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Program Philosophy 

 

Preschool Promise is a publicly-funded preschool program in Oregon. Young children in every community across 
Oregon are curious and capable and eager to learn. When children have access to high-quality preschool, they are 
more likely to be ready both socially and academically, for later learning opportunities.  In Lane County, there are 
Preschool Promise classrooms in a variety of high-quality settings including eight public schools, four certified 
family child care programs, and even a local relief nursery.  

The Early Learning Alliance (ELA) and Preschool Promise providers work together to plan high quality, culturally 
responsive family engagement activities and foster classroom environments that support parents as primary 
partners in their children’s learning and development. The Preschool Promise Parent Advisory group (PAG) is 
one way that parents’ guide decision-making, provide input, and help plan professional development 
opportunities for Lane County Preschool Promise providers. 

The EEP/Madison Preschool Promise classroom supports the diversity of family values and experiences.  Open 
and mutual communication is the key to a successful relationship between our staff and you! We encourage you 
to give us information and feedback so that your perspective can be incorporated into our understanding of your 
child’s development and our decisions in the classroom. Our mission is to work together with families to prepare 
preschoolers of ALL abilities to succeed in kindergarten and beyond. With that in mind, we value partnering with 
you to better understand, support and help prepare your child for school and life!   

The philosophy of our program is to encourage and support the optimal development of each child. Our program 
values diversity and inclusion of all children and adults with varying skill levels and abilities. All children have the right to 
be and are welcome to be included as equal members of our classroom community. We make the needed 
adaptations and provide activities of varying skill levels which build skills and enhance each child’s success. 
Children continuously construct knowledge through play. Our program provides a curriculum which emphasizes 
activities that provide exciting and fun opportunities for exploration and discovery, play, social skills, pre-literacy, 
vocabulary and concepts and motor development which build on each child’s individual, current level. 

We are committed to seeing our teaching staff grow and gain expertise in program as well.  Staff are carefully 
chosen based on their background, education, creativity, nurturance, and passion for young children.   Each 
classroom has a site director that regularly visits, provides feedback and trains the classroom staff.  Our staff want to 
be the best they can be and work hard to implement feedback and appreciate the support they receive.   

We hope you’ll find that our classroom and our school community a place filled with warm and nurturing 
interactions that expand on your child’s interest and help him/her learn and grow!   
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Early Education Program & Preschool Promise Directory 
Lead Teachers: Katrina Henry and Luke Mortinson 
Teaching Assistants: Claudia Alvarado, Youn Lee-Masters, and Roisin Brown 
Classroom Phone Number: (541) 790-4331 
Classroom Mobile Number: (541) 246-4289 (call or text) 
Email: katrina@earlyeducationprogram.org or lucas@earlyeducationprogram.org 
EEP Program Director, Georgia Layton:  georgia@earlyeducationprogram.org , 541-485-0368 
4J Transportation Phone Number: 541-790-7474 
 

General Preschool Information 
Hours of Operation 
Monday-Thursday, 9:30-4:30.  
 
School Closures 
Our classroom will be open from September-June with the exception of Winter Break, Spring Break, certain 
holidays, (Veteran’s Day, Thanksgiving, Martin Luther King Day, President’s Day, Memorial Day, Labor Day, etc.) 
and Staff In-Service Days. Following our last day of school in June, we’ll have summer break until September after 
Labor Day. Please see our yearly class calendar to view all non-service days.  
 
Visits and Observations 
Our class has an open door policy for all families. You are welcome to visit and observe your child at any time 
during open hours!  The Madison Middle School main office has asked us to have visitors enter our classroom 
directly through our outside entrance from the gated playground.  Please call the class phone at 541-790-433 if 
visiting at a time other than pick-up or drop-off so that a member of our staff can let you into the classroom.  
Other classroom visitors MUST be authorized by you and provide identification. 
 
Transitioning from Home to School 
Sometimes the transition from home to school (and back again) is hard. Establishing a routine around it often 
helps.  Some things you might try to ease the transition when dropping your child off include: 

✓ Arrive at the same time each day 

✓ Help your child put his/her coat away in the cubby 

✓ Check in with staff 

✓ Help your child get settled for breakfast 

✓ Remember to say “Good-bye” to your child before leaving 
 
If your child is riding the bus, you can help him/her “get excited” for school by being ready on time and greeting 
your bus driver.  Do let us know if you need some extra help around transitions to and from school!   
 
Arrival and Departure 
If you drop off or pick up your child from the classroom, you’ll need to sign your child in and out and put the 
time you did so.  Please be on time! Children must arrive and depart from the classroom under your supervision.  
If you are not there to pick-up your child on time, we’ll try to contact you and then others you’ve listed as 
authorized to pick up your child. If your child rides the bus, please make every effort to meet the bus at your 
scheduled time.  
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Absences, Late Arrivals, and Early Pick-Ups 
Please call our classroom or message us if your child will be absent or more than 30 minutes late. This allows us to 
better plan for materials and activities!  And, of course, make every reasonable effort for your child to come to 
school if illness is not a concern.  Children in this program need to be in attendance for at least 85% of our 
service hours. We feel that it is important for children to remain for the whole duration of our day as they will 
miss out on valuable educational and growing experiences!  
 
If your child will not need bus service on a scheduled day, please contact transportation services as soon as 
possible to inform them!  The 4J School District’s transportation number is 541-790-7474. 
  
Let us know if your child will be away from school for a day or an extended period. If your child misses more than 
two weeks of school without prior arrangement, his/her spot may be assigned to a different child. 
 

Our Classroom Schedule (subject to change)  
9:30 - 10:45 Arrival, Breakfast, and Potty Check / Free Play   
10:45- 11:00 Circle Time 
11:00- 11:45 Outside Play  
11:45- 12:20 Small Groups/Potty 
12:20- 1:10 Lunch and Potty Check 
1:10 - 2:00 Rest Time 
2:00 - 2:45 Outside or Gym Play / Indoor Quiet Play 
2:45 - 3:00 Snack 
3:00 - 4:00 Free Choice Activities and Potty Check 
4:00 - 4:25 Goodbye Circle 
4:25 - 4:30 Prepare for Dismissal  
 
Our Curriculum 

 
Our classroom starts with warm and nurturing interactions, all day, everyday.  This is enriched by curricula and 
teacher and child-directed strategies that are known to make a difference!   
 
We rely on a variety of research-based teaching philosophies and strategies to guide our program.  First and 
foremost, we want your child’s interests and exploration to guide us in creating activities and play opportunities, 
and the foundation of our school day is built on Creative Curriculum.  We also focus on social and emotional 
concepts by learning about feelings and discussing how to best manage the big ones through the use of PATHS 
curriculum, as well as learning self-regulation skills and self-control through our PAX curriculum. All of this helps 
your child be better prepared for kindergarten.  We also incorporate health and well-being into our daily routine 
by ensuring we keep the kids active and teach them about healthy eating.  If you are interested in more 
information in the variety of curricula we use, you can ask your class teacher. 
 
We want well-trained and educated staff serving you and your child.  To that end, our staff are well-trained in the 
curricula we use and how to adapt it to help ALL children regardless of their ability or background.    If your child 
has needs outside of our area of expertise, we are happy to consult and collaborate with other professionals to 
ensure that your child is well served.  
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Classroom Interactions and Activities 
Our classroom days are filled with lots of child directed and some teacher-directed activities.  We provide engaging 
learning materials and adult guidance during our “free play” periods and in small and large groups and regular 
routines as well. And, we’ll provide plentiful interactions with books, through reading aloud and our library 
space. Our job is to make learning continuous and fun! 
 
Staffing and Teacher-Child Ratios 
Maintaining consistency in those who provide care for your child is important!  That’s why we’ll make every effort 
to maintain the same staff from the beginning of the year to year’s end.  If a permanent staff change is necessary, 
you’ll be notified. There will, of course, be times when one or more of the teachers in the classroom will be absent 
and a qualified substitute will take their place. At any given time there should be 3 qualified members of our staff 
in the classroom with your children. 
 
We regularly maintain a ratio of at least 3 staff to 17 children, which means that we have a teacher-child ratio of 
nearly 1:5. We are happy that our ratio exceeds the licensing standards (1:10).  We want every child to get the 
focus and attention he/she needs to thrive! 
 
Goals and Objectives 
We are interested in the whole child so will focus on goals related to:   

✓ Social Emotional skills 

✓ Physical skills/Health 

✓ Cognitive/Reasoning (Mathematics/Science & Social Studies) 

✓ Language/Literacy Development 

✓ Creative Arts 
 

Child Assessments 
Great teaching can begin when we know your child well!  Much help will come from you. We’ll assess your child’s 
skills in the classroom so we can individualize what we do.  Knowledge of your child’s learning and growth 
informs our teaching practices on a daily basis!   

 
Home-Based Assessment 
During the first 30 days of your child’s enrollment in our program, you’ll be asked to complete the Ages and Stages 
Questionnaire (ASQ) at home.  The ASQ gives us a snapshot of your child’s skills in a variety of areas and will help 
us know where to begin and it helps us determine if your child might need additional screening for support 
services. We or the United Way of Lane County will provide you with an ASQ that matches your child’s age.   
The ASQ is also available to complete online at www.asqoregon.com.  Either way, please forward your completed 
ASQ to our classroom.  If your child stays a second year at EEP, you’ll be asked to complete the ASQ process 
again at the beginning of the year.   
 
In Class Assessments 
In the classroom, we will use several assessments regularly to see how your child is developing.  We’ll use the 
Assessment, Evaluation, and Programming System (AEPS) three times each year.  It looks at your child’s 
development in most of the important areas.  We will also do a variety of informal assessments during the year 
to see what your child knows and to help inform our teaching practices as it relates to your individual child.   
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Child Portfolio 
We’ll keep track of your child’s progress in a portfolio, too.  It will contain lots of examples of your child’s work 
and our notes.  We look forward to sharing these at our teacher-family conferences. 

 
Communication with Families 
Open and mutual communication is the key to a great relationship between our staff and you!  We want your 
input!  We want you involved!  Please contact our lead teacher if you have any concerns, questions, or comments 
regarding your child’s or family’s classroom experience. 
 
Enrollment Packet Information    
Before enrolling in the program, we will ask you to fill out some information about your child as part of our 
registration packet that includes discussing your child’s strengths, interests, areas of need, and other information 
that will help us better know your child.  Families must return this information to us with the other registration 
paperwork prior to attending class so that we can be fully prepared for your child’s arrival on their first day!  We 
will also ask you for information about your family and schedule in the enrollment packet.  Gathering 
information from you about your work schedules, various caregivers the child might have, and the family 
members that live in the home also helps us better serve not just your child, but your family so that we might 
provide useful information for resources or opportunities in our community.   
 
Family Involvement    
You are valued in our program and may contribute in many ways!  We’ll invite you to the classroom to share in fun 
family events and connect with other parents.  You’re always welcome during field trips and we’d love to have you 
volunteer.  We’ll urge you to share your culture, traditions or a particular skill/interest with us and the children as 
well.  You may serve in a parent advisory role on our Early Education Program Board or be part of the Preschool 
Promise Parent Advisory Group (PAG) which provides input for all of the Preschool Promise classrooms in the 
area.  Let us know how you want to be involved!    
 
We love to regularly communicate with families! If you drop off or pick up your child, we’d love a quick chat!  In 
addition, our classroom uses a communication tool called Class Dojo.  It’s a great way to receive daily classroom 
updates and send you some really cute pictures besides! It goes right to your smart phone or computer.  We can 
communicate with you both individually and as a group. Families in our program have loved using it!   If you 
need any help accessing Class Dojo, contact the class teacher who can assist you. 
 
There will be many opportunities provided to parents throughout the year to visit the classroom and teachers so 
that they can provide feedback and commentary directly to the teachers as well.  These will include an Open 
House at the beginning of the year as well as scheduled Open Houses or celebrations throughout the year where 
families will be invited to the classroom.  During these events we will allow parents to provide input regarding our 
program so that we can make changes as necessary to our program policies and procedures to ensure we continue 
to best serve family interests.   
 
Family/Teacher Conferences 
We’d love to meet with you at least twice a year (once in the fall and once in the spring) to discuss progress on 
goals and to celebrate the accomplishments of your child.  We welcome invitations to meet more regularly!  
Conferences are just one part of the ongoing two-way communication between home and school.  It is our goal to 
create a shared vision for your child’s success with you!  
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Program Survey 
Families are urged to share their thoughts about our program often!  In the spring, we’ll ask you to complete a 
Family Survey. Your feedback will directly impact our program the following year and will be used to make 
adjustments for the current year as well!  While we ask all families to participate in the family survey, the results 
will be completely anonymous if you desire and will be very useful as we strive to improve our program. 
 
Help us Keep Your Contact Information or Medical Information Current! 
If your family contact information changes (i.e. you have a new phone number, address, etc.), please let us know 
right away! Similarly, if your child’s medical information changes (i.e. your child has a new food allergy, has a new 
doctor, etc.), we need to know that!   Just send us an e-mail, call, or write a note with the new information so that 
we can update our information. 
 
Interpretation and Translation 
If you should happen to need translation or interpretation, we will work hard with you to connect you with 
someone on our staff that can help (our classroom has at least one person who is able to speak Spanish) or assist 
you in finding someone who can help translate or interpret our materials. 
 

Meals and Snacks 
What we eat is critical for health!  And, mealtimes and snacks are great learning activities!  We offer breakfast, 
lunch and an afternoon snack each day all free of charge.  Menus are posted in the classroom and will be made 
available on Class Dojo.  As part of our mealtime routine, we’ll ask your child to help set the table, serve 
him/herself with child-sized serving utensils, and clear food items when finished.  We’ll offer a variety of 
nutritious items including fresh fruit and vegetables every day in amounts based on USDA guidelines.  Your child 
will sit at a small table with peers and a teacher for all meals.  It’s a wonderful time for our staff to engage in 
conversation with your children and to encourage conversations between them and their peers.  It’s also a great 
opportunity to engage your children in learning and social skills! We’ll encourage trying new foods but will not 
require your child to eat specified items or amounts.  We use the Coordinated Approach to Child Health 
(CATCH) curriculum which teaches children how healthy eating habits and strong bodies go hand in hand!  
More information about CATCH is available if you are interested. 
 
Because meal times are part of our learning environment and curriculum, we ask that families allow us to provide 
all of the food for the children and to leave their own foods at home.  It is a great opportunity for children to 
attempt to eat new and exciting foods!  If your child has medical reasons that necessitate them having meals 
provided from home, please talk with your classroom teacher so that we can ensure your child’s needs are being 
met! 
 
Since our children have widely varied food experiences at home, we serve a variety of foods!   We partner with the 
4J School District nutrition department to support the following goals:  

✓ To help children learn about the principles of good nutrition 

✓ To limit serving foods high in sugar and additives 

✓ To take advantage of opportunities to serve fresh and high fiber foods 

✓ To model healthy eating habits, discuss healthy food choices, and accept children’s ability to know how 
much food they need at a particular meal 

 
Medical Food Allergies and Intolerances 
Due to many children’s serious medical allergies, we are a peanut/nut free program.  Please contact us with any 
food allergy concerns and we will work with you and the school’s kitchen staff to accommodate! 
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Health and Medical Procedures 
We welcome children with any level of special needs or health concerns into our program and will ensure that we 
make all of the accommodations necessary to include them in our classroom.  Regardless of whether or not your 
child has special health needs or concerns, we will need to collect information from you about your child’s health. 

 
Medical Information 
Within six weeks after a child begins the program, and as age-appropriate thereafter; we require a Health Care 
Summary signed by your child’s physicians documenting dates of services showing your child is current for 
routine screening tests and immunizations according to the schedule recommended by the American Academy 
of Pediatrics, the Center for Disease Control of the US Public Health Service (CEC- USPHS), and the 
Academy of Family Practice. 
 
If your child is overdue for any routine health services, you will need to provide evidence of a scheduled 
appointment for those services before the child’s entry to the program and as a condition to remain enrolled in 
the program. The exception to this would be for immunizations for which you are using religious exemption. 
Parents are required to update their child’s Health Care Summary whenever there are updates or changes to 
medical information, including immunizations or physical exams. 
  
Let us know if you need help accessing low cost or free services for your child’s medical needs and we can provide 
information and support in accessing those services. 
 
Serious Medical Conditions 
If your child has a known serious medical condition that might require special emergency care, you must have 
your child’s health care provider give us written instructions for possible treatment and emergency care. 
 
Immunizations 
Your child must be current regarding required immunizations to attend our program. If you choose not to have 
your child immunized, you’ll need to follow the State of Oregon guidelines for medical and non-medical 
exemptions. See your physician’s office for forms requiring a doctor’s signature. 
 
Special Health Needs 
If your child has special health needs, we would love to have consultations with any related service providers to 
your child to ensure that we can best meet those needs and ensure your child’s safety and well-being in our 
program.   
 
Healthy Habits / Disease Prevention 
A healthy classroom is important to us for obvious reasons! Your child will have many opportunities to wash 
his/her hands with soap and water.  We’ll happily teach the when and how of handwashing from the beginning 
of the year and spend extra time if your child needs it.  Your child will of course wash before and after eating and 
after toileting.  We also ask him/her to wash after blowing or wiping his/her nose, sneezing or coughing and 
teach about why!   Children in the class will receive both group instruction on these policies near the beginning of 
the year and individually during the year as needed (i.e. friendly reminders from staff to wash hands after they 
sneeze).  We want to keep all our classroom friends safe!   
 
We also have a policy of not sharing food or drinks at mealtimes.  We teach it as a class rule and focus on why. 
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Oral Hygiene  
At least once each year, we’ll spend quality time teaching about good dental care and health.  We partner with 
Community Health Centers of Lane County who provide two dental screenings and sealants to parents who 
authorize it.  They will also provide all children with a basic take-home dental kit! 
 
Toileting and Diapering Procedures 
We allow children to use the bathroom at any time during the day and we have some times that we ask all of the 
children to make an attempt; in the morning, before rest time, and later in the afternoon. If your child needs 
extra help with toileting or is transitioning from diapers to the toilet, we’d love to work with you and your child 
individually on it.  We’ll want to know what toileting steps your child has mastered and will likely want to talk 
with you about the things that come next.  We have visual aids and data sheets that can help.  Since accidents are 
a part of learning, we ask all families to bring your child in easy to change clothing. If your child’s clothes get 
soiled, we’ll put them in a plastic bag for you.  Children are taught to flush and wash their hands as part of our 
toileting routine.  We love to have children sing the ABC song with us as they wash! 
 
Illness Policy 
We follow Child Care Division Guidelines regarding reducing exposure to illness. Though children may seem to 
have mild symptoms at home, symptoms often increase when their activity level increases at school. If your child 
becomes ill at school, the staff will contact you so that you can pick him/her up quickly (within 30 minutes if 
possible). If you are unable to do that, please make arrangements for one of your authorized persons to pick your 
child up. If your child is ill and we cannot reach you, we’ll contact someone on your pick-up list.  Children must 
be well enough to participate in all indoor and outdoor activities to return to preschool.  
 
Children with the following symptoms will be sent home from preschool for the day: 

✓ Complaints of severe pain, stiff neck, or headache, difficulty breathing, abnormal wheezing, or 
pale listless behavior. 

✓ Rashes with the characteristics of a contagious disease (severe, weeping, or puss-filled), or 
unusual yellow color to skin or eyes. 

✓ Pink eye or infections in the eye: Your child will need to be on medication for 24 hours and have 
no eye discharge before returning to school. 

✓ Stomach flu symptoms (diarrhea, vomiting, or nausea): We ask that you keep your child home 
until they have retained solid foods, and are back on their regular diet. They must be free from 
these symptoms for 24 hours prior to returning to school. Diarrhea is considered having more 
than one abnormally loose, runny, or watery stool. 

✓ A temperature of over 100 degrees: Children will not be allowed in school with a fever that has 
been minimized with medication to reduce a fever.  

✓ Head lice, scabies, ringworm and/or any other contagious condition: Your child must be free of 
active lice before they will be allowed to return, so please check carefully to help us prevent 
spreading lice.   

✓ Colds: Occasional runny noses are common in young children. However, if your child is 
constantly sneezing, coughing, or has a continuous runny nose, we ask you keep them home for 
the day. 

 
Injury/Accident Involving a Child 
Happily, all of our regular classroom staff have up-to-date training in pediatric first-aid and CPR including rescue 
breathing and dealing with choking/a blocked airway.  Our staff will treat minor injuries using first aid supplies 
and treatments.  If your child is hurt during the day, an accident report will be filed and you will be notified. 
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At the time of enrollment, you are required to sign an authorization for any emergency medical, dental, or 
surgical treatment that medical personnel deem necessary if you cannot be reached when your child is brought for 
treatment. In a medical or dental emergency, we at the Madison Preschool Promise reserve the right to call an 
ambulance and any available physician at the parent’s expense. 
 
Medication Administration 
We want to make sure that your child receives the medication he/she needs!  You’ll need to complete and sign a 
Medication Authorization form before we can administer medication. Your child’s prescription must be provided 
in the original container with a legible label from the pharmacy indicating your child’s first and last name, the 
date the medication was filled, the name of the medicine, the dosage, the number of days and times the 
medication is to be given, the expiration date, doctor’s/nurse practitioner’s name, pharmacy name, and telephone 
number.  We cannot administer over the counter medications; samples must be accompanied by a doctor’s 
written prescription. Any medication administered long term need to be approved by our Site Director. A 
separate authorization is required for each medication and each episode of illness. The label constitutes the 
physicians/nurse practitioner’s order. 
 
All medications are kept in a locked container, inaccessible to children.  Staff will keep track of medications 
administered on our Medication Administration Log.   
 

Safety Procedures 
 
Release of Children 
Our first consideration is to keep your child safe!  Your child will be released only to you and individuals that you 
have listed on the Permission to Pick Up form. Changes and updates can be made to that form at any time by 
contacting the staff at the school.  Teachers must verify the photo identification of any person other than you who 
picks up your child.  Please make others aware of this requirement.  If there are custody changes in your family, 
we’ll need legal evidence of those changes.  
 
Emergency Evacuation Plan 
In the event of a building evacuation, the children will be taken to a safe location determined by the 4J School 
District and posted in the classroom.  Typically this is the artificial turf field located at Madison Middle School.  
Our staff will make every attempt to contact you. As you can see, it is very important for you to let us know when 
your contact information changes! 
 
Fire and Emergency Drills 
We’ll practice fire drills each month. We’ll also practice other emergency drills such as earthquake, gas leak drills, 
lockout, and lockdowns. If you arrive for drop-off or pick-up during an emergency drill, please wait in the parking 
lot until the drill is over. During a fire drill all classrooms will evacuate the building. 
 
Lockdown Procedures 
In the event of a lockdown, the outer doors to all the classrooms will remain locked.  We’ll move to the interior 
of the buildings away from the windows. Please do not try to enter the building. You will be notified in advance of 
drills or a note will be placed on our classroom door.  
 
Suspected Child Abuse or Neglect 
Our preschool staff are considered mandatory child abuse reporters and have a legal obligation to report 
suspected child abuse or abusers under Oregon law. We must immediately report to the local Oregon Department 
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of Human Services (DHS) if we have “reasonable cause to believe” that any child has suffered abuse or witnessed 
domestic abuse. In the event of reasonable suspicion of abuse or neglect we will notify both DHS and you. It is 
not our job to investigate or place blame. We function as a support system for the child and family both during 
and after an investigation. All child abuse reports are confidential. Please be mindful that during drop-off and 
pick-up, it in unlawful to leave a child unattended in a car or travel without a car seat. 
 
Severe Weather Closures 
We will follow the 4J School District’s lead regarding closing due to severe weather. Check their website 
(http://www.4j.lane.edu) or local television or radio stations (KEZI, KMTR, KVAL, KLSR, & KLCC) for 
announced closures.  These are often updated several times an hour.  You can also sign up for text message alerts 
regarding school closures to your mobile phone.  To subscribe, use your mobile phone to send a text message to 
40404, saying “FOLLOW 4Jweather” (no quotes). 
 
Responding to Environmental Conditions  
We want your child to have an opportunity to play and explore outside and enjoy the fresh air most every day!  
Please consider that when dressing your child.  Provide layers and cold weather accessories when possible. If 
adverse weather conditions make outdoor play impossible, we’ll stay indoors and use the gym.  
 
When outside during sunny months, we’ll provide sunscreen for your child with your permission.  We’ll also 
encourage the children to wear hats and other protective clothing, take breaks in the shade, and drink plenty of 
water! 
 
Weapons and Firearms 
No weapons or firearms are permitted anywhere on school property. 
 
Tobacco/Vape Free Campus Policy 
Our school, school grounds, and parking lot are smoke/vape free. Thank you for refraining from smoking or 
vaping in these areas! 

 
Miscellaneous Procedures 
 
Compliance Agreement and License Viewing 
We ask all families to sign a Compliance Agreement at the beginning of the year that states that you’ve received, 
read, understand, and will follow our center guidelines and procedures.  We also require all families to sign an 
acknowledgement that they have viewed our Certified Childcare License.  It is on display near the entrance to the 
classroom on our bulletin board. 
 
License and Inspections 
All current inspections and certifications from the Oregon Child Care Division (CCD), Lane County Health 
Department, and the Fire Marshall are available for viewing by parents upon request. 
 
If You Have a Complaint 
We appreciate your feedback!   When problems arise (which they will), we want to work on them!  

✓ Please communicate frequently and directly with your child’s Lead Teacher. 

✓ If a problem is unresolved after meeting with her, we’ll schedule a conference that includes the site 
director, Georgia, if need be.  She can be reached at (541) 485-0368.   
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Questions pertaining to quality of care or specific licensing infringements may be addressed to the Lane County 
Child Care Division (CCD) licensing specialist, Christine De Lette at (541) 686-7793. Any parent/guardian who 
has reason to suspect abuse by a staff member may report their concern to the Department of Human Services or 
a local law enforcement agency. 
 
Other Information 
 
Confidentiality 
We value your right to privacy!  Under the Family Education Rights and Privacy Act, records related to EEP 
children and their families, and information contained in those records, are only to be shared with classroom 
staff, licensing agencies and you!  Our classroom files are housed in a locked file cabinet for your protection. Our 
EEP staff only share family/child information with permitted others on a need-to-know basis. You must give 
permission if you want us to release information to your doctor or others you are involved with or want us to 
receive information from them. Our classroom staff are required to take a course on protecting the legal rights to 
privacy and security of families in our program.  We adhere to both the Federal Educational Rights and Privacy 
Act (FERPA) and the Health Insurance Portability and Accountability Act (HIPAA) that ensure the privacy and 
security of all personal information related to children and families.  Staff do not share information regarding 
children and families with other students, children, or families without your permission.   
 
Holidays/Special Events 
We encourage all families to share their heritage through stories and celebrations year round. We would be 
delighted to honor traditions important to your family!  This helps us build a sense of community by celebrating 
our similarities and our differences.  
 
In accordance with local school district policies regarding holidays such as Halloween, Thanksgiving, Christmas, 
Easter, etc., we do not explicitly celebrate any of these events in class.  If children wish to dress in costume on 
Halloween, that is permitted if there are no handheld accessories (ie. No fake weapons, wands, etc.) or 
masks/helmets.   
  
We’ll also recognize birthdays in the classroom if families ask.  We’ll have a small celebration including the 
serving of a special snack. Due to food allergies and licensing rules, outside food for birthday celebrations is not 
allowed unless it is store bought and sealed.  Please contact your classroom teacher before your child’s birthday to 
plan a special treat. 
 
Clothing 
Preschool fun can be messy business! We make every attempt to use washable materials like markers and paint, 
but be aware that your child’s clothes might get messy while at school.  If possible, please send a complete change 
of clothes for us to keep at school for your child in his/her cubby just in case they get too messy! 
 
Outside Toys Policy  
We have a large variety of fun toys and materials at school to play with.  Toys from home should stay at home so 
that they do not get lost or broken while at school. Please help us with this policy by talking to your child about 
keeping their own toys safe at home! 
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Rest/Nap Time  
Rest and sleep make for happier and healthier children and is essential for their well-being! Our program provides 
each child with their own mat, pillow, and blanket for rest time and has children lay quietly for 25-45 minutes.  
The classroom staff will assist in preparing for rest time by turning off the lights and playing soft, calm music.  On 
occasion, there may be children who have difficulty resting quietly making it challenging for other children to 
rest.  If this becomes a pattern of behavior, a meeting will be scheduled with parents to discuss options which may 
include parents picking up their child during the rest period so other children may sleep/rest peacefully.  Please 
note, in order to not disrupt our rest period, we cannot accept or dismiss children between 1:00 and 2:00.  Please 
arrange with classroom staff beforehand if there is an unavoidable need to pick-up your child during this time. 
 
 
Field Trips and Transportation 
We want to take advantage of the good weather days and take “walk about” field trips. Destinations and when 
we’ll return will be posted in the classroom. If you anticipate an early pick-up time for your child, be sure to let us 
know because a sunny day may initiate a spontaneous “walk about” and we don’t want our fun adventure to be an 
inconvenience to you! When taking a field trip, we’ll always bring each child’s emergency contact information, 
first aid supplies, and a cell phone just in case. 
 
Occasionally, our classrooms may plan an off-campus field trip to enhance learning.  You’ll be notified in advance 
of these and information about the trip will also be posted on our bulletin board!  When taking a field trip, staff 
will again bring emergency contact information, first aid supplies, and a cell phone. Our program staff will 
supervise groups of children at all times and maintain ratios and supervision to the same extent as if the children 
were in our classroom.  You are most welcome to join us on any of our field trips!  
 
Electronic Media Use 
Electronic media can support and extend children’s interests and experiences in many ways!  To that end, we’ll 
include digital media or “screen time” intentionally in our classroom.  Screen time will only be used if it is 
interactive, accompanied by adult supervision/involvement, and during instructional times. The content will 
always be related to instructional goals and will be appropriate for the age of our children, nonviolent, culturally 
sensitive and free of advertisement and brand placement.  Children may access “screen time” in the classroom for 
no more than an hour a day (a guideline from the American Academy of Pediatrics) and always have the option to 
access other activities instead if they so choose.  In order to model appropriate use of screens in the classroom, our 
classroom teachers do not use electronic media for their personal use when children are in the classroom. 
 
Pets/Animals 
We love pets and may ask you to bring yours!  Pets or visiting animals must be prearranged, have documentation 
from a veterinarian that they are fully immunized, and be an animal suitable for contact with children. Our 
teachers will supervise all interactions between the children and pets and will teach about safe ways to behave with 
them.  If your child is allergic, we’ll make sure your child is not exposed to that animal. Reptiles are not allowed 
in the classroom.  Please leave your pet in the car/at home when you come to drop off or pick up your child.   
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Our Commitment to a Safe and Nurturing Environment 
 

Our Expectations About Child Behavior 
We believe that each child has a right to a safe and nurturing learning environment. We want each child to feel 
special, cared for, and to learn as much as he/she can each day.  To do that, we’ll focus on PREVENTING 
challenging behavior.  We’ll do that in several important ways: 
 

✓ We’ll provide a host of engaging activities each day and we will provide children with clear 
expectations for behavior during these activities 

✓ We’ll have a consistent schedule and have the children help us choose some clear classroom rules 
so they’ll feel involved, safe and secure 

✓ We’ll teach about feelings, how to deal with them, and how to be a good friend! 

✓ We’ll use some fun ideas to help children work together on self-regulation  
 

Learning to understand, accept, and deal with feelings like sadness, frustration and disappointment is VERY hard 
and VERY important and is often a life-long task!  All staff are trained to respectfully notice when children have 
big feelings, help them learn what those feelings are called, and make good choices even at those hard times.  We 
use a strategy called, “Emotion Coaching” to do that.  We are happy to share a pamphlet with you and explain 
this strategy in more detail.   
 

With little ones, feelings often get so big that it’s impossible for them to make good choices.  We have a “break 
area” in the classroom just for that purpose. Our break area is located away from our open center activity areas 
and includes a soft place to sit and emotion cards that picture important feelings.  If your child is having a VERY 
big feeling and cannot calm himself/herself or make a good choice, we may ask him/her to take a short break in 
our break area. We view using our break area as a positive way to deal with big feelings.  In fact, we encourage 
children to use the break area on their own to calm themselves!   Learning to calm oneself or “self-regulate” is a key goal 
in our classroom.  Once a child is calm and ready to return to classroom activities, only then are we likely to do 
some child-directed problem solving.   
 

Occasionally, situations arise when a child needs more guidance to make safe and positive choices.  We have 
policies and protocols in place that all our staff are trained in including a “no restraint” policy to ensure  
the safety of all children and staff.  If problems continue, we’ll work with you to investigate the “whys” behind 
challenging behaviors and create a plan to work on together including using outside resources as well.  Working 
as a team often makes all of the difference!   
 

Looking forward to a wonderful school year with you and your child!  


