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[bookmark: _Toc222194530]MISSION STATEMENT

The mission of Youth Enrichment Services, Inc. is to enrich and develop the lives of children, youth and families in the Sioux Empire through comprehensive and educational services necessary to meet evolving needs.

[bookmark: _Toc222194531]INTRODUCTION 

[bookmark: _Toc222194532]Welcome to Youth Enrichment Services

Thank you for your interest in Youth Enrichment Services (YES).  Your kids will love it here and have so much fun they won’t even know they are learning. We employ nurturing teachers with degrees that are providing nationally recognized curriculum for all ages developed by a trained curriculum team. We are able to prepare your children for school and life long success, all within a safe, secure, and stimulating environment for your child to learn and develop. Our huge outdoor play grounds provide fresh air and room to run, as well as indoor gymnasiums providing physical activity for your child.

YES is a non-profit organization that operates child care centers and provides enrichment services in the Sioux Empire.  The staff at YES is dedicated and experienced in providing the kind of caring attention that your children deserve.
[bookmark: _Toc222194533]Philosophy 

YES provides developmentally appropriate programs for children that enable each child to grow and learn at their own pace.  The Creative Curriculum Program provides the framework for physical, social, emotional, and intellectual development of children. The curriculum is designed to stimulate growth through a balance of guided and self-directed activities.  Each child is given the opportunity for individual development and exploration through an environment that is creative, stimulating, and nurturing.  
[bookmark: _Toc222194534]Goal

The goal of YES is to provide a developmentally appropriate program to enable each child to grow intellectually, emotionally, physically, and socially while becoming aware of their surroundings and abilities. 

[bookmark: _Toc222194535]Our Vision

It is the vision of YES to be the child care provider of choice, delivering high quality child care and enrichment opportunities for children in the Sioux Empire while demonstrating strong leadership and fiscal accountability to its contributors and customers. Care and enrichment will be available to families when they need it, where they need it, and with the service features necessary to meet the unique needs of every child we serve. YES will be seen as a crucial partner in building a vibrant economic and business community while providing care that promotes healthy, happy and prosperous families.

[bookmark: _Toc222194536]LOCATION/HOURS OF OPERATION

	14th Street Learning Center
824 E 14th St
Sioux Falls, SD 57104
(605) 338-8061 Fax: 338-3739
Monday-Friday 6:30 a.m. - 6:00 p.m.
Welcoming children 4 weeks – 12.

	River Crossing Childcare Center
5015 South Crossing Place, Ste 150
Sioux Falls, SD  57108
(605) 334-1133 Fax: (605) 335-4323
Monday-Friday 5:40 a.m. - 6:30 p.m.
Welcoming children 4 weeks – 5 years.
(Before School Care)
	Eastside Learning Center
700 S. Sneve Ave
Sioux Falls, SD 57103
(605) 339-2095 Fax: (605) 339-1311
Monday-Friday 6:30 a.m. - 6:00 p.m.
Welcoming children 4 weeks – 12years. 
(Before & After School, Extended Hours and Summer Programs)
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	Brandon Locations and Programs
Pre-School (3-5 years) and Kindergarten Plus --AM & PM Sessions
Located inside Celebration Church
500 Pasque Flower Trail
Brandon, SD 57005
School Age Enrichment (After School and Summer Programs)
Robert Bennis, Brandon Elementary,
Fred Assam Elementary
	Harrisburg Locations and Programs
School Age Enrichment 
(Before & After School, Extended Hours and Summer Programs)
Liberty, Explorer, and Journey
	School Age Enrichment Sioux Falls
On-Site
All City, Cathedral, Cleveland, Garfield, Harvey Dunn, Hayward, Jefferson, John Harris, JFK.
Transported Sites (14th St Learning Center, Eastside Learning Center, Hillcrest Baptist)
Anne Sullivan, Eugene Field, Hawthorne, Horace Mann, Laura Wilder, Longfellow, Lowell, Mark Twain, Robert Frost, Terry Redlin, Rosa Parks
Summer Programs
Eastside Learning Center, 14th Street Learning Center, and Burnside Location



YES is closed for the following holidays: New Year's Day, Memorial Day, 4th of July, Labor Day, Thanksgiving Day, the Friday after Thanksgiving Day, and Christmas Day. There is no reduction in tuition for theses holidays. In addition, YES School Age Enrichment will close two working days prior to the end of public school year to prepare for the summer program and two working days prior to the beginning of the public school year to prepare for the fall program.  The rates for these weeks will be adjusted accordingly.
[bookmark: _Toc222194537]PROGRAM DESCRIPTIONS
[bookmark: _Toc222194538]Early Childhood Education (Infant & Toddler Care)

YES’ Infant and Toddler Care program offers children a fun, safe, healthy, nurturing atmosphere for children 4 weeks through two years. The year-round licensed program is individualized to meet the needs of every child by communicating and working with families to develop strategies to build on each child’s personality, interests, culture, capabilities and learning styles. The developmentally appropriate Creative Curriculum for Infants and Toddlers incorporates age appropriate activities such as story and group time, music and movement, gross and fine motor development, science and sensory and creative expression through art and dramatic play.  Children are learning about themselves, expressing their independence and learning to communicate each day.  On-going communication with parents is enhanced with monthly Early Childhood Education calendars and newsletters, weekly classroom newsletters, and individual daily reports.  YES also provides parent-teacher conferences, family programs, and opportunities for parent involvement in the classroom. These programs are offered at the 14th St Learning Center, Eastside Learning Center and the River Crossing Childcare Center.
[bookmark: _Toc222194539]Early Childhood Education (Preschool & Pre-Kindergarten)

The Pre-School and Pre-Kindergarten program provides year-round (Monday – Friday) licensed, safe, healthy, nurturing childcare for three to five year olds. The program offers daily preschool and wrap-around childcare with an early childhood curriculum that is based on The Creative Curriculum for Preschool and the South Dakota Early Learning Guidelines.  The daily routine includes journaling and fine motor, circle time (calendar and weather with music activities), literacy and math group times, large motor, centers including creative art, sensory motor, story time, science, and dramatic play. Throughout the day children are expanding their knowledge while learning to express themselves, build vocabulary, be creative, develop social skills and reinforce their fine and large motor skills. These programs are offered at the 14th St Learning Center, Eastside Learning Center, River Crossing Childcare Center, and in Brandon.
[bookmark: _Toc222194540]Early Childhood Education- Community-based Head Start

YES and the Sioux Falls School District Head Start Program work in partnership to provide community-based Head Start services for preschool age children whose families are considered eligible according to Head Start guidelines. Community-based Head Start is a full time federal program that helps ready children for school. The program offers daily Head Start services and wrap-around childcare in accordance with the Sioux Falls Early Childhood Programs, which emphasizes each child’s individual developmental skills. Following the High Scope curriculum, as implemented through Head Start, the “plan-do-review” routine includes greeting, planning, work (art, dramatic play, library, writing, manipulatives, blocks) and recall times.  High Scope also incorporates small and large group times all focusing on the individual needs of each child. Families who enroll their children in the Community-based Head Start program establish a relationship with their child’s teacher through home visits, conferences and family meetings. Head Start also provides assistance towards childcare costs so that parents whose children are enrolled in the community-based program can work or attend school. Head Start services are offered at the 14th St Learning Center.
[bookmark: _Toc222194541]Kindergarten Plus Program

Kindergarten Plus is a school-year program designed for the children attending half-day morning kindergarten in the Brandon School District. The program includes educational activities that enhance and reinforce the school day curriculum. The program also includes hands-on stations: literacy, math, science, creative art, dramatic play, story time, and large motor gym activities. Lunch is provided through the school lunch program, with the purchase of a lunch ticket. The hours of the program are 11:00 am -3:00 pm and are available for full time families only.  The Kindergarten Plus Program is offered at Celebration United Methodist Church for students enrolled at the Brandon schools. The Brandon School District provides transportation with school busses to and from the program.
[bookmark: _Toc222194542]After School Enrichment- Out of School Time

The After School Enrichment is a licensed Out of School Time Program for Kindergarten through 6th grade students operated by YES in cooperation with the Brandon, Harrisburg and Sioux Falls School Districts. After School Enrichment offers a curriculum that follows the South Dakota State Standards in reading, writing, math and science.  This curriculum balances educational activities (literacy, library, math, science, art) with social (sewing, cars and blocks, board games, dramatic play) and physical development activities. Currently After School Enrichment operates 15 offsite programs in the following schools: (Sioux Falls) All City, Cathedral, Cleveland, Garfield, Harvey Dunn, Hayward, Jefferson, John Harris, and JFK. (Brandon) Robert Bennis, Brandon, and Fred Assam. (Harrisburg) Explorer, Liberty and Journey. Transportation is provided from eleven Sioux Falls elementary schools, Anne Sullivan, Eugene Field, Hawthorne, Horace Mann, Laura Wilder, Longfellow, Lowell, Mark Twain, Robert Frost, Terry Redlin, and Rosa Parks. Transported sites are the 14th Street Learning Center, the Eastside Learning Center and Hillcrest Baptist Church. After-school programs operate from school dismissal time until 6:00 pm. Morning care is offered at Sioux Falls Cathedral and Harrisburg Explorer, Liberty and Journey from 6:30am-until school start time. Snacks are included.
[bookmark: _Toc222194543]Extended Hours

The Extended Hours program provides licensed childcare for school age children ages Kindergarten through 6th grade on out of school days and most holiday breaks. Care is provided at the Eastside Learning Center. Extended Hours offers a curriculum that follows the South Dakota State Standards in reading, writing, math and science.  This curriculum balances educational activities (literacy, library, math, science, art) with social (sewing, cars and blocks, board games, dramatic play) and physical development activities.  Hours of operation on extended hour days are from 6:30 am to 6:00 pm. Breakfast, lunch and snacks are provided.
[bookmark: _Toc222194544]School Age Summer Enrichment Program

The School Age Summer Enrichment Program is a licensed program that includes educational, recreational, and social opportunities for youth five to 12 years of age. The summer program offers a curriculum that follows the South Dakota State Standards in reading, writing, math and science.  This curriculum balances educational activities (literacy, library, math, science, art) with social (sewing, cars and blocks, board games, dramatic play) and physical development activities.  In addition, weekly field trips are scheduled around the thematic units.  Swimming is offered weekly for children.  Summer care is available at the 14th Street Learning Center, Eastside Learning Center, Robert Bennis Elementary in Brandon, Explorer and Liberty Elementary in Harrisburg, and 1605 W. Burnside Avenue. Children ages 5-12 may attend the Brandon and Harrisburg programs. At the Sioux Falls locations, children 5 through 2rd grade are able to attend the 14th St Learning Center; children 5 through 12 years old are able to attend the Eastside Learning Center; and children 6 through 12 years old are able to attend the W. Burnside location.
[bookmark: _Toc222194545]ADMISSIONS

Prior to admission, the parent/guardian for each child must complete the enrollment packet which includes but is not limited to:

Enrollment Form
CACFP Eligibility Application and Enrollment Form
Childcare Fee Agreement (income verification is required for scholarships)
Child's Schedule
Completed Child Care Assistance application (if eligible)
Tuition Express Form
Grant Funding Source Form

Parents must also submit a $25 Registration Fee per child and a copy of the current immunization records signed by medical personnel.  YES is committed to the principle of equal opportunity to those seeking enrollment of children to our childcare centers without regard to race, color, religion, national origin, or sex. The Child Care Centers may enroll children with special needs which include but are not limited to hearing loss, language delays, physical disabilities or challenging behaviors if it is in the best interest of the child and the center.
[bookmark: _Toc222194546]ARRIVAL & DEPARTURE

Parents/guardians must authorize in writing anyone picking up their child (ren). All children must be escorted into the center by a parent/guardian or authorized individual over the age of 16. Please make sure your child's teacher is aware of their arrival when dropping off at the center.

Parents must notify the childcare center if children are to be dropped off later than normally scheduled or if they will not be attending on a scheduled day. Any changes in schedules that are not communicated within one half hour before or after scheduled arrival time may result in our inability to provide care for that day.

It is also important to notify the center if children are to be picked up later or earlier than normally scheduled since children often go on field trips, walks, or other outings.
Schedules

Schedules will be required for each month of attendance. To make sure that we are appropriately staffed and meeting teacher to child ratios throughout the day and to comply with state licensing regulations it is crucial that we have accurate and up to date schedules for the children in our classrooms. 

Monthly schedules are due on the 20th of each month for the following month.  However, we do understand that some of our families are not able to give us a monthly schedule.  For these families, please make arrangements with your Center Director.

Infant, toddler and preschool parents are required to fill in actual times of care for each day so that required staffing needs may be met.

After School Enrichment calendars are used to track attendance for billing so please if at all possible fill in each day, paying particular attention to any extended care days.  If you X the calendar, we will consider you signed up for all extended care days offered that month and you will be billed for them.  Staffing must be planned according to children present for the safety of all involved, so YES will not be able to issue a credit if you don’t attend due to an incorrect calendar.  For all extended care days that you wish to use care please include all times your children will be with YES so that accurate staffing levels may be maintained.  If you need to make changes to your calendar after it is submitted, call the center office as soon as possible.

[bookmark: _Toc222194548]ABSENCES

Parents must notify the childcare center of all absences so that we can staff accordingly for the day. The center must be notified each day that the child is out, unless the number of days to be absent is initially communicated. Extended absences without notification may result in termination of services.

If a child is absent from an After School Enrichment program and the 14th street center has not been notified, YES staff will make every attempt to contact a parent/guardian or emergency contact to verify that the child was picked up by a parent or alternate plans were made for the child for that day. If YES staff are unable to contact a parent/guardian and locate the child, YES policy requires that the Sioux Falls Police Department be contacted to assist with locating the child. It is very important to keep all of your contact information for your family and emergency contact information up to date.
[bookmark: _Toc222194549]ITEMS FROM HOME

All parents/guardians are asked to bring a change of clothing marked with your child's name in case of accidents, as well as a blanket for nap times. Blankets must be taken home and washed weekly or more often at the center's discretion.

Please do NOT bring toys or games from home. If your child brings toys or games from home they will be taken to the office and may be picked up by the parent/guardian at the end of the day. Any items not claimed will be donated elsewhere. YES is NOT responsible for lost items!

Parents are required to supply their child's need for diapers, wipes, bottles, pacifiers, training pants, and extra clothing. Please make sure that all items are labeled with your child's name.  Please refer to the meal program section of the Parent Handbook (pg 14) for center specific information. 
[bookmark: _Toc222194550]Toilet Training

A discussion between the parent and caregiver is encouraged before toilet training begins. Parents are responsible for providing at least 6 pairs of clean underwear, pants/shorts and extra socks and shoes daily when the training does begin. Staff will work cooperatively with the parent on toilet training. Parents are encouraged to wait until at least 18 months to 2 years to begin the training. A child is ready to be toilet trained when he/she:
Is physically learning to control the flow of urine and bowel movement.
Cognitively understands the need and can communicate the need to urinate or have a bowel movement.
Can walk to the toilet and is willing and able to sit on the toilet.

[bookmark: _Toc222194551]Going Outside

Children will go outside daily, weather permitting. Children will not go outside if weather conditions are below 0 degrees with the wind chill or higher than 100 degrees with heat index. Time outside will be limited on days of more extreme high or low temperatures.

Proper apparel is very important for outdoor play times; hats, boots, mittens, snow pants or extra pants, scarves, etc. are necessary during winter months. Please remember to bring jackets and hats in the spring and fall. Parents are required to supply their child’s need for sunscreen and sign a medical authorization form in order for staff to apply the sunscreen. If your child is unable to go outside due to illness, a doctor's note will be required.	

[bookmark: _Toc222194552]TUITION & FEES

[bookmark: _Toc222194553]Registration

There is a $25.00 registration fee per child required prior to admission.
[bookmark: _Toc222194554]Scholarships

Due to funding provided by the Sioux Empire United Way, YES is able to offer scholarships to families in need. The scholarships are based on annual household income, age of child and number of children in our care per family. Verification of income is required to qualify for scholarships. Scholarship funding is also contingent on YES payment policy.

[bookmark: _Toc222194555]Childcare Assisted Families

Families that are eligible for State Childcare Assistance are charged according to government guidelines. Parents are responsible for all co-pays and fees assessed for hours over the maximum allowance. 

[bookmark: _Toc222194556]Payment of Fees

YES operates on a pre-pay system. Tuition is due on Monday for the current week. There will be a $5.00 late fee assessed each week if payment is not received by 6:30 P.M. Monday of each week.  If financial arrangements for any unpaid balance are not received, care may be denied until the balance is paid in full or payments arrangements have been made. Tuition Express payments are recommended and forms can be completed at intake. Any overpayment of fees will be credited to the next week's charges or refunded if the family discontinues services with YES.
[bookmark: _Toc222194557]Family Discount

There is a 10% discount on multiple children. The discount is for full time children only.  The child with the highest weekly charge pays the full amount. 

[bookmark: _Toc222194558]Waiting List Fee

If a specific program is full but you would like to be placed on the waiting list, you can complete the enrollment form but a space cannot be guaranteed unless accompanied by a $25 Registration Fee.  This Fee is non-refundable should you choose not to enroll when a space is available.  YES will refund the Registration Fee should YES not be able to provide a space for your child. 

[bookmark: _Toc222194559]Returned Checks 

There is a service charge of $30 for all returned checks and declined Tuition Express Accounts.  Cash or money order payments may be required if a check is returned unpaid.

[bookmark: _Toc222194560]Late Pick-Up Fee

There will be late fees assessed for children not picked up by the time the center closes. The late fee is $10.00 for the first 15 minutes and $5.00 for every 15 minutes thereafter for each child.  Every attempt will be made to contact parents. If no parent or emergency contact can be reached, law enforcement will be contacted 30 minutes after closing.

[bookmark: _Toc222194561]Holidays

YES is closed for the following holidays: New Year's Day, Memorial Day, 4th of July, Labor Day, Thanksgiving Day, the day after Thanksgiving, and Christmas Day. There is no reduction in tuition for these holidays.  Families may choose to use vacation days during these holidays.

[bookmark: _Toc222194562]Vacation or Illness

Families accrue vacation/sick days based on their scheduled weekly attendance.  Families enrolled for full-time childcare are accrue vacation/sick days at a rate of 1.25 days per month for a total of fifteen days per year.  Families scheduled 4 days a week receive a total of 12 days a year.  Families enrolled at 3 days a week receive 9 days a year.  Families enrolled in hourly care will receive 8 hours of vacation/sick time for every 180 hours of care.  When children are absent beyond the days allowed, full fees will be charged. There are no vacation/illness allowances for children enrolled on CCA. School age children are allowed 15 vacation/illness day if enrolled year round and four vacation/illness days if enrolled only during the summer. The vacation/illness form must be filled out for approval of absence.  Any children enrolled after January 1, vacation/illness days will be pro-rated.

Vacation days are available to be used ONLY as they are accrued and not ahead of time.  If you attend Eastside Learning Center, 14th St Learning Center or the School Age Enrichment programs, please call the 14th Street Learning Center office ahead of time if you would like to use your vacation days.  If you attend River Crossing Child Care Center please call their office to schedule your vacation or fill out a “free day” request form and submit it to the office.
[bookmark: _Toc222194579][bookmark: _Toc222194563]CHILD ASSESSMENTS

Lead teachers will keep an up to date assessment of your child's milestones in development. Teachers will monitor and evaluate the child's progress daily through the use of observation, anecdotal records and portfolio.  Formal Assessment is completed several times a year with a scheduled conference to discuss your child's growth and development.
COMMUNICATION BETWEEN STAFF AND PARENTS

Communication between parents and staff is very important to the overall care of children at the center. Communication is encouraged frequently, but discretion should be used in the presence of children and/or other parents.

Staffwill communicate any significant happenings of the day, such as educational advancements, and other positive developments or accomplishments. Daily reports are sent home with each child. Staff will also communicate to parents any disciplinary problems or injuries that take place at the center. Likewise, it is important for parents to let your child's teacher know if there is anything that might be helpful to them while caring for your child.

Parents are encouraged to express any concerns that they may have regarding their child's individual care. We are unable to resolve problems unless we know what they are.  

Parents are also able to access information such as newsletter, calendar, etc our website www.youthenrichment.org 
[bookmark: _Toc222194564]HEALTH
[bookmark: _Toc222194565]Immunization Records 
Current immunization records, signed by medical personnel are required for admission and are to be maintained on file at the center. A copy must be on file BEFORE services will be provided. The immunization record needs to be updated with each new administered immunization. The Department of Health and Human Services Immunization recommendations are included in the appendix of this handbook.
[bookmark: _Toc222194566]Health Exclusions
Children that exhibit any of the following symptoms will not be allowed to attend YES child care centers:
A temperature of 101-degrees or over
Vomiting
Diarrhea that is excessive or unable to be contained.*
Undiagnosed rash.
Sore or discharging eyes or ears.
Severe upper respiratory infection (cough plus nasal discharge yellow or green in color).
Any contagious disease...i.e. chicken pox, mumps, measles, ring worm, impetigo, pink eye, influenza, strep throat, etc.
*According to the American Academy of Pediatrics, the recommendations for child care center infants and children concerning diarrhea are: "any child with diarrhea should be dismissed until the problem has subsided. The definition of the term is presumed to be an increased number of watery stools. If symptoms persist, the child should be seen by a physician for a written release before returning to the child care center."


If any of the symptoms listed above develop while a child is at the center, or if your child is not feeling well enough to participate in the normal routine of the day they will be isolated from the other children. Parents will be notified immediately and will be expected to make arrangements within 30 minutes to have the child picked up as soon as possible. Also, as part of our commitment to you we will contact you as possible symptoms occur. It is very important to keep all contact information up to date for this reason.  
[bookmark: _Toc222194567]Communicable Diseases 

All infectious diseases must be reported to the State Health Department. If your child contracts any such disease, please inform the center immediately. If your child is exposed to a communicable disease while at the center, a notice will be posted immediately regarding that disease and its symptoms. At the center's discretion you may be required to provide a doctor's note before your child is allowed to attend child care. A list of signs, symptoms and incubation periods is included in the appendix of this handbook.
[bookmark: _Toc222194568]Guidelines for returning your child to the center

Fever- The child should remain home with a fever greater than 101°F. Fevers are generally signs of infection. The child can return after he/she has been fever free without the use of fever reducing medication for 24 hours or permission has been granted by a director to return to the center.
Diarrhea/Vomiting- A child with diarrhea and/or vomiting should be kept home until symptom free for 24 hours.
Rash- A rash is usually a sign of a viral illness or a reaction to a medication or chemical.
If your child has a suspicious rash or one that is associated with a fever, contact your doctor. Keep your child home until your health care provider has made a diagnosis and authorized the child’s return in writing.
Conjunctivitis (Pink Eye) - Your child may return after 24 hours of treatment.
Cold, Sore throat, Cough- If cold, sore throat, and cough symptoms are associated with a fever and/or your child is experiencing discomfort, your child should remain at home.
Consider having your child seen by your health care provider if symptoms do not improve. 
Strep-throat—24 hours after treatment.
[bookmark: _Toc222194569]Medications
All prescribed medications administered by YES staff must be in the original container and labeled with the child's name, Doctor's name, expiration dates, and full instructions on the label. We will not give medication to the sibling of a child, but only to the child whose name appears on the label.
ANY prescription or non-prescription medication to be administered by staff requires written and signed instructions from the parent.
ALL medications are stored in a locked box, which is inaccessible to the children.
Please take all medications home daily. The center is not responsible for medication left at the center and will dispose of all medications no longer being used after a period of 1 month.

Record Keeping Requirements include the following:
An up-to-date binder of students receiving medication shall be maintained.  The binder will include the following information:
The child’s name and parental permission for the center to administer medication.
The name of the medication.
The instruction for administration, including the dosage and frequency.
The time and by whom the medication was administered to the child. 
Any adverse effect the medication may have or has had on the child will be noted by the staff administering the medication.

Medication that is non-prescription (over the counter or OTC) such as a decongestant, cough mixtures, topical ointments, etc., will also require written parental permission.  
[bookmark: _Toc222194570]Medical Emergencies
In cases of medical emergencies, staff at YES will take all steps necessary to secure appropriate medical care. These steps may include, but are not limited to:
Administer First Aid or CPR
Attempt to contact parents/guardians.
Attempt to contact parents/guardians through authorized individuals listed on emergency information
Attempt to contact child's physician as necessary
Contact another physician or paramedic if child's doctor is not available
Call 911 for emergency assistance
[bookmark: _Toc222194571]MEALS & NUTRITION

YES participates in the U.S. Department of Agriculture Child and Adult Care Food Program (CACFP). Meals served include breakfast (8-9:00am), lunch (11am-12:30pm), and an afternoon snack (2:30pm). Weekly menus are posted in each classroom as well as online. Daily meals include the four basic food groups and supply a minimum of 1/3 of the child's daily recommended nutritional needs. Children are encouraged to try all foods. YES Staff is prohibited from with-holding food for discipline practices or forcing a child to eat specific foods. 

Since healthy meals are offered every day we ask that no food be brought into the center from home. On special occasion treats may be brought for your child's classroom. Due to allergies and special dietary needs no homemade food or peanut products may be served at the center. No peanuts products are allowed to be brought into the center.
[bookmark: _Toc222194572]Infant Meal Program Offered at 14th Street and Eastside Learning Center

According to CACFP guidelines the Infant Meal Program allows for a gradual introduction of solid foods and encourages breastfeeding or formula feeding through the first year. Parents may choose to participate in the Infant Meal Program, which provides iron fortified formula for all infants, and infant cereal and baby food for infants from 4 to 12 months old. The following infant formula is provided by the center: Parent's Choice available through Wal-Mart. It is the responsibility of the parents of bottle-fed babies to provide a supply of bottles labeled with their child's name. Bottle-fed babies will be held and fed according to their individual schedules.  


Infant Meal Program at River Crossing
Parents are required to provide all formula, breast milk, infant cereal and baby food for their child.  River Crossing Childcare Center is not eligible to receive CACFP Funds and therefore does not provide formula, cereal, and baby food for infants.
[bookmark: _Toc222194573]Special diets 
It is the responsibility of parents to communicate special dietary needs at the time of enrollment. Forms are available in the office for those with special dietary needs. According to CACFP regulations the center will make appropriate substitutions due to religious, medical or other special dietary needs when supported by a statement of need signed by a physician or other authorized medical professional.
Inclement Weather Policy for School Age Enrichment.
YES will follow the guidelines of the Sioux Falls Public School System in the case of inclement weather.  If school is closed, YES is closed.  If school starts late, there will be no morning School Enrichment offered at school sites and YES Center facilities will open correspondingly with the public schools’ late start.  
When school dismisses early due to weather, After School Enrichment school-based sites will also be closed.  YES program vehicles will NOT transport.  Our 14th Street Learning Center, Eastside Learning Center and River Crossing Childcare Centers will remain open.  Parents are responsible for arranging transportation for their child(ren) to the sites.   
[bookmark: _Toc222194575]Inclement Weather Policy for Early Childhood Education
YES will assess the need for late start, early dismissal or cancelation due to inclement weather on an as needed basis.  Information will be relayed through Blackboard Connect, KELO TV, KELO Radio AM 1320 or Keloland.com.
EMERGENCIES - FIRE AND NATURAL DISASTER

YES is inspected on a quarterly basis by the City Fire Inspector. Emergency evacuation drills for staff and children are held regularly. The center is required to complete at least four fire drills and one tornado drill each year. Evacuation plans are posted in all rooms. All staff is required to attend one training in emergency procedures annually. In the case of fire or natural disaster, each center has a designated location to gather for safety and connecting with family members.
[bookmark: _Toc222194576]TRANSPORTATION

Transportation is provided from eleven Sioux Falls elementary schools, including Anne Sullivan, Eugene Field, Hawthorne, Horace Mann, Laura Wilder, Longfellow, Lowell, Mark Twain, Robert Frost, Terry Redlin, and Rosa Parks.  All childcare staff who transport are required to receive training prior to operating agency vehicles. YES may provide transportation for before school care, after school care, field trips and special events.. When transporting children, child restraint systems will be used for children in care following SDCL and each vehicle will only transport the number of children allowed by the vehicle passenger capacity (determined by the number of safety belts installed in the vehicle).  Licensing ratios will also be maintained within the vehicles.
[bookmark: _Toc222194577]CHILD ABUSE POLICY

YES is a licensed child welfare agency with the State of South Dakota. As such, we are obligated by law to immediately report any observed or suspected incidents of child abuse or neglect to law enforcement officials and/or the Department of Social Services Office of Child Protection. All staff members are required to immediately report observed or suspected cases to the Program Director, who in turn files the official referral to authorities.

Any incidence of suspected child abuse/neglect involving a staff member will be reported as required by law.  The Program Director and CEO will take steps (including possibility of suspension and/or termination) to insure that the incident will not happen again and will evaluate the continued performance and employability of the individual pending the completion of the investigation.  An evaluation of the employees continued performance and employability will be conducted after the investigation.
[bookmark: _Toc222194578]CONFIDENTIALITY STATEMENT FOR PARTICIPANTS

Confidentiality means that information you share with your child’s teacher or other YES staff will not be released without your consent. There are, however, certain exceptions to this:

YES must report suspected incidents of abuse/neglect of children or other dependent persons.
YES must report clear and imminent danger-to a person or to society.
YES must provide information that is ordered by a court.
Information about you may be disclosed in the case of a medical emergency or to qualified personnel for audit or program evaluation.
Certain information may be released if required by law for public health, public safety or national defense.
The person or parent/guardian consents in writing.

Violation of the federal law and regulations by a program is a crime. Appropriate authorities in accordance with federal regulations may report suspected violations. Federal law and regulations do not protect any information about a crime committed by a client; whether at the program or against any person who works for the program or about any threat to commit such a crime. Federal laws and regulations do not protect any information about suspected child abuse or neglect from being reported under state law to appropriate state or local authorities. Further information on your right to confidentiality is contained in the Federal Register and state law.
[bookmark: _Toc222194580]GRIEVANCE POLICY

At YES, we aim to provide high standards of care at all times. Like any organization, we recognize that there will be times when people may feel our service has fallen short of their and our expectations. When this happens and we are told about it, we can usually resolve the problem quickly and with little disruption. Sometimes however, the nature of the problem or the level of dissatisfaction will lead to a formal complaint being made. We take all complaints about our care seriously and ensure that every complaint is thoroughly investigated. 

[bookmark: _Toc222194581]Procedure for filing a formal complaint:

Level One 

Give your complaint in written form to the relevant staff member or their manager. Complaints that appear to be relatively straightforward will be handled directly by the Center Director. We aim to reach an agreeable resolution quickly. Most complaints we receive are successfully resolved at this level.

Level Two

If such a resolution is not possible or if you feel your complaint has not been satisfactorily resolved, write to the CEO with details of your complaint. The CEO will acknowledge your complaint. These complaints are usually of a more serious nature and require formal investigation and response.   These complaints, if upheld, may result in disciplinary action for a staff member and for complaints which have not been resolved at level one. We may decide that your initial complaint merits moving straight into stage two in any event.

Participants are encouraged to utilize the grievance procedure within 30 days of the incident in question. There are no real or implied penalties for using this procedure.
[bookmark: _Toc222194582]BEHAVIOR SUPPORT AND MANAGEMENT POLICY

Behavior Support and Management refers to efforts to increase socially adaptive behaviors and to modify maladaptive or problem behaviors in the most respectful manner possible. The goal of YES is to teach and model behaviors and skills that are adaptive and socially productive using the least restrictive method. Teaching and modeling behavior change is the responsibility of staff members. All behavior support and management techniques and strategies used must be the least restrictive option that protects the rights and the safety of the participant and others. Staff will be trained to implement behavior support and management techniques and must not implement restrictive techniques unless trained. The agency will use evidence based training for behavior support and management.
[bookmark: _Toc222194583]DISCIPLINARY PROCEDURES

In some circumstances, a child may have difficulties adjusting to the childcare center. Every attempt will be made to help the child to adjust, including special conferences with the child, teacher, parents, Program Director or any combination of those above. For the safety and well being of your child and all other children enrolled at the center we reserve the right to ask that other arrangements for childcare be made if a child is unable or refuses to change unacceptable behavior. The following principles will be applied consistently with all children in our child care program:
Each child is valued as an individual.
Age-appropriate guidelines and limits will be consistently applied.
Positive behavior will be reinforced.
Corporal punishment is prohibited.
Peers are not permitted to administer discipline.
Children will not be subjected to discipline which is humiliating or frightening.
Children will not be placed in environments that would be harmful or dangerous.
Withholding food from a child will not be used as a form of punishment.
[bookmark: _Toc222194584]STAFF REQUIREMENTS FOR SOUTH DAKOTA LICENSING

Primary childcare staff must be 18 years of age; Secondary childcare staff may be under the age of 18. 
Childcare staff is supervised by owner/operator, director, assistant director, or teacher.
The person who plans and implements the program must have an appropriate degree and experience.
Volunteers will not be used to fill staff member positions.
No staff member or volunteer will have a substantiated report of child abuse and neglect.
[bookmark: _Toc222194585]TERMINATION 
	
Termination of services may occur if:
Parent repeatedly violates any policy of YES.
Parent behaves in a disrespectful or abusive manner toward staff.
The financial arrangement contract is violated.
The Centers are no longer able to meet the need of the child.
A child is unable or refuses to change unacceptable behavior.
[bookmark: _Toc222194586]WITHDRAWAL FROM THE CHILD CARE CENTER

A withdrawal form must be completed and returned to YES business office when withdrawing your child (ren) from any YES program.  A two week notice is required. As a participant of our programs, YES commits an opening to your child that cannot be offered to another family without your notification of withdrawal, or your child has been absent for 2 consecutive weeks without notice.  Therefore, billing will continue until a completed withdrawal form has been received or YES has terminated services.
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[bookmark: _Toc222194587]Appendix

[bookmark: _Toc222194588]List of Communicable Diseases 
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[bookmark: _Toc222194589]Recommended Immunizations Schedule
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