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I. INTRODUCTION 

 
WELCOME MESSAGE 

 
Dear Parents, 

 
Welcome to Farmland Child Development Center (CDC). We are delighted to have you as a part of 
our CDC community and hope your association with us will be enjoyable and rewarding for your 
children. As a parent, you play an important role in the direction our staff takes in providing a 
stimulating, nurturing, and safe environment for school-age children. 

 
The experience and education of our staff are the foundation of their qualifications. Even more 
important is their ability to relate to children and nurture them while fostering independence and 
self-reliance. They are a valuable asset to our program. 

 
This handbook has been prepared for you to read and better understand CDC. We are committed to 
providing the best program possible. We have established policies to guide your children toward 
success while at Farmland Child Development Center. We hope that you will be supportive of our 
policies and procedures. We encourage you to make suggestions to improve our program, as well as 
seek assistance should problems occur. 

 
We are proud of CDC and our high-quality program for children. We welcome you as a parent and 
look forward to a successful year. 

 
Sincerely, 

Renee Sussman 
Director, Farmland Child Development Center 

 
 
 
 

 
PHILOSOPHY 
The Farmland Child Development Center is a licensed, non-profit childcare center for school-age 
children that provides a stimulating and educational before and after school program. The purpose of 
our program is to offer each child a secure community environment in which he or she will develop a 
sound self-concept, new skills, an increasing sense of independence, a sense of responsibility, and 
satisfying relationships. Play is an integral part of our program as children learn through play and 
interaction with others. The program is designed to meet the individual needs of each child, to reflect 
the interests of the children, their primary language and cultural background, and to help children 
function more effectively as individuals and as members of the group. CDC promotes the welfare of 
the individual through group experiences set under the guidelines of the program and directed by 
experienced staff. 
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HISTORY OF THE FARMLAND CHILD DEVELOPMENT CENTER 
The Farmland Child Development Center incorporated in July 1976 as a non-profit educational 
corporation functioning under By-laws and a volunteer Board of Directors. 

 
At the time of incorporation, a pre-school program in the Farmland Elementary School was licensed 
for 16 children. In 1977 capacity was increased to 36, and in 1980 to 55. The program closed in 
June 1983. 

 
In September 1982, a pre-school program at Seven Locks Elementary School was established which 
continued until June 1988. 

 
In September 1987, a program for 20 four-year old children was opened at Cabin John Middle 
School. A year later in 1988 the program was expanded to include school-age children with a 
capacity of 50. This program continued until June 1990. 

 
CDC at Beverly Farms Elementary School was licensed in September 1989 for pre-school and 
school-age children with a capacity of 22. The following year in 1990 it became a pre-school program 
only with a capacity of 20. This program ended in June 1998. 

 
CDC at Wayside Elementary School was also licensed in September 1989 for both pre-school and 
school age children with a capacity of 40. In 1996, the pre-school was discontinued and CDC 
became a before and after school program for school-age children with a capacity of 30. Wayside 
continues to have the before and after school program with a maximum capacity of 60. 

 

GOALS 
It is our goal to help all children: 

• Learn to work and play independently, feel secure about being away from home and be able to 
accept help and direction from adults. 

• Learn to live effectively with other children and to value one's own rights and the rights of others. 

• Develop a positive self-image and view themselves as individuals with worth and competence. 

• Realize opportunities to strive and succeed in the areas of physical, cognitive, social, and 
emotional growth. 

• Be curious - wonder, question, investigate, seek answers to questions, and learn problem 
solving techniques. 

• Strengthen physical skills, utilizing both large and small muscles. 

• Grow in the ability to express creative impulses via dance, music, literature, art media, clay, 
drama, construction, and exploration of scientific areas. 

• Grow in the ability to channel inner, aggressive impulses to a more positive end, to turn 
aggression into hard work, to express feelings, to use words rather than physical aggression, to 
understand the difference between feeling angry and acting angry, to feel empathy for the needs 
of others. 
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II. PERSONNEL POLICIES 

EQUAL OPPORTUNITY ENROLLMENT 
Farmland Child Development Center enrolls students without regard to race, sex, color, age, religion, 
national origin, sexual orientation, or mental or physical challenges. 

 

BOARD OF DIRECTORS 
The Board of Directors is composed of parents of children previously or currently in the program 
serving voluntarily on a year-to-year basis. The BOD is responsible for the operations and 
management of CDC and meets regularly during the school year. The Executive Director is hired by 
and reports to the BOD. 

 

BULLYING, INTIMIDATION, OR HARASSMENT 
It is our policy to treat all employees, children, and parents with respect and dignity. 
Any conduct, including verbal, physical or written, or an intentional electronic communication that 
creates a hostile environment and interferes with staff performance or physical or emotional well- 
being is prohibited. 

 
Any form of sexual harassment is prohibited. This includes unwelcome sexual behavior that makes a 
person feel uncomfortable or unsafe whether verbal, non-verbal or physical. 

 

A parent who believes he or she, or a child, has been or is being subjected to any form of misconduct 
should report the matter to the Director or to a member of the Board of Directors. 

 

PROFESSIONAL DEVELOPMENT 
CDC prides itself on providing our teachers with opportunities for continued education. 
Directors and teachers are required to attend at least twelve (12) approved hours of workshops each 
year. 
Assistants and Aides are required to attend at least six (6) approved hours of workshops each year. 
The Director, teachers and assistants/aides receive CPR, 1st Aid, and Medication Administration 
training . 

 

OFFICE OF CHILD CARE EVALUATION 
Directors, teachers, assistants, and aides are evaluated by the Office of Child Care according to the 
Maryland State Department of Education Handbook for Daycare Centers. 

 

VOLUNTEERS 
The Child Development Center offers students in Middle and High School an opportunity to fulfill their 
community service requirement by working in our after school program. They assist in all aspects of 
the program and are always under the supervision of a head teacher. They are never alone with 
children. We have one or more volunteers on a daily basis. 
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III. POLICIES AND PROCEDURES 
 
HOURS OF OPERATION 
Farmland Child Development Center is open from 7:00 a.m. to 9:15 a.m. and 3:45 p.m. until 6:15 p.m. 
On Early Release Days our program will begin when school is dismissed at 1:20 p.m. 
On Professional Days we are open from 7:00 a.m. until 6:15 p.m. 
There is an additional fee for Early Release, Professional Days, Holidays, and Snow Closings when 
Administrative Offices are open. 

 

DAILY SCHEDULE 
Before school: 7:00 - 8:15 Free play 8:15 - 9:00 Planned activity 9:00 Clean -up for dismissal 
After school:  3:50 - 4:10  Wash hands and have snack 4:10 - 4:45 Outside play 

4:45 - 5:30  Homework or planned activity 5:30 - 6:15 Free play  
 

CALENDAR/HOLIDAYS 
Farmland Child Development Center follows the MCPS calendar but is open when school is closed: 

 
Rosh Hashanah Yom Kippur Professional days  
Winter break except 
Christmas Eve and Day, 
New Year’s day 

Spring break except 
Good Friday and 
Easter Monday 

Early Release days  

 

INCLEMENT WEATHER 
CDC follows the Montgomery County Public School policy on school openings and closings during 
 inclement weather. 

On delayed opening mornings, CDC will open at 9:00 am.-11:15 am.  
Only children enrolled in the Before School program may attend on delayed opening 
mornings. The afternoon program will take place as usual. 
 

On Snow Closings when Administrative Offices are open on time we are open from 7:00 a.m. until 
6:15 p.m. Additional fee. 
On Snow Closings when Administrative Offices open 2 hours late, we are open from 10:30 a.m. until 
6:15 p.m. Additional fee. 
If there is an emergency closing, CDC will open at 1:20 if administrative offices remain open. 
Additional fee same as for Early Release days. If administrative offices close, CDC will be closed. 

 

If MCPS does not have an early dismissal, CDC is open after school and staff will remain with 
children until they are picked up. 
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SPECIAL NEEDS INCLUSION 
CDC will make all reasonable modifications to our policies and practices to accommodate children 
with special needs, unless to do so would pose a direct threat to the health or safety of others or 
require a fundamental alteration of our existing program. We will partner with parents to determine 
what we can do to help children be successful in our program. 

 

Each child will be evaluated on an individual basis to determine his/her specific needs and whether 
additional resources will be needed. We will do our best to meet each child’s needs, but we recognize 
our limitations. If we cannot meet these needs, we will make every attempt to work with parents to find 
an alternative placement. Any relevant information that can be provided to us by parents would be 
helpful. This information will be held in strictest confidence. If a child has an IEP, a copy should be 
provided to CDC. 
 
 

ABUSE AND NEGLECT 
All suspicions of child abuse and/or neglect will be reported immediately to the Director to be 
substantiated. The Director will meet with Wayside’s Principal before any action is taken. 
Maryland State law mandates the reporting of suspected child abuse, physical and/or sexual. The 
State law also mandates the reporting of neglect due to the absence or negligence of the child's 
parents, legal guardians or custodians. Failure to report abuse may result in a fine or prosecution by 
authorities. Immunity from civil liability or criminal penalty is extended by law to those who report in 
good faith. All staff members at Farmland Child Development Center have been informed of Family 
Law Article, Title 5, Subtitle 7 (Child Abuse/Neglect), annotated Code of Maryland. The Division of 
Child Protection Services can be reached at 301-217-4417. 

 

RELEASE OF A CHILD 
Persons authorized to pick up a child are listed on the child‘s emergency form. Any changes 
throughout the school year must be given in writing by the parent to the CDC teacher. Parents are 
required to call or send a note if anyone other than an authorized person will be picking up the child 
on any given day. Notes should not be given to the child’s teacher but marked CDC and taken to 
the office or given to a CDC staff member. CDC may ask for photo I.D. to verify the person's identity. 
The child may only be released directly to the authorized person at the sign-out table. If we are 
unsure about releasing a child to someone who is unfamiliar to us or the child, parents will be called 
for verification. 

 
If an unauthorized individual attempts to forcibly remove a child from the Center we will: 

 Try to verbally dissuade them. 

 Call the school administrators to report the incident and dial 911 to summon help. 

 Contact the parents or legal guardians. 

 Never attempt to physically prevent the individual from removing the child. This could 
result in physical harm to the child, other children, or staff members. 

 Make an attempt to obtain the tag number of the vehicle used by the abductor. 

 Try to provide a clear description of the individual noting any unusual physical 
characteristics. 

 

 
 



7  

RELEASE OF A CHILD TO AN INTOXICATED OR IMPAIRED INDIVIDUAL 
If, in the opinion of the staff member present at the school, a parent or authorized person who arrives 
to transport a child home appears to be in an intoxicated or impaired condition, the staff member will 
notify the other parent or guardian of the situation, as well as get the assistance of the Director or 
other person in charge. If possible, the child will remain with the teacher at all times. We will ask the 
person to leave his/her car at the school and take the child home using another means of 
transportation. We will offer to call a relative, friend, or taxi (at parent's expense) to drive the person 
and child home. If the parent or authorized person insists on driving the child home, the vehicle’s 
license plate will be noted and the local police department notified. A parent or authorized individual 
frequently arriving in an intoxicated or impaired state is considered a form of child neglect and child 
endangerment and staff will be required to report the person to Protective Services. 

 
 

SUSPICIOUS OR UNFAMILIAR INDIVIDUALS 
Staff members will report the presence of suspicious looking persons, either in the building or on the 
playground, to the Director. If the Director is not available, they will notify someone in charge of the 
building, i.e. MCPS personnel. They will call 911 if they feel there is immediate danger. 
 

EMERGENCY PROCEDURES & SECURITY 
Fire drills are both announced and unannounced. Fire drill escape plans are posted in each 
classroom indicating how to get the children outside. These escape routes are discussed with the 
children at the beginning of the school year. Staff will check bathrooms before leaving the building. 

 
In case of a necessary evacuation of the building, children and staff will walk together to the home of 
Renee Sussman, 9720 Wilden Lane. (301)655-9815. Parents will be called to pick up their children. 

 
Should there be an emergency or drill which requires room evacuations, staff will make certain every 
child is outside. Staff will take attendance sheets, emergency forms, and emergency medical 
supplies with them and attendance will be taken as soon as the children are outside. If possible, staff 
will have their cell phones with them so that in the case of an actual emergency, parents can be 
notified immediately. 

 
Shelter and Lock-down practice drills are held during the school year. Procedures are in place for all 
classrooms which are discussed and practiced with the children. 

 
In case of an emergency weather alert, all children will proceed to the hall where they will be seated 
until it is determined to be safe to return to classrooms. 

 
An Emergency Procedures Manual which includes information for all types of emergency situations is 
located in our file cabinet. 

 

If an emergency occurs, such as power failure, lack of water, or fire, the Director will close the program 
when necessary to protect the health and safety of the children and staff. In such cases, all parents will 
be notified to come and pick up their children. 
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FIELD TRIPS 
All field trips are approved by the Director. A master permission slip must be on file in every child's 
folder. A child may not leave school for a field trip without written permission from a parent or 
guardian for each field trip. Sign-up sheets will be placed by the sign-in/out lists at least one week 
prior to the field trip. Transportation for field trips is provided by a licensed bus company. Staff will 
carry completed student emergency forms, attendance sheets, their cell phones (for emergency use 
only) and a First Aid pack on every trip. Attendance will be taken before and after each transition on 
the trip. Each bus will have a certified CPR and First Aid person in the vehicle. 
Vehicles will be checked at the end of the field trip to ensure that nothing has been left behind. 

 

SMOKING/DRUGS/ ALCOHOL/WEAPONS 
Wayside Elementary School has a no smoking, drinking, drugs, or weapons policy. Smoking or 
possession, use or sale of controlled substances, alcohol, or weapons on school premises is 
prohibited. 

 
PERSONAL BELONGINGS 
Farmland Child Development Center is not responsible for loss, damage or theft of children’s 
personal belongings. We will do all we can to help locate missing items. Toys from home are the 
child’s responsibility and are not to be given away, traded, or borrowed from or lent to another child. 
 

TELEPHONE COMMUNICATIONS 
Messages from parents are recorded in a book with the name of the caller, date and time of call, the 
message and a phone number if a return call is required. Callers will receive a response as soon as 
possible. 

 

SCREEN TIME 
Electronic games may be brought to CDC once a month on a designated day to be played after 
homework for approximately ½ hour. This promotes sharing with other children and provides an 
opportunity for social interaction. 

 

The computer may be used on occasion to show images or activities relating to our unit of study. 
 

SNACK 
CDC provides a daily after school snack and milk for all children. Milk will not be older than four days 
beyond the expiration date. Fresh fruit and vegetables are included in snack choices. Names of 
children with allergies are put on a roster and posted on attendance clipboards. They will be provided 
with an alternate snack. Gloves are used when handling food. Single service items (i.e. cups, 
napkins, plates, etc.) are used only once and stored, handled, and dispensed in such a way as to 
protect them from contamination. Utensils and equipment used will be washed after use and stored 
properly. 

 
Before school children may bring breakfast from home but should eat while seated at a table. 

 

BIRTHDAYS 
If parents choose, they may send in a purchased, nut-free treat, either before or after school, as 
long as there is enough for all the children. Ask for the correct number of students. 
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BEFORE /AFTER SCHOOL DROP-IN 
Before school drop-in is available to children enrolled in the afternoon or in a three-morning program 
and after school drop-in is available to children enrolled in the morning or a three-afternoon program 
on an occasional basis with prior approval of the Director. Parents will be charged on their next 
monthly statement for days of before/after school drop-in. Children’s names will be added to the 
weekly sign-in/sign-out sheets which parents are to initial with the time of drop-in/pick-up. 
For children not enrolled in either our before or after school programs, there is drop-in available as 
long as all paperwork is on file and CDC is notified by 7:00 pm the previous evening. 

 

LATE PICK UP PROCEDURES 
Parents will to be called after 6:25 p.m. Late pick-up fees will be charged. Children will wait in the 
APR. 

 

ABSENCE OF THE DIRECTOR 
When the Director is away or needs to be out of the building, a designated person will be in charge. 
The Director is usually reachable by cell-phone in an emergency. 
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DISCIPLINE POLICY 
Discipline is built on mutual respect and trust. It is guidance and teaching that should be done with 
love, gentleness, praise and encouragement. Our policy is to ensure a safe and secure environment 
for each child. Positive, age-appropriate discipline techniques are incorporated into our program. 
Cooperation between parents and staff is vital in guiding the social and emotional development of our 
children. Through positive guidance, children learn that certain types of behavior are not acceptable. 
To minimize the need for disciplinary action, a few clear simple rules and expectations are 
established for each group to set the limits of behavior for the safety and protection of the children 
and are stated in positive terms. Staff is supportive and consistent in their approach. Our goal is not 
to undermine the child’s sense of self, but to teach appropriate behavior and help the child become 
self-disciplined. 

 
To accomplish this goal, the following techniques are used on a daily basis: 

 

• PREVENTION – The right combination of materials and equipment, time and space, and a 
healthy emotional climate work to create an environment that keeps conflict at a minimum 
and is conducive to a child’s positive development. 

• POSITIVE REDIRECTION – Unacceptable behavior will be redirected to an acceptable 
alternative. 

• MODELING – Teacher-modeled appropriate behavior and communication are provided to 
help children learn responsibility for their actions. Teachers speak in a calm, quiet, 
confident manner. They avoid showing favoritism, comparing children with other children, 
or talking about children in front of them. Children are not labeled as “good” or “bad.” 
Children are called by their official or nick names, not by names such as sweetie, pumpkin, 
cutie, etc. 

• LIMIT SETTING – A few clear, simple rules that vary according to the developmental level 
of the children are set. Teachers explain to the children what they can do, in a caring, 
positive tone and encourage the child’s efforts when he/she complies. 

• PROBLEM SOLVING – Teachers appeal to children’s growing intellectual and moral 
reasoning by using natural and logical consequences and asking questions to encourage 
reflection and problem solving. Children are helped to identify their needs, feelings, 
causes, choices and alternatives. 

• POSITIVE BEHAVIOR MANAGEMENT– Positive, individual attention is given to each child 
at some point of the day. They are treated with respect as individuals and staff listens to 
them.  If a child has a physical or emotional outburst, comfort and privacy are provided. 
The child is allowed time to regain composure when conflicts occur to insure the safety of 
other children and staff. When conflicts occur, a brief separation with a staff member from 
the group allows him/her a “cool-down” time. “Cool-down” time is not punishment. It is a 
quiet, relaxed, neutral break, a cooling-off period for the child to regain self-control. With 
help from a teacher, the child is encouraged to return to the group as soon as he/she is 
ready. 

 PROVIDE CHOICES - Children have the opportunity to make choices in their activities 
during both the before and after school programs. 

 

Physical punishment of any kind is prohibited, as is denial of food. Harsh tones, shouting, 
embarrassment, alienation and threatening words are inappropriate. Pulling children by a body part 
to follow a direction is also prohibited. Such actions could lead to immediate dismissal of the staff 
member. 
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If a child displays inappropriate behavior, staff will document the behavior. Any disruptive behavior 
that goes beyond normal tolerance in a group will be reported to the Director immediately to review 
the situation. If deemed necessary, the parents will be contacted. 

 
Immediate termination of a child’s enrollment in CDC will take place if, in the judgment of the 
Executive Director with the agreement of the Board of Directors, the child’s behavior threatens the 
physical or mental health of another child or staff member, parents become abusive or verbally 
slander or demean the reputation of CDC, or if the child or parents cannot abide by CDC‘s policies. 

 
Parents should report any changes (divorce, new baby, sickness, a move, death, etc.) to the Director. 
Staff will be made aware of a difficult or stressful situation which may impact the child‘s behavior. 

 
 

IV. HEALTH AND SAFETY 

SANITATION 
The enforcement of careful sanitation procedures has been proven to decrease the spread of illness 
in child care settings. Required sanitation procedures are followed: 

 

• Rooms are cleaned every evening by the Wayside school custodians. 

• Spills are cleaned up as soon as they occur. 

• Children are encouraged to "clean as they go" and put scraps and trash in the trash cans. 

• Dirty surfaces are washed with detergent and water. 

• Tables are sanitized before snack and cleaned after snack and messy projects. 
 

• For general sanitation of most surfaces: a cleanser containing Clorox (i.e.Clorox Anywhere 
for Hard Surfaces) is used. 

• For surfaces contaminated by blood, feces and urine: Custodians are notified immediately. 

• All solutions containing Clorox are kept away from children. 

 

HANDLING BLOOD/BODY FLUIDS 
When the handling of blood or body fluids occurs (soiled underwear, caring for cuts and abrasions, 
cleaning vomit, etc.) staff will: 

Wear gloves 
Wear aprons if clothes might get soiled 
Properly dispose of trash and gloves 
Follow proper hand washing procedures in addition to wearing gloves 

 

HAND WASHING 
Proper and frequent hand washing has been proven to significantly reduce illness in child care 
centers. Children and staff will wash their hands after toileting, before eating and food preparation, 
after wiping noses, eyes or other body secretions, after outside activities or touching an animal. 



 

Proper hand washing procedures are posted above the sinks in the bathrooms and are as follows: 

• use soap from a dispenser 

• use running water 

• rub hands vigorously for about 20 seconds 

• wash backs and fronts of hands, between fingers, under fingernails, 

•  

• dry hands with a paper towel 

• shut off water by turning faucets with a paper towel 

 

ACCIDENT REPORTS 
There is an Accident Report form for all injuries to children (scraped knee, bump on the head, 
bloody nose, etc.). If one child injures another child, the name of the perpetrator is not used in the 
accident report. Parents need to sign the form. 

 

The staff person observing and treating the injury will record the following information: 

• Child's name, time and date of the injury 

• Persons observing and supervising the child 

• What happened 

• What injury occurred and how it was treated 

• Who was called, if necessary 

• Follow-up 

• Signature of the teacher 

• If a child has a visible bruise or an injury above the neck a phone call to the parent  
is mandatory. 

. 

FIRST AID/CPR 
Only staff members who are licensed in First Aid/CPR will be permitted to treat a child. 

 

MEDICATION ADMINISTRATION 
Any form of medication, either prescription or over-the-counter, may be administered to a child only 
by a staff member who has taken the Medication Administration class and only if proper 
procedures are followed. 

• A Medication Consent Form must be completed by the physician and parent. 

• Prescription medicine must be in a container labeled by the pharmacy or physician with the 
child's name, dosage, and expiration date. 

• Medication may only be administered according to the health practitioner's written 
instruction or the instructions on the label of the medication. This includes bug spray and 
sun screen. 

• Medication is placed in a locked container in the staff locked cabinet. Refrigerated 
medication will be placed in a locked container and kept in the CDC refrigerator. 

• An EpiPen Jr. may be kept in a locked container in the CDC closet and will be taken 
outside and on field trips. 

• Documentation of medication given to a child will record the date, time, and person 
administering the medication on the Medication Consent Form. A copy will be given to the 
parent. 

 



 

• All first doses of prescription and over the counter medication must be administered at home. 

• Except for acetaminophen and topical medications, only one dose of a nonprescription 
medication may be given to a child per illness unless a licensed health practitioner approves 
the administration and the dosage. 

• Unused portions of medicine or expired medications are returned to the parent. 

 
Ice or ice packs do not directly touch the skin of the injured party but are wrapped first in paper 
towels. Ice packs used when there are bodily fluids involved are discarded after use. 

 
Medication found in a school bag for the student’s use will be removed and returned to the parent. 

 
ALLERGIES 
An up-to-date list of children with allergies and the recommended treatment is on all attendance clip 
boards. We are a peanut/nut-free environment. 

 

MEDICAL EMERGENCIES 
The identity of staff members who hold current CPR and First Aid Certifications is known by all staff. 
Assistance from one of these staff members will occur if needed. A child will not be moved after a fall 
until it can be determined that there is no break, shock or seizure. 

 
In the case of a serious medical emergency (such as unconsciousness, broken bones, serious cuts, 
foreign object in eye, nose, ear, etc.) we will: 

• Call 911 and ask for an ambulance. 

• Stay on the telephone long enough to answer all questions. 

• Call the parent. 

• Take the child's emergency form (updated as changes occur and at least once a year) and 
physical form to the hospital. Ride with the child in the ambulance to the hospital if a parent 
has not arrived. Wait there for a parent to arrive. 

• Notify CDC and the Director as soon as possible as to what the situation is. 

• Return to CDC and fill out the Accident Report form. 

• Call the Maryland State Department of Education Office of Child Care (MSDE OCC) within 
24 hours for accidents requiring medical attention. A written report will be submitted as 
soon as possible. 

For suspicion of ingestion of poisonous material we will call the Poison Control Center, 1-800-222- 
1222, and follow their instructions. 

 

CHILD ILLNESS 
Parents should inform CDC if their child is on medication, will be absent, or has a communicable 
disease.. 

 
A child will be isolated from the group, parent notified, and must be picked up from CDC within an 
hour if any of the following symptoms are displayed: 

• fever of 101° or above 

• thick nasal drainage, or a constant cough 

 
 

12 



13  

• crust on the eyes or mucus discharge from the eyes (pink eye) 

• undiagnosed skin rash 

• oozing open sores 

• vomiting (one or more times) 

• diarrhea (more than one loose stool or increased number of stools) 

• general feeling of illness, tiredness, lack of participation in daily routine/activities 
The child may not return to school until all signs of infection are gone and is fever-free for 24 hours. 

 
If the child has a reportable communicable disease, an exposure notice will be sent out to all families 
and the Montgomery County Health Department. The Department of Communicable Disease and 
Epidemiology will be contacted (240)777-1790. 

 
For contagious illnesses (e.g. pink eye, head lice, chicken pox, impetigo, etc.) an email is sent 
informing parents of the outbreak, listing the number of cases, the groups involved, and the 
signs/symptoms they should look for. Carriers are not identified by name. Children’s period of 
absence corresponds with the health department guidelines. 

 
If a resting mat is used, it will be sanitized after use. 

 
Children well enough to attend school are expected to participate in all CDC activities including 
outside play. We will go outside if the temperature, with the wind chill factor, is above 35 degrees. 

 

LICE/NIT PROCEDURES 
If a child is diagnosed with lice/nits the parents will be called and the child will be sent home. Signs of 
lice/nit infestation are head scratching and intense itching of the scalp. Visual inspection will also 
confirm lice/nit infestation. Lice look like tiny grayish crawling forms; nits are tiny whitish oval eggs 
adhering to the hair shafts. Lice/nits are usually transmitted from one person to another by direct 
contact and by the common use of personal items such as combs, brushes, hats, scarves and coats. 
Staff will wash all dress-up clothes in hot water with detergent and all stuffed animals, pillows, etc. 
will be placed in closed bags for 2 weeks. 

 

CONFIDENTIALITY 
Professional ethics require that employees maintain the highest degree of confidentiality in regard to 
individual children, their families and CDC’s business. In order to maintain this professional 
confidence, no employee shall release or request parent or child information to/from outsiders, 
including other parents or third parties and members of one’s own family without prior permission, 
preferably written, from the parent or guardian of the child. 

 

CHILDREN’S ATTENDANCE SHEETS 
Children’s daily attendance sheets are maintained accurately. In case of an emergency evacuation, 
the attendance and sign-in/sign-out sheets are our source of information concerning how many 
children were in the building at the time of evacuation. According to MSDE, these records must be 
kept for three years. 



14  

If a child does not arrive in the afternoon and a parent has not called or sent a note, staff will 
determine if the child was in school, left early with a parent or a note was sent to the teacher for an 
alternate plan to go home. If necessary, parents will be called, trying all given numbers, or messages 
will be left on answer phones for the parent to call and confirm that the child was not to attend the 
program on this day. 

 

SIGN-IN/OUT SHEETS 
Sign-in/out sheets are mandated by the Child Care Administration and are retained for three years. 
Parents must initial and record the time they sign in or sign out their children. Children should not 
sign these forms. 

 

PARENT COMMUNICATION 
CDC’s reputation has been built on excellent service to children and their parents. Parents are a vital 
part of a successful program. To be truly developmental and meet the social, emotional, physical, 
and intellectual needs of children, parents must be included as members of the team. Staff view their 
jobs at CDC as providing services to families, not just educating and caring for their children. They 
try to be courteous at all times and provide a sensitive response in all working relationships with 
parents. 

 
A monthly newsletter, edited by the Director, contains weekly articles by the children. This newsletter 
also includes a monthly overview of CDC activities and upcoming special dates and events. It is 
emailed to parents the first of each month. 

 
Before and after school calendars are emailed to parents at the beginning of the month so they are 
aware of daily activities. 

 

A Parent Survey is distributed in May so that parents can give their feedback about the program. 

Formal family conferences are not scheduled since we are not the primary educational source. 

Staff are available after school when parents are picking up children to discuss the child’s day or 
address any concerns of parents. 

 

If staff needs to discuss an in-depth matter with a parent, they will arrange a time and place that 
allows for privacy. If necessary, the meeting will include the Director. 

 
Parents are requested to give us copies of court orders restricting someone from picking up or 
approaching a child. 
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FAMILY PARTICIPATION 
Parents may serve on the Board of Directors of the Child Development Center. The Board meets 
several times during the school year and makes policy and financial decisions relative to the Center. 

 
Parents are invited to share their knowledge and experiences with the entire group. 

Parents are invited to participate in special events and field trips. 

A family picnic sponsored by the Center is held at the end of the school year. 

 
 

SUPERVISION OF CHILDREN 
Staff monitor children's play and safety at all times. They position themselves so that all areas of a 
room or playground are being observed at all times. Group emergency cards and a First Aid kit are 
taken to the playground. There are at least two staff members on the playground or in the APR with 
groups at all times. 

 
Doors to the building are to be locked at all times and not propped open. Non-CDC adults or children 
are to enter the building through the main doors. 

 
Children needing to re-enter the building for any reason must be accompanied by their parent or a 
staff member. 

 
Children and/or their parents are not to go to the child’s classroom for forgotten items. They will need 
to wait until the morning. 

 

V. GUIDE TO REGULATED CHILDCARE 

 

Pages 16-17 
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V. COMMUNITY RESOURCES 

 

Staff often receive lists of community resources when they attend workshops. The Director 

receives emails for parent or teacher workshops relating to children’s development or other 

special events. 

 

Other community resource information is received through the Resource Center. This includes 

Child Care subsidy, Working Parents Assistance, DSS, and the Health department. The 

information is kept on the side of the file cabinet so that parents can easily access it, or staff can 

pass it on to parents when it is deemed appropriate. 

 

Community resources are updated annually and as new information becomes available. 
 

Child Care Resource and Referral Center - Montgomery County ... 
https://www.montgomerycountymd.gov/HHS-Program/Program.aspx?id=CYF/CYFChildCareResourceRef-p212.html    
The center offers free and low cost training and support services for child care providers 

 

Maryland EXCELS http://www.marylandexcels.org/ 

 

Out-of-School Time Network – 410-625-7976 http:// mdoutofschooltime.org/ 

 
Early Identification and the Child Find Program | Special Education 
http://www.specialeducationguide.com/early-intervention/early-identification-how-the-child-find-program-works/The Child 
Find program searches for and evaluates children who may have a disability 

 

Parent’s Place of Maryland: Maryland’s Special Education and Health Information Center – 1- 

800-394-5694 http://ppmd.org/ 
 

Maryland Family Network – 410-659-7701 www.maryland familynetwork.org 

Maryland Learning Links www.marylandlearninglinks.org 

http://www.marylandexcels.org/%20_blank
http://www.marylandexcels.org/
http://www.specialeducationguide.com/early-intervention/early-identification-how-the-child-find-program-works/%20_blank
http://www.specialeducationguide.com/early-intervention/early-identification-how-the-child-find-program-works/The
http://ppmd.org/
http://www.marylandlearninglinks.org/
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PARENTS'S RECEIPT OF PARENT HANDBOOK FORM 

 

I have received the Parent Handbook given to me by the Farmland Child 
Development Center. I have read the material and fully understand and will carry out 
all policies and procedures. 

 

Parent’s Signature:  Date:    



 

 


