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Dear Parents,

Welcome to Jesup Elementary School’s Early Learning Programs. Our goal is to provide a safe,  positive environment where children can grow and be happy and where parents/guardians can feel at ease knowing their children’s welfare is our top priority.

Our Before School/After School and No School Childcare programs are for preschool age children, three years of age, through current fourth grade students. There is also an elementary program available to students incoming to our fall preschool program, that will be three by September 15th, through the current fourth grade year during the summer months. The style we employ throughout all of our programs are age appropriate activities and plenty of outside play to keep the students active while in our care. 

Our staff is trained in First Aid, CPR and the proper handling of blood borne pathogens. They are also required mandatory child abuse reporters. All of our staff come highly trained and continue to have ongoing trainings to keep them as our top educators. Our programs have been licensed by DHS since 2015.

Our goal is for Jesup Elementary to provide you and your family with the services you need in a fun and caring atmosphere. We look forward to building a lasting relationship with your family.

You are welcome anytime!

 Jesup Programming Director & Supervisors:

· Program Director - Brock Sabers bsabers@jesup.k12.ia.us
	827-1700 extension 9 (7:30 AM to 3:30 PM)
· Assistant Director  – Sarah Brockmeyer sbrockmeyer@jesup.k12.ia.us
	827-1700 extension 7 (8 AM to 4 PM)
· Before School Supervisor – Heather Bergman hbergman@jesup.k12.ia.us
            827-1700 extension 7 (6 AM to 7:55 AM)

Staff Professional Development:

New employees must complete 10 hours of trainings the 1st year. Training must include universal precautions, mandatory reporter, 1st Aid, CPR and essentials these must be completed within 90 days of hire.

All other employees must complete 6 hours of training each year.  Director & On-site supervisor must have 8 hours each year.  





ENROLLMENT & REGISTRATION 
Admission: Enrollment for the before and after school program must be current students in the Jesup Community School District enrolled in either Jesup Elementary or St. Athanasius Schools. The No School childcare will be offered to students in Preschool through 4th grade for that given school year and summer care will be offered to incoming Preschool who are 3 years of age by September 15 and registered to attend Preschool in the fall through current year 4th graders, entering 5th grade, again in the Jesup Community School District.

Classes are filled on a first-come/first-served basis according to the date of enrollment with the site Directors, Mr. Sabers or Mrs. Sarah. Enrollment is determined by students with the appropriate paperwork turned in. If the rooms are filled when a parent calls, the child’s name will be placed on a waiting list. 

An up-to-date immunization card and medical consent form must be signed and submitted by the parent/guardian. A medical examination is necessary for a child prior to admission for students incoming, preschool, and PreK. Students in kindergarten through fourth grade must have a signed medical waiver indicating their child(ren) are free of any communicable disease. We must also have on file a current Emergency Sheet to be completed yearly with contacts, dental and doctor information, and insurance if applicable. You must also provide on this sheet all of the people who will be permitted to pick your child up while in our care. Your child(ren) will not be released to anyone who is not on the list you provided. Please be sure to completely fill out these forms because they will be used in an emergency situation. Jesup Elementary must have an Emergency sheet filled out and on file for EACH  child in our care. Only one name per sheet.

Failure to provide the Program Supervisors with the required documentation will result in your child(ren) not able to use our programs.

 Each month we will require families to supply us with a monthly schedule during the school year to ensure that we have space available to maintain our student to adult ratios. If we do not receive a schedule, Jesup Elementary reserves the right to call parents for pick-up and turn away our services for the day. Jesup Programs operate under the Department of Human Services State Licensing Regulations and have to follow appropriate child to adult ratios. We will no longer allow children as a Drop-In Service. Calendars must be turned in no later than ten days prior to the beginning of each month, these can be done on paper or emailed to the Assistant Director, Mrs. Sarah.

SAFETY POLICY
Parents/guardians will be required to complete a Registration Form that includes Authorization for Pick Up and Emergency Contacts for the child(ren) enrolled at the Center.  This form will contain the names, phone numbers, and relationship to the child of any person(s) authorized to pick up the child from the Center.  It is the parents’/guardians’ responsibility to make sure this form is updated as needed and annually. 
 Any authorized person who is not recognized by staff will be required to provide photo identification such as a driver’s license, work ID, or school ID before the child is released.  The parent/guardian may provide a photo of the authorized person, which will be kept in the child’s file at the Center. 
 No child will be released without the presence or authorization of the custodial parent/guardian.  If a person not listed attempts to pick up the child, staff WILL NOT release the child.  In such cases, the Director/Assistant will notify the parent/guardian immediately and will call the police.  If parents/guardians choose to change the persons on their form, they must meet with the office staff to update the form.  In case of a custody situation, the custodial parent/guardian must supply the Center with a court order if the non-custodial parent is not allowed to pick up or have contact with the child.
PARENTAL ACCESS POLICY
Jesup Community School District has an open door policy for parents/guardians.  Unless parental contact is prohibited by a court order, parents/guardians shall have unlimited access to their children during the school hours of operation.  If a parent/guardian is a convicted sex offender, the restrictions outlined in the Visitor Access Policy will be followed.  Parents/guardians may stop in at any time to spend time with their child.  Postings will be posted by the classroom so parents/guardians will know where to find their child if the group is out of the school or at an activity.  During a parent’s/guardian’s visit, responsibility for the supervision of the other children in the classroom will remain with the Jesup Community School District staff.

SUSPECTED INTOXICATION OR IMPAIRMENT
Staff is unable to prevent an approved adult from picking up a child even if they suspect the adult may be intoxicated.  Should this situation arise, law enforcement will be notified immediately. 

MEDICAL EXAMINATION
An up-to-date immunization form and medical consent form must be signed and submitted by the parent/guardian. A medical examination is necessary for a child prior to admission to Jesup Elementary Programs and updated on an annual basis for incoming, Preschool and PreK students. Kindergarten through Fourth Grade must have a signed medical waiver on file with the school nurse.

HOURS & SCHEDULES
Before School Hours: 			Monday through Friday 6:00AM to 7:55AM
After School Hours: 			Monday through Friday 3:15PM to 6:00PM
No School & Summer Care Hours: 	Monday through Friday 6:00AM to 6:00PM*
*Students must be dropped off for No School & Summer Care days no later than 9:00 a.m. unless prior arrangements have been made with the Program Director or Assistant Director.

Breakfast is served during operating school hours 7:40 AM – 8:05 AM in the multipurpose room or cafeteria. If breakfast is needed on a no school or summer care days breakfast will be supplied by the parents.

Jesup Elementary Programs will be closed or closing early for the nationally observed holidays of New Year’s Eve; New Year’s Day; Memorial Day; Independence Day; Labor Day; Thanksgiving Thursday and the following Friday; Christmas Eve and Christmas Day.  

PLEASE NOTE- Monthly Calendars will be available for scheduling and will indicate dates we will be closed throughout the year. 

LATE PICK-UP: ALL PROGRAMS CLOSES AT 6:00 P.M.
A fee of $10.00 will be charged for the first ten minutes or fraction thereof, and a $1.00 per minute every minute thereafter. This time will be determined by our staff and the use of our classroom clock. The fees must be paid before your child(ren) will be allowed to return to the program. When you are late picking up your child(ren) our caregivers must work overtime to care for your child(ren). The program is not licensed to operate past 6:00 p.m. the parents/guardians must make the appropriate accommodations to ensure their child/children will be picked up prior to 6:00 p.m. If a child/children are left at the center 30 minutes past closing without notification from parents/guardians and/or staff is unable to locate an emergency contact to pick up the child/children, the police and protective services will be notified.

The first time you are late picking your child(ren) up from the childcare center, you will be assessed the $10 late fee.

The second time you are late picking up your child(ren) from the childcare center, you will be assessed the $10 late fee and sent a letter. The letter will outline our late fee policy and inform you of our three strikes policy.

The three-strike policy states if you are late three times picking your child(ren) up, your childcare may be terminated.

BEFORE SCHOOL
Our Before School Program is offered to students in Preschool through Fourth grade. It begins at 6 AM and students are dismissed to class at 7:55 AM. Drop offs will be in the Extended Care classroom just inside the Early Education Addition by Mr. Pottebaum’s office.  

Parents will be required to supply the before school supervisor, at least ten days before the start of each month, with a monthly schedule. Before School will no longer operate as a drop-in service. If your child(ren) are not scheduled for a day and we do not have staff available to meet the mandated child to adult ratio, supervisors reserve the right to turn down services for the day. If your schedule has changed you will be required to contact the supervisor with those changes. 

Students have the option to attend the hot breakfast served at the school. However, students will only be admitted to go to the school breakfast if the parents let the before school supervisor know that they would like for their child(ren) to do so. 

TWO HOUR DELAY
In the event there is a two hour delay that is called the Before School Program will be canceled for the morning. There will also be no breakfast served on these mornings. Students can arrive according to the start time of the school day. For example a two hour delay, students can begin arriving at 9:55 AM. If the delay is called after 6:00 a.m. and children have already arrived to the program previous to the delay being called, they will be allowed to stay as long as we have enough staff available to safely staff the morning. Breakfast will later be provided to these children as a Cooks Choice day. Additional children will not be allowed to drop off after the delay is called. 

Please be sure you are walking your child in and not just dropping them off on these days to be sure your student is allowed to stay. The doors may be locked with your child locked outside.

Cancellations
In the event that school is canceled for the day due to the weather, all school programs are canceled for the day. This will include Before School, After School, Childcare, and Extended Care.
 
If school should be canceled after students have already arrived at Before School or No School Childcare days, the parents will have one hour from the time it is cancelled to get their children picked up. Staff will notify parents in the event we cancel. Please be sure you have a backup plan for events like this.

AFTER SCHOOL
Our After School Program is offered to students Preschool through Fourth grade. It begins upon dismissal of the classroom teachers, around 3:15 PM  until 6 PM. We offer a snack and milk to the students each day between 3:30 and 4:00 PM.  

Parents will be required to supply the after school supervisor, at least ten days before the start of each month, with a monthly schedule. These dates and times can be included on the same calendar if your child uses the before school program. After School will no longer operate as a drop-in service. If your child(ren) are not scheduled for a day and we do not have staff available to meet the mandated child to adult ratio, supervisors reserve the right to turn down services for the day. If your schedule has changed you will now be required to contact the supervisor with changes. Please do not contact your classroom teachers or our school secretaries, they do not have knowledge of the amount of staff or children we will have on a given day. This will need to be communicated with the supervisor to be sure there is room for your child(ren) then the supervisor will communicate this to your child’s teacher(s) of the change in their pick-up schedule for that day or week. 

We utilize classroom space for the younger students and the multi-purpose classroom for the older students. Students are taken outside daily as weather permits. Please be sure your child is dressed according to the weather, and label all clothing that may be taken off so it gets returned if misplaced. The Jesup After School Program will not be responsible for lost items, as all found items are placed on the lost and found bench. 

Early out days the after school program runs on it’s normal schedule. Students are dismissed by classroom teachers to us at the scheduled dismissal time and we close at 6 PM like a normal day. Early out days must be scheduled into the monthly calendar as we will not accept drop-in students due to the larger numbers of students we accommodate on those days.

If school is dismissing early due to bad weather the program then runs for ONE hour only after the dismissal time. For example, if school is dismissing at 1:15 PM, the after school program will be closing at 2:15 PM. Staff will begin calling parents 30 minutes prior to closing time with a friendly reminder that we are closing early.

The after school program closes promptly at 6 PM. Students who have late pick-ups more than 3 times will be dismissed from using the program. Please be considerate of our staff and their evening schedules.

NO SCHOOL DAYS
Students will be required to pre-register to use a non school day child care day by indicating its use on their monthly calendar. Students do not need to be using the Before and After School programs to be allowed to use a no school day. They still must however have all the appropriate paperwork on file prior to being allowed to use those days. Scheduling these days can be done through the monthly calendars that will go out before the start of each month. Jesup programming is licensed under the state of Iowa and is required to maintain an adult to child ratio. If your child does not have the appropriate paperwork on file or you have not pre-registered at the beginning of the month, Program Supervisors reserve the right to not allow your child(ren) due to space or lack of documents.

[bookmark: _Hlk153201741]Students will be required on this day to provide their own food. Jesup Programs are required by the State of Iowa to have all meals and snacks served while in our care to meet the CACFP standards. So, Snacks and Lunches must follow the Food Program Guidelines. Under the new CACFP nutrition standards, meals and snacks served will include a greater variety of vegetables and fruit, more whole grains, and less added sugar and saturated fat. The new standards for meals and snacks served in the CACFP are based on the Dietary Guidelines for Americans, science-based recommendations made by the National Academy of Medicine, cost and practical considerations, and stakeholder’s input. These improvements are expected help young children learn healthy eating habits early on in their lives. Attached to the back you will find this documentation.

RATES
3yr old Preschool Tuition paid 1st of each month.
3 Day Program  $195.00/month
5 Day Program  $325.00/month
3yr old Extended Day Program
	3 Day Option $165.00/month
	5 Day Option $265.00/month
4yr old Preschool Tuition paid 1st of each month.
	 Half day Morning Session  Free
	4yr old wrap (full day) session $375.00/month

Before School charges each month are $70.00 for the first child and $55.00 for each additional child.
After School Rates: $80 for each child if picked up before 4:30.  If a child is picked up after 4:30, you will be charged a $10 fee per child for every 10 minutes or fraction thereof.  (4:31-4:40=$10. 4:41-4:50=$20, etc.)  The second time this happens, you will be charged the late fee, plus receive a written letter reminding you of our late pick up policy.  A third time will result in you being charged the full rate (6pm pick up) of $120 per month for each child.

Rates for pick up after 4:30 will continue to be $125/month and $95/month for each additional child.

Payment is due for all programs due by the 1st attendance day of each month. Past due accounts can be charged a late fee of $30.00 if not paid by the 3rd attendance day of the month and failure to pay will result in the child(ren) not being able to attend starting the 5th attendance day of the month.

No School Childcare is charged $30.00 per day for the first child and $26.00 for each additional child.  No School Childcare days will be billed with your regular monthly billing. Example: if your child is scheduled to attend a No School Childcare day on September 15, you will be billed for this day on your September bill. If your child does not show up, and you scheduled your child(ren) for this day, parents will still be billed without a 24 hour notice.

Jesup Community School reserves the right to increase charges as needed with at least a 30 day written notice from the business office.

SUMMER CHILDCARE 
Welcome to our Summer Day Care! We have many fun and interesting activities planned for your children and their friends. We know summer is when children want to spend their time doing those things they like best so we have a lot of great things planned. Jesup Summer Care is offered for approximately 14 weeks each summer. Program hours are 6:00 a.m. until 6:00 p.m. Occasional field trips by school bus are offered, as well as transportation to summer activities offered by the Community Rec Department to those students who sign up prior to classes starting.  Since 2015, this program has been offered at Jesup Elementary School, which provides use of two gyms, large fields, community parks, school playgrounds, and lots of space for our program. Our program is open to students 2 years old (3 years old before September 15) and registered for Preschool in the fall through 4th grade (Entering 5th grade in the fall).
 
We do require a monthly schedule so we are able to staff our classrooms accordingly. Monthly billing will be done from the calendar that you turn in. Students who do not return a calendar will be placed on our waiting list pending openings. Jesup Summer Care operates on student to staff ratios per our DHS licensing requirements. We understand that emergencies and sickness are out of your control. Unfortunately, due to our fixed operating expenses, there will be no adjustment of tuition due to absences, refunds, or credits. Please be sure to mark only the days on your weekly calendar your child(ren) will be attending that you wish to be billed for. Changes to schedules can not be made after you turn in your calendar, these will be the days you are billed for.
 
TUITION AND SCHEDULING
Tuition, activity fees and schedules are due in advance. Summer Care activity packets will be made available closer to the end of the school year and will contain a schedule form along with any other forms needed for the summer. A deadline will be attached for schedules. Children are not required to attend each week of childcare. If your child will not be attending a week please turn in the schedule form indicating that you will not need childcare for that week. Failure to abide by the deadlines may result in no childcare services or your child may lose their spot and be placed on a waiting list.

Summer Rates
Monthly billing will be offered based on a daily rate.  We do NOT offer half day rates.  Parents will be billed based on their monthly schedule provided at the daily rate.  Rates at $30.00 for the first child and $26.00 for each additional child.  Two snacks and three milks are provided daily to students and are included as a part of the daily rate.  Lunch is offered through the program.  Lunch must be noted on the student(s) monthly schedule.

CURRICULUM
Our developmentally appropriate programs are both age appropriate and individually appropriate. Programs designated for a specific age group are based on the knowledge of how children learn, with attention to the needs and differences of the individual child. Lesson plans are based on gross and fine motor skills, cognitive, social emotional and language development, art and crafts, along with reading and journaling.

Children are taken outdoors every day except when it's raining or the temperature is too hot or cold. We have many large climbing activities and organized group play. There is a flexible balance of indoor/outdoor; active/quiet; group/individual participation.   

Nutrition Policy
School day programs will serve breakfast and lunch along with AM & PM snacks.  Food served will follow the CACFP guidelines for nutrition.  Meals and snacks served will include a greater variety of vegetables and fruit, more whole grains, and less added sugar and saturated fat.


POTTY TRAINING 
All children in our classes MUST be potty trained. Clothing should be easy to manage to encourage self-help skills. Buckles, belts, tights, onesies, and suspenders may be a problem when the child is/are in a hurry to use the bathroom. Parents are required to supply an extra changes of clothing to make this process smooth. We do have storage in our bathroom for extra supplies to keep on hand. Soiled clothing will be sent home for washing in the child’s backpack.

BEHAVIOR MANAGEMENT
Children learn what they live. Our example of honest and fair action with all children, loving and calming words and gentle hugs of encouragement are the most powerful ways we teach children how to live in the world. Our discipline plan teaches children to respect themselves and the rights of other children and staff. Children are encouraged to develop self-control over their behavior. Teachers encourage positive behavior in the following ways:

1. Recognizing what behavior is inappropriate and redirecting the behavior to appropriate activity choices.

2. Praising and rewarding appropriate behaviors.

3. Allowing children to experience natural and logical consequences of their behavior.

4. Expecting cooperation for specific privileges. Defining boundaries clearly and consistently. Providing “time out” for children who are endangering themselves, other children or the staff.

Parental conferences will be scheduled if there are behavioral concerns for a particular child. A plan will then be developed to assist the child towards more positive behavior.
The goal of discipline is to teach children self-control through training and instruction.
Rewards: We reinforce desirable behavior by praising the child or rewarding him/her. When a child realizes that positive attention comes from appropriate behavior, that behavior is more likely to continue.

Discipline: Discipline is a form of teaching that directs children toward acceptable behavior. It is one tool which a teacher uses to assist the child in development. There are several ways to apply discipline. One of these areas is “time-out” (to remove from the situation). The duration in minutes the child is to be in time-out is equal to the child’s age in years. Our staff will implement discipline in the most positive manner possible. No corporal punishment, physical discipline or verbal threats shall be used. We also believe that raising our voices in a harsh manner only frightens them, distracts them from the problem or even stimulates them to further misbehavior; therefore, reasonable voice tones are maintained.

 First Offense: A contact will be made by the teacher with the parent(s)/guardian(s) of the offender and a note will be placed in the child’s record. 

Second Offense: A written notice from the supervisor will be given to the parent(s)/guardian(s) of the offender. A second note will be placed in his/her record.

Third Offense: A call will be made to the parent(s)/guardian(s) of the offender so that they can possibly deal with the child directly by phone. A second written notice from the office will be forthcoming. A third note will be placed in the child’s record. 

Fourth Offense: A phone call will be made to the parent(s)/guardian(s) of the offender so that the parent(s)/guardian(s) can immediately pick-up their child. A discussion between the Director, supervisors, and parents may be necessary to determine alternative arrangements.

Biting is a very common behavior for children two and three years of age. However, here at Jesup Elementary we strive to eliminate this type of behavior from our center as it tends to cause minor injuries when it occurs.

The Staff at Jesup Elementary watch their students very closely in order to prevent biting incidents from occurring, but occasionally an incident will happen. When a child bites it is very serious due to the possibility for an injury to result. Because of this, when a child bites the adult present will remove the biting child from the incident and will explain to them that biting isn’t a choice and give them alternatives to their biting. All staff members will respond in an unemotional tone so that they do not draw attention to the negative behavior. Drawing additional attention to the behavior may encourage the child to continue biting. If a child is biting, the staff in the child’s room will verbally address the behavior with the parents. If a child continues to bite additional implications may result and a parent meeting may be called to address the concerns and develop a plan of action. If the child’s biting is persistent a behavior notice may be sent home outlining what actions could result.

If a child is bitten by another child while in attendance at Jesup Elementary, the staff will make sure to clean the bite and take any first aid steps that may be necessary. The staff in the child’s room will inform the parents of the incident and an injury report will be written for the parent to sign alerting them of what happened.

LUNCH POLICIES
During an all school operating day, Jesup Elementary has a full kitchen staff on site to prepare hot lunches. On non-school days and summer care, parents are required to send their child(ren) with cold lunch, unless noted on the monthly calendar. Please supply your child’s lunchbox with a cold pack as we have limited refrigeration space. Please be aware when packing your child’s lunches of any food allergies we may have posted and make staff aware of things that may be a concern in their lunches so we can take appropriate action during snack and meal times. The child’s lunch should be clearly marked to show ownership.  Under our State Licensing, Jesup Community Programs follow the state food program. Attached you will find these tips for when packing your child’s lunch.

We do offer a lunch program on No School Days and Summer Care.  Lunch must be noted on student(s) monthly schedule.  *Rates are subject to change with notice upon sign up.  


WHAT TO WEAR AND BRING
Children should wear comfortable, washable play clothes in which they are allowed to get dirty. Many learning centers can be messy and children should not be afraid to participate for fear of getting dirty.
Label Clothing: Please label all clothing items which your child may remove at school, including hats and mittens, sweatshirts, sweaters, etc., with your child's name or initials. Please do the same for any item your child brings to school (e.g. Show and Tell, extra layers of blankets, etc.) Some of these items get brought out at after school times and become misplaced. In recent years we have had a lost and found bench with many unclaimed items.
Backpacks: Please be sure to clearly label your child’s backpacks. Lots of students have the same backpacks and can easily confuse them with each other.
Footwear: Children should wear supportive shoes. Rubber-soled shoes (tennis shoes) are best for running and climbing. For safety's sake, flip-flops, jellies, boots, slip-on tennis shoes, and shoes with heels are not recommended. We are not liable for accidents that could be prevented with proper shoes. A child may need to sit out during an activity if the proper footwear is not worn. We plan daily outside activities and when this isn’t an option due to weather if the school gym is available we can go there as well. We want to do our best in keeping the students safe.

WEATHER
We plan to go outside for a period of time each day, weather permitting.

Cooler Weather- the limit to which children will enjoy the out-of-doors is upon the Supervisor’s discretion. Exposure to cold, when appropriately dressed, helps to kill germs that cause colds and flu. In cooler weather please label and send appropriate clothing including a warm coat, snow pants, a hat and mittens. Please also send boots with a change of shoes in your child’s backpack to wear in the classroom. All grade levels do try to go outside through the day during the winter months, Preschool through 4th grade. It’s always a good idea to send extra gloves/mittens labeled in the bag for a second recess.

Hot Weather- we plan to utilize outdoor play while the days are warm. Our summer program includes swim days. We become very cautious when the heat index reaches 90 degrees. We require that physical activity slows down, exposure to heat and sun be shortened and plenty of water is consumed (even if the child claims he or she is not very thirsty). Please apply sunscreen to your child before coming to school. We will reapply it after nap if you have provided a bottle for your child and appropriate documents are signed here at Jesup Elementary.

FIELD TRIP & NON CENTER ACTIVITY POLICY
Children at Jesup Elementary may be involved in field trips designed to add to the curriculum.  Children may take field trips to neighboring cities to see special places or take part in special events.  When a field trip is planned, parents/guardians will receive written notification in advance of the destination, time leaving and returning, method of transportation, any special items each child may need, and any additional cost.  At least one extra staff over ratio will be present for all field trips.  Children will be counted every 15 minutes while on field trips; before getting on the bus, while on the bus, departing the bus, etc.  An emergency backpack (containing first aid kit, emergency information of children & extra supplies) and clipboard (containing roster & departure log) will be taken on all field trips.  Each lead staff shall carry a cell phone on all field trips.  In the event of a medical emergency, the staff will immediately notify the Principal and the parent/guardian of the child.  If the child is in need of immediate medical attention 911 will be called and Jesup Elementary Medical Emergency procedures will be followed. 
 If a parent/guardian does not want their child attending a specific field trip, Jesup Programs Staff are  not responsible for providing alternate care for your child during the time of the field trip. 
Transportation for field trips will be arranged through the Jesup Community School District Busing. 
UNIVERSAL PRECAUTIONS POLICY
The universal precautions are intended to prevent exposure of staff to blood-borne pathogens and are intended to supplement rather than replace recommendations for routine infection control such as hand washing.  Specifying barrier types or procedures for every possible clinical situation is impractical; therefore some staff judgment must be executed.  District Policy in regards to this will be followed.

MEDICAL AND EMERGENCY PROCEDURES

Health
1. Your child's immunizations should be kept up to date. You must be able to provide a record of your child's immunizations with an original doctor’s signature prior to enrollment.

2. Jesup Elementary programs are a place for well children. Children who become ill at school will be moved to a quiet area and will receive the necessary attention until parents can be notified. Please make arrangements to pick up your child as soon as possible to protect the health and well-being of others at Jesup Elementary.

3. If a child develops any of the following symptoms during the day, our staff will contact the parent/guardians to make arrangements to pick up the child. Symptoms requiring absence or removal of a child from the child care setting are but are not limited to:
Fever- No child with a fever over 100.4 degrees should be sent to school. Also, the child needs to be FEVER FREE (WITHOUT MEDICATION) FOR 48 HOURS BEFORE THEY RETURN; Diarrhea- runny, watery or bloody stools; Vomiting- two or more times in a 24 hour period; Sore Throat- with a fever; Swollen Glands, Persistent Coughing- A child with a “heavy” cold and a hacking cough or if the child gets red or blue in the face or if the child makes a high pitched whooping/wheezing sound; Eye Discharge- a thick mucus drainage or pinkeye. (Must have antibiotic eye drops for 24 hours before returning); Any contagious disease or condition- including ringworm, impetigo, pinkeye, etc.; Yellowish Skin or Rash- A rash may be the first sign of one of the many childhood illnesses. Do not send your child to school with a rash until your doctor has said it is safe to do so; Any condition that keeps the child from feeling well enough to enjoy being with a group of children- The supervisors, director, or the school nurse may determine that your child is not well enough to be at school.

4. Keep the child home if there is any vomiting or diarrhea. It is recommended that you keep your child home until food has been kept down for 24 hours. A sick child with diarrhea, vomiting, or fever (100.4 degrees or higher) must be free of symptoms and medication- free for 48 hours before returning to school.

5. Please let us know immediately if your child develops a communicable disease so that we can inform other parents if necessary. We follow recommendations from the Center for Disease Control concerning the length of time a child must be excluded from school with a communicable disease.

6. With any young children minor accidents (bumps, scrapes, scratches) will occur. We will let you know the circumstances and provide a written accident report should these occur.  

7. In the case of a serious accident, the school staff will render first aid while contacting parents. If needed, the school will call emergency personnel. Parent/guardians will be responsible for the expenses incurred.

8. If your child will be absent for the day, please call the school secretary, Heather Hansen, at 319-827-1700 extension 2 and leave a message on operating days, or call the site supervisor at 319-827-1700 extension 7 on no school and summer care days. By making us aware of an absence this may give us an opening for additional children that day. When calling please include your child’s full names so we can contact the appropriate teachers or make the needed cancellation to the corresponding program. A phone call may be made to your place of work or home if Jesup Elementary has not been previously notified. We want to make sure that your child is safe.

MEDICAL EMERGENCIES
Serious injury or significant change in health status staff will report directly to parents. In the instance that medical assistance is needed Jesup Elementary staff will proceed with calling 911 and start CPR and first aid if needed.

When young children have minor accidents or injuries.  We will provide an accident report the same day as the injury.  

Dental Emergencies:
Toothache- Clean area and rinse with warm salt water. If face is swollen, apply cold compress. Contact parent.
Cut/Bitten Tongue, Lip, or Cheek– Apply ice to bruised area. If bleeding apply gentle pressure. If bleeding persists after 15 min. call parents.
Broken Tooth-Rinse dirt from injured area with warm water. Place cold compress over face and area of injury. Contact parent. Locate and save any broken tooth fragments.
Knocked out tooth– Locate the tooth. Handle the tooth at the top or crown. DO NOT CLEAN the tooth. Transport the tooth in a cup containing milk. Contact a parent to see dentist immediately.
Possible Broken Jaw– Keep the jaws from moving by using a towel, tie or handkerchief. Contact Parent.

MEDICATIONS
In accordance with our health/medical advisors, Jesup Elementary Staff will administer medications as parent(s)/guardian(s) direct in conjunction with the instructions on the medication label. Therefore, all medications must be in its original container with labeling. Medications will only be administered to children with a release signed by parent/guardians. A Medication Sign-in Sheet can be filled out with staff. Medications will need to be taken to the school nurse during operating school hours, on no school days and summer care medications will need to be given to the site supervisors to ensure they are placed in appropriate areas out of the reach of other children. Jesup Community School will have several staff on-site that have been trained by our school nurse to administer medications.

EMERGENCY GUIDELINES
In all emergencies or potentially harmful situations, the staff will use common sense to protect themselves and the children above all. In any situation where the children need to leave the building for safety, the emergency telephone numbers are taken as well. The staff will get as far away from the building as necessary for the situation and will take shelter, keeping the children from additional harm.

Intruder in the building- See Emergency Procedures Handbook

Lost or abducted child- See Emergency Procedures Handbook

Bomb threat- See Emergency Procedures Handbook

Chemical spill- If there is a minor chemical spill of a non-hazardous substance, the area will be blocked off and cleaned immediately. However, if it a serious or hazardous chemical spill, the children will be evacuated and Fire Rescue called. Power failure- In case of power failure, flashlights are available for use. The electric company will be called if possible and an approximate time for power to return asked. If it gets too hot or cold for the children, all parents will be called to see if they can have their children picked up early.

Blizzard- If road conditions are such that driving is impossible, Jesup Elementary Programs will either close or open late or close early until roads are cleared. All parents will be notified of the situation through district wide phone call/text/email, local radio stations (i.e.: K92.3) and/or local television stations (i.e.: KWWL). 

Fire- In case of fire, the staff and children are aware of the route out of the building. The evacuation route is posted by each classroom door. Designated staff persons will take sign-in sheet and parent phone numbers with them. A head count and safety check of all children will be completed. A practice fire drill is given monthly.

Tornado- In case of tornado or tornado warning, the staff is aware of our designated tornado areas and will escort children in an orderly manner. All children and adults will sit on the floor and cover their heads. We will remain in the safe area until the warning has been lifted. Children will not be released from our care during a siren going off. Person(s) picking up a child during this time will be asked to wait until the siren has been lifted. A practice tornado drill is given monthly.

Structural Damage– In an instance where our structure has been damaged we will use the same emergency procedures listed in our fire procedure: Designated staff persons will take sign-in sheet and parent phone numbers with them. A head count and safety check of all children will be completed.

PARENT RESPONSIBILITIES
1. Parents or guardians must notify the staff supervisors of any change of address, family status, and home or business phone numbers. Emergency numbers must ALWAYS be current. These changes should be made to the appropriate documents in the child's file.

2. Parents or guardians should not allow their children to bring toys or money to school. If they are brought, the teacher will put them away until departure times. 

3. Parents must pick up children no later than scheduled times stated on their monthly calendars to be sure we have enough staff to cover the students in attendance. If there are any changes to your monthly schedule this needs to be communicated with the staff supervisors, to be sure we have enough staff scheduled for that given day. Please Do Not communicate this through your child’s classroom teachers as they have no knowledge of the number of students we are anticipating for each day. Students who are not scheduled may be sent home if student/staff ratios can not be met with additional students.




EXCLUSION FROM SERVICES 
Families may be dismissed from the school for the following reasons: 
1. Non-payment.

2. Child left Jesup Elementary Programming after 6:00PM on a consistent basis without notifying supervisors. 

3. Non-compliance with school policies. 

4. Failure to meet the necessary immunization and physical examination requirements or failure to complete the necessary paperwork.

5. Disruption of the program, abusive language, and/or threatening behavior that is harmful to children, staff, or self.

6. All appropriate behavior needs have been met and child’s behavior continues to persist after meeting with parents and child has received four offense warnings.

PRIVACY STATEMENT 
Your family/child’s records, personal information, and billing statements are confidential information. This information will only be made available to you, the Administrators and Before and After School Directors and Supervisors (as necessary), and The Department of Human Services as reasonably needed. 







     
















ACKNOWLEDGEMENT

       	I have been given the Handbook for the Jesup Early Learning Programs and I am fully aware of the policies and procedures and my responsibility to follow the guidelines of these policies and procedures..


Parent/Guardian Signature____________________________________ Date________________________________
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