Schedule Changes

Adjustments to tuition for schedule or
classroom changes take place on the next full
billing cycle.

Fees (non-refundable)
Enrollment Fee: $200
Late pick-up Fee: $25 fee plus $1/minute
past closing time.
Extra Key Card: $25
Payment Disruptions: There is a $30 fee
for any returned ACH, declined credit
card, or-otherwise failed transaction. You
are responsible for providing accurate
payment information and for requesting
stopped payment at least three days
before tuition is due.
Annual Activities Fee: $75 per child per
year (This fee covers special guests and
visits, music and dance performances,
enrichment experiences, field trips,
special events, and fun days. It is charged
annually on January 1st.)

Discounts
Vacation: 50% off tuition one week per year,
per child. See policy for full info.

Additional discounts include sibling, Corporate
Partnership and Casa de Corazon
employee. Discounts vary by location.

SCHOOL CLOSURES

See annual school closures calendar for dates

Holidays
Holidays are charged at regular rates in order to give
our hard-working teachers the benefit of paid days off.

Parent-Teacher Conferences
Each classroom is closed one day in spring and one day

in fall for parent-teacher conferences. All teachers are
present the entire day for these conferences

and child care is not provided. Conferences include

a written assessment of your child’s intellectual,
physical, social, and emotional development.

Staff Development

On three days annually, our centers close early for
mandatory paid staff development. This constitutes 30%
of the minimum continuing education hours required of
our full time professionals. The remaining 70% of hours
are completed outside of regular business hours.

Severe Weather

There are days (full or partial) when we need to close
the center due to extreme winter weather conditions
such as blizzards. We assess whether to close based on
several factors, including but not limited to weather
predictions, driving conditions, and public transportation
accessibility for staff and families. Generally, we do not
close for cold weather, but we consider each situation
carefully. Each independently owned Casa location
makes its own closure decisions based on the conditions
of its location. Any closures will be communicated
promptly through the Casa App and by email. Tuition is
not discounted, as all teachers and staff members
receive uninterrupted pay for these closures.

HEALTH POLICIES

Care of Ill Children

We care for children with coughs, colds, and common
mild ailments. If a child becomes ill while at day care,
parents will be notified immediately. If your child has a
viral or bacterial infection requiring medication, such as
strep throat, the child must take antimicrobial
medication for the amount of hours specified below
before returning to day care to avoid the spread of
infections to other children. If your child has any of the
following symptoms/ illnesses, s/he may not attend
until the child is no longer contagious and is able to
participate in regular daily activities comfortably,
including going outside as weather permits. We will
exclude from care any child:

e with a reportable iliness or condition as specified in
part 4605.7040 that the commissioner of health
determines to be contagious and a physician
determines has not had sufficient treatment to
reduce the health risk to others;



e with chicken pox until the child is no longer infectious
or until the lesions are crusted over;

e who has vomited two or more times since admission
that day;

e who has had three or more abnormally loose stools
since admission that day;

e who has a bacterial infection such as streptococcal
pharyngitis or impetigo and has not completed 12
hours of antimicrobial therapy;

e who has unexplained lethargy;

e who has lice (see policy below), ringworm, or scabies
that is untreated and contagious to others;

e who has a 100° Fahrenheit axillary or higher
temperature of undiagnosed origin before fever
reducing medication is given;

¢ who has an undiagnosed rash or a rash attributable
to a contagious illness or condition;

e who has significant respiratory distress;

e who is not able to participate in child care program
activities with reasonable comfort; or

e who requires more care than the program staff can
provide without compromising the health and safety
of other children in care.

Iliness Notification Required

Parents are required to provide a doctor’s diagnosis
within 24 hours of an illness when present. Any
reportable illness your child may have been exposed
to will be posted in your child’s classroom.

Lice Policy

Head lice infestations are a common problem for
children in a childcare setting. Anyone can get head
lice. We encourage families to check their child(ren)
for head lice regularly. If you find lice or eggs (nits),

EMERGENCY PROCEDURES

All staff members at Casa de Corazon are certified
in Infant and Child CPR and in First Aid. We are
prepared to respond appropriately in case of any
emergency. In the event of an emergency or injury
requiring medical attention, including but not
limited to an allergic reaction requiring medical
intervention, parents will be contacted immediately.
If the parents are unavailable, the child’s additional
emergency contacts will be called. In an emergency
deemed to be life-threatening, staff will call

911 first. Staff certified in First-Aid and CPR will
administer First Aid and CPR according to their
training, and any instructions of the 911 dispatcher.
In the event of a non-life-threatening accident or
incident, staff will administer First Aid according to
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please inform your directors so they can notify the
rest of the families in the class or center.

Please note that exclusion from care also applies
to head lice and nits, according to our ‘Care of Ill
Children.’

We recommend to immediately initiate treatment and
to reach out to your health provider or pharmacist for
advice. The treatment includes using either an over
the counter or prescription medicated product. You
may also choose to bring your child to a professional
lice removal service. The child may return to childcare
after being treated. To prevent the spread of lice
infestation to other classrooms we will require a head
check by a professional stating that the child was
checked, and no nits were found upon return.

Medication Administration

If a parent requests in writing, administrative staff
may administer medication to children. Sunscreen and
topical ointments can only be administered to children
once parents have filled out the Non Prescription
Topical Products Administration form. These products
are not kept in cubbies. Both require a Medication
Administration Permission form to be filled out by
parents. We encourage parents to bring sunscreen and
fill out a medication administration permission form.

Special Needs

You must provide documentation for any special
medical condition, need, or allergy that your child
has. An Individual Child Care Program Plan must
be developed for any child with allergies upon
enrollment. See page 11 for more details.

their training. Parents will be informed of any such
accident at the end of the day.

CHILD CARE EMERGENCY PLAN

We conduct fire; severe weather, and lock-down
drills on a set schedule throughout the year.
Emergency Preparedness Plans are location-specific.

You are welcome to view your center’s plan for
emergencies that require evacuation, sheltering,
and other protection of children in the office in

our Parent Resources Folder. In the case of an
emergency requiring evacuation, your center has an
agreement with a place of shelter nearby that the
children can go to for safety.
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NAP AND REST POLICY

Requirements as found in Minnesota Rules, part
9503.0050.

Confinement Limitation

A child who has completed a nap or rested quietly
for 30 minutes must not be required to remain on a
cot or mat or in a crib or bed.

Placement of Equipment

Naps and rest must be provided in a quiet area

that is physically separated from children who are
engaged in an activity that will disrupt a napping or
resting child. Cribs, cots, and beds must be placed
so there are clear aisles and unimpeded access for
both adults and children on at least one side of each
piece of napping and resting equipment. Cribs, cots,
and beds must be placed directly on the floor and
must not be stacked when in use.

Bedding

Separate bedding must be provided for each child
in care. Bedding must be washed weekly and when
soiled or wet. Blankets must be washed or dry
cleaned weekly and when soiled or wet.

Crib Standard

A crib must be provided for each infant for which
the center is licensed to provide care. The equip-
ment must be of safe and sturdy construction that
conforms to federal crib standards under Code of
Federal Regulations.

Reduction of Risk of Sudden

Unexpected Infant Death

Pursuant to Minnesota Statutes, section 245A.1435,
the license holder must place each infant to sleep
on the infant’s back, unless the license holder has
documentation from the infant’s physician directing
an alternative sleeping position for the infant. The
physician directive must be on a form approved by
the commissioner and must remain on file at the
licensed location.

An infant who independently rolls onto his/her
stomach after being placed to sleep on his/her
back may be allowed to remain sleeping on his/her

stomach if the infant is at least six months of age or
the license holder has a signed statement from the
parent indicating that the infant regularly rolls over
at home.

The license holder must place each infant in a

crib on a firm mattress with a fitted sheet that is
appropriate to the mattress size, that fits tightly

on the mattress, and overlaps the underside of the
mattress so it cannot be dislodged by pulling on

the corner of the sheet with reasonable effort. The
license holder must not place anything in the crib
with the infant except for the infant’s pacifier, as
defined in Code of Federal Regulations, title 16, part
1511.

If an infant falls asleep before being placed in a crib,
the license holder must move the infant to a crib as
soon as practicable, and must keep the infant within
sight of the license holder until the infant is placed in
a crib. When an infant falls asleep while being held,
the license holder must consider the supervision
needs of other children in care when determining
how long to hold the infant before placing the infant
in a crib to sleep. The sleeping infant must not be in
a position where the airway may be blocked or with
anything covering the infant’s face.

Placing a swaddled infant down to sleep in a
licensed setting is not recommended for an infant
of any age and is prohibited for any infant who has
begun to roll over independently. However, with the
written consent of a parent or guardian according
to this paragraph, a license holder may place the
infant who has not yet begun to roll over on his/her
own down to sleep in a one-piece sleeper equipped
with an attached system that fastens securely

only across the upper torso, with no constriction of
the hips or legs, to create a swaddle. Prior to any
use of swaddling for sleep by a provider licensed
under this chapter, the license holder must obtain
informed written consent for the use of swaddling
from the parent or guardian of the infant on a

form provided by the commissioner and prepared
in partnership with the Minnesota Sudden Infant
Death Center.



BEHAVIOR GUIDANCE POLICIES
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(We use this form to train staff on guiding behaviors that are challenging.)

e Infants should never be subject to discipline or
behavior modification of any kind.

e The management of toddler and preschooler
behavior shall abide by the following
guidelines:

Modeling appropriate behaviors (respect,
listening, sharing, using words) is the most
important way to teach children effective ways of
interacting with their peers. Teach children words
to describe their emotions and ways to get what
they need without hurting anyone.

Redirection is the second technique to be used
when a child is causing conflict. Guide the child
to a constructive activity away from the source of
tension.

Conflict Resolution is modeled at both Toddler and
Preschool levels, so that the children may learn
to be independent about looking for solutions to
conflicts that may arise. Children are given the
opportunity to choose appropriate alternatives

to solving issues. This builds their self-esteem
and gives them the tools to build friendships and
mutual respect.

The Wheel of Choice is utilized at the Preschool
levels. It is a positive guidance technique that
empowers children to resolve their own conflicts
by giving them techniques to choose from.

We firmly believe in teaching children to solve
problems rather than punishing them for having
problems they don’t know how to solve. The 6
techniques that children can choose from on the
Wheel of Choice are:

. Share and take turns
. Count to 10

. Work it out together
. Cool off spot

. Ask them to stop

. Be a friend

oA WN

The Cool Off Spot is not the same as a Time Out.
It is chosen by the child if they need a moment to
collect them self.

Quiet Time and Separation from the group are only
used when a child is hurting or is in imminent
danger of hurting him/herself or another child, and
the first three behavior modification techniques
have been ineffective.

Sitting children apart from others is only used with
children 16 months of age and older. They must sit
within the classroom, within sight and sound of the
teachers, and never in a corner.

This quiet time should end when the child controls
the behavior that precipitated the separation. If

a child is separated from the group five or more
times in one week and/or eight or more times

in two weeks, the following procedure must be
followed:

Persistent Unacceptable Behavior

If a particular child is repeating a negative
behavior to the point that it is dangerous to the
child or to others and is requiring a large amount
of one-on-one teacher attention, the child may be
placed on a Behavior Improvement Plan. Teachers
must thoroughly document the child’s behavior
and the teachers’ responses to the behavior in a
Behavior Log. When three or more occurrences

of a behavior are documented, Center Directors
will schedule a conference with the child’s parent/
guardian and teacher(s) to make a Behavior
Improvement Plan.

1 wwes -~
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STAFFING RATIOS

Minimum required ratios are maintained at all times. The
minimum infant ratio is one care provider to 4 infants
between the ages of 6 weeks and 18 months. The
minimum toddler ratio is one care provider to 7 toddlers
between the ages of 16 and 36 months. The minimum
preschool ratio is one care provider to 10 preschoolers
between the ages of 33 months and 5 years. The
minimum school-age ratio is one care provider to 15
children between the ages of 6 and 12 years. Above
these ratios there are volunteers and substitute teachers
who participate with children in all classrooms. The
number of children at each age level that the center

is licensed to serve is posted on the Child Care Center
License in the office or the lobby.

ACCIDENT REPORTS

Bumps, bruises, and scrapes are an inevitable part of
childhood. Please understand that although we strive

to create the safest and most peaceful environment
possible, accidents do happen. It is common and normal
for young children to explore their independence and
space by pushing, hitting, and/or biting. If your child has
been hurt by another child, or by any accident, and the
injury does not require medical attention, we will give
you a written report of the accident for you to sign at
the end of the day.

PRIVACY POLICY

We do everything we can to protect your child’s privacy
and that of your family. Your child’s enrollment forms
are available to be viewed by Child Care Licensing and
emergency personnel only. We will only share your
personal information with other families if you give
permission to do so. We take pictures and videos of your
enrolled children to email and display at the day care.
We may also use pictures and videos of your child on
our website, for electronic marketing and social media,
or other printed information about Casa de Corazon.
Please notify us in writing if this is not okay with you.
Written parental permission will also be obtained prior to
each occasion of research, experimental procedure, or
public relations activity including your child.

SOLICITATION POLICY

In order to ensure efficient operation of our
organization and to prevent disruption to
employees, we have established control of
solicitations and distribution of literature on the
property. No enrolled family may solicit or promote
support for any cause, product, service or
organization with the employees or other enrolled
families of Casa de Corazon.

CASA APP

We are proud to present the Casa App, our very own
application for your smart phone. We have created
this software to centralize all of our technology
platforms in one place that best suits Casa families.
Teachers administer electronic daily communications
through the Casa App.

Through the Casa App, families can:

1) Access and edit your child’s information (address,
phone numbers, etc.) and see wait list information
for siblings awaiting placement.

2) View daily reports for your child on activities such
as food & drink, diapering & potty, naps, indoor/
outdoor play, and much more!

3) View photos and videos throughout the day of
your child at Casa.

4) Exchange messages with your teachers about
your child.

5) Receive push notifications to be easily notified
about important events happening at Casa.

6) Access staff bios for your child’s classroom
teachers.

7) View our Calendar events like fun days, closings,
the daily menu, and other Casa events.

8) Listen to more than 1,000 children’s songs that
support the Casa Creative Curriculum.

Download The App

Your profile is already created for you! All you need
to do is-download the app through the Apple Store or
Google Play.
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VISITS & COMMUNICATION

You are welcome to visit the center at any time.
Coming to breastfeed a child at any time is
welcomed and encouraged ‘Center Directors and/
or other administrative staff members are present
to assist you during all hours of operation. You may
also call or email the center at any time and expect
a response within 24 business hours.

STAFF BOUNDARY POLICY

Casa de Corazédn restricts staff from providing child
care services off site for families they meet through
their employment at Casa de Corazon. This includes
nanny services and babysitting. We do not want
our teachers to feel obligated to perform child care
responsibilities outside of their work hours. We also
limit outside contact between staff and program
participants. We strongly discourage communication
by personal email and through social media such as
Facebook, Instagram, and Snapchat with individual
employees of Casa de Corazon outside of company
accounts. NOTE: Casa de Corazon® is a registered
service mark. You may not use our name, logos, or
other proprietary information or images online or in
print without explicit permission from us.

TERMINATION OF CARE

We require a one- month written notice for the
termination of care. Email is preferable. Tuition
is charged for 30 days after wrltten notlce of
termination is received.

We reserve the rlght to terminate our child care
relatlonshlp at any time and without prior notice.
Any such termination may be initiated for child
behavioral reasons, non-payment of tuition, extreme
tardiness, or no reason. In'such a case, we will not
be entitled to payment or to retain payment earlier
received, with respect to any full days on which

we have not provuded care for your child. If we .
terminate our child care relatlonship and you have

paid tuition in advance, we will promptly reimburse
you for that portion of your earlier payment that we
are not entitled to retain under this policy.

GRIEVANCE POLICY

Casa de Corazon is committed to promptly and fairly
addressing our enrolled families’ child care-related
concerns. If you believe something has happened

that deserves our attention, you are encouraged to
report it to the Director or Assistant of your center.
You and your authorized representatives are also
invited to send any question, concern, complaint, or
grievance directly to the owner.

SIBLING WAIT LIST POLICY

As an already enrolled family, we give you preference
over other wait listed families. When you want to
enroll a sibling into our program please advise your
directors and fill out the wait list intake form. Your
directors will do their best to get your other chlld(ren)
into Casa within your: preferred time frame.

INFECTIOUS DISEASE POLICY

Should the country or state of Minnesota come into
contact with a serious infectious disease, suchasa
speaﬁc strand of flu, COVID or other we will follow
official recommendations for child care centers from
DHS, MDH, CDC, and the government to the best of
our ability whlle at the same time trying to remain
open for care. We will take approprlate safety and
sanitary measures and take all necessary steps to
remain open. If we are forced to close, we will update
families as soon as p055|ble with an action plan.
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Maltreatment of Minors Mandated Reporting

This form may be used by any provider licensed by the Minnesota Department of Human Services, except family child
care and Psychiatric Residential Treatment Facilities (PRTF). The form for family child care providers is DHS-7634C-
ENG. Reports concerning suspected maltreatment of a child in a PRTF should be made to the Minnesota Department
of Health.

What to report

» Maltreatment includes egregious harm, neglect, physical abuse, sexual abuse, substantial child endangerment,
threatened injury, and mental injury. For definitions refer to Minnesota Statutes, section 260E.03, and pages 3-6 of
this document. Maltreatment must be reported if you have witnessed or have reason to believe that a child is
being or has been maltreated within the last three years.

Who must report

- If you work in a licensed facility, you are a “mandated reporter” and are legally required (mandated) to report
maltreatment. You cannot shift the responsibility of reporting to your supervisor or to anyone else at your
licensed facility.

« In addition, people who are not mandated reporters may voluntarily report maltreatment.

Where to report

« If you know or suspect that a child is in immediate danger, call 9-1-1.

« Reports concerning suspected maltreatment of children, or other violations of Minnesota Statutes or Rules, in
facilities licensed by the Minnesota Department of Human Services, should be made to the Licensing Division’s
Central Intake line at 651-431-6600.

« Incidents of suspected maltreatment of children occurring within a family, in the community, at a family child care
program, or in a child foster care home, should be reported to the local county social services agency at
651-266-4500 or local law enforcement at 911

« Reports concerning suspected maltreatment of a child in a Psychiatric Residential Treatment Facility (PRTF) should
be made to the Minnesota Department of Health.

When to report

« Mandated reporters must make a report to one of the agencies listed above immediately (as soon as possible but
no longer than 24 hours).

Information to report

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

Failure to report

« A mandated reporter who knows or has reason to believe a child is or has been maltreated and fails to report is
guilty of a misdemeanor.
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- In addition, a mandated reporter who fails to report serious or recurring maltreatment may be disqualified from a
position allowing direct contact with, or access to, persons receiving services from programs, organizations,
and/or agencies that are required to have individuals complete a background study by the Department of Human
Services as listed in Minnesota Statutes, section 245C.03.

Retaliation prohibited

« An employer of any mandated reporter is prohibited from retaliating against (getting back at):
« an employee for making a report in good faith; or
« a child who is the subject of the report.

- If an employer retaliates against an employee, the employer may be liable for damages and/or penalties.

Staff training

The license holder must train all mandated reporters on their reporting responsibilities, according to the training
requirements in the statutes and rules governing the licensed program. The license holder must document the
provision of this training in individual personnel records, monitor implementation by staff, and ensure that the policy
is readily accessible to staff, as specified under Minnesota Statutes, section 245A.04, subdivision 14.

Provide policy to parents
For licensed child care centers, the mandated reporting policy must be provided to parents of all children at the time
of enrollment and must be available upon request. The definitions section (p. 3-6) is optional to provide to parents.

The following sections only apply to license holders that serve children. This does not include family child foster care per
Minnesota Statutes 245A.66, subd. 1.

Internal review

« When the facility has reason to know that an internal or external report of alleged or suspected maltreatment has
been made, the facility must complete an internal review within 30 calendar days and take corrective action, if
necessary, to protect the health and safety of children in care.

« The internal review must include an evaluation of whether:
- related policies and procedures were followed;
« the policies and procedures were adequate;
- there is a need for additional staff training;
« the reported event is similar to past events with the children or the services involved; and
- there is a need for corrective action by the license holder to protect the health and safety of children in care.

Primary and secondary person or position to ensure reviews completed
The internal review will be completed by Jessica Menth, Operations Manager .If this individual is involved in the
alleged or suspected maltreatment, jennifer Quist, Owner will be responsible for completing

the internal review.

Documentation of internal review

The facility must document completion of the internal review and make internal reviews accessible to the
commissioner immediately upon the commissioner’s request.

Corrective action plan

Based on the results of the internal review, the license holder must develop, document, and implement a corrective
action plan to correct any current lapses and prevent future lapses in performance by individuals or the license
holder.
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FOOD SAFETY PROCEDURES

Food Prepared at the Center

Food must be prepared according to the codes

and specifications required by food and beverage
establishments. Breakfast, lunch and afternoon snack
are provided at the center.

Food Not Prepared at the Center

We must ensure that food served that is not prepared
on site is in compliance with Department of Health
standards. Any food brought from home must be
clearly labeled with the first and last name of the
child, meet the dietary needs of children and cannot
have ingredients of peanuts or tree nuts.

Please refrain from bringing food to share such as
birthday treats or holiday candy.

Diet Specifications & Allergies

All allergies, action plans, and diet specifications

for each child must be documented in writing from
the child’s health care provider. An Individual Child
Care Program Plan must be developed including a
description of the allergy, specific triggers, avoidance
techniques, symptoms of an allergic reaction, and
procedures for responding to an allergic reaction,
including medication, dosages, and a doctor’s contact
information. This plan must be updated with each
change, or at least annually and will be posted and
stored in the office, kitchen, and child’s classroom.

If your child has non-medical diet specifications,
they must also be documented in writing by a parent
on your child’s Info Form. Unless parents request
otherwise, they must be available in the kitchen

and the classroom, where food is prepared and
where food is served. Also, the diet specifications
and action plans are kept in the Info Form binder
inside each classroom. All teachers and kitchen staff
members are responsible for following all of the diet
specifications, allergies, and action plans posted and
provided. Action plans, allergy lists, ICCPPs, as well
as the corresponding medications, must be brought
along on field trips.

All diet specifications, medical or otherwise, that
are not met by our meal plan, must be met by

food brought by parents. This food must be labeled
with your child’s first and last name, brought fresh
daily, and meet the dietary needs of your child. For
example, if you do not want your child to drink cow
milk, you must provide rice milk or another suitable
alternative for us to serve to your child. For another
example, if your child is allergic to eggs, you must
provide a source of protein for your child on the days
that we serve eggs. Meal plans are provided monthly
by email.

Prohibited Foods
None of the following foods shall be served to any
child under 4 years of age:

e hot dogs

e whole grapes

e tree nuts or peanut butter

e popcorn or hard pretzels

e raw peas or pieces of raw carrot

e pieces of meat larger than can be swallowed whole

Common Allergens

Children are especially susceptible to allergic
reactions ranging in severity from mild rash to
anaphylactic shock. Although nearly any food is
capable of causing an allergic reaction, only eight
foods account for 90 percent of all food-allergic
reactions in the United States. We protect children
with food allergies by posting their pictures and
corresponding allergy in the kitchen and the
classroom.

The 8 most common food allergens are:

Peanut
Tree nuts
Milk

Egg
Wheat
Soy

Fish
Shellfish

NOUAWNRE




Tree nut and Peanut Free Zone

Casa de Corazon maintains a tree nut and peanut
free zone. This means that any food prepared or
brought into the center, including children and staff
lunches, must not contain peanuts or tree nuts. Tree
nuts include, but are not limited to: walnut, almond,
hazelnut, cashew, pistachio, and Brazil nuts. After
eating food with tree nuts or peanuts, wash your
hands and face thoroughly.

Food Preparation for Infants

The American Academy of Pediatrics recommends
that no solid foods be introduced until after 6
months of age. Food served to infants must be
approved and chosen by infants’ parents, as
specified on the Infant Info form. From 12 months
of age until transitioning to a Toddler Room, infants
may be served the toddler meal plan we offer.
Parents must give permission for ALL elements of
the toddler meal program in order to participate.
This permission is given by marking the Infant Info
form in the classroom.

Prohibited Foods

None of the following foods shall be served to
any child under 12 months of age:

e raw fruits and vegetables (bananas are OK)

INTERCULTURAL EARLY LEARNING

-

e honey (NO honey cheerios or honey grahams)
® €9gs

e peanuts, peanut butter, or tree nuts

e cow’s milk

e strawberries, blackberries, or raspberries
(blueberries are OK)

e citrus fruits

e raisins or other dried fruit

e sugar, chocolate, candy, or gum

Storage of Milk

A refrigerator is available inside the classroom for
the storage of breast milk and freshly prepared
formula. We can store fresh breast milk for up

to 4 days in the refrigerator, and frozen breast
milk for up to 5 months in the freezer. Breast

milk cannot be refrozen after thawing. All infant
bottles, formula canisters, and milk bags must

be labeled with the child’s first and last name.
Breast milk must also be labeled with the date it
was pumped. Parents must bring sufficient breast
milk or formula (12 - 24 ounces per full day) for
infants. Prepared, warmed formula or breast milk
cannot be reheated or reoffered after one hour of
being out at room temperature. Breast milk that is
not consumed can be stored for end of day pick-up
upon request.
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PARENT RESPONSIBILITIES

e Keep your child’s immunization record up to date with
each shot s/he receives.

o Fill out an ICCPP if your child has an allergy or needs one
for another reason and work with your center directors to
update it once yearly.

e Report any changes to your personal information (cell #,
credit card number or expiration date, contact people, etc.)

o Additional pick-up people must be authorized in writing
or by email. Provide phone numbers and names as they
appear on their ID; they will be asked to provide ID at pick-

up.

o Breakfast is served from 8:30 am - 8:50 am

and lunch is served from 12:00 pm - 12:30 pm. Make sure
your child arrives prior to these times in order to participate
in meals.

Parents are Required to Label and Bring:

e Toddlers and preschoolers: A blanket for nap time. A
doll, or stuffed animal is also welcome as a comfort object
during nap time.

e Change of clothes and slippers.

¢ Diapers to wear home at the end of each day. We provide
cloth diapers and wipes during the time children are in our
care, and remove them to wash on site prior to each child’s
departure.

o Pull-ups for potty training.

o Weather-appropriate outerwear including hats, mittens,
snowsuits, and boots. Slippers or indoor shoes are
REQUIRED for safety during emergency drills. Due to the
tripping hazard they pose, especially on our pressed rubber
playground surfacing, CROCS are not allowed.

FIELD TRIPS

Casa de Corazon obtains written parental permission
prior for all field trips other than walks in the
immediate vicinity of the center. Each field trip
permission includes the purpose, date and time,
destination, and planned return time.

)



SAFETY POLICIES

e Children must be dropped off inside their classrooms.
Parents are responsible for their children in the common
areas of the school and premises prior to drop-off and after
pick-up.

e Promptly report lost key cards so that we can
deactivate them and maintain a secure building.

¢ No smoking is allowed on site.

¢ No pets allowed.

e Casa de Corazon bans guns on its premises.

e Casa de Corazdn is not responsible for personal items
that are misplaced on site or removed by other families by

mistake.

¢ Refrain from bringing food to share such as birthday
treats and holiday candy.

INTERCULTURAL EARLY LEARNING

o If you bring food for your child, refrain from including
any peanut or tree nut products as these are common
allergens. This includes but is not limited to nut-based
milks such as almond milk. We are a peanut and tree nut
free facility.

¢ Infants and toddlers may not wear necklaces or bracelets,
or pacifier attachment strings while at day care.

¢ Infants may not nap with stuffed animals or any other
loose objects at day care.

o Water bottles and sippy cups from home may be

used by children throughout the day as long as they

are labeled with child’s first and last name and parents
bring them home to wash and sanitize every day. This
allows us to have them in the classrooms and also meet
licensing requirements. Please be sure to bring home your
child(ren)’s water bottle each day.
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