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WELCOME!

Lake Harriet Community Child Care (LHCCC) is a comprehensive early childhood learning
center providing services to children 6 weeks to school age. We are licensed by the Minnesota
Department of Human Services (#801330). Our licensed capacity is 69 children and our hours
of operation are 7:30 AM to 5:30 PM. LHCCC is licensed through SFM.

Our program encourages children to become aware of their full potential. We believe that every
child needs to develop a strong concept of self-worth and that children learn through social
interactions with others. We recognize the unique abilities of each individual child. In order to
achieve our goal to educate the whole child, we use a combination of child-led play and a
structured curriculum created by experienced early childhood educators. Further information on
our curriculum (including sneak peaks at our lesson plans) can be found on our website
(www.LHCCC.org).

We strive to create a sense of community amongst our staff, students, and families. Family
involvement is critical and we are pleased that you have chosen us as a partner in the care of
your child. If there is any information you can share to help us better care for your child, please
let us know! We have an open-door policy at LHCCC and encourage parents to discuss all
aspects of their child’s growth and development with teachers and the directors.

As always, please let us know if you have any questions, comments, or concerns. We look
forward to getting to know your family!

Board of Directors

Board Chair
Sarah Averbeck (saverbec@umn.edu)

Parent Representatives
Matthew Giudice

Emily Rostad
Jordan Seebach (Treasurer)

ECLC Representatives

Parent Grievance Policy

Concerns or questions that parents don’t feel comfortable addressing with the Director or
Assistant Director can be directly discussed with the Board Chair, whose email is listed above.

Licensing Information

Licensor
Kelly St. John

MNDHS
444 Lafayette Road North

St. Paul, MN 55155
(651) 431-6530

Department of Human
Services

(651) 431-6500

Health Consultants
Kathy Justus

2475 Keller Road
Long Lake, Minnesota 55356

(612) 500-1880
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Open Door Policy

Our organization believes in an open door policy. Parent feedback is always welcomed and
encouraged. Parents are invited to stop by the center and visit their child at any time throughout
the day. Though it is not required, you may want to call ahead if it is around naptime to ensure
your child is awake.

Conferences

Drop-Off and Pick-Up times can often be hectic, making it difficult to spend a lot of time talking
about your child’s day. As such we have conferences twice a year. Parents are notified of
conferences in advance and given an opportunity to sign up for a conference time. During these
conferences, your child’s teacher will have a written assessment of your child’s intellectual,
physical, social, and emotional development.

The staff at LHCCC is always willing to meet with you to discuss your child’s development.
Please feel free to contact the director or your child’s teacher with concerns or questions, or to
set up a special conference time.
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ADMISSIONS

If there is an open spot and you would like to hold this spot for your child, you must fill out a
registration form and turn in a $100, non-refundable registration fee (per family) along with the
first week’s tuition. The first week’s tuition is nonrefundable, but it will be applied to your account
once you begin at LHCCC.

Registration forms must be completed for all children you hope to enroll. For example, our infant
room fills up quickly. If a family enrolls a toddler and is currently pregnant, they will also need to
register their infant. There is no guaranteed opening for future children.

Waitlist

As LHCCC is a small center, we often have a waitlist. Current families and staff members
receive preference and move to the top of all wait lists if they need a spot. They can only
reserve spots for their own children; preference is not given to extended family or friends. In the
event that multiple families and staff members are on the waitlist for the same time frame, they
will be added to the list on a first come, first served basis. Spots will be filled based on
confirmation of need.

Our general wait list is also on a first come, first serve basis. There is no fee to be on the
waitlist.

In the event the waitlist is full, LHCCC uses an email mailing list. This list will be used to inform
new families of any changes to enrollment or registration.  If your child has aged out of a
classroom waitlist you need to contact the director to move your child to the next classroom’s
waitlist.

Families that qualify for the sliding fee scale or scholarship program also move to the top of the
waitlist so we are better able to serve our community.

Tuition

Tuition may be paid weekly, monthly, or with a six-month prepayment. Invoices are sent the
Thursday prior to the week or month of care. Invoices must be paid in full the following Monday
for weekly invoices or the last Monday of the month for monthly invoices.

There are a few discounts offered at LHCCC.

● Vacation Discount: After six months, each family earns a week of vacation tuition at 50%.
The vacation must be one full week (Monday-Friday).

● A family with two or more children will receive a sibling discount of 5% off their oldest
child’s tuition.

Additional charges apply for late (after 5:30PM) pick-ups. A five-minute grace period is given.
After that time, $10.00 will be charged for pick up between 5:35-5:45PM or fraction thereof.
Anytime beyond 5:45PM, the family will be charged an additional $5.00 for each five minutes or
fraction thereof. This charge will be added to your invoice. If you know you are running late (or
think you may be running late), we ask that you give us a courtesy call or message via
Brightwheel. We are also more than happy to call your emergency contacts at your request.

There is no reduced tuition during holidays or school closings.
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If a bounced check or returned bank transfer results in a fee, you will be charged for this.

LHCCC has a sliding fee scale and scholarship program. For more information, please visit our
website or contact the director.

If a family requests a leave of absence (for example, a teacher who wants to keep their child
home for the summer), they can pay 50% to hold their spot.

Termination

If parents decide to terminate enrollment, a two week notice must be provided in writing to the
director. Failure to provide written notice will result in continued charges of established fees. If
the child has attended the school less than thirty days, you may be discharged immediately.

LHCCC may also determine that our program is not appropriate for some children despite our
efforts to meet individual needs. In either case, we will work with the family to try to find a better
match for the child and make a smooth transition from the center.

LHCCC upholds an environment of respect and humanity. Behavior by parents which is
perceived to be disrespectful to other families, students, or staff members will not be tolerated
and will be grounds for immediate termination of services. This includes, but is not limited to,
verbal or sexual harassment, disrespect for someone’s personal boundaries and beliefs, and
rude or hostile behaviors.

Privacy Rights

When you enroll your child at LHCCC, you are asked to complete forms for our records. These
include health summary, emergency information and some optional information which will help
us better care for your child. All information you give us is confidential and shared only with the
appropriate center staff, legal representatives, community services departments, and the health
commissioner. Any other person will need specific written consent from you for us to release the
information. All information regarding your child is kept in his/her permanent record and is
available for your review at any time.

At times, LHCCC may partner with an outside agency to research or experiment with new trends
in the child care industry. Any time our center is asked to participate, parent permission will be
obtained. LHCCC may ask permission for your child or family to participate in a public relations
activity.

Health Care Summary and Immunizations

Upon enrollment, you must submit a recent immunization record and health care summary.

All children enrolled at LHCCC must follow the State of Minnesota’s recommended schedule of
immunizations. If an immunization is medically contraindicated for a child, or if there is a
laboratory confirmation that a child is already immune to certain diseases against which
immunization is normally required, the guardians may submit a statement to this effect. It must
be signed by a health care provider in order for the child to be considered exempt from the
contraindicated or unnecessary immunization.

LHCCC will not enroll children who are not vaccinated because of conscientious objection.
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ATTENDANCE

Success in a Child Care Setting

A child must be able to function in a designated group without the threat of harm to themselves,
other children, or staff. If a child is in need of increased staff support or intervention for feeding,
behavior management, or general participation in activities, those supports will have to come
from outside sources that are organized and provided by the child’s guardian.

We work with Minneapolis Public School systems for occupation therapy and special needs
visits. Arrangements for these services must be made by the legal guardian prior to or during
enrollment. If it is determined that special services are needed during the child’s enrollment,
LHCCC will help facilitate these services. This will be discussed with the parents at intake or as
appropriate.

Our teachers cannot diagnose or suggest a diagnosis of a child. The only information we are
able to give parents are observations.

Attendance & Vacations

Hours of Operation

LHCCC is open from 7:30AM-5:30 PM, Monday through Friday. Please be prompt in picking up
your child, allowing enough time to gather your child’s belongings before closing time. A late fee
will be charged for parents picking up a child after 5:30 PM.

Vacations & Holidays

There are a few designated holidays during each year when the center is closed. Parents are
informed of the holiday closings for the coming year prior to January 1st. There is no tuition
reduction for holidays. It is our policy to bill on enrollment, not attendance.

After six months of attendance, families earn one week of vacation. During this vacation, the
family only pays 50 % tuition. The vacation must be one full week (M-F).

Weather Related Closures

LHCCC prefers to stay open as much as possible. However, we put the safety of our families
and staff before anything. That said, LHCCC will be closed if Minneapolis Public Schools closes
for inclement weather.

If Minneapolis Public Schools are closed due to vacation or scheduled days off and the weather
conditions are extreme (such as a blizzard or freezing rain), the decision to close LHCCC is at
the Director’s discretion. Parents will be informed via email and Facebook.

Due to Minneapolis Public School’s ability to operate remotely, there may be instances when
LHCCC does not close when MPS does (for example, sometimes staffing is factored into the
decision to close for inclement weather, in which case LHCCC may not close.)

Drop-Off & Pick-Up Procedure

Upon arrival at the center, teachers will sign in each child via Brightwheel. Children are to be
walked to their classroom and the parent or guardian may not leave the center until the teacher
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is aware of the child’s presence. A good rule of thumb is to wait until a teacher has greeted your
child by name.

All children must be dropped off before 11:00 AM unless there is prior approval by the director. If
a child is dropped off after a meal time, we are not able to provide them a meal. If they bring
something to eat, it will be the guardian's responsibility to sit with them until they finish unless a
staff member is available to sit with them. These procedures are in place so we are able to stay
within ratio at all times.

If you plan on picking your child up early, we ask that you let us know in advance. As well, if you
are picking up around nap time, we are not able to keep your child awake as teachers are
helping the rest of the class get settled for nap time. We will provide them books or a quiet
activity to partake in, but we will not guarantee they don’t fall asleep.

Though we have an open-door policy, it is best to stick to a concise pick-up and drop-off routine.
This helps the child transition into their daily routines more smoothly.

Late Drop-Off
All toddlers and preschool children must be dropped off at least one hour before their
designated nap time. For toddlers, this is 10:45 AM. For preschool, this is 11:00 AM. Infants
must be dropped off by naptime which is 9:30. They will also need to have had a bottle or been
fed if they have missed normal feeding times at school. This policy is in place to help ensure a
smooth nap time for the class and teachers. Children may be dropped off after nap time.

If your child has an appointment and that is the reason for the late drop off, please let the office
know. The policy does not apply to these situations.

Communication
LHCCC believes that staff and families must work closely together in order to meet our goal of
providing quality care for each child. We provide daily feedback to parents and encourage
parents to communicate openly with the director and staff.

Daily communication is used in each classroom. We use an app called Brightwheel to
communicate throughout the day and to sign each child in and out of their classrooms.

The director sends a weekly email to parents. This includes the upcoming curriculum, menus,
illness reports, and any other pertinent information.

Field Trips & Walks

LHCCC does not go on field trips. We do have visits from in-house entertainers from time to
time. We go on walks around the neighborhood. During enrollment, you will be asked to sign a
form giving permission for your child to go on walks. We do not take children on walks near busy
streets or intersections. We do not visit wading pools.

Food

LHCCC serves breakfast, lunch, and an afternoon snack. Serving times vary by classroom. We
allow children to bring a small snack to eat at the end of the day. Families are welcome to bring
their own food. It must be nut (peanuts and tree nut) free and room temperature or packed in an
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insulated lunch box that can be stored in the child’s cubby. We will not heat up any food brought
from outside or store it in the refrigerator.

Children are not allowed to bring water bottles to school. Water is provided multiple times a day
and upon a child’s request.

Nap

Rest time follows lunch at approximately 12:00 PM for toddlers and 12:30 PM for
Preschool/Pre-K. The length of rest time varies with the individual needs of the children. The
Department of Human Services requires children to rest on their cot for a minimum of 30
minutes daily. After this rest period, if your child does not nap, they will be permitted to
participate in a quiet activity.

The cots and cribs are placed in a location that allows for separation between children who are
resting and those who are awake. These are clearly defined aisles between cots and cribs that
allow teachers and children to easily access them.

Each child is assigned a cot and can bring a small blanket and pillow from home. For safety and
convenience purposes, we only allow one blanket and one stuffed animal per child, which
should be left at the center, except to be washed at the end of the week. Children may not bring
toys for naptime that make noise, light up, or disrupt other children.

Infants will be assigned their own crib upon enrollment. These cribs are checked monthly for
safety and yearly for federal recalls. All cribs contain a firm mattress and a well-fitted sheet. No
blankets, toys, or other articles are allowed in the crib with the exception of the infant’s pacifier.

Each infant will be placed on their back to reduce the risk of sudden unexpected infant death
syndrome. Exceptions include having documentation from the infant’s physician directing an
alternative sleeping position or when an infant is six months and able to roll onto their stomach
independently. The parent must sign a statement indicating that the infant regularly rolls over at
home if they are doing so before six months.

If an infant falls asleep before they are in their crib, they must be moved as soon as a teacher is
able to do so. Infants who fall asleep in the arms of caregivers or in bouncers must be
positioned in a way that does not block their airway or have anything covering the infant’s face.

LHCCC will not swaddle infants. We will only use sleep sacks with attached “wings” for
swaddling. We do permit the use of approved sleep sacks. Magic Merlin’s and pacifiers with any
sort of attachments are not permitted at LHCCC.

We cannot put babies in cribs with hooded clothing, necklaces, pacifier clip/strings, or elastic
headbands. These are all choking hazards and are not allowed in cribs per DHS rules. We will
remove them and put them on your clipboard.

Medication

Prescription medications will only be given with written authorization from the child’s licensed
health care provider (i.e. prescription label) and parent/guardian. Please let your child’s teacher
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know about medication your child is taking at home. Staff will help you look for side effects from
the medication.

Please complete the medication permission form if your child needs medication while in our
care. We suggest keeping a blank copy of this form at home so it can be completed before
coming to the center. This will help you have time to speak to your child’s teacher about the
medication.

Prescription medication will be given only as prescribed by a licensed health care provider. The
prescription must be current, in the original container, and may be given only to the child whose
name appears on the label. This includes over the counter dietary supplements.

Over the counter medication will be given only as detailed in the instructions. As well, the
parents must fill out a medication form. If the instructions advise seeking confirmation with a
pediatrician due to the child’s weight or other measurements, the parents must also get written
permission from their child’s pediatrician.

Please bring a copy of the drug information sheet that comes with the medication or write the
common side effects on the medication permission form.

Nebulizer medications that are in single dose containers must be brought to the center in the
original container with a current, clearly written prescription label on the container. The
prescription label must indicate the child’s name, prescribing licensed health care provider’s
name, name of the medication, medication strength, amount to be given, how often to give and
what it is to be mixed with, if applicable.

Special Needs

Parents/guardians have the responsibility to inform the center when their child has any special
medical conditions, needs or allergies so that we can provide appropriate care and support. You
will be asked to share the ISP and/or IEP with us if your child has a special need and it is one or
more of the following:

● Eligible for case management through the state and has an Individual Service Plan
(ISP)

● Receiving services through the local school district and has an Individual Educational
Plan

● Determined by a licensed physician, psychiatrist, psychologist, or consulting
psychologist to have a condition related to physical, social, or emotional
development.

In addition, state licensing regulations require us to develop an Individualized Child Care Plan
(ICCP) with you that will assist us to meet your child’s needs. This plan must be signed by you
and your child’s source of licensed health care as listed above and be reviewed annually to
assure that necessary modifications are made to the plan of care. If the special needs require
that our staff be trained to perform a new skill, we will ask that you arrange for this training.
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PERSONAL BELONGINGS

Clothing

It is important that your child arrives at the center dressed and ready to play safely. Age
appropriate clothing is required. An extra set of clothes should be left at the center and replaced
as they become soiled. LHCCC cannot wash any clothes. Please label all clothes left at the
center.

Appropriate outerwear is important as we go outside daily (weather permitting.) In winter, this
includes snow pants, coat, hat, mittens, and boots. If your child wears a dress or skirt to school,
it should be accompanied with heavy tights or pants. We are not staffed to keep a child inside if
they do not come prepared for outdoor play. If your child is not dressed to play outside, you will
be asked to either bring them warm clothing or pick them up.

Toys

We share all toys at LHCCC and feel that sharing is a part of the learning process. Toys from
home are not allowed at the center. The only exception is show-and-share days. We discourage
violent toys; if a teacher feels your child’s show-and-share item is inappropriate, they will not be
allowed to share it. LHCCC is not responsible for any items brought to the center.

Books

We encourage children to bring books from home to share with their friends. It is best if library
books are not brought to LHCCC. LHCCC is not responsible for library books that become lost
or damaged at the center.
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BEHAVIOR GUIDANCE

These behavior guidance policies have been developed in accordance with state licensing
guidelines and LHCCC’s philosophies on behavior guidance.

Positive Behaviors

We believe in positive behavior guidance. This helps children develop positive self-esteem and
self-worth. Our teachers model acceptable behavior and teach social skills including honesty,
respect for others, cooperation and sharing by integrating these behaviors into the school day.

Children are given positive and loving attention throughout the day and are engaged in active
learning and exploration. Positive behavior is discussed in detail in the following sections.

General Behavior Policies

● Teachers shall act as role models for the children by consistently demonstrating
positive and acceptable behavior. Teachers will speak and act in a manner that
demonstrates respect for other individuals.

● Behavior guidance will be geared to the emotional, developmental and individual
levels of each child in the center.

● The children will be provided with a positive alternative when conflict exists or may
be generated.

● Teachers shall encourage cooperation by helping children acquire the skills needed
to effectively solve their own conflicts. Teachers will acknowledge proper behavior as
it occurs.

● Children’s behavior will be modified in manners that ensure their personal safety;
however, there will be room for children to learn about logical consequences within a
safe environment. Children will be prevented from behavior that would affect the
safety of peers, teachers, or themselves.

● Consequences of unacceptable behavior or redirection will occur immediately and
will be directly related to that event. Previous incidents of inappropriate behavior will
not be mentioned to the child and the current incident will not be mentioned after the
directly related consequence or redirection has been administered.

● Teaching Staff counter potential bias and discrimination by treating all children with
equal respect and consideration, and by imitating activities and discussions that build
positive self-identity that teaches the value of differences.

● Teaching staff will intervene when children tease or reject others and will provide
models and visual images of adult roles, differing abilities and ethnic or cultural
backgrounds that counter stereotypical limitations. They will avoid using stereotypes
in language references.

Unacceptable & Violent Behavior

Unacceptable Behavior
● Staff will respond to persistent unacceptable behavior in a calm, consistent way that,

depending on the situation, includes:
o Redirection
o Temporary supervised separation
o Conversation
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● Behavior will be recorded in a log book and an incident report will be filed and shared
with parents

● If needed, teachers will meet with parents to create a behavior plan. Professionals
not employed by LHCCC may be invited to these meetings as long as it is agreed
upon in advance by the parents and LHCCC.

● Teachers and the Director will schedule conferences and meetings as necessary.

Violent Behavior

If a child attempts or succeeds in harming another child or a teacher three or more times in one
day, their parents will be called and the child must be picked up within an hour. They are
welcome back the next school day. If the child continues to be sent home because of violent
behavior, a meeting will be called with the child’s parents to create a behavior plan. In rare
cases, the family and Director may come to the conclusion that LHCCC is not the best center for
the child. As all children are different, so are all child care centers. If this is the case, LHCCC will
work closely with the family to transition their child to a different center.

Discipline & Separation

In most situations, teachers and staff members will try to redirect a child who is exhibiting
negative behaviors. At times, a child may be asked to sit with a teacher to calm down and talk
about their actions and/or words.

LHCCC staff members do not subject children to corporal punishment, which includes but is not
limited to rough handling, shoving, hair/ear pulling, shaking, slapping, kicking, biting, pinching,
hitting, and spanking.

LHCCC staff members do not subject a child to emotional stress, which includes but is not
limited to name calling, ostracism, shaming, making derogatory remarks about a child of the
child’s family, and using language that threatens, humiliates, or frightens the child.

LHCCC staff members do not separate a child from the group except within rule requirements,
punish children for lapses in toileting, use physical restraints other than to physically hold a child
where containment is necessary to protect a child or others from harm, or use mechanical
restraints, such as tying. As well, staff members do not withhold food, light, warmth, clothing, or
medical care as a punishment for unacceptable behavior.

At times, a child may need to be separated from the group. No child may be separated from the
group unless the following has occurred:

● Less intrusive methods of guiding the child’s behavior have been tried and were
ineffective.

● The child’s behavior threatens the well-being of the child or other children in the
program.

A child who requires separation from the group must:
● Remain within an unenclosed part of the classroom where the child can continuously

be seen and heard by a program staff person.
● The child’s return to the group must be contingent on the child’s stopping or bringing

under the control the behavior that precipitated the separation.
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● The child must be returned to the group as soon as the behavior that precipitated the
separation abates or stops.

Children between the ages of six weeks and sixteen months must not be separated from the
group as a means of behavior guidance.

All separations from the group must be noted in a daily log  or via Brightwheel that must include
the following:

● The child’s name
● The staff person’s name
● Time
● Date
● Information indicating what less intrusive methods were used to guide the child’s

behavior
● How the child’s behavior continued to threaten the well-being of the child or other

children in care
● If a child is separated from the group three or more times in one day, the child’s

parents shall be notified and the parent notification shall be indicated in the daily log
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EMERGENCIES & ACCIDENTS

General Reporting and Recording

Accidents and incidents that do not require professional medical attention will be recorded on
Brightwheel and sent to the parents. Periodically, the office will examine the records to
determine what (if any) policy changes need to be made.

Accidents and incidents that require professional medical attention will be recorded on an
accident/incident report as well. It will be reviewed and signed by the Lead Teacher, Director,
and Parent. A copy will be kept in the child’s file as well as given to the parents. The accident or
incident will be recorded in the office log. Additionally, the accident or incident will be reported to
DHS within 24 hours of the center being notified of medical attention.

Death or serious injuries are reported to DHS within 24 hours.

Accident and Incident Reports contain the following information:

● Name and age of person(s) involved
● Date of the accident, injury, or incident
● Place of the accident, injury, or incident
● Type of injury
● Action taken by staff
● To whom the accident, injury, or incident was reported

The Director reviews the accident/incident log book annually to reevaluate the center’s risk
assessment and policies.

First Aid

LHCCC requires all teachers, assistant teachers, classroom aides, and directors to receive
Pediatric First Aid and CPR training within the first 90 days of their employment. A person
trained in Pediatric First Aid and CPR will always be present at LHCCC during hours of
operation. Below, you will find common safety concerns and how LHCCC works to avoid them.

Injuries: LHCCC performs daily, weekly, and monthly risk assessments of the center to ensure
the center, all equipment in the center, and the area surrounding the center is safe for families
and teachers. Children are supervised by sight and sound at all times. Equipment at the center
is age appropriate and in working condition. Possible risks such as pinched fingers are avoided
by the use of door stoppers and cabinet locks.

Burns: Children are not allowed in the kitchen for any reason. As well, any item that may result
in a burn is not allowed in the classroom. Candles, lighters, irons, etc. are prohibited from being
in the classroom. Children must wear sunscreen when going outside.

Poisoning: Children are supervised by sight and sound at all times. Cleaning items and items
that may cause harm if ingested are never kept in classrooms; they are stored in our locked
pantry or locked cleaning closet. All medications are kept in a cabinet in each classroom that is
out of reach of children.

Choking: Preschool and Pre-K students may use smaller items, but only when fully supervised
by a teacher or parent.
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Suffocation: Items that may cause suffocation are kept out of reach of children.

Traffic Accidents: LHCCC does not transport children for any reason. In the event we need to
seek shelter elsewhere, we will do so on foot or with the aid of emergency personnel.

Pedestrian Accidents: Children are not allowed to walk on the sidewalk by the road without a
teacher. When classrooms go on walks, a teacher must always be at the front of the line and the
back. Any extra teachers will be in the middle of the line, between the children and the road.

Daily Hazards

Center Director does daily hazard inspections in the center and on the playground before 8 AM.
Teachers are trained to check any area they enter for hazards before allowing children in.

Fires & Natural Disasters

Fires

In the event of a fire, call 911.

LHCCC conducts monthly random fire drills. A log of these drills is kept in the office. Emergency
exit maps are found in all classrooms.

Lead teachers are responsible for leading children outside in a controlled manner. Assistant
teachers, aides and directors are responsible for final room and building checks, attendance
sheets, and first aid kits.

In the event of a small, contained fire, staff is to the follow the procedure below in using the fire
extinguisher:

1. Hold upright
2. Pull pin
3. Squeeze lever
4. Direct spray at the base of the flame as directed on the fire extinguisher

In the event of a small, contained fire, a staff member will identify all possible entrances to the
unsafe area and call for other staff members to block these areas as they put out the fire. In the
event of a fire requiring immediate evacuation of the center, the staff member will evacuate the
immediate area, then close the door and continue with fire evacuation procedures.

Natural Disasters

Blizzard: LHCCC checks the weather throughout the day to see if there are any concerns in the
near future. If a blizzard occurs during school hours and results in the need for center
evacuation, children will continue to play in their classrooms while lead teachers and director
contact parents and/or emergency contacts. In the event we are unable to leave the center, staff
will continue to keep ratios. Food, water, and sleeping areas will be provided for children and
staff.

Tornado: In the event of a tornado, classrooms will seek shelter in the following areas:

Infants: Cleaning closet hall
Toddlers and Preschool: Hall outside large muscle room
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Monthly tornado drills are performed from April to September. Logs of these drills can be found
in the office.

Missing Child & Unauthorized Pick-Up

Missing Child

If the center and surrounding areas have been searched and a child is missing, the teacher will
immediately alert the Director. The Director will alert the parents and 911.

Unauthorized Pick-Up

These procedures are to be followed if an unauthorized person, a person who is incapacitated,
or a person who is suspected of abuse attempts to pick up a child. This is also followed if no
one comes to pick up a child.

LHCCC has a security system by which all visitors must be buzzed in or let in by a staff
member. Staff does not admit unknown persons without first speaking with them and
determining that they should be admitted. Staff uses caution in admitting unauthorized or
incapacitated persons and can refuse entrance to such individuals if they deem necessary.
LHCCC’s priority is the general welfare, well-being, and safety of the children we care for. The
following outlines the procedures we follow to handle these difficult situations.

Unauthorized Person

Staff are informed of those people who MAY NOT pick up a child, regardless of their
relationship. Once LHCCC has been told a person MAY NOT pick up a child, this person will
never be allowed to be an authorized person, even if their relationship with the family changes.
This is to ensure there is no confusion amongst staff concerning who may and may not pick up
a child at any time. The only exception to this rule is if the person is able to provide legal
documentation that they have custody of the child.

Parents are requested to inform staff if someone new will be picking up their child. Parents or
guardians are requested to provide us with written, signed permission notifying us of any person
who will pick up the child each and every day. Under certain circumstances a parent or guardian
may telephone, e-mail, or send a message on Brightwheel to inform the center of a change in
pick-up person. No child will be allowed to leave the center with a person without authorization.

If an unauthorized individual attempts to pick up a child, the following steps will be taken:

● The staff member who has first contact with the person will ask for them to wait outside
for the Director or a person of authority.

● The director or person of authority will request to see a picture I.D.
● The unauthorized person will be asked to wait outside while the Director calls the parent

or guardian to ensure the person is allowed to take the child from the center.
● If a parent or guardian cannot be reached, the unauthorized person will not be able to

take the child from the center. They will be asked to leave the premises immediately.
● If the person refuses to leave or, at any time, poses a risk to the children, teachers, or

Director, the police will be called immediately. If possible, the person will be warned that
the staff will call 911 if they do not act peacefully.
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If a person comes to pick up a child and they are incapacited or they have been suspected of
abuse, staff will contact one of their guardians to pick them up instead. If the person in question
is a guardian and the other guardian cannot be reached, an emergency contact will be called.

No Parent Arrival

The center closes at 5:30 PM. If by 5:45 PM no one has picked up a child or contacted the
center explaining tardiness, attempts to contact the parents will be made. Weather conditions
will be taken into consideration.

If no parent can be reached by 6:00 PM, a call will be made to the first person listed as
authorized to pick up the child. Arrangements will be made for them to come and pick up the
child. If the first person cannot be reached, other authorized individuals will be contacted.

If by 6:15 PM staff is unable to reach anyone to pick up the child and no one has contacted the
center explaining the situation, 911 will be called. Staff will not transport a child anywhere
without a guardian’s authorization. Transportation of the child will be the responsibility of the
individuals contacted through 911. The staff member will remain with the child, giving
reassurance and remaining calm during this procedure, as the situation may be frightening to
the child. The staff member will leave only after the child is safely with an authorized individual
or authority contacted through 911.

If the person who was originally going to pick up the child does not arrive before staff leaves, a
note will be left on the entrance door. This note will explain what actions were taken and where
the child has been taken.

Illness/Accident/Injury

If your child becomes sick while at LHCCC, the director or your child’s teachers will attempt to
contact the parents/guardians. If they are unable to be reached, they will attempt to contact
emergency contacts listed on the child’s intake form. To the best of our ability, sick children will
be allowed to rest on their cot or will be removed from the classroom until your arrival. A child
who needs to go home due to illness must be picked up within one hour of guardians being
notified.

It is our policy that all staff members are trained in the procedures and administration of First
Aid/CPR. In the event of a serious accident or illness, the director or person in charge will call
911 if necessary. They will then call the child’s guardians. If needed, the child will be transported
via ambulance to Southdale Fairview Hospital.

Exclusion of Ill Child

Upon enrollment, you will receive the Exclusion of Ill Child form. It is also posted in the center
and available upon request. We require parents to make other arrangements for child care if
symptoms of illness are present. If a child becomes sick at the center or is not able to partake in
the day’s activities, they will be isolated until they can be picked up by a parent or other
authorized person. A child can rest quietly on a cot within sight and sound of an adult while
waiting to be picked up. If possible, they will be brought to the office to rest.

LHCCC requires that a parent pick up their child within an hour of being notified of the illness. If
no one picks up the child after an hour, emergency contacts will be called.
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LHCCC requires that a parent informs the center within 24 hours when a child is diagnosed by a
medical source as having a contagious communicable disease, lice, scabies, impetigo,
ringworm, or chicken pox. LHCCC will post or give written notice to the parents of exposed
children the same day a parent notifies the center of a child’s contagious condition. LHCCC will
keep parents informed of all illnesses that have been present in the staff or children.

When a child in our care has been medically diagnosed with a contagious communicable
disease, we will notify the appropriate health authorities and follow their recommendations to
provide information to parents/guardians or exposed children on the same day or within 24
hours via email, a written notice, and a phone call if necessary.
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HEALTH POLICIES

Health Consultation Services

Our program receives health consultation services from MN Child Care Health Consultants
(MNCCHC). Their address is 2475 Keller Road, Long Lake, MN 55456. The agency can be
reached at (612) 500-1880. Our nurse consultant visits monthly to cover topics ranging from
diapering and toileting, first aid kits, feeding and food handling, risk reduction, center safety,
medication administration, sanitation, illness and safe sleep. As well, our health policies are
reviewed at least once a year and our nurse consultant informs us of any changes to required
policies.

Diapering
LHCCC does not require any child to be potty trained at a particular age. All children learn to
use the bathroom at different times and it is our goal to make this a fun experience, but only
when the child (and their family) is ready. We ask that families let us know what methods of
potty training they use at home so we can mimic that method at LHCCC. Consistency at home
and at LHCCC are key! As such, LHCCC will not start potty training any child unless similar
activities are happening at home.

LHCCC trains all of our staff to properly change diapers. The diapering station is sanitized using
the three-step process (1. Soap & Water, 2. Water Rinse, 3. Bleach & Water) after every use. A
disposable paper is put over the changing cover for every use. Attached, you can find our
diapering procedures.

If a child is not potty trained by the time they enter the preschool room, you will be asked to
bring in pull-ups as this is easier during the potty training process.

Food Preparation and Serving
Mealtime Behaviors

LHCCC values proper nutrition. When children have meals and snacks while in the program,
they learn healthy eating habits and mealtime behaviors that contribute to their health and
wellness. Children are offered food at regular intervals throughout the day. A breakfast, lunch
and afternoon snack are provided for each child. The meals are spaced no longer than three
hours apart. Children are not required to clean their plate. A minimum of twenty minutes is
allotted for breakfast and snack and thirty minutes for lunch.

Enough food is provided so all children and teachers can have adequate servings of everything.
Teachers eat at the tables with toddlers and preschoolers in order to demonstrate proper table
manners. Salt, sugar and fats will not be available to add after food has been prepared.

Outside Food

All food served in our program, including foods brought from home or purchased from stores,
must meet the program’s standards. We are a nut-free facility; food items containing peanuts
will not be served. We ask that families do not place any food items in their child’s cubby without
informing their teacher. This is not only for the safety of everyone at the center, but also to
promote cleanliness in our center. Parents with special diet preferences or allergy concerns may
speak with the director to arrange an alternative food plan.
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Infants will begin to eat from LHCCC’s snack and lunch menu between 8-12 months of age. This
will be discussed with the guardians before the food is offered to the infant. If you would prefer
to bring food from home, it must be brought to the center fully prepared and labeled with the
child’s first and last name.

LHCCC provides purees for infants. However, once they reach twelve months, they will no
longer be offered purees. If you wish for your child to still eat purees, you must provide your
own. This food must be labeled with the child’s first and last name.

Birthdays

We celebrate special occasions such as birthdays in the classroom. Treats must be store
bought and nut free. Candy is not allowed unless it is for a take home treat in relation to
Valentine’s Day, Halloween, or another holiday. Parents will be notified of these special days.
Due to health department regulations, we cannot allow any homemade food items to be brought
in or distributed.

Special Diets

Special diets and medications for children require a physician’s plan or an outside source’s plan.
All plans must be completed and signed by a physician or responsible authority from the outside
source. The plan is kept in the child’s file at the center.

If your child requires a special diet, you must provide your child’s food. Food brought from home
for special diets must be in original containers and labeled with the child’s name and date of the
preparation (home-made items) or date of opening. Expiration dates must be clearly stamped
on commercially prepared perishable items. Any food items not consumed on the day they are
to be used will be returned to the parents. Alternative milk may be stored in the center’s
refrigerator for up to 7 days.

Outside food must be nut (peanuts and tree nut) free and room temperature or packed in an
insulated lunch box that can be stored in the child’s cubby. We will not heat up any food brought
from outside or store it in a refrigerator.

Food Preparation

The center employs a full-time kitchen manager who holds a food manager certificate. The
kitchen manager and staff of the center are responsible for preparing and serving food following
Department of Health regulations. Everyone preparing food is aware of food safety practices
including, but not limited to, food handling, correct cooking and storage temperatures, food
storage in commercial made freezers and refrigerators, and preparation of food in a commercial
grade convection oven, stove, or microwave.

All dairy products and perishable foods are kept in a refrigerator. The refrigerator is checked
daily by the kitchen manager to ensure the temperature is below 40 degrees Fahrenheit.

Food temperatures are checked by the kitchen manager to ensure all cooked foods are above
the required temperature. Food is not served until it is cool enough for children to eat. Food is
cut to fit DHS standards. The food is brought, prepared and ready to be served, to each
classroom. Teachers then serve the food to children at their tables or high chairs. All tables and
high chairs are washed with soap and water before and after they are used for eating.
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Missed Meal Time

If your child is absent during a designated lunch or snack time and you would like them to eat,
they will need to do so under a guardian’s supervision before being dropped off with their
teacher.

Healthy Eating Habits for Infants

We support breast-feeding at LHCCC. Please let us know if you would like a designated place
for breastfeeding or expressing milk on site and we are more than happy to arrange a
comfortable place for you.

Teachers feed infants based on their individual needs and routines. The Brightwheel app is used
to provide parents with a record of the type and amount of food their infant consumed that day.
Food safety and storage procedures are strictly followed for all infant foods and fluids. All bottles
are prepared by parents prior to arrival each day at the center. Bottles are clearly labeled with
the infants first and last name on the bottle and lid. When infants begin eating solids, one new
food is introduced at a time and a parent communication log is kept tracking the outcome of the
new foods introduced. LHCCC provides cereal, baby foods, finger foods and whole milk. If you
prefer your infant to eat food other than what the center offers, it is the parent’s responsibility to
provide it.

During enrollment, parents must give written dietary instructions for their child. These
instructions should be updated as dietary instructions change. All bottles must be labeled with
the child’s first and last name. Any outside food must also be labeled with the child’s first and
last name.

Each child’s feeding schedule is displayed on their chart above the food preparation area.
Feeding schedules show at what intervals the child will be offered formula, milk, or nutritionally
adequate solid foods as outlined by their parents.

Food

Infant formula, breast milk and bottles must be provided by the parent. Baby food and older
infant and toddler food is provided by the center.

Once a child reaches twelve months of age, they will no longer be offered pureed baby food by
LHCCC. If you wish for them to continue to eat baby food, you will need to provide it. These
items must be labeled with the child’s first and last name. Formula and infant food prepared and
transported by parents shall follow the MN Child Care Health Consultants recommendations.

Formula Prepared at Home by Parent

1. Always wash hands carefully before preparing formula.
2. Use hot soapy water, bottle brush and brush that goes into the nipple. Wash bottle and

ring at the same time. Squirt water through nipples to clean holes. Rinse well with hot
water. Cap the bottle when dry so it does not remain exposed to dust and germs in the
air. Wash containers and items for making formula.

3. Clean top of formula container with a clean cloth wrung out in hot detergent water before
opening.
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4. Fill the bottles with the amount of formula or milk your baby drinks at one time and date
bottles, time of preparation, and name of infant. Refrigerate immediately.

5. Put bottles into an insulated bag to carry to the child care. Do not allow bottles to
become warm in the car or by carrying in a coat, pocket, etc.

6. Be sure bottles are refrigerated as soon as you get to the program. All bottle parts must
be labeled with the child’s full first and last name.

7. Take the bottles home at the end of the day. Bottles must be washed as in step 2 above.

Parents Bringing Infant Food

You are more than welcome to bring your own food for your child. All food must be labeled with
the child’s first and last name. It must be brought home at the end of the day, even if it was not
used.

Parents Bringing Breast Milk

1. Wash hands, breast, and breast pump. Express milk.
2. Use a clean bottle or storage bag as outlined in “Formula Prepared at Home by Parent”

above.
3. Fresh breast milk, if kept refrigerated, may be used for up to 48 hours. Milk may be

frozen in the bag/bottle until ready to use at a program. Label with date, time removed
from freezer, and child’s full first and last name.

4. Bring bottles to program in an insulated container. Frozen breast milk cannot be used at
the center as all bottles must be fully prepared upon arrival.

5. Be sure bottles/bags are refrigerated as soon as you get to the program.
6. Take bottles home at the end of the day. Bottles will not have been rinsed. You must

wash them as in “formula prepared at home by the parent.”

Bottle Labels

All bottles need labels with first and last names of the child currently in infant class (not older
siblings). Make sure the label is on the actual bottle, not just the cover. Initials or first names
only are fine on covers as long as the bottle has the first and last name. We have tape and
Sharpies if you need them while dropping off bottles without a label.

Labels that are dishwasher safe are called "Lil’ Labels." This brand seems to stick on bottles
very well. They can be purchased on Amazon and in stores.

Maltreatment of Minors

Attached to this handbook is a copy of the Maltreatment of Minors Mandated Reporting Policy
for DHS Licensed programs. All staff at LHCCC are mandated reporters and follow the
guidelines written in this policy.

If a child is in immediate danger, call 911.

To make a child protection report, call (612) 348-3552.

To report suspected maltreatment of a child occurring in a licensed child care program, call
(612) 431-6600.

To report possible licensing violations, call (651) 431-6500.
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Risk Reduction Plan

Attached to this handbook is our current Risk Reduction Plan. This plan is updated and
reviewed by the Director every June. All staff are given copies of the updated Risk Reduction
Plan.

Center Cleanliness

We are committed to providing a clean, safe, and healthy environment. Cleanliness is an
important component of growth in young children. We ask that children help in this effort when
appropriate. We sanitize toys in all classrooms on a regular basis and mouthed toys in infants
and toddlers daily.

Pets

Classroom pets are limited to fish, snails, and insects such as crickets. Pets from home are not
allowed in the center or playground at any time.

Drug & Alcohol Policy

The use of drugs or alcohol is prohibited on LHCCC property. As well, anyone under the
influence of drugs or alcohol may not be on LHCCC property. Smoking is also prohibited on
LHCCC property. Our employee handbook contains the same drug and alcohol policy; every
staff member must sign that they have read and understand this and all of our policies.
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STAFF EMPLOYMENT POLICIES

Termination

We understand that when a staff member leaves, whether voluntary or involuntary, it impacts
your family. If a staff member resigns with proper notice, we encourage them to write a goodbye
letter to the families. From time to time, staff members will resign without proper notice or
explanation. On occasion, staff members will have their employment terminated involuntarily. In
any case, we are prohibited by Minnesota Employment Law to discuss the details of anyone’s
employment.

Babysitting

Our teaching staff members are often approached by parents for babysitting. As long as it does
not conflict with a staff member’s scheduled hours at LHCCC, they are welcome to accept the
offer. We cannot allow staff members to decrease hours or take a leave of absence to work for a
family and keep their job at LHCCC. We do expect our staff members to maintain their
professional boundaries with all of the children and families in the school.

There may be times when we have to require that staff do not babysit for families, for example
during closures due to illness exposure such as COVID-19. Parents will be notified of this via
email and/or Brightwheel.


