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The California Department of Education (CDE), Early Education Services Division (formerly Early Education
Support Division (EESD), has released new laws and rules for all subsidized child care and preschool programs.
This may change what 4Cs case management staff ask you to provide in comparison to what is listed in this
handbook.

Changes include:
¢ 27 month child care coverage: Once you qualify for service at your enrollment or recertification,
your preschool services may be covered based on what you provided for up to 27 months.
o Seeking employment is limited to 12 months within your certification period.
¢ Any changes to your case need to be made in writing on a “Change Request” form.
o The changes you must report are:
Phone number changes.
= Address changes.
= If your family is given preschool services based on income eligibility: You must report
within 30 days if your gross monthly income will exceed the maximum income for your
family size.
= If your child will no longer attend child care or preschool.
o Other changes are optional if they would benefit you. For example:
= Increasing or changing your full day preschool coverage.
» Decreasing your family fees, if attending full day preschool program.
o Changes may take up to 10 business days to process once all documentation is received.
e Parents using flexible or unpredictable work schedules are no longer required to update every four
months.
e Parents participating in Vocational Training will be requested to provide their grades at recertification.
e The Centralized Eligibility List is no longer a list of all of Sonoma County funded programs. Please
contact 4Cs Resource and Referral or see our website for a list of who uses the 4Cs Childcare Eligibility
List (CEL). www.sonoma4cs.org
e Family’s attending a full day preschool program, family fees are set as a flat monthly fee and cannot be
adjusted based on usage. Either Part Time (if less than 130 hours are used in a month) or Full Time (if
130 or more hours will be used in a month).

Thank you for your patience and cooperation during this transition.
Please feel free to contact your case manager if you have any questions or concerns.

Thank you,

Early Care and Education Services


http://www.sonoma4cs.org/
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4Cs Mission:

To provide access to quality child care and early education in
Sonoma County through advocacy, direct service and
empowerment.

Welcome to 4Cs

We are thrilled to welcome you to our 4Cs community where every child is valued!

The Community Child Care Council of Sonoma County, Inc. (4Cs) is a non-profit agency that has
provided a variety of services to children and families since 1972.

Your preschool center is part of a group of Child Development Preschool Centers and State
Preschools throughout the county that are operated by 4Cs.

We would like to introduce ourselves and familiarize you with our policies and procedures. Please
read this Parent Handbook! carefully, and feel free to talk with our staff if you have any
questions, concerns or ideas.

An active role in your child’s education is beneficial to both you and your child. We look forward
to our time together.

The use of the word “parent” in this handbook refers to the biological parent, adoptive parent,
stepparent, foster parent, caretaker relative, legal guardian, domestic partner or any other adult
living with a child who has responsibility for the care and welfare of the child.

Program Philosophy

It is 4Cs intent to provide a supportive learning environment for young children that promotes
each child’s social, emotional, cognitive, and physical development, while responding to the
needs of children and their families. Experiences in the first five years of a child’s life are crucial
to promote healthy brain development, form healthy attachment relationships, a positive sense of
self, and a thirst for learning.

4Cs believes that:

Children learn and develop through play.

All children are entitled to a safe environment.

Children grow and develop through interactions with warm, caring, and nurturing adults.

A positive self-image enhances a child’s development.

Parents are the primary teachers of their children.

Parent education offers families the opportunity to grow and develop.

Collaborative communication and cooperation between parents and staff is essential to build
relationships that support the child.

e Community cultures and values are respected and celebrated.

Additionally children under three years old:

1 This handbook and any policies referred to, have been approved by the 4Cs Board of Directors.



¢ Need a relationship to a primary caregiver to develop a positive sense of self and
belonging.
e Learn through their senses, trial and error, repetition, imitation, and identification.
4Cs is committed to the success of the children in our community and to building a foundation of
learning for future leadership and accomplishment.

Quality

In California, all child care programs come under the authority of the Community Care Licensing
Division of the Department of Social Services, Title 22 Regulations. It is their job to assure that
programs are safe for children. In addition to Title 22, the child care programs of 4Cs comply
with Title 5 of the Early Care and Learning Division (ELCD) of the California Department of
Education (CDE). Below is an example of some of the added requirements of operating a
subsidized preschool center:

Title 22 Title 5
All Licensed Child Care 4Cs Preschool Centers

Annual Review Yes Yes

Teacher to Preschool- ] .

Age Child Ratios 1:12 1:8

Child Assessments No requirements Required

Staff Criminal . .
Background Checks Required Required

4Cs preschool center staff utilizes an ELCD assessment instrument, called the Desired Results
Developmental Profile (DRDP), to plan and present an educational program that best meets the
needs of each individual child. Assessments are completed within 60 days of a child’s first day of
enrollment and every 6 months thereafter. Parent input is a necessary component of our
assessments. We welcome and encourage a sharing of information that helps to bridge home
and school. Additional components of the state-required DRDP system include mandatory annual
assessment of our preschool center environments as well as annual parent surveys.

4Cs uses the Ages & Stages Questionnaire (ASQ), a widely used, evidence-based questionnaire to
assess child’s development. Center staff will provide you a copy of the questionnaire so that you
can complete it, providing information about your child’s development. This will give you an
opportunity to discuss any concerns or questions you may have about your child’s development
with 4Cs staff, and provide 4Cs staff the information they need to best work with your child’s
individual needs. The ASQ also may identify any developmental delays and, if applicable, 4Cs will
discuss those with you and make referrals to the appropriate services.

The California Preschool Learning Foundations and the California Preschool Curriculum
Frameworks—developed by CDE--are additional tools used by 4Cs to guide the observation,
planning and assessment process. These tools help teachers focus on the knowledge and skills
preschool children may develop and practice during the preschool years, providing additional
insights to the needs of the children we serve.

4Cs believes that parent partnership and participation is an integral part of building and
maintaining program quality. 4Cs support an “open-door” policy, and encourage families to visit
their child’s preschool center often.



Site Supervisors all hold a current Child Development Site Supervisor Permit, and may also have
an Elementary Credential, a Bachelors degree, or a Master’s Degree. Teachers hold a Child
Development Permit at the Teacher or Associate Teacher level. Assistants have a minimum of 6
early childhood education units. Most are working towards a Child Development Permit. All have
training and experience in early childhood education. In addition, some preschool centers also
have a Nutrition Manager who is responsible for planning and preparing nutritious, well-balanced
meals, and who occasionally works with the children on food-related projects. At the part-day
preschools, the teachers prepare the meals and snacks. Training opportunities are offered on an
ongoing basis to all preschool center staff, allowing teachers to build their skills while continuing
to build quality in our programs.

Diversity Statement

4Cs recognizes the richness that our differences bring to our community. 4Cs encourages
employees to be accepting of all differences. Further, 4Cs seeks to foster and celebrate diversity
in our clients, our employees, and our community. 4Cs will work to integrate diversity throughout
every aspect of the agency’s activities, and will create an environment of welcome and
appreciation for all clients and employees.

4Cs Staff

4Cs believes in high-quality preschool early care and education, and continuously works to
provide the best possible services to our enrolled children and families. 4Cs employs individuals
who are committed to offering a quality program, and every effort is made to provide on-going
training for staff so that they can continue to improve their skills and offer your child the best
care possible. All new employees are provided with an orientation to inform them of agency
expectations. Staff is evaluated annually to support ongoing professional growth and
development.

Communication between the office and preschool centers is accomplished via email, fax, and
phone, to ensure clarity for both staff and families. See Addendum #1 for a list of which staff to
call to answer your questions or to address your concerns.



Daily Life at the Preschool Center

Preschool Center Basics

Starting Preschool

Each child responds differently to the experience of starting at a new preschool. Children feel
more secure when they know what to expect and a routine will help ease any anxiety they may
be experiencing. To help your child make the adjustment, we suggest that you and your child
visit the preschool center before his/her first day. We also strongly recommend that parents
establish a consistent good-bye routine that is followed every day. Your child might show some
signs of stress when adjusting to this new environment (e.qg. tired, anxious, and/or overly
excited). Feel assured that most children adjust easily after a short period of time.

Daily Program

The 4Cs daily preschool program uses a constructivist play-based approach to early childhood
education. The curriculum is a balance of teacher-directed and child-initiated activities, based on
the children’s interests as observed during lessons and child assessments. Children are offered
opportunities to explore and create in an environment that is age appropriate and thoughtfully
planned to best benefit each child’s level of development. In the classroom, children may choose
among art activities, music, dramatic play, block building, science, language and literacy
experiences, and large and small motor play. 4Cs goal is to provide hands-on activities that invite
children to utilize their sense of wonder and curiosity, both indoors and out.

Language Policy

Both Spanish and English are used daily, typically within specific time frames identified by each
preschool center. Research has shown that the brain development of children whose home
language is English benefit from an early exposure to a second language. Further, research
shows that children whose home language is not English learn English more easily when a strong
foundation in the home language has been developed first. Our goal is that by the time the
children go to kindergarten, they will demonstrate strong language skills in their home language,
and, if English is not the home language, a good understanding of the basics of English language
usage as well.

Communication is an important part of your child’s educational program. You are encouraged to
talk to the preschool center staff about your child’s day at the preschool center, to freely discuss
concerns you may have about your child or the preschool center, and to share family information
that may impact your child’s day. Please contact your Site Supervisor if you have anything to
discuss.

Behavior Guidance

4Cs uses positive behavior supports to help children learn socially appropriate behavior. As many
young children are not ready developmentally to learn and respond to a long list of rules,
guidance is in the form of redirection, gentle reminders, or more positive attention from the
adults in the program. Children are given opportunities to work out problems, and to develop a
sense of respect for self, others, and for the environment. The staff at the preschool centers
work with the children to follow three basic expectations:

1. We are safe and healthy



2. We are friendly and kind
3. We are respectful

In addition, the children in our preschool centers are awarded personal rights in accordance with
Section 101223 of the Licensing Code. These personal rights refer to the children’s right to be
free from corporal punishment and to be treated with respect. A description of these rights is
posted at each preschool center.

If a child has consistent behavior challenges, a teacher or staff member will help her/him to
problem solve, resolve conflict, practice alternative appropriate behaviors, and then return to
playing. Children who continually engage in harmful or aggressive behaviors that could result in
injury to themselves or others, may be sent home for the remainder of the day. The child will be
allowed to try again the next day. On-going communication between staff and parents is
important so that the two can work together to help the child change his/her behavior.

If the challenging or harmful behavior continues, staff will reach out to the parents to discuss the
child’s behavior and an Individual Needs Plan will be developed to ensure further support.
Outside resources such as Public Health, developmental screenings, parenting support groups,
and the other Early Childhood mental health services (ECMH) may be called to help in problem-
solving. With input from these resources, a plan for the child can be developed, perhaps
including referrals to a more appropriate placement if the needs of the child are greater than the
programs capacity to guide and support.

Closeness

Staff at 4Cs recognizes, and respond to, young children’s needs for physical closeness with
supportive and trusted adults. Research into the growth and development of young children has
shown that such closeness is vital to infants and toddlers and continues to be important to
preschoolers. Preschool staff is sensitive to the needs of the children and follow their lead as to
how they wish to be comforted.

4Cs understands that some parents may feel uneasy about this kind of closeness for their child.
To ensure the children’s safety, each employee must pass a criminal and child abuse check
conducted by the Department of Justice before becoming employed with 4Cs. If this policy gives
you any cause for concern, please discuss it with your Site Supervisor.

Nap Time

Nap time is part of the daily program at all full-day preschool centers where children are provided
an opportunity to rest after a busy morning of learning. Children who do not nap are offered an
alternative activity after a brief rest on their cots.

Cot sheets are washed weekly, or as necessary, by preschool center staff. Parents are asked to
provide small blankets for their child’s comfort. It is expected that these will be washed weekly
by the families and returned to the preschool center on the following school day.

Field Trips

The children may occasionally go on field trips. Transportation for these events will be provided
by parent volunteers, charter buses or public transportation. Parents transporting children in their
cars will be required to show proof of automobile liability insurance as required by the State of
California and to use appropriate restraining devices (seatbelts and car seats). In other instances,
at preschool centers where it is possible, staff will take children on “walking field trips” for
activities close to the preschool center.

Families must sign a permission slip for each field trip.

-5-



Procedures, Policies, and Expectations

Signing In and Out

You or your authorized representative are responsible for signing your child in and out each day
on the attendance sheet, according to your authorized schedule, using your full legal signature
(first and last name) and the actual time of drop-off and pick-up. Should someone other than you
pick-up or bring the child, please ask them to sign in/out using their full legal signature. They will
be asked to show photo identification. (Please see Handwashing-Prevention of Colds on page 9
as it relates to handwashing our sign-in/out procedures.)

Please note: Children may not be dropped off at the door.

It is important that the information on the emergency card be current. Staff will allow your child
to leave the preschool center only with adults 18 years old or over who are listed on the card. In
an emergency, you may call the preschool center to inform us that an adult 18 or over not on the
card has permission to pick up that day. Please note that any individual not on the emergency
card, who you have verbally authorized to pick up your child, will be required by staff to show
photo identification.

Absences

In order to fully benefit from the preschool experience, it is in your child’s best interest to
maintain a consistent schedule with minimal disruptions or absences. If your child is absent from
the preschool center, please call in the reason for the absence.

Clothing

The program at the preschool center includes many activities that are messy. Therefore, it is
recommended that you dress your child in clothes that allow him/her to take part without being
concerned about keeping clean. Children are required to wear shoes at school. Tennis shoes
and/or closed-toe shoes are recommended. Outside play goes on throughout the year. Please
consider your child’s needs for weather-appropriate clothing before you leave home every day.

Also, you will need to provide a complete change of clothes (shirt, pants, underwear and socks)
to be left at the preschool center in case of an accident. Please remember to replace the clothing
when they go home for washing and adjust the clothing provided to the current weather.

To avoid confusion, it is essential to have all clothing labeled with your child’s name.

Toileting Care Policy

4Cs will not discriminate against any child requiring personal services such as diaper or toileting
assistance, based upon a medically documented disability and agrees to provide all
appropriately aged children an equal opportunity to attend all 4Cs preschools, full or half-day.

Prior to enrollment parents/guardians shall inform 4Cs of the child’s daily toileting personal care
needs regarding their child’s toileting development to determine preschool readiness for our
centers. Parents must also consider their comfort level with having 4Cs early care and learning
staff assist their child with toileting and clothing changes when enrolling a child who does not
independently use the bathroom.

A child requiring additional toileting or diapering assistance due to a medical or developmental
disability will need to have a Toileting Medical Care Plan completed by the parent/guardian, and
signed by the child’s primary care physician. The child’s Individual Education Plan (IEP) or
medical disability documents will be reviewed prior to enrollment, to determine 4Cs ability to
accommodate this child’s needs.



Age appropriate (3-5 years) Non-disabled children should be toilet trained prior to enroliment. A
child 3-5 years old should be able to identify their personal toileting needs and independently use
the bathroom, including sitting on the toilet and follow basic hygiene practices such as wiping
without assistance. Supportive guidance and assistance will be provided by 4Cs early care and
learning staff.

4Cs understands that toileting accidents and occasional assistance with the toileting process are a
normal part of a preschool’s daily schedule and will work with individual children as needed. An
Individual Needs Toileting Plan can be developed to support young children who are newly toilet
trained and need minor assistance and guidance.

Preschool and Child Care services for non-disabled children demonstrating a delay in toileting
readiness skills may be terminated if it should be determined that family information given upon
intake was invalid, if the required toileting personal care services of the child go beyond the
scope of the minor assistance and guidance, or if the Individual Needs Toileting Plan is not
followed, and/or no progress is made towards independent toileting.

Physical Activity

Outdoor play is an important part of the program and children may choose activities that include
gardening, riding toys, climbing, and water and sand play. Gross motor play (using large
muscles) helps develop coordination and balance, heightens awareness of spatial sense (where
we are physically in relation to the environment), and allows children the physical movement
necessary to allow them to concentrate during more focused activities. To ensure children’s
needs for physical activity are being met, 4Cs follows the following physical activity guidelines:

e A minimum of 60 minutes of unstructured and/or structured physical activity is offered daily.
¢ Children will develop competence in typical development of fine and gross motor skills.
¢ Indoor and outdoor areas are safe for children’s play.

e Teachers and parents are informed of their child’s motor development via child observations,
assessments, and parent/teacher conferences, so that families may enhance their child’s
movement skills.

Children are encouraged, but not required, to participate in group activities. Each child is a
unique and special person who grows and develops at his/her own pace. Therefore, many
activities and experiences are provided that foster the child’s creative and inquisitive nature,
allowing her/him a variety of opportunities to build and practice movement skills and
competencies through both child and teacher-directed activities.

Meals and Nutrition

Nutritious snacks and meals are served at the preschool centers. Menus are posted weekly on the
parent bulletin board. As a commitment to your child’s health, our child care programs follow
these guidelines in feeding your child:

e 4Cs is reimbursed for a portion of food costs by the Child and Adult Care Food Program
(CACFP). It is a CACFP requirement that food eaten at the preschool centers is limited to what
is prepare on-site. As we try to make meals and snacks served during program hours as
nutritious as possible, we ask that you help support these policies by leaving all foods and
sweets at home. Exceptions may include family social events.



¢ Meals and snacks served to children will meet the CACFP meal pattern requirements, which
are available upon request.

e Reduced fat milk (1%) is served after age 2 years. A variety of healthy foods is encouraged,
with emphasis on plenty of whole grain breads and cereals, fresh fruits and vegetables, and
protein from both animal and vegetable sources.

e Foods of high nutrient value is served to help children learn to enjoy healthy foods. Children
always have access to drinking water.

e When possible, a variety of fresh fruits and vegetables from school gardens and locally grown
foods are used in the school meal program and nutrition education activities. Fresh, local,
seasonal, whole, and sustainably grown foods are emphasized when available.

e Every effort is made to make the mealtime environment pleasant. We believe that sitting and
eating with children provides an opportunity for positive role modeling and social interaction.

e 4Cs serves family style whenever possible because it is important for children to learn to serve
themselves. Children are never forced, tricked, or coerced into eating. The division of
responsibility in feeding children is honored, acknowledging that the role of caregivers is to
provide nourishing food and the role of the child to decide how much or even whether to eat.

e Appropriate furniture, utensils, and dishes are used at mealtime. Children gain confidence in
eating as they learn to eat successfully on their own.

e Hands are always washed before and after all meals and shacks. Hands are also washed as
staff, children, families, and visitors enter the preschool center, after toileting, and prior to
leaving the preschool center.

Celebration Guidelines
4Cs Preschool Celebration Policy strives to create an environment of welcome, integrated
diversity and appreciation for all children, parents and staff in our preschool community.

The most important considerations for the inclusion of celebrations are:
e Every child, parent and staff member will be able to participate in a celebration event given
their unique personal values or beliefs.

e 4Cs cannot, according to our funding terms and conditions, include any celebration with
religious instruction or intent.

e Celebrations are created/included with a developmental and intentional curricular reason for
including in the preschool program.

Each preschool center will choose celebrations that are meaningful to the enrolled children and
families according to represented cultures and child interest; i.e. a harvest celebration at the end
of the gardening season, or a friendship exchange during the month of February.

Birthdays are included in this policy. If the decision is made by the families and center staff to
celebrate birthdays, 4Cs policy of inclusion and respect apply, and the Nutrition Policy applies to
any celebration foods that are served or are brought into the center.

Inclusion of celebrations is ongoing, and will require reflection and consideration as new families
are enrolled, and revised whenever it is inappropriate for any member of the program’s
community.

4Cs encourages parents to be part of the decision making for inclusion of celebrations at your
preschool. To become involved, please speak with your Site Supervisor.

Transportation



4Cs Preschool Centers do not provide transportation to and from its programs and do not have
access to making transportation arrangements for families. Families are responsible for arranging
transportation to and from the preschool centers.

Health and Safety

Iliness Exclusion Policy

Community Care Licensing requires staff to do a daily health assessment of each child. Parents of
children who have been found to be ill will be called to pick them up. To avoid loss of work time,
it is advisable to plan in advance for those times when your child is too ill to go to the preschool
center.

4Cs is unable to provide care for children when:
¢ An illness keeps the child from participating in the program.

e Because of an illness, the child requires more care than the staff can provide without
compromising the needs of the other children.

e Having the child in the preschool center poses an increased risk to other children and adults
with whom the child comes in contact.

It is sometimes difficult to know whether to keep a child home. Obviously, if a child is ill enough
that s/he wishes to lie down, s/he doesn’t belong at the preschool center. When we have a
question, we follow the Child Care Health Connections Guidelines. They recommend excluding a
child from care when a child has:

¢ A fever along with behavioral change or other signs of illness such as sore throat, rash,
vomiting, diarrhea, earache, etc.

e Symptoms and signs of possible severe illness such as unusual tiredness, uncontrolled
coughing or wheezing, continuous crying or difficulty breathing.

e Diarrhea — runny, watery or bloody stools.

e Vomiting — more than once in a 24-hour period.

e Body rash with fever.

e Sore throat with fever and swollen glands or mouth sores with drooling.
e Eye discharge — thick mucus or pus draining from the eye.

e Head lice or nits (eggs).

e Severe coughing — child gets red or blue in the face, or makes high-pitched whooping sound
after coughing.

e Child is irritable, continuously crying.
Injuries

Young children in group care are active and engage in physical play. Occasionally a child will be
hurt or injured during play or activities with other children or using equipment. All teaching staff
are trained in proper child supervision, Cardiac Pulmonary Resuscitation (CPR), and First Aid.
Minor injuries such as scrapes or bruises will be handled by the center staff, applying a bandage
or ice as needed. An “ouch report” will be filled out by the attending staff and a copy will be
given to the parent at pick up.



When a more serious bodily injury occurs such as a head injury, sprain, or broken bone the child
will be attended to by staff, the parent will be called immediately, and emergency services will be
called as needed.

Serious dental emergencies such as broken or knocked out tooth, mouth or jaw injury, the child
will be attended to by staff, the parent will be called immediately, and emergency services will be
called as needed.

In all of the above serious injury cases an Unusual Incident Report (LIC 624) will be filed with
Community Care Licensing.

4Cs holds Student Accident Insurance to help parents without medical coverage to cover the cost
of emergency medical services.

Handwashing - Prevention of Iliness

Children in the age group served by our preschool centers often seem to have continuous colds.
Colds are easily spread and are a common reason for children missing school and adults missing
work. In 4Cs preschool centers, children and staff wash hands often; toys, doorknobs and tables
are cleaned frequently; and the children are taught such healthy behaviors as covering their
coughs and sneezes in their elbows.

In order to minimize illness, all families are asked to assist their child with hand washing when
dropping off and picking up their child. Adults and children can soap up together priorto signing
in/out. Hand-washing technique is posted on the wall, so that new habits can be formed while
following best practice procedures.

Hand washing at the centers occurs before and after eating, after toileting, after blowing one’s
nose, before and after messy play (sand, paint, glue,), group water play, play with sensory
materials such as playdough, and before and after handling pets.

Parents are encouraged to model similar handwashing practices at home.

Modeling other health-related routines at home, such as providing good nutrition, ensuring 8 or
more hours of sleep, outdoor exercise and good personal hygiene--including washing hands
frequently with soap and water--helps to keep young children healthy. A cold by itself is not a
reason to exclude a child. However, on those occasions when a child feels too sick to take part in
preschool center activities, please keep them home.

Tooth Brushing

Children brush teeth once a day at the preschool center. A staff member supervises the process

to assure that it is sanitary. When schedules allow, children usually brush under the supervision

of her/his primary caregiver. Regulations require that families provide written permission for their
children to use toothpaste.

Children attending full-day preschool centers brush their teeth after lunch; children at the part-
day preschool centers brush after breakfast or snack time.

Toothbrushes are replaced every six months.

Food Allergies and Medical Accommodations
All known food allergies must be communicated to the Case Manager during the enroliment
process. Parents will be asked to complete the appropriate documentation as required by the
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state. A medical allergy requires a physician’s signature. Any allergies discovered after enroliment
will also require this documentation. Please see the Site Supervisor for assistance.

The medical forms must be submitted prior to entry in a 4Cs preschool center for known
allergies, and as quickly as possible after a new diagnosis. If your child requires a substitute food
or other meal accommodations due to medical need and/or disability, a doctor must complete the
appropriate state form, documenting the allergy or other medical need, and the substitute food
or accommodation required.

Whenever possible, the preschool center will supply and prepare the substitute food. Food and/or
fluid milk substitutions based upon parent preference requires completion of specific state forms
accompanied by parent signature. Substitutions for milk based upon parent preference must
meet the same nutritional standards of dairy milk, as required by the Child and Adult Care Food
Program.

Incidental Medical Services (IMS)

To ensure the safety of children enrolled in 4Cs preschool centers who have been diagnosed
with exceptional medical needs, it is critical that families work with the child’s health care
practitioner and with the preschool center staff to create an individualized medical plan for
their child. 4Cs has forms to assist with this. 4Cs requires families to complete and submit
these forms during the enrollment process for known medical needs and/or as quickly as
possible after a new diagnosis.

4Cs will enroll children with exceptional medical needs requiring IMS when such services are
prescribed by the child’s health care practitioner and such services can safely be administered
in the classroom setting under specific provisions. The 4Cs IMS policy will be utilized to
determine if the conditions are met for the following common IMS services to be provided.

Recognized Common Types of IMS:

¢ Blood Glucose monitoring
¢ Administering Inhaled Asthma medications
¢ Administering EpiPen Jr or EpiPen or other epinephrine auto injectors

Enrollment of a child with any other Recognized Type of Incidental Medical Services such as:

e Administering Glucagon

e Administering Gastrostomy Tube (G tube) feeding and care

e Administering Insulin injections

e Administering Anti-seizure medication
will be left up to the discretion of the 4Cs Director of Center Programs. If approved, a
written plan detailing the medical services required, training for staff, and emergency
provisions will be agreed upon by both the Director of Center Programs, the Site Supervisor
of the 4Cs center the child is to be enrolled in, and the child’s authorized representative.

Allergies Other than Food

To ensure the safety of children enrolled in our programs, all known allergies must be
communicated to Case Managers upon enrollment, accompanied by a physician’s documentation.
Allergies identified at a later date must be communicated to preschool center staff, again
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accompanied by a physician’s documentation of triggers, symptoms, and plan of action in the
case of an attack.

Medications & Sunscreen

In order for medication to be administered to you child while at the preschool center, you must
complete a “Permission to Administer Medication” form and bring the medication to school in the
original container. The container must be a current prescription that lists the dose and times on
the label. Non-prescriptive medications may be given with a note from the doctor stating the
dose, times, and number of days the medication should be given.

Community Care Licensing considers sunscreen to be medication. Sunscreen can be applied by
preschool center staff, but only if the family brings in a supply and gives written permission for its
use. Whenever possible on sunny days, it is helpful if sunscreen is applied in the morning before
the child comes to the preschool center. If the time period or preschool center activities make
another application necessary, preschool center staff will be happy to comply.

Child Abuse

As professionals working in the child care field, preschool center and office employees are
mandated reporters, and are required by law to report any suspicion of child abuse, neglect, or
child sexual assault. We may question a parent about how a child received a bruise or other
injury, or if the child seems particularly upset or withdrawn. If you feel uncomfortable with these
questions, please remember that intervention for the prevention of abuse is our legal
responsibility and that we ask questions because we care about the welfare of all children.

Many parents are concerned about child abuse in child care preschool centers. Before beginning
work in our programs, all preschool center staff members receive a criminal and child abuse
clearance through the Department of Justice. Please feel free to speak to the staff about your
fears, and remember that 4Cs preschool centers have an open-door policy, welcoming visits from
parents at any time.

Lice Policy

4Cs preschool centers have a “no-nit” policy. Any child who is found to have nits in his/her hair
will be excluded from the preschool center. Head lice checks are done weekly on the same day.
Children who are absent on the day of the head lice check will be checked upon their return to
the classroom. Children who have been excluded for head lice, as well as any siblings who are
enrolled, will also be checked by preschool center staff before being allowed to return to the
preschool center.

We recognize that it can be a daunting task to parents to stop a lice infestation. We will do all
that we can to help so that the children can return quickly to the preschool center.

If, in spite of best efforts, the child is unable to attend for more than three weeks because the
head lice have not been eradicated, the agency may be forced to drop the child from the
program.

Emergency Preparedness & Procedures

Each preschool center has a plan to assure that the children are as safe and comfortable as
possible should an emergency cause an “extended stay” at the preschool center. Every 4Cs
preschool center has a posted Emergency Disaster Plan that designates a meeting area should
the preschool center need to be evacuated.

The Site Supervisor and the Facilities Director ensure that the preschool center has sufficient food
and water on hand to keep the children and staff well fed for up to three days.
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4Cs has a procedure in case of a lockdown due to police activity. During lockdowns, a red sign
will placed in a window of the preschool center, the doors will be locked and not opened for
anyone. When lockdown has been lifted, a green sign will be placed in the window.

Child Safety Seats/Kaitlyn’s Law

California law states that children under 8 years of age must be secured in a car seat or booster
seat in the back seat. Children who are 8 years old OR have reached 4’9" in height must be
secured by a safety belt. Because of the California Child Passenger Safety Law, and because of
our commitment to what is best for children, all preschool center staff will be very involved in
ensuring that this statute is followed by the families transporting children to and from the
preschool centers. This means that whenever we notice a child being transported without a seat,
we will remind the driver of the law. After two reminders, we may call the police. A person cited
for a violation of this law could be fined $100 for the first offense, and as much as $250 for the
second offense. Safety seat storage space will be made available at every preschool center.

According to Kaitlyn’s Law, California Vehicle Code 15620, a parent, legal guardian, or other
person responsible for a child who is 6 years of age or younger may not leave that child inside a
motor vehicle alone or without the supervision of a person 12 years or older. (See page 21 of the
California Driver Handbook - https://www.dmv.ca.gov/web/eng_pdf/dI600.pdf).

Parent Information and Rights

Parent Concerns

The relationship between parents and the staff is an especially important one. Open
communication, trust, and acceptance are essential to establishing and maintaining a positive
relationship that will benefit your child. Even in the most ideal situation, however, problems may
arise, ranging from a simple misunderstanding to a conflict of values. Talking over your concerns
with the Site Supervisor will probably be all that is necessary. If a problem cannot be resolved,
please feel free to call the Director of Center Programs at the 4Cs office (707) 544-3077.

Confidentiality of Information

The use or disclosure of information maintained in the family file will be limited to purposes
directly related to the administration of the child development program. No other use of this
information will be made without the parent’s prior written consent with the exception of court-
ordered requests. Enrolling Parent may access information contained in their family file by
contacting their specific preschool center Case Manager.

Conflict of Interest

Enrolling parents that personally know a 4Cs employee must disclose this information to the 4Cs
Case Manager. The case file will be treated as confidential and may be referred to a supervisor to
manage. 4Cs employees who come up on the Child Care Eligibility List for possible enrollment or
are currently enrolled in a 4Cs preschool center will be held to the highest standards of
documentation before and during their participation in the program. Employees will have their
case file managed by a department director with no outside relationship to the employee. Case
managers are required to report any possible conflict of interest with program participants to
their supervisor and the case will be transferred to another agency representative.

Religious Instruction
California Department of Education, Title 5 regulations, stipulate that religious worship or
instruction must be excluded from subsidized preschool center programs.
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Parent Advisory Committee

Each preschool center has a Parent Advisory Committee (PAC) made up of parent volunteers.
These groups meet at least three times each year, and may meet more often if needed. This
committee, with the help of the Site Supervisor, examines issues related to the children and
families of the preschool center. Family members interested in participating are encouraged to
contact their Site Supervisor, and all parents will be invited to join at orientation.

Parent Education

Opportunities for parent education, parent support meetings and social functions will be offered
at each preschool center. Please ask the Site Supervisor for a listing of the planned activities at
your site.

Parent Rights

As the enrolling parent, you have the right to enter and inspect the preschool center at any time.
A non-custodial parent will be denied access to a child if a restraining order or custody court
order is on file. A copy of Parent’s Rights is signed by each parent, and is posted at the preschool
center.

Personal Rights

In accordance with Section 101223 of the Licensing Code, the children in our preschool centers
are awarded personal rights. These personal rights refer to the children’s rights to be free from
corporal punishment and to be treated with respect. A description of these rights is signed by the
parent with a copy posted at each preschool center.

WIC (The Special Supplemental Nutrition Program for Women, Infants, and Children)
WIC provides nutritious foods, nutrition education, and referrals to health and other social
services to pregnant or postpartum women, infants, and children up to age 5 who meet income
guidelines, can demonstrate California residency, and are individually determined to be at
“nutrition risk” by a health professional. For more information regarding the WIC program,
contact 1-888-942-9675, 707-565-6590 or visit: cdph.ca.gov/Programs/CFH/DWICSN.

Household Contact

It is essential to maintain and communicate current emergency and/or household contact
information. 4Cs staff may need to contact you regarding your child, and/or ELCD, CACFP and
Community Care Licensing representatives may contact families to verify a child’s attendance at a
preschool center. Please notify your Case Manager and Site Supervisor immediately in case of a
change of work, cellular or home phone number. It is also necessary to note at least three
alternate personal contacts on your child’s emergency card in case you are not available, should
an emergency arise at the preschool center. Emergency text alert are sent to cell phones
whenever possible.

Megan’s Law

As required by the State of California, child care facilities are required to provide
parents/guardians information regarding access to Megan'’s Law website. This resource can be
found at www.meganslaw.ca.gov.

Nondiscrimination Statement

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions
participating in or administering USDA programs are prohibited from discriminating based on
race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights
activity in any program or activity conducted or funded by USDA.
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Persons with disabilities who require alternative means of communication for program
information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact
the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of
hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800)
877-8339. Additionally, program information may be made available in languages other than
English. To file a program complaint of discrimination, complete the USDA Program
Discrimination Complaint Form, (AD-3027) found online at:
www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter
addressed to USDA and provide in the letter all of the information requested in the form.

To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or
letter to USDA by one of the following:
1) mail: U.S. Department of Agriculture,
Office of the Assistant Secretary for Civil Rights,
1400 Independence Avenue SW
Washington, D.C. 20250-9410;
2) fax: (202) 690-7442;
3) email: program.intake@usda.gov.
This institution is an equal opportunity provider.

Note: The only protected classes covered under the CNPs are race, color, national origin, sex,
age, or disability.

4Cs Uniform Complaint and Civil Rights Policy

It is the intent of the Community Child Care Council of Sonoma County Inc. (4Cs) to fully comply
with all applicable state and federal laws and regulations. Individuals, agencies, organizations,
students and interested third parties have the right to file a complaint regarding the Community
Child Care Council (4Cs) Child Development Program’s and/or Child and Adult Care Food
Program’s (CACFP) alleged violation of a statute or regulation that the California Department of
Education is authorized to enforce. This includes allegations of unlawful discrimination (Education
Code, sections 200 and 220 and Government Code section 11135) and/or any violation of Federal
Civil Rights (FNS Instruction 113-1, from the US Department of Agriculture, USDA) in any
program or activity funded directly by the State or receiving federal or state financial assistance.

The agency shall investigate and seek to resolve complaints at the local level in accordance with
applicable laws and administrative regulations related to this policy. The agency shall follow 4Cs
Uniform Complaint and Civil Rights Procedures and when addressing complaints alleging unlawful
discrimination, civil rights compliance or failure to comply with state or federal law in all agency
programs and services funded with federal and state money to the extent that such programs are
offered by the agency.

The 4Cs Board of Directors prohibits retaliation in any form for the filing of a complaint, the
reporting of instances of alleged discrimination, or for participation in complaint procedures. Such
participation shall not in any way affect the status of the complainant.

CACFP Civil Rights complaints will be processed following the California Department of Education,
Nutrition Services Division’s Civil Rights and Complaint Procedure (March 2010), adopted by the
4Cs Board of Directors in January 2012.

In processing complaints, the 4Cs Board of Directors acknowledges and respects rights to
privacy. Discrimination complaints shall be investigated in a manner that protects the
confidentiality of the parties and the facts. This includes keeping the identity of the complainant

-15 -


mailto:program.intake@usda.gov

confidential except to the extent necessary to carry out the investigation or proceedings, as
determined by the Executive Director or designated Compliance Officer on a case-by-case basis.
The Executive Director or designee shall ensure that employees designated to investigate
complaints are knowledgeable about the laws and programs for which they are responsible. Such
employees may have access to legal counsel as determined by the Executive Director or
designee.

Complaints must be signed and filed in writing and addressed to the Executive Director as
follows:

Executive Director

Community Child Care Council of Sonoma County
131-A Stony Circle, Suite 300

Santa Rosa, CA 95401

A copy of the 4Cs Board Uniform Complaint and Civil Rights Procedure is available upon request
and free of charge. In the event that a complaint is filed with 4Cs and a decision is issued, the
complainant has the right to appeal the decision of the agency to the California State Department
of Education, Early Education Support Division or Nutrition Services Division. Complaints must be
signed and filed in writing with the California Department of Education.

Early Education Support Division | Nutrition Services Division

Complaint Coordinator Civil Rights and Program Complaint Coordinator
1430 N Street, Suite 3410 1430 N Street, Suite 1500
Sacramento, CA 95814 Sacramento, CA 95814

OR

USDA, Office of Civil Rights
1400 Independence Avenue, SW
Washington, DC 20250-9410

If the complainant is not satisfied with the final written decision of the California Department of
Education, remedies may be available in federal or state court. The complainant should seek the
advice of an attorney of his/her choosing in this event.

A complainant filing a written complaint alleging violations of prohibited discrimination may also
pursue civil law remedies, including but not limited to, injunctions, restraining orders, or other
remedies or orders.

Parent Grievances
1) Parent grievances regarding 4Cs staff or policies are handled in the following manner:
2) The parent states the grievance to preschool center Site Supervisor.

3) The Site Supervisor agrees to review and research the matter of the grievance and respond
back according to an agreed upon timeline. This timeline may not exceed 30 days.

4) A solution or compromise will be suggested to the parent.
5) Further discussion and solutions may be suggested, if needed.

6) If a solution or compromise cannot be reached, the complaint will be referred first to the ECES
Department Director of Preschool Center Programs, then to the 4Cs Administrative staff, if
needed, for a final solution.
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Written documentation of the grievances will be maintained in the 4Cs preschool center child files
and/or in the 4Cs office.

Community Care Licensing Complaint Procedure

The parents in the program have the right to call or write the licensing agency if any fault is
found in the operation of the preschool center or the treatment of their child. Parents may call or
write:

Community Care Licensing

1450 Neotomas Avenue, Suite 100
Santa Rosa, CA 95405

(707) 588-5026

Inspection Authority

Community Care Licensing has the authority to interview clients, including children or staff, and
to inspect and audit client or facility records without prior consent. In addition, Licensing has the
authority to observe the condition of the child, including conditions that could indicate abuse,
neglect, or inappropriate placement, and to have a licensed medical physician examine the child.

Resources and Referrals

Often parents need information about other community services for their children or families. 4Cs
is committed to connecting you with the services you need. Please contact 4Cs Resource &
Referral Department at (707) 544-3077 for help in any way.

Non-harassment and Non-discrimination Policy

4Cs is committed to providing an environment for our employees, clients, students and others
that is free of unlawful harassment. This includes sexual harassment as well as harassment based
on such factors as race, color, religion, creed, ancestry, national origin, age, sex, gender identity,
sexual orientation, marital status, political affiliation, veteran’s status, medical condition, physical
or mental disability, or any other factor protected by federal, state or local law. All such
harassment is unlawful. This includes harassment based on the perception that a person
possesses any of these characteristics or is associated with a person who possesses, or is
perceived as possessing, any of these characteristics. 4Cs will not tolerate harassment of our
employees by anyone, including any supervisor, co-worker, vendor, associate or customer.
Furthermore, agency policy prohibits sexual harassment as a form of sexual discrimination.

All educational programs and activities operated by 4Cs are available to all qualified persons
without regard to sex, sexual orientation, gender, ethnic group identification, race, ancestry,
national origin, religion, color, mental disability or physical disability. In addition, 4Cs provides full
opportunities for the participation of parents with limited English proficiency, parents with
disabilities, and parents of migrant children.

Harassment Definition: Harassment refers to behavior that is unwelcome, is personally offensive,
debilitates morale, and interferes with the work performance and effectiveness of an employee.
It includes inappropriate and disrespectful conduct and communication. Prohibited harassment
includes, but is not limited to, the following behavior:

¢ Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual
advances, invitations or comments;

¢ Visual conduct such as derogatory and/or sexually-oriented posters, photography, emails,
cartoons, drawings or gestures;

e Physical conduct such as assault, unwanted touching, blocking normal movement or
interfering with work because of sex, race or any other protected basis;
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e Threats and/or demands to submit to sexual requests in order for an employee to keep his or
her job, or to avoid some other loss, and offers of employment benefits in return for sexual
favors;

e Retaliation for having reported or threatened to report harassment.

Violations of the Non-harassment and Non-discrimination Policy will not be tolerated. Anyone
engaging in such activity is acting beyond the scope of any authority they may have from 4Cs.
Any supervisor who is made aware of any complaint of harassment and fails to take action will be
subject to corrective actions which may include termination.

Policy Regarding Inappropriate Behavior of Clients or Child Care Providers

It shall be the policy of 4Cs that the agency has the right to take any appropriate action, up to
and including termination of services, with a client, any person associated with a client, or a child
care provider in the following circumstances:

e Sexual harassment or physical assault of a 4Cs staff member, client or child care provider.

e Threats of physical violence towards a 4Cs staff member or property.

e Threats of physical violence toward a 4Cs client or child care provider while on 4Cs premises.

e Inappropriate behavior on any 4Cs premises towards a 4Cs staff member, visitor, client or
child care provider including swearing, obscene words/phrases, gestures or implied threats.

e Intoxication, or inability to safely supervise children in care when visiting any 4Cs location or
4Cs-sponsored event, or providing contracted services.

e Consistently not completing program requirements according to established deadline.
e Providing fraudulent information in any 4Cs paperwork or claims for child care.

The remaining section of the handbook contains information specific to 4Cs subsidized
child care requirements. Please take the time to read any applicable sections. If you

would like information about our tuition child care requirements, please ask
your Case Manager.

Subsidized Preschool Centers

4Cs preschool centers are funded by the State of California, Early Education Support
Division.

4Cs programs do not discriminate on the basis of sex, sexual orientation, gender, ethnic group
identification, race, ancestry, national origin, religion, color, or mental or physical disability in
determining which children are served. Children with disabilities are welcomed into all of the
programs.

In order to qualify, children must be within the age ranges for the specific site. Children two to
five years old (as defined by CDE regulations) at the time of enrollment are eligible for
enrollment, if the family meets all other eligibility and need requirements.

4Cs full-day preschool centers require families to be income eligible and demonstrate a need
(such as employment, pursuing education, incapacitation), for child care during the preschool
center hours. Some full-day preschool centers offer a “part-day preschool” portion of the day,
9:00am—-12:30pm. Full-day families may opt to use this part-day preschool program (applicable
only to children 3 to 5 years old) even when no documented need is established.
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Part-Day State Preschool programs only require eligibility documentation (such as income or child
protective service referral). There is no “need for service” requirement for enrollment into the
part-day State Preschool programs.

Should your family circumstances change and you no longer qualify for subsidized child care, 4Cs
offers tuition spaces at some preschool centers. Please ask your Case Manager for more
information.

Notice of Action (NOA)

A Notice of Action is the official notification for any changes to enrollment status and/or
enrollment requirements. NOAs are generally sent via US Mail. It is extremely important to pay
attention to any NOAs received from 4Cs, as they serve as legal documentation. Please refer to
Page 23 for further information on NOAs.

Admissions and Enroliments

Child Care Eligibility List (CEL)

Families interested in one of the 4Cs Preschool centers, full or part-day, first submit a completed

application to the Childcare Eligibility List (CEL) for possible enrollment. Families can access this

application online at: www.sonoma4cs.org or by contacting the 4Cs Resource and Referral

Department at (707) 544-3077.

Admissions Priorities

Subsidized programs enroll according to State mandated Admissions Priorities:

1) Continuity of Care — child is already enrolled in a state-subsidized program, and is about to
lose care;

2) Sibling Priority — child has a sibling enrolled in a state-subsidized program;

3) The family has a child receiving child protective services through the county welfare
department or certified by a legally qualified professional as at risk of abuse, neglect,
exploitation.

4) Income eligibility- includes family monthly gross income and family size.

State Preschool programs first enroll four-year-olds within the admission priorities who will be
entering kindergarten in the following school year. We can then offer spaces to three-year-olds
within these priorities.

Exceptions to the Admission Priorities
4Cs preschool centers located on a school site enroll children within their school district
boundaries first.

Apples and Bananas Preschool and Child development Center are subcontracted to 4Cs by the
Roseland Elementary School District to operate. Children residing in the RESD district are given
first priority.

Old Elm Child Development Preschool works with the Old Elm Burbank Housing Development to
offer open spaces to housing residents within the priorities listed above.

Paulin Creek Child Development Preschoolis available to Sonoma County employees and other
county residents for tuition or subsidized child care. A waiting list is maintained at the site for
tuition families interested in attending the program.

Bennett Valley Child Development Preschool is available for subsidized care for eligible families as
well as full tuition care for BVUSD teaching staff and families residing within the Bennett Valley
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Union School District. The Site Supervisor of this site maintains a waiting list for those tuition
families interested in attending the program.

Wright Preschool/ works with the Wright Elementary School District to offer spaces to children
with special needs in addition to offering subsidized preschool spaces to families living within the
boundaries of the school district.

Enroliment Procedure

The enrollment of your child includes a face to face enroliment appointment with one or both
parents at the 4Cs office. All enrolling families must provide documentation demonstrating
eligibility, and for full-day preschool centers, a need for child care. In addition to the required
eligibility and need documentation described in the following section, you will be asked to bring
or complete the following:

e Emergency contact information and complete an Emergency Card

e Physician’s Report

e Up-to-date Immunization Record

e All forms required by Community Care Licensing

¢ Medical forms for identified allergies, disabilities, medical conditions

All required documents must be brought to the enrollment appointment. Families have 30
additional days to submit the completed Physician’s Report. Your child may not begin child care
until the enrollment is complete. If enrollment is not completed within the allowed time, the child
will return to waiting on the Childcare Eligibility List. 4Cs may request additional supporting

documentation to verify information provided if what is provided is insufficient or does not match
other information.

Once you qualify for service at your enrollment or recertification, your preschool services may be
covered based on what you provided for up to 27 months (except for seeking employment, see
that section).
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Eligibility Documentation Requirements

Total Countable Income

Proof of all gross monthly income for the past 30 days, including the most recent pay check
stubs, child support, and any other sources of income received. If your income fluctuates you will
be asked to provide three to twelve months history of income.

Homelessness
A referral letter from an emergency shelter, other social service agency or a written declaration
that the family is homeless.

Residency
Address verification (i.e. utility bill, rental agreement, etc.).

Family Size

The inclusion of any child under the age of 18 living in the household, is verified with
documentation such as: Birth certificates, court orders regarding child custody, adoption
documents, records of foster care placements, school or medical records, county welfare records,
or other reliable documentation.

When only one parent has signed the application, that parent must sign a declaration stating that
she/he is the sole parent responsible for the child.

Children Certified as at Risk of Abuse or Neglect
A referral letter from Child Protective Services or a licensed legal, medical or social service agency
professional (i.e. licensed therapist, counselor, social worker, etc.).

Fraud Notice

4Cs is required to verify the eligibility of every family for our services. If we determine that an
enrolled family has provided fraudulent or misleading information to establish initial or ongoing
eligibility and/or need, 4Cs will notify the parent that services are being reduced or terminated. A
Notice of Action will inform the parent that s/he is responsible for reimbursing 4Cs for the costs
of all services provided, including any services that may be provided during an appeal process.

Need Documentation Requirements — Full day programs

Parents and guardians are required to demonstrate a need for child care in order for their
children to be enrolled at a 4Cs full-day preschool center. Upon enrollment, documentation of
one of the allowable need categories for child care must be submitted as detailed below.
Additionally, if the enrolled parent or guardian’s need changes from full-time to part-time (less
than 6.5 hours per day), they might be asked to move to a 4Cs part-day preschool.

Employment

Employment Verification form completed by employer or a Self-Employment Declaration with
supporting documentation must be submitted. Employment will be verified by 4Cs
representative.

Employment in the Family Home

If employment is in the family’s home or on property that includes the family’s home, the parent
must provide additional information about the type of work being done and its requirements, the
age of the child for whom services are sought, and the specific child care needs.
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Sleep Time

Child care can be authorized in order for a parent to sleep if they work between the hours of
10:00pm and 6:00am, and require sleep during hours that children would normally be awake.
Sleep time may not exceed the number of worked hours or eight hours in a day.

Travel Time

Child care can be authorized for travel time to get to and from the child care preschool center
and the place of employment or education. The maximum daily travel time is 4 hours. Travel
time cannot be more than half of the documented need for child care. Travel time cannot exceed
the actual time that it takes to get from the child care preschool center to the location where the
need for child care occurs.

Training or Education toward Vocational Goal
e Parents in school or in training must complete the “Training Verification” form for the classes
they are enrolled in at enrollment or recertification.

e Grades must be submitted for the most recently completed training period at recertification. If
adequate progress (GPA of 2.0 or better or “Pass” in a hon-graded program) is not being
made, parents will be placed on “probationary” status and if improved progress is not made
training as a need for child care may not be a need option.

¢ Limitations: Training or Education may not exceed six years from the initiation of child care
services or 24 semester units after the attainment of a Bachelor’s Degree.

¢ Limitations: Training or Education may not exceed six years from the initiation of child care
services or 24 semester units after the attainment of a Bachelor’s Degree.

Families Referred by Child Protective Services
Child care schedule will be based on the referral letter from Child Protective Services.

Seeking Employment
A signed job search agreement must be on file in order to qualify for Seeking Employment as a
need for child care. Services are limited to 12 months within the family’s certification period.

Homeless Families/Families Seeking Housing

A referral letter from an emergency shelter or other social service agency or a written declaration
that the family is homeless; or a written declaration that the family is seeking permanent
housing.

Parental Incapacity

Statement of Incapacity, signed by a legally qualified professional including a description of the
nature of the incapacity, which prevents them from caring for the child for some part of the day.
Limited to a maximum of 50 hours per week.
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Additional Information

Notice of Action (NOA)

A Notice of Action will be issued to the enrolled parent identifying the enrolled child, preschool
center, hours of authorized child care, any applicable family fee, and stating a formal legal
decision or action that is made, reflecting the eligibility and need for child care services on the
listed effective date.

Appeal Policy

If you do not agree with the 4Cs action stated in the Notice of Action (NOA), you may appeal. To
protect your appeal rights, you must follow the instructions listed on the back of the NOA. If you
do not respond by the required due dates or fail to submit the required appeal information with
your appeal request, your appeal may be considered abandoned.

On-Going Eligibility and Notification of Change

Parents are required to recertify their eligibility and need status approximately every two years.
In addition, enrolled parents must notify the office of an address or telephone number change; if
your family is given preschool services based on income eligibility, you must report within 30
days if your gross monthly income will exceed the maximum income for your family size; if your
child will no longer attend child care or preschool. Other changes are optional if they may benefit
your family (such as increasing your full day preschool coverage hours or a decrease in family
fees). These can be reported at any time to update your case and may take up to 10 business
days to process once all forms and documentation is received.

Termination of Services
Per the 4Cs Termination Policy, parents will be notified of possible termination of services should
they fail to comply with 4Cs policies and procedures.

Termination Policy

Enrollment in the program naturally ends when the family, parent(s) or children no longer meet
the requirements for eligibility and/or need for services, or if they fail to pay the required family
fee. Parents may choose to leave the program because of a change in income or need. Other
reasons for termination include violation of 4Cs Policies and Procedures, failure to cooperate and
comply with preschool with an Individual Needs Plan, abandoning care, or knowingly using
incorrect or inaccurate information to obtain a benefit the parent would otherwise not be entitled
to receive.

When you sign papers for a State or Federal Program, you are certifying under penalty of perjury
that everything on the forms you sign is true and correct, to the best of your knowledge.

Non-Discrimination Policy

4Cs does not discriminate on the basis of sex, sexual orientation, gender, ethnic group
identification, race, ancestry, national origin, religion, color or mental or physical disability in
determining which children are served. All of our programs welcome the enrollment of children
with disabilities. 4Cs understands the requirement to make reasonable accommodations for such
children and implements said accommodations whenever necessary.

Early/Late Policy

Your child is enrolled for certain hours each day. We are required by licensing to maintain
appropriate adult/child staffing ratios. When children are dropped off early or picked up late, the
ratios may not be in compliance with licensing regulations. It is our goal to keep all the children
safe in our programs, and maintaining appropriate ratios is an important safety component.
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Please bring your child for scheduled hours only. If you need different hours for one day only,
contact your Site Supervisor. For all other schedule changes, contact your specific Case Manager.
Schedule changes will be made based upon documentation provided, available space, and
staffing at the preschool center.

Each preschool center has opening and closing times. Please honor those times. Families are
expected to drop off and pick their children up on time, per their agreed upon daily schedule.

4Cs Full Day Preschool Centers are generally licensed to be open from 7:00AM-5:30PM (some
times vary- please check your specific site for operation hours). For Full Day preschool centers, if
you are more than 15 minutes past your scheduled pick-up time or arrive after the closure time
of your child’s preschool center, you will be asked to sign a Late Pick-up Notice. Families are
expected to contact the preschool center to notify them that a late pick-up is imminent. Your
services may be terminated for repeated drop-offs or pick-ups beyond your agreed upon child
care schedule.

Part-day Preschool Centers are a set three-hour program. It is important
to drop-off and pick-up your child at the scheduled times. A Late Pick-up Helpful Tip:
Notice will be given for children picked up five minutes or more after the
morning or afternoon session. Please note that the same late pick-up
rules apply for part-day programs as for full-day programs. The
expectation is that whenever possible, all children will be picked up at the
designated end time of your child’s specific program.

Set your watch

to the clock in

the Preschool
center.

It is required to have at least one back-up person for emergency pick up
and helpful to have another parent in the program that you can contact
to pick-up your child if you are running late. We do understand that some
things cannot be helped, but again, please remember that if you are
going to be late, contact your preschool center immediately to let them
know.

Best Interest Days

Best Interest Days are limited to 10 days during the school year. They include, but are not limited
to, days spent on family vacation, sibling field trips with parent, outings with grandparents or
other family members, etc. Children certified as “at risk” or those receiving CPS services, may
qualify for additional excused absences. The number of excused absences is monitored by Case
Managers and preschool center Site Supervisors. If the child reaches the maximum of 10 days,
additional “best interest” days will be considered unexcused.

An absence will be considered unexcused if it is unsigned, or does not meet one of the above
categories. If a child has excessive unexcused absences (more than one per month), the parents
will be notified in writing that the child must attend more regularly or services may be terminated
because of low attendance.

Absences

If your child is absent from the preschool center, you must call in the reason for the absence,
and upon return, sign the reason for the absence on the attendance sheet. The program
considers the following to be EXCUSED absences, and only if signed by the parent, guardian or
designated adult.

1. Iliness or quarantine of the child.
2. Iliness or quarantine of the parent.
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3. Court-ordered visitations when a record of these is on file.

4. Family emergency: May include, but not be limited to, a situation that requires the parent
and/or child to travel away from home, an illness, death or crisis in the family, a
transportation problem that prohibits a family’s ability to bring child to school. Excused
absences for emergency reasons may not exceed 5 consecutive school days. Beyond that time
allotment.

Leaves of Absence from the Program

4Cs does not allow limited term service leaves from the preschool centers. If you must remove
your child from the program for a period longer than the absence policy allows, s/he will be
dropped from the program. You may return to waiting on the Childcare Eligibility List for possible
future enrollment.

Family Fees / Payments

Families enrolled in 4Cs preschool centers may be required to pay a fee for their child care
services based on their income, family size, and the fee schedule provided by the state. The
parent will be notified in writing of the amount of the fees, and will be given an information sheet
that describes how to pay fees. If you have child care costs for other children (Outside Child Care
Receipts), you may submit those receipts to the office and the payments made to 4Cs may be
reduced accordingly. Fees are paid in advance and are non-refundable for absences. When a fee
is not paid after seven (7) calendar days from the date the fees are due, the payment is
considered delinquent. Failure to pay child care fees will result in the child care services being
terminated.

Family’s attending a full day preschool program, family fees are set as a flat monthly fee and
cannot be adjusted based on usage. Either Part Time (if less than 130 hours are used in a
month) or Full Time (if 130 or more hours will be used in a month).
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4Cs Staff — Who to Contact

Call the office (707) 544-3077 Person to Call:
v" When you need to change your child care v' Case Manager
schedule.
v" To report a change to your application that v' Case Manager

will benefit you, including but not limited to
decrease of income, increased need for
service, or family size (Full Day Programs
Only).

v" To report address or phone nhumber change. v' Case Manager

v" When you have a question about your family v Fiscal Department
fee or billing statement.

v' To report an absence of more than v' Case Manager
three days
Call the preschool center:
v" When you are going to be late picking your v" Any onsite preschool staff
child up.
v" To report that someone NOT previously v" Any onsite preschool staff

authorized will be picking up your child from
the preschool center.

v' If you have a schedule change for one day v’ Site Supervisor
only

v" When your child is going to be absent that v' Any onsite preschool staff
day.

v" Any concerns about staff, procedures, or v’ Site Supervisor
your child’s experience at the preschool
center.

Key Staff for other concerns:

Oversight of program quality and regulation compliance: Director of Center Programs and
Preschool Center Facilities Director

Enrollments: Director of Client Services, Assistant Client Services Director, Case Manager
Parent fees and fiscal oversight: Accounting Manager, Fiscal Specialist

Parent grievances and concerns: Site Supervisor, Director of Center Programs, Director of Client
Services, Executive Director.
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> CHILD CARE COUNCIL

' Q Welcome to 4Cs Center Programs!

oooooooooooooo

Your center is part of a group of child development centers throughout the county
that are operated by 4Cs Early Care and Education Services. Please feel free to
explore our center and talk to staff if you have any questions, concerns or ideas.

An active role in your child’s education is beneficial to both you and your child. We
look forward to our time together!

It is our intent to provide a supportive environment for young children that promotes each
child’s social emotional, cognitive and physical development, while responding to the
needs of families.

We believe that children learn through play. The center environment has been
carefully and thoughtfully arranged to create a place where children can explore and
learn at their own pace.

The Writing Area gives the children a chance to explore and combine a variety of
@ materials. Children are encouraged to draw, scribble, color, write, trace, glue,
/z. ! etc. Older children will often help younger children expand on these
\‘ materials. Children will begin to see the relationship between drawing,
writing, and printing.

Smence and Math Areas Children can interact with materials on their own or in small

3 ¢ group activities as they explore the math and science areas. When
children use natural materials to sort, count and classify, they are not only
learning basic math skills, they are learning about the world in which we
live. Giving children access to the natural features they come in contact with, such as
rocks, leaves, insects and changes in the weather, help them begin to understand their
world. Asking questions such as “ How are these alike/different” and “Is this bigger or
smaller?” facilitates how children think and talk about the materials and what they know—
and what they don’t know. Children begin to ask their own questions about materials as
they explore, providing opportunities to introduce them to scientific methods of
exploration.

The Book Corner Children can explore books on their own or with an interested adult.
They begin to notice that print goes from left to right and top to bottom, that
pictures often tell a story; and that the story stays the same each time it is read,
over and over. Listening, paying attention, sequencing, and thinking skills are all
being used as children enjoy their story. Children become acquainted with new
vocabulary words and the style of formal, written language as they listen to stories.
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Puzzles, Games and Table Toys Children enjoy playing with small toys at tables or on
m the floor. Controlled movements of the fingers and hands enable children to

‘(\é; master the muscles necessary for writing. As children work with color and

dEsa patterns, they develop visual discrimination and memory. When children pretend

about things that they have built, they are taking their first steps in the use of symbols,

which eventually develop in to reading and writing.

The Block Area As children build with blocks, they are developing control of the small
%Z%E muscles of their fingers. Perceptions of size, weight, and shape are developing,

and language skills are growing as children discuss what they are building.
Cooperation and planning among children emerge as they work together toward a
common goal.

Physical Activity Both inside and outside the classroom, children are jumping, climbing,
% walking, rolling, throwing, hopping, etc. Activities such as these help a child with

balance, coordination, strength, speed and endurance. Large muscle

development interacts with all areas of learning. Active play helps children
develop social relationships and life-long habits of physical activity that will support the
child’s over-all health.

The Dramatic Play Area allows children the opportunity to use their imaginations and
M &£ _try on” various roles from the adult world. Through play, children try to make
sense of the events happening around them and deal with the emotions
surrounding them. Social skills grow as children choose definite roles in the

“‘play” of the day, whether it be playing house, school, doctor, restaurant or any other role
in their world.

Sensory Materials, such as sand or playdough provide children an opportunity to
explore and discover the properties of many different materials using all their
senses. Experiments in pouring, pounding, cutting and squeezing develop small
2 hand muscles in preparation for writing. The sensations of warm, cold, hard,
soft, thick, thin and/or gooey can have a calming effect. As children use the materials
they are also learning the words to describe these sensations, expanding their
vocabulary.

Art Materials that are freely accessible to children allow them to make choices, interact
with a variety of materials, and learn to be thinking and creative. Children can
choose materials and colors, and experiment with the way they are applied. The
process of working with the materials is more important than the product actually
made. As with the sensory area, a child’s vocabulary of descriptive words and the
concept of opposites, such as soft/hard, smooth/rough, wet/dry grow when using art
materials.

Music is an important part of children’s experience in preschool. Like language, musical
3 ability and understanding is improved when experience occurs in early
childhood. Music crosses many other areas of curriculum—math
(keeping a beat), language, (singing) social/emotional (music as a group
activity) learning classroom rules (songs are a powerful way to get a
message to anyone!), pretend play (songs can be acted out) and physical activity
(everyone should dance!)
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4Cs Toileting Care Policy

4Cs will not discriminate against any child requiring personal services such as diaper or toileting
assistance, based upon a medically documented disability and agrees to provide all
appropriately aged children an equal opportunity to attend all 4Cs preschools, full or half-day.

Prior to enrollment parents/guardians shall inform 4Cs of the child’s daily toileting personal care
needs regarding their child’s toileting development to determine preschool readiness for our
centers. Parents must also consider their comfort level with having 4Cs early care and learning
staff assist their child with toileting and clothing changes when enrolling a child who does not
independently use the bathroom.

A child requiring additional toileting or diapering assistance due to a medical or developmental
disability will need to have a Toileting Medical Care Plan completed by the parent/guardian, and
signed by the child’s primary care physician. The child’s Individual Education Plan (IEP) or
medical disability documents will be reviewed prior to enrollment, to determine 4Cs ability to
accommaodate this child’s needs.

Age appropriate (3-5 years) Non-disabled children should be toilet trained prior to enroliment. A
child 3-5 years old should be able to identify their personal toileting needs and independently use
the bathroom, including sitting on the toilet and follow basic hygiene practices such as wiping
without assistance. Supportive guidance and assistance will be provided by 4Cs early care and
learning staff.

4Cs understands that toileting accidents and occasional assistance with the toileting process are a
normal part of a preschool’s daily schedule and will work with individual children as needed. An
Individual Needs Toileting Plan can be developed to support young children who are newly toilet
trained and need minor assistance and guidance.

Preschool and Child Care services for non-disabled children demonstrating a delay in toileting
readiness skills may be terminated if it should be determined that family information given upon
intake was invalid, if the required toileting personal care services of the child go beyond the
scope of the minor assistance and guidance, or if the Individual Needs Toileting Plan is not
followed, and/or no progress is made towards independent toileting.

4Cs will evaluate and make reasonable accommodations whenever possible, for children requiring
diaper changing as a personal service due to a disability. Such accommodations may include, but
are not limited to, changing a child’s diapers/pull-ups as needed to ensure the child is physically
dry, clean, and comfortable, throughout their time of scheduled enrollment into our programs.

4Cs is required by both Community Care Licensing and the CA Department of Education, to
maintain at all times staff/child ratios of 1:8 to ensure program quality and the safety of all
enrolled children. If special attention or medical care is documented and required within the
child’s Toileting/Medical Care Plan that would place the required 1:8 ratio at risk, 4Cs will
evaluate the overall risk factor for the group at large and the ability to make appropriate staffing
accommodations.

4Cs will not refuse to admit any eligible child to its full and/or half-day preschool programs,
services, or activities, unless after evaluation of needed accommodations it is determined that the
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child’s inclusion would pose a health and safety concern, or would require a “fundamental
alteration” of the program, service or activity.

4Cs will ensure that the children’s toileting personal care needs are integrated into the usual
routine of its programs, services and activities, to the greatest extent possible, and in accordance
with the Americans with Disabilities Act.

4Cs commits to working with parents of children with toileting personal care needs whether by
disability or developmental readiness by implementing the following procedures:

1. Prior to enrollment parents/guardians shall inform 4Cs of the child’s condition and daily
toileting personal care needs. In cases where a medical disability is present a
Toileting/Medical Care Plan will be completed by the parent/guardian with the assistance
of 4Cs, to be signed by the child’s primary care physician.

2. 4Cs will take a reasonable amount of time to review signed Toileting/Medical Care Plan
(generally no longer than two weeks, unless there are extenuating circumstances)

3. Parent will be responsible for supplying any necessary equipment or medications for the
child’s Toileting/Medical Care Plan

4. If special attention or medical care is required and documented within the child’s
Toileting/Medical Care Plan that could be perceived as a “incidental medical service or
procedure” by Community Care Licensing, 4Cs will submit an exception request to
Community Care Licensing. An exception must be in place prior to the child’s attendance
in the program.

5. Children who are typically developing, but not toilet training ready will be enrolled with
the agreement that toilet training will be implemented by both parents and staff. A two
week period will be given to assess developmental readiness for independent toileting. If
a child is not making progress or is considered developmentally not ready for toilet
training, the child’s enroliment may be wait listed until such a time as they are ready.
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4Cs Illness Exclusion Policy

The center staff is unable to care for children who are ill. Community Care Licensing
requires staff to do a daily health assessment of each child. Parents of children who have been
found to be ill will be called to pick them up. To avoid loss of work time, it is advisable to plan in
advance for those times when your child is too ill to go to the center.

We exclude children from care when:

An illness keeps the child from participating in the program.

Because of an illness, the child requires more care than the staff can provide without
compromising the needs of the other children.

Having the child in the center poses an increased risk to other children and adults with whom
the child comes in contact.

It is sometimes difficult to know whether to keep a child home. Obviously, if a child is ill enough
that s/he wishes to lie down, s/he doesn’t belong at the center. When we have a question, we
follow the Child Care Health Connections Guidelines. They recommend exclusion when a child
has:

A fever along with behavioral change or other signs of illness such as sore throat, rash,
vomiting, diarrhea, earache, etc.

Symptoms and signs of possible severe illness such as unusual tiredness, uncontrolled
coughing or wheezing, continuous crying or difficulty breathing.

Diarrhea — runny, watery or bloody stools.

Vomiting — more than once in a 24-hour period.

Body rash with fever.

Sore throat with fever and swollen glands or mouth sores with drooling.
Eye discharge — thick mucus or pus draining from the eye.

Head lice or nits (eggs).

Severe coughing — child gets red or blue in the face, or makes high-pitched whooping sound
after coughing.

Child is irritable, continuously crying.
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4Cs Hand washing Guidelines

The 4Cs Centers Preschools have implemented health and safety procedures regarding hand
washing. Research has shown that the best preventative for contagious illness is frequent hand
washing. This simple action can be the one pro-active strategy that aids in keeping children,
families and staff, healthy.

When arriving for drop-off at your child’s center, please accompany him/her to the hand washing
sinks. Adults and children can soap up together prior to signing your child in for the day. Center
staff will post hand-washing technique so that new habits can be formed while following best
practice procedures.

When picking your child up at the end of the day, these same procedures are to be followed,
prior to signing your child out.

Hand washing should also be encouraged and modeled before eating, after toileting, and after
blowing one’s nose with a tissue or handkerchief, as well as before and after messy play (sand,
paint, glue, gardening), group water play, and play with sensory materials such as playdough.

We also ask that you model for your child sneezing and coughing into one’s elbow, rather than
into your hand. Germs become trapped in the crook of the elbow rather than being passed from
hand to center furnishings, friends and staff.

New habits are often difficult to form. We appreciate your help in establishing these new
procedures with your children and center staff. The hope is that a healthier environment will
result from these endeavors.
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4Cs Lice Policy and Procedures

History

Pediculosis (the presence of head lice) has reached epidemic proportions in the age-group of
children served by 4Cs centers. For the past several years, 4Cs centers have dealt with this
problem only after it has been discovered in our programs. This has made for many problems.
It has made building partnerships with parents much more difficult. It has resulted in parents
work and/or school lives being disrupted. It has been expensive for all of those, parents and
staff, who have had to treat themselves and/or their families. Finally, the result which causes us
the most pain, is the negative effect that being excluded from school has upon a child’s self-
esteem.

It is our desire to be pro-active. Our goal is to stop lice at the door. We have developed the
following policy and procedures to accomplish that end.

Policy

The 4Cs centers have a no-nit policy. Any child who is found to have nits in his/her hair will be
excluded from the center. Head lice checks will be conducted every Monday. Children who
are absent on the day of the head lice check will be checked upon their return to the classroom.
Children who have been excluded because of head lice, as well as any siblings who are enrolled,
will also be checked by center staff before being allowed to return to the center. If there is an
outbreak of even one case, head checks are conducted daily for two weeks or until there are
no nits or lice identified.

We recognize that it can be a daunting task to parents to stop a lice infestation. We will do all
we can to help the parents, so that the child can return quickly to the center. Of serious concern
is the damage which can be done to a child who is incorrectly treated for head lice. 4Cs will
provide parents with information about safe and effective lice treatment.

Each center will have at least one staff member who has been trained and can explain and show
parents how to remove nits from the hair and the home environment. Each program will have
lice-related information which can be given to families dealing with this problem. Resource staff
will keep us abreast of the most current information, so that we can keep up with advances in
treatment and prevention techniques. Lice prevention will be a parent education topic at every
center on a yearly basis. The Resource Library has videos in English and Spanish which can be
used for this purpose.

If, with all of the support we are able to provide, a family repeatedly brings head lice into the
program or if the child is unable to attend for more than three weeks because they have not
been able to eradicate the head lice, the agency may drop the child from the program.
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