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Policies and Procedures

The Fraukliv County Extended Sthool Program provides quality care for children n a safe and enriching
ewvironment. This program is offered during the hours when parents are working and there may be o adutt
supervision in the home. Childrew have the opportuvihy to engage i activities which bevefit them emotionally,
socially, physically avd educationally. These activities include crafts, sports, games, art, music, and many other
creative and eultural activities. The activities are conducted and planved by staff traived to meet +he veeds
of childrev avd to provide positive adult role models. The Extended School Program is a privileae extended by
the school system and ot a right. The program is self-sufficiewt and receives vo federal, state, or local +ax
dollars. The Extended School Program is a von-discriminating program and is totally financed +hrough parent
fees.

Whew a child is ewrolled in €SP a space has been reserved for the child for +he school year. Payment options
chosen on vour registration contract are due and pavable regardless of attendance. ESP staffs based ow vour
cowtracted registration and attendance days selected. The ewrolling parent is respowsivle for all fees related +o
the child’s participation in ESP. If chavges in custody or billing parties ocour, votification must be sent +o the
ESP Site Director immediately. The enrolling parent will continue o be responsible for payment unless custody
papers are ov file  the ESP office that specifically states otherwise. Both parewts will have edual access +o
+he child and the child’s records, unless documentation on file i +he ESP office states otherwise.

we want to know how vou and vour child feel about the program avd how we might better meet vour veeds.
All questions concerning policies and procedures of the Extended School Program should be addressed +o the site
director at each school or the coordinator, Kim Nuckolls, Should vou have duestions or concerns about +he
program please feel free +o call the school or +he ESP Coordivator at the Board of Education.

ESP is located at the following school sites:

School ESP Room Site Pirector Tox ID #
‘Broadview Elementary G67-0132 207-32709 Hawah Lack %2.600D54%11
Clark Mewmorial School a67-240% A6%-50949 Pustin Glasver 62.600059%3-D%
Decherd Elementary a67-54%3 4671020 Wary Hil ¢2600059%-01
Northh Lake Elementary — 455-62349 3073674 Dava Knight ©26DDD593-02
Rock Creek Elementary 3¢\-D244 2¢1-025% Kelsey Bohannan 62600059310
Sewanee Elementary 546-5051 548-5231 Tori MeCollough ¢2.600059%-D5
Fravidin Counrty BOE A671-0626 3¢1-0123 Kim Nuckslls, ESP Coordinator
NON WMIN ON NOTICE

Fravklin Convty Schools in its educational activities with students does vot discriminate on the basis of race,
religion, creed, sex, gevder, aender identity, sexual orientation, national origiv, color, age, and/or disability,
Franklin County Schools does provide access to Boy Scouts, Girl Scouts, and other youth groups designated by
federal or state law.

PARENT ITNVOLVEMENT

Families are a vital part of ESP. The exchange of information about a child from the parewts’ avd the
staff's perspective caw be very helpful to the family aud +he Extended School Program. The staff will be able
+o better meet the needs of vour child if we are aware of the things such as illess v the family, a change of
residence, special fears, etc. Flease keep all data on your child’s information/registration form current. Working
together, we can provide a program that is fuw, educational, and ewriching for vour children.

ENTS TS

Parewts have the right +o:

1. Know thelr children are v a safe environment where they are free to select from a variety of activities,

2. Yuow what types of programs and activities that are being planved and offer feedvack on the kinds of activities
children enjov.

3. Know if their child is wisbehaving and spend time talking with the staff concerving a solution,

4. Kuow when the children will be going avy place other than where the program is usually held. EXAMPLE: Field Trips,

5. Voice special concerns and considerations ot covered in this handbook. Share concerns with staff and the director at
any time about amithing they do ot feel is in the best interest of +he childrew.
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Parent’s Responsivilities

A parent signature on the registration contract verifies an agreement of, understanding and
compliance with all ESP policies.
Parents have the responsivility to:

1. Observe the rules of ESP as set forth in this handbook and i awy additional policy statements of the
Franklin County Board of Education.

2. To share their concerns with the staff mewmbers, if problems arise.

3. Listen to concervs that staff members have about their child's behavior, and work for an agreeable
solution to any problewms that wight occur. Address major concerns with the site director or
coordinator,

4. Know about any change in policy and procedure,

5. Replace any equipment that their child is respovsivle for misusing or damaging.

G. Tokeep the child's record up to date with changes in phove wamber and address.

Families are a part of the Extended School Program. Parewts can be informed by speaking with the ESP Site
Director or staff, receive vew information through reminders, written awoumncements, bulletin boards, and
individual feedback +o help create the best experiences for the children v the program. Parent sugaestions
and evrichment offerings are alwavs appreciated. The Site Director will keep parents informed about special
happenings and changes in ESP through postings and reminders. Please check daily when vou pick up vour child,
It is most helpful +o keep ESP informed of any chavges which may occur n a child’s ewvirowment such as illwess
in the family, a change w living location or awy other stressful situation that may be important +o the child.
The ESTP staff will be able to better meet the needs of the child if they are aware of these situatiows.

olidays, Breaks, and Staff Development Days
The Extended School Program will operate only on +he days that schools are in session. ES? will vt be open any
day that school is viot in sessiow, holidays, professional development days, fall, wirter, spring breaks,
abbreviated day, awd closure or early dismissal for wclement weather,

Vacation

Vacations — Two weeks’ vacation per year way be used without fees. Netification to the site director mus+
be made one week in advance +o avoid charges for attendavce. Vacation weeks must be covsecutive days and
may vot be brokew into ndividual days.

Attendance

You must schedule the days that vour child will be attending ESP when vou complete the registration. Your
child should attend the program on +he same days each week and pay the daily rate. Mou will be charged
weekly/monthly for the days vyou sigued vour child to attend when vou register. Absolutely vo TROP-INS will
be accepted. CHANGES - Tf vou veed +o make changes w the days of the week that your child attends €SP,
this change must be made n writing and at least one week i advauce of +he next week’s/month’s payment
due date. The changes should be wade for a specific, valid reason. These changes must be reviewed and
approved by the ESP Site Director. Chavging attendance options is only allowed, pending availability, ONE time
per semester. ESP staffs based ov vour contracted attendance option. (Note - chawges will vot be approved
for a child that veeds +o attend basketball practice. You will veed +o cowtivue +o pay child care fees +o reserve
your spot and maintain enrollment wambers. Or you may complete a Withdrawal Form and re-evroll if a spot is
available at the eud of the season and ESP maintaivs the required vumber 4o remain open.

Withdrawal From €SP

At Parent Reduest: a one-week votice of withdrawal in advance is reauired in writing o the Site
Director before withdrawing vour child from the program due +o the impact on staffing. Parents
are responsivle for fees during the one-week votice period. Tf your child does viot attend for 5 days
(one week) without written notification, your child will be removed from +the program. The parent
will be respovsible for fees incurred during the absevce. The available slot may be filled with the
next child if there is a waiting list for enrollment. In order to return to the program, a vew
registration must be paid and a vew contract signed.
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At Site Request: if the site requests withdrawal, votification period prior +o withdrawal is not
required. ESP has the legal option +o withdraw a child for any of +he following reasons: vow-payment
of fees, repeated failure of parewts to pick up +heir child on time, failure +o provide site with
current emergevey/medical nformation as stipulated by state licensing, continuons disciplinary
problems, or inappropriate conduct of parewt or guardian,

If a child is dismissed from ESP, helshe will vot be eligible for re-enrollment for the duration of the
school year.

Tlivess/Absence

The Extended School Program canot deduct single days missed for iliness from the ESP fee. All fees
paid are used for direct operating costs, such as ESP Staff, swacks, crafts, and program supplies. All
of these things must be available for the number of children attending the program. when
registration/enroliment occurs, plans are made for staff, space, time, and provisions for +he children
regardless of their attendance. ESP will give illness credits ovly if vour child is sick, does not attend
ESP for 3 or wore days, and you provide a doctor’s excuse the day the child returus +o €SP credit for
the illness will be issued in the next date a payment is due. May request illuess credit only two times
per semester along with a physician’s note, Prolonged ilwess may mean withdrawal of the child from
the ESP program. Extended School Programs canaot provide care for sick children. Please do vot
sevd vour childrew if they have a fever or a contagious disease. Policy requires that a child is +o be
picked up as soon as possible in the evewt of illness while in ESP. A child wust be present in school in
order to attend ESP in the afternoon. The Department of Human Services wmay be contacted if a
child continues +o be sewt +o ESP with an illness or symptoms of an illwess without medical attention
(including lice). Parents of students with live or active infestation will be asked +o pick up +heir child
immediately to begin the treatiment process. We are concerved for the health and welfare of each
child; therefore, we require that vour child be picked up as soon as possible in the event he/she
becomes ill while at the program.

Credit for an absence due to a death v the immediate family (father, mother, brother, sister, or
gravdparent) will be given and reflected in the vext date a paymewt is due o the Extended School
Program. A wmaximum absence of 3 days will be allowed.

Wedication Policy
If vour child is required o +ake prescrived oral medications during +he program hours, ES? must have written
directions on the medication as issued by the pharmacy. Wedication must be brought to the ESP staff by the
parent. The medication must be given to +he Site Pirector in a prescription bottle. Antibiotics and over the
counter medications such as cough syrup, aspiriv, or cold medicines CANNOT be adwministered in ESP. written
instructions signed by the parewt/guardian will be required and wust include:
Child’s name
Name of medication
Name of physician
Time +o be self-admivistered
Dosage and directions for self-administration (won-prescription medicines must have label directions)
Possible side effects, if known, and

7. Termination date for sclf-administration of the medication.
All medication will be kept n a locked contaiver by +he staff. A record of any medication given will be
maivtaived and kept in the child's file by the ESP Staff/Site Director:

1. Times medications admivistered

2.  Noticeable side effects, and

2. Name of the ESP staff person administering medication to the child,
EST follows +he medication policy ¢.405 of the Franklin Counhy School Board and the Standards for Sehool
Adwmivistered Child Care Programs Rule 0520-12-01-14.

SWmAWNS

Hours of Operation
School Pays Aftervoon session 2:0D0 PM - 4:0D PWM




Insuravce

All chiildren in the program are evcouraged +o have medical insurance i case of an accident.

Dress Code/Cothivg

Childrew must wear appropriate clothing to ESP. The school dress code applies to ESP also. Athletic shoes are
to be worv in +he gym.

Ltems/Materials Brought +o ESP

ESP strowgly discourages children from bringing +ovs/personal items from home. ESP will vot be respousivle for
stolen, lost or damaged itews (including toys, clothing, backpacks, books, food itewms, eyewear, movey, electrovic
items, cell phoves, jewelry or any other personal item) that children bring to ESP. Anything viot allowed during

the school day is vot allowed during ESP. Parents are encouraged +o limit the items/materials a child brings +o
ESP to only what is necessary and elimivate any persoval items. Do vot allow childrew +o brivg personal

property from home which will be a distraction or safety concerw. Please label everything with vour child's
wawme, coats, backpacks, ete,

Regjistration Fee

A annal $15.00 registration fee per child will be charged at the time of registration. The registration fee
is NON-REFUNDABLE. Awanal registration fees run from Aungust through July,

Registration Contract

The Registration Contract must be completed, sigued, and on file with +he ESP office for the child +o be
enrolled and attending. When a child is evrolled in €SP, a space has been reserved for the school year. Payment
for the ewroliment is due regardless of attendavce. New registration forms and cowtracts must be filled out
and ow file at the beginiing of each school year and +he beaiwing of each summer.

Returned Checks

All returved checks are subject to a $2.5 returned check fee. Checks should be made payable o ESP. Please
write the child’s vame on the mewmo line at the bottom of the check. A valid phovie vumber and address must
be printed or writtew on the check.

Fee Schedule

Fees are charged for the days a parent sigued up for at the time of completing the Registration Contract.
Fees must be paid i advance of services for the vext weekfmouth and wust be paid ow +ime.

MONDAY | TUESDAY | WEDNESDAY | THURSDAY | FRIDAY
gfg;m:gz - $10.00 $10.00 $10.00 $10.00 $10.00
Each additional child in the family $2.00 $2.00 $%.00 4$2.00 $3.00
Late Poayment Fee $10.00 - due if fee is paid later than the Friday prior o service
Late Pick Up Fee $1.00 - per winute after ¢:00 PM due the day of late pick up

Returved Check Fee $25.00 - due for all returned checks when vew payment is made
Duplicate Year Tvd Tax Statement $10.00 — due upon request to duplicate the Year End Tax Statement
Av aftervoon swack is provided by €SP,

Tuition payments must be made on Friday in advance of child care services. Tf payment is vot received by
WMonday 2D @:00 pw, a $10 late fee will be assessed on Tuesday. Tf payment in full (including late fee) is not
received oy @:00 pm on Tuesday, the child will vot be allowed +o att+end ESP on Wednesday and from this poivt
on uvless tuition fees are made in full for the remainder of the week.
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Any account which is one week past due will be considered delinduent, Tmmediate payment is expected or +he
child’s reserved space in +he Extended School Program will be forfeited.

Payment - Your weekly/monthly child care fees are calculated based on the days of the week vou selected on
the registration contract form and +he number of those days in that month. The days of +he week vou
selected are the only days of the week that your child may attend throughout the school year.

ESP is NOTREQUIRED by +he IRS +o provide a vear-end +ax statement. However, ESP will provide upou
redquest, for your convevience, a vear-end tax statewment if the account has been paid v full. (There is a $10
fee to duplicate this information for vyou if the origival is wisplaced.) The ESP tax identification number is on
page 2 of this Parent Handvook.

Payments/Late Fee

All monthly fees must be paid by the due for each mowth in advance of services for the vext month. A $10.00
late fee will be charged for all late payments. A child will vot be allowed o attend ESP uwtil +he month’s fees
are paid in full with a $10 late fee. Your child will be dropped from the program if fees are vot paid. Wonthly
Statements will be sent to parents v advance of fee due date.

Pick Up & Drop Off Procedures

ESP opeus at 700 AM on full days — parewts are ot allowed o drop childrew of f before 7:.00 AM. Parents
must escort all children nto the ESP classroom and sign thew v persovally,

State policy requires that parents must sign their child(ren) out on paper from the ESP program daily,
PARENTS WMUST COME INSIDE THE ESP CLASSROOWM TO SIGN OUT YOUR CHILD EACH DAY. At +his
time please provide all doctor’s excuses, written reauests for Withdrawals/Chavges, collect monthly
statements, collect receipts, and check for important information. Use this +ime to address awy concervs or
issues with the ESP staff. Stay informed avd help us keep ESP open at vour school,

CHILDREN WILL NOT BE ALLOWED TO WAIT FOR PARENTS IN THE PARKING LOT. THE PERSON
PICKING UP A CHILD MUST BE AT LEAST 18 YEARS OLD AND AUTHORIZED TO PROVIDE
TRANSPORTATION FOR YOUR CHILD,

When the program is operating ow a full day basis or in the summer, children should be brought into the
building, signed in by the parent, and an ESP staff member wotified. Each child must be signed in as soon as
he/she arrives for the program.

Children will vot be released +o any person other thav +he parents or other persons authorized on +he
registration form. Tdewtification may be required for pickups. You must uotify the ESP Site Director in
writing if 4 person other Hhan those anthiorized will be picking up vour chitd, Mour child(ren) will ot be released
+o amyone whose behavior wmay place the child(ren) n immediate risk.

Late Pick
The Extended School Program closes at ¢:00 PM. If a parewt arrives later, they will be charged an addition of
$1 per minute. Failure to comply with the ¢:00 PM closing +ime on 3 occasions may result i losivg placement in

ESP. LATE FEE £ PUE AND ARE TO THE PAY THE
Examples: (:01 PM $1.00 late fee

7:05 PM 4 5.00 late fee

@10 PW $10.00 late fee

NOTE: If a child has beeun left at the school until after ¢:30 and vio ove has contacted the school, it will be
assumed that something very serious has happened +o the family. Tw this situation family members and
people desiguated on the registration form will be contacted. After all emergency numbers are contacted and
no communication from the parent has been received by @:30 PM, the local anthorities/Department of
Children’s Services will be contacted for assistance. We always waut to ewsure the safety of your child i all
nstances.



Distiplive

All children ewrolled in an Extended School Program will be expected +o follow rules established by the staff for
safety avd program operation. Children ewrolled in ESP are expected +o exhibit behavior which does not
disrupt or interfere with the school climate or +he learving process and social interaction of other children. €SP
staff will enforce school rules throughout ESP hours. The site director will contact the parents and will be
given a written votification when a major disciplive problem occurs. Children who are abusive +o themselves
and/or others, or whe are continual behavior problems will be suspended and/for expelled from ESP. Our
program is committed o positive reiforcement of good behavior. After three (3) written votifications a child
may be suspended from the program for a period of 3-5 days. Depevding ow the seriousness of the misconduct,
ESP reserves the right +o immediately suspend or dismiss the child from the program. NO CREDLT FOR
ABSENCES DUE TO SUSPENSIONS WILL BE GIVEN. After any additional written votifications, +he
parent may be asked +o withdraw the child from the program with vo tuition/registration refund. Please
encourage your child +o cooperate with ESP staff and stress the importance of good behavior with vour child.
We want fo keep the program fun for everyone. Please remember that attending ESP is a privilege.

An exception to the above is whew a major incident (deewmed so by the Site Director or Privcipal) oceurs. This
misconduct will result in immediate suspewsion. The Zero Tolerauce Policy for Fraukliv County Schools also
applies to EST.

Parents are asked +o cooperate with ESP staff w stressing the importavice of good behavior patters for all
children. T+ is imperative that parents work with the ESP Site Director and staff to correct any behavior
that is interfering with the child’s success in ESP. This helps to keep the ESP fun as well as instructionally
sound.

RULES OF CONDUCT FOR ESP STUDENTS

The following behaviors are considered inappropriate and unacceptable i €SP, These behaviors may

result i immediate suspevsion.

Possession of weapovs, contraband, or other davgerous objects. (Zero Tolerance Policy applies)

. Fighting, Wrestling, Spitting (with or on peers or staff).

. Pestruction of school property.

. Pestruction of persoval property of avother person.

Vulaar language, cursing.

Twmproper display of private body par+ts.

Pisrespectful behavior +o other children or staff.

. Climbing ov desks, +ables, chairs, cabivets, etc.

. Playivg w the bathroom (crawling under stalls, climbing o sivks, splashing water, turving lights on/off,
ete.

10. Throwing balls, and other outside equipment while vside the building.

1. Stealivg.

12.Physical attacks on staff or other students (Zero Tolerance Policy applies).

13 Tackle football.

14 Iwmproper use of ESP avd school eduipment,

15. Throwivg objects (rocks, sticks, desks, chairs, +avles, etc.).

16. Leavivg the ESP group without permission (ruwing away, hiding, ete.).

17.Behavior deemed inappropriate and uiacceptable by +he Site Director, Principal, or +he Program

Coordivator.

SEHNE M AP

ESP tuition is required if a student is suspended from the program. If the student is suspended for the
semester, the parewt coutract will be canceled.

Tu Fravklin County School, TEPs (Iwndividual Education Plans) do vot nclude services for after school
child care services in the Extended School Program (ESP). ESP will +ry to follow TEPs where
applicable, but cannot provide ocue o one childcare.
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ESP Rules
1. Obey all school rules.
2. Respect vour school by keeping it clean and safe.
3. Keep hands, feet, and objects +o yourself.
4. Use indoor voices.
5. Walk guietly in the hallways, rumving is not permitted.
e. Follow directions the first time given.
7. Always stay with the €SP staff.
®. Teasing, name calling, and foul lavauage are vot acceptable.
. Be courteons and respectful always toward each other and staff.
10. Take care of supplies & remember +o clean up after yourselves.
1. Use bathroom facilities appropriately & wash your hauds.
12. Treat others i a respectful mawver. Be a good sport,
13. To eusure a safe environment, conflicts will be settled peacefully. Students whe feel they are unable +o
solve conflicts need o seek an adult for assistance. Students are respousible for +heir actions and veed
to avoid physical or verbal aggression.

ESP Outside Rules

Students will walk outside in a quiet, single file live.
Students will play ouly in designated areas.
Students will follow playground safety rules.
Ove person ov a slide, feet first.
Sit ouly on the swings — oue persov at a time.
Share equipment avd play together. Return eauipment as directed. (Be a good sport).
Play vicely, hands and feet +o ourself, and keep sand, dirt, grass, rocks, etc., on the ground.
Students must stay under ESP staff supervision. Students may vot leave any area with
permission,
a. Follow all directions issued by ESP staff.
** Being +oo loud can result in vo talkivg! **

PHEM AR

NO student is +o be sewt +o ESP that is viot registered and enrolled in +he ESP program with the
expectation for ESP persounel +o wateh. The person who sevds the child unattended will be held
responsible and liable for whatever happens to the ehild. ESP Staff cannet. and will not, be

responsible for any child who is ot officially registered in ESP. Children wot enrolled in ESP will be

seut to the main office to wait for parent pick-up.

Excessive violations of the policies in this Parent Handbook or the signed contract may resutt in
dismissal from e ESP program with the contract agreement 1o be paid in full




child Abuse

1.2012. 7 - Adwministrative Procedure
The physiceal, sexual, or emotional maltreatment or neglect of children by parents, guardians,
or others responsible for a child's welfave. Phas’waL abuse is characterized bg phgslcat ’ngwg,
usually inflicted as a result of a beating or inappropriately havsh discipline. Sexual abuse
includes wmolestation, incest, rape, prostitution, or use of a child for pornographic purposes.
Neglect can be physical in naturve (abandonment, failure to seek needed health care),
educational (fatlure to see that a child is attending school), or eveotional (abuse of a spouse or
another child in the chitd’s presence, allowing a child to witness adult substance abuse).
Inappropriate punishment and verbal abuse are also forms of emotional or psychological child
abuse.

Uisted below are some common myjths and facts about child abuse and neglect.
MY TH #1: It's only abuse if it’s violent.

Fact: Physical abuse is just one type of child abuse. Neglect and emotional abuse can
be just as damaging, and since they arve more subtle, others ave Less likely to
intervene.

MYTH #2: only bad people abuse their children.

Fact: while it's easy to say that only “bad people” abuse thelr children, it’s not always
so black and white. Not all abusers are intentionally harming thelr children. Many
have been Vietbms of abuse themselves, and do not know any other way to parent.
Others may be struggling with wmental health issues or a substance abuse problem.

MY TH #2: Child abuse doesnt happen in “good” families.

Fact: Child abuse doesn't only happewn tn poor families or bad welghborhoods. It crosses
all vacial, economic, and cultural lines. Sometimes, families who seem to have it all
from the outside are hiding a different story behind closed doors.

MY TH #4: Most child abusers are strangers.

Fact: while abuse by strangers does happen, most abusers are family members or
others close to the family.

MY TH #5: Abused chilodren alwa Ys grow up to be abusers.

Fact: [t is true that abused children are more Likely to repeat the cycle as adults,
unconsclously repeating what they experienced as children. Own the other hand, many
adult survivors of child abuse have a strong wotivation to protect thelr children
against what they went through and become excellent parents.



Effects of child abuse and neglect

AlL types of child abuse and neglect Leave Lasting scars. Sowme of these scars might be
physical, but emotional scarring has long lasting effects throughout life, damaging a
child’s sense of self, ability to have healthy relationships, and ability to function at howe, at
work and at school. Some effects include:

» Lack of trust and relationship difficulties.
» Core feelings of being “worthless” or “damaged”.
> Trouble regulating emotions.

Types of child abuse

There are several types of child abuse, but the core elevment that ties thew together is the
emotional effect on the child. Children need predictability, structure, clear bowndaries, and
the knowledge that their parents are Looking out for their safety. Abused children cannot
predict how thelr parents will act. Their world is an wunpredictable, frightening place with no
vules. Whether the abuse is a slap, a harsh comment, stony silence, or not knowing if there
will be dinner on the table tonight, the end result is a child that feels unsafe, uncared for,
and alone. This is abuse.

Emotional child abuse

Sticks and stones may break my bones but words will never hurt me? Contrary to this ol
sayjing, emotional abuse can severely damage a child’s mental health or social development,
leaving lifelong psychiological scavs. Examples of emotional child abuse include:

» Constant belittling, shaming, and humiliating a child.

calling names and making negative comparisons to others.

Telling a child he or she is “no good,” “worthless,” “bad,” or “a mistake.”

Frequent yelling, threatening, or bullying.

Ignoring or rejecting a child as punishment, giving him or her the silent treatment.
Limited physical contact with the child ~ no hugs, kisses, or other signs of affection.
Exposing the child to violence or the abuse of others, whether it is the abuse of a parent,
a sibling, or even a pet.

YV VVVVY

child neglect

Child neglect ~ a very common type of ehild abuse - is a pattern of failing to provide for
child’s basic needs, whether it be adequate food, clothing, hygiene, or supervision. Chilo
neglect Ls not always ensy) to spot. Sometimes, a parent might become physically or mentally
unable to cave for a child, such as with a sevious injury, untreated depression, or anxiety.
Other thwes, aleohol or drug abuse may seriously mpair judgement and the ability to keep a
child safe.



Older childven wmight not show outward signs of neglect, becoming used to presenting a
competent face to the outside world, and even taking on the role of the parent. But at the end
of the day, neglected children ave not getting their physical and emotional needs met.

Phgsi,cal, child abuse

Physical abuse involves physical harm or injury to the child. tt may be the result of a
deliberate attempt to hurt the child, but not alwa Ys. It ean also result from severe ol’Lsc’LpLLwe,
such as using a belt on a child, or physical punishment that is tnappropriate to the child’s age
or physical condition.

Mawny physically) abusive parents and cavegivers insist that theilr actions ave simply forms
of discipline ~ ways to make children learn to behave. But there is a big difference between
using physical punishment to discipline and physical abuse. The polnt of disciplining
children is to teach them right from wrong, not to make thew live tn fear.

Physical abuse vs Discipling
n physical abuse, unlike physical forms of discipline, the following elements are present:

> unpredictability. The child never knows what is going to set the parent off. There are
wo clear boundaries or rules. The child is constantly walking on eggshells, never sure
what behavior will trigger a physical assault.

» Lashing out in anger. Physically abusive parents act out of anger and the desire to
assert control, not the motivation to lovingly teach the child. The angrier the parent,
the wmore intense the abuse.

> Using fear to control behavior. Parents who are physically abusive may believe that
their children need to fear them in order to behave, so they use physical abuse to “keep
thelr child tn line.” However, what childrvewn ave veally Learning is how to avold being
hit, not how to behave or grow as individuals.

Child sexual abuse: A hidden type of abuse

child sexual abuse is an especiatly complicateo form of abuse because of its Layers of guilt
and shame. 1t's mportant to recognize that sexual abuse doesn't always tnvolve body
contact. Exposing a child to sexual situations or material is sexually abusive, whether or not
touching ts involved.

while news stories of sexual predators are seary, what is even wore frightening is that sexual
abuse usually oceurs at the hands of someone the child knows and should be able to trust -
wmost often close relatives. And contrary to what may) believe, it's not just girls who ave at
risk. Boys and girls both suffer from sexual abuse. in fact, sexual abuse of boys wmay be
underveported due to shame and stigma.



Help for child sexual abuse:

1-282-PREVENT (1-8222-7732-8268) Stop It Now

1-800-656-HOPE Rape, Abuse § Incest National Network (RAINN)
warning signs of child abuse and neglect

The earlier child abuse is caught, the better the chance of recovery and appropriate treatment
for the child. Child abuse is not always obvious. BY learning some of the common warning
signs of child abuse and neglect, You can catch the problem as early as possible and get both
the child and the abuser the help that they need.

Of course, just because You see a warning sign doesn't automatically mean a child is being
abused. It's Lmportant to dig deeper, looking for a pattern of abusive behavior ano warning
signs, if Yyou notice something off.

Recognizing abusive behavior in yourself - Po You need professional help?

Do You feel angry and frustrated and don't kwow where to turn? Call 1-800-4-A-CHILD to
find support and resources in Your conumunity that can help you break the cycle of abuse.

Do You see Yourself bn some of these deseriptions, painful as it maay be? Do you feel angry
and frustrated and don't know where to turn? Raising children is one of life’s greatest
challenges and cawn trigger anger and frustration in the most even tempered. (f You grew up
n a householdl where sereaming and shouting or violence was the norm, You may not know
any other way to valse Your Rids.

Recognizing that You have a problem is the biggest step to getting help. If you Yourself were
raised Ln an abusive situation, that can be extremely difficult. Childven experience thelr world
as normal. tt may have been normal for Your parents to call You stupld, clumsy), or
worthless. Or it may have been normal to watch your mother get beaten up by your {ather.

lt is only as adults that we have the perspective to step back and take a havd Look at what is
normal and what is abusive. Read the above sections on the types of abuse and warning
signs. Do any of those ring a bell for you now? Or from when you were a child? The following
is a list of warning signs that yYou may be crossing the line into abuse:

CHILD ABUSE HOTLINE:

To get help or veport abuse, call the Childhelp National Child Abuse Hotline at

1-800-4-A-CHILD (1-800-422-4453).

EsP-2020
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t‘ ‘i "»[l Department of
—— Education
Standardsfor School-administered Child Care, Chapter 0520-12-01
SUMMARY

ProgramApproval, 0520-12-01-.03

All persons or entities must be certified by the Tennessee Department of Education.

At least five school-aged children enrolled in kindergarten or above must be documented to be
considered for approval by department jurisdiction. If documentation is not proven, the
program will then be referred to the Department of Human Services for licensing.

A least two visits will be made to the programunder the temporarylicense to ensure health and
safetyregulations are followed. Once the annual license is issued, visits will include one
announced and one unannounced each program year. Supplemental visits may include a
summer visit, complaint investigations, and follow-ups for violations noted at the regular visits.
A certificateis not transferable to another location.

The program must submit an annual report to the department prior to Oct. 1. The certificate
may be suspended if the report is incomplete.

Programs are subject to being issued a safety plan if the department finds major health and
safety violations during any on-site visit.

Program Organization and Administration, 0520-12-01-.05

A Child Care Center must have an adequate budget. General liability, automobile liability, and
medical payment insurances must be maintained on all properties and vehicles owned or
operated by the program.

Children’s files must include a complete application, an official immunization record (exceptions
do apply), and health history before the child is allowed in the classroom.

On-going parent communication is expected. Programs must provide a parent handbook with
the policies, procedures, and the department requirements, chapter 0520-12-01. Itis expected

that parents sign for receipt of the policies and requirements, and this would be kept in the
child’s file. All parents shall be given a pre-placement visit opportunity.

Parents must have access toall areas of the center when their child is present.

The parents must receive an educational program regarding child abuse detection, reporting,
and prevention.

A writtenplan must be in place for the release of each child and should include individuals who
are allowed to pick up the child at the end of the day, or any given time, by the parent.
Children must be signed out of the program by the legal guardian. Staff may require to see a
person’s identification when releasing a child from the program.

Injuries and incidences will be reported to the parent as soon as possible or at the end of the
school day. This shall be documented in the child’s file.

Staff records must be kept on each employee that includes educational background, reference
checks, TBI check, in-service training, physical exams, and performance reviews.
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s Ifthe center provides transportation, the driver should be appropriately licensed, have a drug
screening on file, and certificate of CPR/First Aid, there must be liability insurance and the children
must have adequate space and supervision. Transportation provided by the center, or under center
authorization, shall comply with state law.

e Programs must have the current Certificate of Approval posted where parents and visitors can
easilysee it, along with the Department of Human Services (DHS) childcare complaint number
and the Department of Children’s Services (DCS) Child Abuse Hotline number.

e Nosmoking mustalso be posted in a conspicuous manner.

e Acopy of the state board rules (chapter 0520-12-01) must be maintained in a centralspace and
available to all staffand parents.

Program Operation (Supervision), 0520-12-01-.06

o Carefulsupervision of eachgroup is expected at all times and suited appropriately for eachage
grouping.
e  Adult:child ratios and group sizes must be followed.

Single-age grouping chart:

AGE GROUP SIZE ADULT:CHILD RATIO
Infant (6wks-12 m) 8 1.4

Toddler (11m-23m) 12 1:6

Two (2) years old 14 1:7

Three (3) years old 18 1:9

Four (4) years old 20 1:13

VPK, 619, PDG 20 1:10

Multi-age grouping chart:

AGE GROUP SIZE ADULT:CHILD RATIO
Infant — 18 months 8 1:4

18 — 36 months 16 1:8

3 -4 years old only 20 1:10

3 -6 years old”* 24 1:13

*Not including first grade children

o Group sizes must be maintained in the classroom, but classes may combine while outdoors, in
common dining areas, or common happing areas.

e Each group must have their own space. infants cannot be grouped with children older than 30
months; a separate area must be provided for infarts and toddlers.
At naptime, ratios may be relaxed for groups (except for infants and toddlers).
A written playground supervision plan is required.
Field trips require adult:child ratios to be doubled. Swimming has a separate ratio chart (page 17)
and the lifeguard is not included in the ratio.

Staff, 0520-12-01-.07

¢ All programs must have a director and enough teachers and staff to meet the required ratios for
adequate supervision.

s Staff must be physically, mentally, and emotionally stable to work with children and have
knowledge of early childhood behaviors and development.
Preschool directors, teachers, and assistant teachers must be 21 years of age.

¢ All new staff must complete two hours of orientation before assuming duties and receive annual
instruction in early childhood topics that are required in this chapter section.
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Documentation of training hours is to be maintained for each staff member and avaiable for the
department at any time during the program year.

The program must maintain written documentation that each employee has read the full set of all
applicable rules.

A copy of the entire rules must be maintained and readily accessible to all employees.

All staff must have a criminal background check upon hiring and must be cleared before
assuming duties. A new fingerprint sample is required every five years for all employees.

All teachers and assistant teachers must be at least 21 years of age.

A director shall be responsible for the day-to-day operations, shall be physically present in the
facility for at least half the hours of operation, be at least 21 years of age, and follow the
qualification guidelines listed in this chapter section.

An assistant director may be designated in charge when the director is absent.

All directors, assistant directors, teachers, assistant teachers, and other staff working directly with
the children must have 30 hours of professional development training. At least six hours of this
professional development must be in developmentally ap propriate literacy practices.

Program 0520-12-01-.09

Educational activity must be developmentally appropriate for the age and ability of the children
enrolled. (See TN-ELDS for Birth-48 Months and TN-ELDS for 48 month-Kindergarten)

Any technology used by the children must be reviewed by staff, approved by parents, and shall
not exceed two hours per day.

Children shall not be left in restraining devices (swings, car seats, high chairs, etc.) for periods
longer than 30 minutes.

Children should have opportunities to play together, and also alone, when they choose to do so.
Personal safety must be taught each year for children ages three years through school age.
Parents must be made aware of the curriculum and written approval from the parent/guardian
must be maintained for each child.

Outdoor play must be provided for all ages who are in care for more than three daylight hours,
weather permitting (temp ranges 32-95 degrees).

Behavior management and discipline must be reasonable and age appropriate. Spanking or other
corporal punishmentis not allowed. Timeout must be based on the age of the child and take
place in an appropriate location.

Children shall not be in care for longer than 12 hours in a day.

Routines such as snack, meals, and rest shall occur at approximately the same time each day.

Health and Safety, 0520-12-01-.10

A first aid kit must be on the premises and a comprehensive first aid chart or list must be
available.
There must be a staff member present at all times who has a current certification in CPR and first
aid training.
A written plan to protect children during disasters is required. Drills must be practiced and
documented each month. Atleast one drill must be practiced during extended care hours.
Smoking and the consumption of alcohol are not allowed on the premises of a child care
program.
Firearms are not allowed on the premises, or in a vehicle, used to transport children.
Kitchen knives, or other potentially hazardous tools, must be kept inaccessible to children.
Staff's personal belongings must be kept inaccessible to children.
Emergency contact numbers must be listed and posted near all telephones.
Conduct regular morning health checks of each child and notify parents immediately when a child
is sick orinjured.
Medication may not be given to any child without the written consent of the parent/guardian.
Safe sleep practices for infants must be followed:

o Infants placed on their back to sleep or in a crib or pack ‘n play with only the sheet. Soft

bedding for infants is not allowed.
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o No swaddling or wrapping in a blanket.

o Infants mustbetouched by a teacher every 15 minutes to check breathing and body

temperature.

o Infant room teachers must have SIDS and safe sleep training before reporting for duty.
Hand washing and diapering procedures must be followed to minimize the spread of germs in the
classrooms.

Proper diapering procedures must be followed (CDC.gov).

Developmentally appropriate equipment thatis in good repair, and easily cleaned, is required. All
manufacturer's safely instructions must be followed.

Electrical cords and outlets should be inaccessibie to the children.

Children must have a placeto store their belongings that minimizes the spread of germs.

Each child must have their own napping equipment (2” thick mat or cot; sheet or cover for the
mat; and a coverlet for their body)

All staff must report reasonable suspicions of child abuse to DCS hotline number or local law
enforcement immediately upon knowledge of the event. Annual training for this is required.

A child abuse coordinator must be designated by the program. This person must be trained in
child abuse reporting, be available for the program staff if they have questions about reporting,
and serve as a liaison to the program staff, DCS, and law enforcement agencies.

All staff and volunteers will cooperate with investigation personnel in the event of suspected child
abuse or neglect.

Food, 0520-12-01-.11

Children will receive meals based on the amount of hours spent in the program.

Food should not be forced or withheld from children.

Infants must be held while bottle feeding and bottles may not be heated in the microwave.
Special diets and instructions must be provided in writing.

A menu must be posted each week. Changes to the meal must be documented before the meal
occurs.

Teachers and children must wash hand when handling and eating food.

All eating surfaces must be washed with soapy water and sanitized before eating and after
eating.

Children must be seated at appropriately sized tables.

Staff must closely supervise them while eating.

Milk must be placed in the refrigerator immediately after itis served. All formulas remaining in
bottles after feeding must be discarded.

Highchair manufacturer's restraints must be used.

Food must be properly handled and stored to protect from it contamination.

Milk and perishable food must not sit on the table longer than 15 minutes before being served.

Physical Facilities, 0520-12-01-.12

All facilities must pass an annual fire inspection and health inspection.

A working telephone is required.

A minimum of 30 square feet of usable indoor play space for each child is required.

The area must be clean and safe for the children to use.

A minimum of 50 square feet per child is required outdoors.

The outdoor area must be fenced.

Outdoor play equipment must be age appropriate for the group of children.

Outdoor equipment must be placed to avoid injury and have a proper amount of resilient
surfacing material to cushion a fall.

The outdoor playground must be properly maintained with a written playground maintenance
plan. A pre-play inspection is required before children play outdoors.

Drinking water shall be provided in all occupied rooms.

Adequate temperature must be maintained in all classrooms.
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¢ Classroom pets must be kept in a clean cage and kept away from food storage or food
preparation areas.

Transportatlon 0520-12-01-.13
All transportation laws must be followed at all times and are defined in State Board of Education
Pupil Transportation Rule 0520-01-05-.01 (2).
Liability insurance coverage is required on all vehides.
Fifteen passenger vans are striclly prohibited.
Proper child passenger restraints are to be used when transporting children in passenger
vehicles.

e Al school bus drivers must be properly licensed, have received a background check through the
department, complete an annual physical and menta exam, complete annual school bus driving
training, and complete CPR certification.

¢ Adult monitors, in addition to the driver, may be needed to properly supervise children while in
route.

» Passengerlogs must be kept and inspection of vehicles at the end of the route is required to
insure no child is left inside the vehidle.

Care of Children with Special Needs, 0520-12-01-.14

e When children with special needs are enrolled, all reasonable and appropriate efforts shall be
made to provide those children equal opportunity to participate in the same program activities as
their peers.

» Adaptations to the environment shall be directed toward normalizing the lifestyle of the child with
a disability by helping him/her become independent and develop self-help skills.

e The program shall inform parents of any specialized services available from the program and, if
the programis aware of any speciaiized services available through third parties, shall additionally
inform the parent of such services.

» The governing agency shall develop policies and procedures, in accordance with 0520-01-09-.23

governing personne authorized to use isolation and restraint, training requirements, and incident
reporting procedures.

School-Age Before and after School Programs 0520-12-01-.15
e All staff shall be 18 years of age.
» Professional development training hours are required: 18 hours for directors and 12 hours for
staff.
The ratio for Kindergarten-12 years old is 1:20 and for 13 years and older is 1:30.
The ratio and group size requirements, when pre-K is enrolled in the program, are:

AGE Group Size Adult: Child Ratio
Including 3 year olds 15 1:10
Including 4 year olds 20 1:12

COMPLAINT HOTLINE: (LONG DISTANCE) 1-800-462-8261
(NASHVILLE AREA) 615-313-4820
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