\ D¢
%
44’

@L rning

"[NT“*E p o e\

PARENT HANDBOOK

Published 2026
6015 167™ Ave NW Ramsey, MN 55303
763-453-7184
info@lechidcare.com
www.learningexplorerschildcarecenter.com

Learning Explorers Childcare Center Parent Handbook 1


http://www.learningexplorerschildcarecenter.com

Table of Contents

OPERATIONAL SERVICES

LICENSING INFORMATION

PRE-ENTRANCE CONFERENCE

INFANT REGISTRATION

WAITING LIST

TUITION FEES

WITHDRAWAL PROCEDURE

TAXES / FLEX PLANS

CHANGE OF SCHEDULE

EARLY PICK-UP POLICY

LATE DROP-OFF POLICY

PARENT VISITATION

PARENT COMMUNICATION

NON-HIRING AGREEMENT

IMMUNIZATION & HEALTH RECORDS

TRANSITION

POLICIES AND PROCEDURES

CURRICULUM

CHILD DEVELOPMENT AND EDUCATION

LEARNING CENTERS

CHILD OBSERVATION AND ASSESSMENT

O ©W W 00 0 WO N~N~NOOOODOOOOOO OO OO 6101 &

PRIMARY REFERRAL SOURCE

HOLIDAYS

CELEBRATIONS

BAD WEATHER CLOSINGS

MEALS

PERSONAL ITEMS & CLOTHING

DIAPERS / TOILETING

OUTDOOR TIME

FIELD TRIPS

PET POLICY

NAP AND REST POLICY

NAP AND REST POLICY SPECIFIC TO INFANTS:

DAILY HAZARDS

FIRE & TORNADO DRILLS

ABUSE REGULATIONS

INSURANCE

Learning Explorers Childcare Center Parent Handbook 2

O N i W G G G G G G G S
A O O WINDNDMNMNDN-_A a0 0 oo



TRANSPORTATION

MISSING CHILD

EMERGENCY AND FIRST AID PROCEDURES

CORPORAL PUNISHMENT

BEHAVIOR GUIDANCE & TOLERANCE ISSUES

SEPARATION

GRIEVANCE POLICY

TERMINATION

ADMINISTRATION OF MEDICATIONS

ILLNESS POLICY

GENERAL EXCLUSION GUIDELINES FOR ILL CHILDREN

CLOSED DAYS 2026

15
15
15
16
16
18
18
18
19
19
20

Learning Explorers Childcare Center Parent Handbook 3

22



“WELCOME TO LEARNING EXPLORERS CHILDCARE”

We have taken the best of all types of childcare available and put them into one complete package. A
parent can leave with the confidence that their child/ren are in a safe and caring environment. Our job is
to focus on each child’s social, physical and emotional development. A child’s self-esteem, independence,
and ability to learn need to be taught through positive experiences in and out of the classroom. Part of our
job is to help you prepare your child for their upcoming years. If we work together, this can be obtained.
It is Learning Explorers philosophy that children mature to reach their growth potential when they are
provided with a stimulating, inviting and loving environment. Your child will be involved in activities that
will enrich their social, emotional, and physical growth every day. Learning experiences in art, music,
dramatic play, fine motor skills, gross motor skills, and readiness for kindergarten will be provided.

Good communication between parents and staff is essential. This handbook is an easy reference to all of
the questions you may have. If a question comes up that you are unable to find an answer for, please ask.
Also keep us informed of your concerns, needs and comments. You are important to us! A written
childcare plan is available for you to review at any time, just ask a teacher or director for a copy.

OPERATIONAL SERVICES
Learning Explorers Childcare’s space is 10,200 sq. ft of indoor space. We are licensed to serve 168
children.

Breakdown of Rooms
Room Name Capacity Ages Ratio of Caregiver to
Children
Infant Rooms
Infant 1 14 infants 6 weeks — 16 months 1:4
Infant 2 24 infants 12 months — 20 months | 1:4
Toddler Rooms
Toddler 1 21 children 16 — 35 months 1:7
Toddler 2 24 children 16 — 35 months 1:7
Preschool Rooms
Campers 25 children 33 months — 1* day of [ 1:10
kindergarten
Explorers 30 children 33 months — 1**day of [ 1:10
kindergarten
Backpackers 30 children 33 months — 1* day of [ 1:10
kindergarten

The Backpackers classroom is licensed and has a flex room to accommodate school-age care for before or
after school care or non-school days. Families will be notified when this room is being used/operated as a
school-age room. The ratio for school-age is operated with one caregiver per 15 children. The LEC
facility is open from 6:00 am - 5:30 pm all year round. The building has a security system and monitoring
device in each classroom. We offer an exterior fenced in play area with two different sizes of play
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equipment and an indoor play area when weather doesn’t permit us to go outside. Learning Explorers
Childcare is staffed with a director, assistant director, lead teacher in every room with assistant teachers
and aides. We also have substitute teachers on standby when our staff is unavailable.

LICENSING INFORMATION

Learning Explorers Childcare accepts all children regardless of color, race, religion or

sex. Learning Explorers Childcare accepts all children able to follow the rules, schedules and
guidelines of the center. We are licensed by the State of Minnesota, Dept. of Children, Youth, and
Families. Their phone number is 651-539-7700.

PRE-ENTRANCE CONFERENCE

Parents must visit our facility before entrance to meet your child’s potential teacher and

see briefly how our program is run. We can answer questions and familiarize parents with the
area the child(ren) will be in. You will receive Learning Explorers Childcare enrollment and
medical forms at that time. These will need to be filled out and returned by the parent and family
doctor before the first day of attendance. Your children's Immunization Form and Health care
summary will need to be turned in to us before the first day. There will be a two-week trial
period to find out how well your child will adjust to our center. Within this two-week period,
either the parent or director may pull the child out of enrollment without a two week notice
Given.

INFANT REGISTRATION

Our Infant 1 room is licensed for 14 infants and typically runs at 12 infants. Our Infant 2 room is licensed
for 24 infants and typically runs at 16 infants. Infant space usually fills months in advance. In order to
enroll your infant, a $150.00 registration fee, first week's tuition, and enrollment form is needed at the
time of registration. This will guarantee your spot until the first day you attend.

WAITING LIST

When the program of your interest is full, you can choose to be put on our waiting list.

You will be contacted when a position becomes available. If contact cannot be made, your name
will be removed from the waiting list. Being on the waiting list does not guarantee a spot.

TUITION FEES
Tuition fee agreements are with your enrollment papers. This must be signed and returned. A registration
fee of $150.00 per child plus the first week of tuition is due with enrollment. Tuition payments are due on
Friday every week for the following week. A $20.00 a day late fee will be added for payment not received
on time. Your weekly fee is based on up to a ten hour day. You will be charged hourly for time after 10
hours. If you need a receipt for payment, this will be able to be found on the Brightwheel app. There is a
$1.00 per minute late fee after our closing time, paid directly to the staff with your child during this time.
If a child has been left after 15 minutes of closing with no parent call (and parents cannot be reached and
the emergency contacts have failed) the child will be turned over to the local authorities.
e All holidays are paid for if the holiday falls on your reserved days.
e All payments will be made on the Brightwheel app and can be paid with checking account
information with a .50 processing fee. Debit or credit cards can be used on the Brightwheel app to
make payments with a processing fee of 2.5%.
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No reduction is given for absences due to illness,
Vacations: One week at %2 pay rate per family per 12 month period, after one full year of tuition
paid.

e Copays are due the first & fifteenth of the month. Those on assistance are responsible for
payment that is not covered by the county.

e If you would like to temporarily remove your child from LEC care while holding their spot, 50%
rate will need to be paid weekly. This will hold your child's spot for up to 12weeks.

WITHDRAWAL PROCEDURE

To withdraw your child from the program, a written notice is required a minimum of two weeks in
advance. Providing an earlier notification is highly appreciated as it assists us in securing replacement
enrollment sooner. Please be aware that if less than two weeks' notice is given, you will be financially
responsible for the tuition covering that period.

TAXES / FLEX PLANS

Check with your tax advisor for details on tax credit. The director will sign flex plans that you have
prepared. Leave them at the front desk and they will be returned to you as soon as possible. Receipts can
be emailed out upon request or can be accessed in the Brightwheel app at any time. Yearly receipts along
with the Fed. Tax [.D. numbers will be available via the Brightwheel app, these can also be printed upon
request.

CHANGE OF SCHEDULE

Requests for a schedule change require a two-week waiting period. Please notify us as far in advance as
possible. If a child is absent from enrollment for more than one week without explanation or payment, the
child's enrollment will be dropped.

EARLY PICK-UP POLICY

If you need to pick up your child early during Rest Time, please send a message to the teachers through
the Brightwheel app in advance. This will allow us to prepare your child without disturbing others and
bring them out of the classroom efficiently.

LATE DROP-OFF POLICY

Please ensure your child is dropped off no later than 9:00 AM. If a later drop-off is necessary due to a
doctor's appointment or other special circumstances (e.g., funeral, car trouble), please communicate this to
your child's teachers using the Brightwheel app. This practice helps us maintain an accurate daily
headcount and allows your child to fully engage in the morning curriculum and develop essential social
and emotional skills with their peers, which is vital for Kindergarten readiness beginning in the Toddler 1
classrooms.
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PARENT VISITATION

Parents are welcome to visit their child’s classroom at any time during hours of operation. If your child
has separation problems, we find it is better to leave promptly in order for them to begin their day.
Teachers will comfort your child until they are comfortable and adjusted. We always say, “It’s harder on
the parent, then it is on the child”. You may view the screen by the front desk if you choose for comfort.

PARENT COMMUNICATION

Effective communication between home and school is vital for your child's success. LEC teachers and
directors maintain an Open Door Policy, encouraging strong, mutual relationships with our families.
Please feel free to discuss any concerns with your child’s teacher or the director. We will work to find a
mutually satisfying solution that can be integrated into the classroom routine.

To ensure proper supervision of all children, teachers may not be able to have long conversations
during drop-off or pick-up. If you have a specific concern, we are happy to arrange a separate
meeting or phone conference.

Parents can expect to receive the following types of communication:

e Daily Reports: Available on the Brightwheel app for all children. These reports include
information on meals, toileting, sleep, overall mood, and will notify parents if supplies (like
diapers, wipes, or a change of clothes) are running low.

Parent Conferences: Offered twice per year, or more often upon request.

Information Board: Used to post updates on upcoming activities, schedules, and events.
Monthly Newsletter: Offered monthly

Parent Communication App (Brightwheel): This app documents and shares glimpses into your
child’s school day and what they are learning. Classrooms will use the app to post monthly
highlights of activities and curriculum.

For individual questions or comments, please remember to contact your child’s teacher directly.

NON-HIRING AGREEMENT

If you hire a Learning Explorers Childcare Center staff member to work for you and that employee
resigns from their position with us, causes interference with their work schedule, or interference with
Learning Explorers Childcare Center’ daily operations in order to accept your employment offer, you will
be required to pay Learning Explorers Childcare Center a $3,000 finder’s fee. By enrolling with Learning
Explorers Childcare Center you agree that you will not hire any person who is an employee of Learning
Explorers Childcare Center at any time or up to six months after employment ends at Learning Explorers
Childcare Center. In the event that you decide to have a Learning Explorers Childcare Center staff
member babysit for your family outside of the employee’s normal work hours it must be done away from
the school and with the full knowledge and understanding that the sitter enters into such an agreement as a
private citizen and not as a Learning Explorers Childcare Center employee. We cannot be responsible for
our employees away from school, outside their working hours, and will not be liable for their acts or
omissions when not on our property including the transportation of children.
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IMMUNIZATION & HEALTH RECORDS

These will need to be filled out and returned by the parent and family doctor before the first day of
attendance. It must be renewed each time a child moves from one room to another or changes age
brackets. New immunizations must be on record. Please notify us when your child receives new
immunizations.

TRANSITION

As your child develops, he/she will advance into the next age appropriate room. The teacher and director
will decide which classroom is best for your child. The child will have some adjustment period and time
to visit his/her new room. A new health care summary must be completed by a physician when a child
transitions to their new room.

POLICIES AND PROCEDURES
A copy of our Policies & Procedures for rule 3 book, our Childcare program plan book, forms and logs
manual is available at the front desk for you to review at any time.

CURRICULUM

At Learning Explorers Childcare Center, we are dedicated to providing a premier educational program,
built upon collaboration with an Early Childhood Curriculum. Our enthusiastic and passionate team
designs lessons that carefully integrate a variety of age-appropriate, developmental activities into the daily
classroom routine for all children.

Our comprehensive, center-wide program spans from infants to preschool and is designed to promote
developmental skills and enrich each child's understanding of their world. We utilize a wide range of
materials and equipment, balancing quiet and active, as well as indoor and outdoor, activities to support
learning.

Classrooms and activity areas are structured to be both teacher-directed and child-initiated, fostering
exploration, independence, and decision-making skills. Each theme incorporates social, cultural,
educational, and emotional value. Furthermore, our staff actively incorporates their knowledge of the
community and families into our curriculum and lesson plans, creating meaningful learning experiences
and connections with community members and resources.

The programs we offer are outlined in the list below:
CHILD DEVELOPMENT AND EDUCATION
We carefully organize our childcare program into distinct classrooms, each perfectly tailored to the

children's age and developmental readiness. The environment and activities in every room are specifically
designed to align with that age group's unique needs and abilities.
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Every classroom is led by a dedicated Lead Teacher, and our entire teaching team is committed to
providing your child with personal attention through meaningful interactions; engaging learning that
encourages ample exploration and productive, self-directed play; and exceptional care, where the
immediate well-being and safety of the children are always our top priority.

Our classrooms feature enriching activity centers—ideal spaces for children to socialize, build
self-confidence, and develop independence.

We are proud of our exceptional teaching staff! Our staff consistently receive the training and support
necessary for ongoing professional growth.

LEARNING CENTERS

Our classrooms are designed around collaborative learning centers, where teachers and students work
together to develop activities aligned with the curriculum's theme.These centers are intentionally set up to
promote independent exploration, with materials and equipment organized to encourage self-directed
play. Occasionally, we introduce challenges to encourage children to use creative and cooperative
problem-solving skills.

Focus areas and learning centers include:

Motor Skills Development
Manipulative Play
Sensory Experiences

Arts and Crafts

Math and Science
Language Development
Letters and Numbers
Self-Help Skills

Circle Time

Free Play

CHILD OBSERVATION AND ASSESSMENT

Learning Explorers Childcare Center regularly assesses and supports children's development using
tailored assessments and developmental checklists. By constantly interacting with your child, our teachers
can accurately evaluate their skills, developmental levels, interests, and needs. Using this information, we
modify our curriculum and activities to create an optimal learning environment for your child. These
assessments also help identify areas for overall program improvement. Teachers communicate with
parents daily and provide written reports twice a year, along with parent-teacher conferences. If a child
needs additional assistance, Learning Explorers Childcare Center will work with parents to arrange for a
developmental screening or referral for diagnostic assessment. Learning Explorers Childcare Center
strives to provide communication in a sensitive manner that is consistent with family values, culture,
identity, and home language. Our goal is to ensure that your child has the best possible experience at
Learning Explorers Childcare Center, and we look forward to sharing their exciting progress with you!
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You will receive information throughout each month, all year long, explaining what is happening in your
child’s room. Lesson plans, newsletters of classroom happenings, and personal notes will be sent via the
Brightwheel app. When the child, teacher and parent work together, amazing things happen. Our major
concern is for the child, and parent to be comfortable and satisfied in every aspect while in our care.

PRIMARY REFERRAL SOURCE

As a childcare provider, we continually monitor the development of all children in our care through
ongoing observation and recording. We want the best outcomes for all children. Childcare providers are
considered a primary referral source for early intervention under federal IDEA special education law. We
are required to refer a child in our program who has been identified as having developmental concerns or
a risk factor that warrants a referral as soon as possible, but in no case more than seven days after the
identification. While this is a mandate, we want to keep open communication with parents and caregivers
about their child and any concerns we have before a referral is made. We can assist the parent with the
referral or partner with them in the referral process.

HOLIDAYS

We are closed on all major holidays including two staff training days. There is no rate reduction if these
days fall on your regularly scheduled day. These days off for each year are communicated in advance to
families with a reminder via Brightwheel the week before in addition to the monthly newsletter. It is your
job to know these dates. If the designated holiday falls on a Saturday or Sunday, the preceding Friday or
the following Monday is granted as the holiday.

CELEBRATIONS

The center celebrates children’s birthdays, holidays, and other celebrations. On festive days and holidays,
each class will have a party. If you would like to provide a treat for your child’s birthday, we ask that you
send only store bought food that is labeled with the ingredients. Birthday celebrations are scheduled
according to a classroom’s daily activities and parents are welcome to join the celebration. If you choose
to send party bags to school, please make sure there is one for every child in the class. Learning Explorers
Childcare observes traditional and seasonal holidays with activities that are child-centered, educationally
oriented and developmentally appropriate. Every effort is made to be culturally sensitive. Please share
with the school staff any celebrations that are important to your family, so that these too may be included
in our classroom planning.

BAD WEATHER CLOSINGS

Learning Explorers Childcare may close due to excessive snow, dangerous road conditions or extreme
cold. Learning Explores Childcare follows the Anoka-Hennepin School District snow days. Notifications
of closings will be posted on our Facebook page and Brightwheel app. Learning Explorers Childcare will
try to give as much notice as possible. If a closing occurs during childcare hours, parents will be notified
and must pick up children within two hours. A rate reduction does not apply for these days if they fall on
your regularly scheduled days.
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MEALS

Learning Explorers Childcare provides a full breakfast. Parents are allowed to bring in any breakfast
items for their child if they want anything other than what is provided. A full lunch, morning snack, and
afternoon snack is also provided. Let your teacher know in advance if a special occasion arises and you
wish to bring in a snack for the classroom. All treats must be store bought and in its original package.
Breakfast is served from 8am until 8:30 am, lunch is at 11:00am to 11:45am and snack is at 3pm-3:15pm.
Please let your child’s teacher know if your child will be arriving late or departing early for meal count.
Monthly breakfast, lunch, and snack menus are available for you to review at any time. All meals and
snacks will meet USDA nutritional requirements.

PERSONAL ITEMS & CLOTHING

Mark your child’s belongings with first and last names. Keep one or more sets of seasonal appropriate
clothing in your child’s cubby at all times. Wide ranges of activities take place everyday. We cannot
guarantee paint, sensory, or art products will wash out of your child’s clothing. It is recommended that
your child not wear their best clothes. Your child’s cubby needs to be cleaned out daily. Children will be
going outside daily weather permitting so please dress your child accordingly. The children will have
access to a water bottle provided by parents. These water bottles need to be brought home daily to be
washed and refilled. No weapons are allowed in the building. Toys from home are allowed only on
teachers' request days.

DIAPERS / TOILETING

All children in diapers will have disposable wipes provided for them. The center provides Up & Up brand
wipes. All diapers used at the center must be disposable. Diapers are changed every 2 hours unless needed
sooner. Toilet training will begin when your child seems ready in the toddler room. Every child is
different, so training will begin when your child starts showing signs of interest. Training will be a
positive experience. We use a reward system which works very well. There will be no punishment or
shaming when accidents do happen.

OUTDOOR TIME

Outdoor time is mandatory for children in our toddler classroom to our preschool classrooms. General
precautions will be taken in consideration of weather to determine appropriate outdoor time. We are
outside two times a day. If your child is well enough to be at Learning Explorers Childcare then they will
be expected to join in outside. Please dress your child accordingly. Should the weather prohibit outdoor
time, each classroom will have time inside the large motor area.

FIELD TRIPS
In the event of an in house field trip or special occasion, a note with the fee will be sent home in enough
time to sign the permission slip and return. Learning Explorers Childcare will not transport children in
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personal vehicles. All field trips are within walking distance or brought into the center. Parents may be
responsible for the cost of field trips.

PET POLICY

If the occasion arises and a pet will be on premises, all parents will be notified. All animals must be
licensed and insured. No child can be allergic to the animal. The director will need to ok this prior to the
visit. All parents will receive a notice letting them know when the animal will be here.

NAP AND REST POLICY

Naps and rest must be provided in a quiet area. All children will have a crib or cot provided for nap/rest
time based on their age. Crib sheets are provided in the infant rooms. Separate bedding must be provided
for each child in care. Bedding must be washed weekly and when soiled or wet. If blankets become
soiled, we, or goes home ill, they will be sent home that day to be washed and returned the following day.

Nap time begins at 12:30-12:45 pm and ends at 2:30-3 pm. All children are expected to rest quietly for a
minimum of 30 minutes. Children not sleeping after 30 minutes will be allowed to do quiet activities for
the duration of nap time. Children are supervised at all times. We ask that you provide a blanket and
pillow from home. We ask that you bring these items home the last scheduled day of the week to be
washed and then returned.

Naps and rest must be provided in a quiet area that is physically separated from children who are engaged
in activity that will disrupt a napping or resting child. Cribs, cots, and beds must be placed so there are
clear aisles, and unimpeded access for both adults and children on at least one side of each piece of
napping and resting equipment. Cribs, cots, and beds must be placed directly on the floor and must not be
stacked when in use.

The parent/guardian of each child will be informed of our center’s nap and rest policy at the
time of enrollment. Young children sleep and rest best at routinely scheduled times. Our nap
and rest policy is consistent with the developmental level of the children enrolled at the center.

Toddlers: One afternoon nap after lunch.
Preschools: One afternoon nap or rest time after lunch.

* A child who has completed a nap or rested quietly for 30 minutes must not be required to
remain on a cot or mat or in a crib or bed.

* Children’s heads are uncovered when sleeping.

* At all times, program staff remain alert to supervise children sleeping. Lighting will be
sufficient to ensure that children can be seen by supervising staff.

* Toddlers and preschoolers nap with shoes on in case of emergency evacuation.
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* Separate bedding such as blankets and possibly cot sheets are stored in a sanitary manner
and washed weekly and when soiled.

NAP AND REST POLICY SPECIFIC TO INFANTS:

Infants: Naps are determined by each individual infant. Multiple naps per day will wean to two naps per
day and then wean to one nap per day by the time the infant transitions to the

toddler room.

Infants sleep in safety approved cribs that are checked at least monthly by staff. When a
transitional older infant room is present, a program may apply to licensing for a variance for the
whole room, every child, to be on cots. If the variance is granted, written permission from each
an infant's parent/guardian is also required. When an infant room is present with all ages of
infants in the same room, and the program wishes to use cots for certain older infants, the
program must submit to licensing a variance for each individual child to be on a cot. If the
variance is granted, written permission from the infant’s parent or guardian is also required.
The program must ensure that each infant has a designated area to rest, uninterrupted.

Supervision occurs when a staff person is accountable for the children’s care, can intervene to protect the
health and safety of the child and is within sight and hearing of the child at all times except when:

When an infant is placed in a crib room to sleep, supervision occurs when a program staff
person is within sight or hearing of the infant. When supervision of a crib room is provided
by sight or hearing, the program will have a plan to address the other supervision
component.

[J Our cribs are not in a crib room and therefore within sight and sound of staff at all times.
[J Our program has a crib room, and the crib room is:

[ Staffed/supervised at all times by a staff person when an infant is sleeping in the

crib room.

[ Equipped with a baby monitor so that we can hear in the crib room and we also

conduct frequent, visual checks of each sleeping infant in the crib room. We

recommend documenting these visual checks.

* When an infant younger than one year of age is placed down to sleep, the infant’s clothing
or sleepwear will not have weighted materials, a hood, or a bib.

* When placing an infant to sleep, we will place the infant on the infant's back. Unless we have
documentation from the infant's physician, advanced practice registered nurse, or

physician assistant directing an alternative sleeping position for the infant. The physician,
advanced practice registered nurse, or physician assistant directive must be on a form
developed by the commissioner and must remain on file at our center.

* An infant who independently rolls onto its stomach after being placed to sleep on its back
may be allowed to remain sleeping on its stomach if the infant is at least six months of age
or if we have a signed statement from the parent indicating that the infant regularly rolls
over at home.
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* The infant will be placed in a crib directly on a firm mattress with a fitted sheet that is
appropriate to the mattress size, that fits tightly on the mattress, and overlaps the

underside of the mattress so it cannot be dislodged by pulling on the corner of the sheet

with reasonable effort.

* Nothing will be placed in the crib with the infant except for the infant's pacifier.

* The pacifier will be free from any sort of attachment. The pacifier will be labeled with the
child’s first and last name or other individual identifier, and the label must be in good
condition and securely adhered to the pacifier.

* If an infant falls asleep before being placed in a crib, we will move the infant to a crib as
soon as practicable and we will keep the infant within sight until the infant is placed in a
crib. When an infant falls asleep while being held, we will consider the supervision needs of
other children in care when determining how long to hold the infant before placing the
infant in a crib to sleep. The sleeping infant must not be in a position where the airway may
be blocked or with anything covering the infant's face.

* We may place an infant under one year of age down to sleep wearing a helmet if we have
signed documentation by a physician, advanced practice registered nurse, physician
assistant, licensed occupational therapist, or licensed physical therapist on a form

developed by the commissioner.

* Placing a swaddled infant down to sleep is not recommended for an infant of any age and is
prohibited for any infant who has begun to roll over independently. However, with the
written consent of a parent or guardian, we may place the infant who has not yet begun to
roll over on its own down to sleep in a swaddle.

* A swaddle is defined as a one-piece sleepwear that wraps over the infant's arms, fastens
securely only across the infant's upper torso, and does not constrict the infant's hips or legs.

« [f a swaddle is used, we will ensure that it does not have weighted materials, a hood, or a
bib and is not so tight that it restricts the infant's ability to breathe or so loose that the

fabric could cover the infant's nose and mouth.

* Prior to any use of swaddling for sleep, we will obtain informed written consent for the use
of swaddling from the parent or guardian of the infant on a form developed by the
commissioner.

« If a parent or guardian requests the use of a cradleboard for a cultural accommodation, we
may request a variance to permit the use of a cradleboard. A variance for the use of a

a cradleboard may be issued only by the commissioner. The variance request must be submitted on a form
developed by the commissioner in partnership with Tribal welfare agencies and the Department of Health.
If a variance is granted, we will check the

cradleboard not less than monthly to ensure it is structurally sound and there are no loose

or protruding parts and maintain written documentation of this review.

* Monthly crib inspections are documented on the DCYF Monthly Crib Safety Inspection Form
for Childcare Centers. On this same form, we will also document an annual certification of
the crib by going to www.cpsc.gov

* Cribs are not placed by any exposed heating units or near drapery cords.
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DAILY HAZARDS
Learning Explorers Childcare will conduct a daily inspection of potential hazards in the center as well as
the outdoor premises. This will be logged daily.

FIRE & TORNADO DRILLS

All staff are trained on how to conduct fire drills and tornado drills. Fire drills will be conducted monthly
all year round. These drills will be logged and kept at the front desk. Tornado drills will be conducted
from April through September and also logged and kept by the front desk.

ABUSE REGULATIONS
Learning Explorers Childcare is obligated and will report any signs of abuse and/or neglect. We are all
mandated reporters and will follow all state guidelines that pertain to this.

INSURANCE
Learning Explorers Childcare meets all appropriate government requirements.

TRANSPORTATION

Parents are responsible for transportation to and from Learning Explorers Childcare. Only authorized
persons are allowed to pick-up children. They must be 18 and must show a photo I.D. If someone needs to
pick-up your child, we need a phone call or a message to your child’s teacher. If we don’t know someone
else is coming, they will not be allowed to take the child whether they are on the pick-up list or not.
Please bring your child into the classroom. No child should be left anywhere in the building alone. When
you pick your child up, they must stay with you at all times. Please do not allow your child into any other
classroom but their own.

MISSING CHILD
If a child is missing or lost, the following procedure will happen:

All staff will be notified immediately.

The staff will be divided into teams and search the premises.
A staff member will call 911.

The missing child’s parent will be notified.

Staff remaining with other children will keep the children calm.

EMERGENCY AND FIRST AID PROCEDURES

All staff are trained in emergency procedures. In the event that medical attention is needed, one of two
things occur:

* If immediate emergency treatment is needed 911 will be called and the child would be transferred to
Mercy Hospital in Coon Rapids, MN. Parents will be notified immediately.

Learning Explorers Childcare Center Parent Handbook 15



* If the injury is less serious, first aid is administered and the parent is contacted and will make the final
decision for other medical treatment. Learning Explorers Childcare health and safety policies and
procedures are reviewed monthly by health nurse and licensor.

* If your child does not have a dentist and has a dental emergency, Learning Explorers Childcare will use:
Rivers Bend Family Dental Care 14061 St Francis Blvd NW, Ramsey, MN 55303

* Learning Explorers Childcare EMERGENCY CARE PLAN is located at the front desk and
accessible for you to review at any time.

CORPORAL PUNISHMENT
Learning Explorers Childcare will enforce a policy that prohibits the following actions by or at the
direction of a staff person.

e Subjection of a child to corporal punishment. This includes, but not limited to: rough handling,
shoving, hair pulling, ear pulling, shaking, grabbing, kicking, biting, pinching, hitting or
spanking.

e Subjection of a child to emotional abuse. This includes, but not limited to name calling,
ostracism, making derogatory remarks about the child or child’s family, using language that
threatens, humiliates or frightens the child.

Separation of a child from the group except as provided in Subpart 4

Punishment for lapse in toilet training.

Withholding food, light, warmth, clothing, or medical care as a punishment for unacceptable
behavior.

e The use of physical restraints other than to physically hold a child when necessary to protect the
child or others from harm.

The use of mechanical restraints such as tying.
There is a zero tolerance policy for any type of corporal punishment towards any child at
Learning Explorers Childcare.

BEHAVIOR GUIDANCE & TOLERANCE ISSUES

Learning Explorers Childcare provides a learning environment and childcare combined. We put the safety
and well-being of the staff and children first. If a child, staff, or parent’s behavior threatens the safety or is
abusive towards others or a child, the staff or parent will be asked to leave the premises immediately.
Further actions will follow if deemed necessary. Children copy what they hear and see. The staff at
Learning Explorers Childcare is here to create a peaceful, relaxing, fun atmosphere. We are here to
prepare your child for their upcoming years. We hope they enjoy coming and enjoy those around them as
well. Our job is to teach a group of children at one time. In order for this to happen we need to have
children here for the same reasons. Here is a copy of our Behavior Guidance that is in our Policies and
Procedures book.

General requirements:
Our behavior guidance policies and procedures:

e Ensure that each child is provided with a positive model of acceptable behavior.
e Are tailored to the developmental level of the children we are licensed to serve.
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e Redirect children and groups away from problems toward constructive activity in order to reduce
conflict.
Teach children how to use acceptable alternatives to problem behavior in order to reduce conflict.
Protect the safety of children and staff persons.
Provide immediate and directly related consequences for a child’s unacceptable behavior.

Persistent un. le behavior:
We deal with persistent unacceptable behavior by increasing the amount of staff guidance and
time. Our staff deal with persistent unacceptable behavior by:
e Observing and recording the behavior of the child and the staff response to the behavior.
e Developing a plan to address the behavior documented in item A in consultation with the child’s
parent and with other staff persons and professionals when appropriate.

Prohibited actions:

Our behavior guidance policy prohibits the following actions by or at the direction of a staff

person:

e Subjection of a child to corporal punishment. Corporal punishment includes, but is not limited to,
rough handling, shoving, hair pulling, ear pulling, shaking, slapping, kicking, biting, pinching,
hitting and spanking.

e Subjection of a child to emotional abuse. Emotional abuse includes, but is not limited to, name
calling, ostracism, shaming, making derogatory remarks about the child or the child's family, and
using language that threatens, humiliates, or frightens the child.

Separation of a child from the group except within rule requirements.

Punishment for lapses in toilet habits.

Withholding food, light, warmth, clothing or medical care as a punishment for unacceptable
behavior.

e The use of physical restraint other than to physically hold a child when containment is necessary
to protect a child or others from harm.

e The use of mechanical restraints, such as tying.

Separation from the group:
No child will be separated from the group unless we have tried less intrusive methods of guiding the

child's behavior which have been ineffective, the child’s behavior threatens the well-being of the child or
other children at the program. A child who requires separation from the group will remain within an
unenclosed part of the classroom where the child can continuously be seen and heard by a program staff
person; the child will remain within sight and sounds of a staff person at all times. When separation from
the group is used as a behavior guidance technique, the child's return to the group is contingent on the
child’s stopping or bringing under control the behavior that precipitated the separation, and the child will
be returned to the group as soon as the behavior that precipitated the separation abates or stops. A child
between the ages of six weeks and sixteen months will not be separated from the group as a means of
behavior guidance.

Separation report:
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All separations from the group will be noted on a daily log. A notation in the log will include the child’s
name, staff person's name, time, date and information indicating what less intrusive methods were used to
guide the child’s behavior and how the child's behavior continued to threaten the well-being of the child
or other children in care. If a child is separated from the group three times or more in one day, the child's
parent will be notified, and notation will be indicated on the daily log. If a child is separated five times or
more in one week or eight times or more in two weeks, the procedure in persistent unacceptable behavior
will be followed.

SEPARATION

When a child’s behavior is cause for concern and/or safety of others, and the staff has tried but been
proven ineffective in guiding the child’s behavior in a positive direction, the child will be separated from
the group. The child will remain in the room or presence of the director and return to the group after the
child discusses his/her behavior and has calmed down. Children up to 16 months shall not be separated
from the group. If the child is causing physical harm and does not show signs of calming down, the parent
will be called and asked to pick up the child. If this is a persistent problem, the Learning Explorers
Childcare Tolerance Policy will go into effect. A Separation log will be kept in the classroom closet.

GRIEVANCE POLICY

In the event that you have a concern, please bring it to your child’s teacher immediately. He/She will
gladly work on it with you. Voice your resolution to the problem. If you are not satisfied with the
response, contact the director as soon as possible. Positive communication is extremely important to the
environment at Learning Explorers Childcare. The children must feel comfortable and well taken care of
at all times. Our goal is to provide a safe and welcoming environment.

TERMINATION
Learning Explorers Childcare Center (LEC) strives to meet the needs of all children; however, LEC
reserves the right to disenroll a child/family at any time for any reason.

Reasons for discharge include, but are not limited to:

e Behavioral Issues:
o Persistent problems that negatively impact other children or staff, such as threats directed
toward others or self, or the use of unacceptable/inappropriate language.
o Severe behavioral issues that compromise the safety of other children or staff (e.g.,
excessive hitting, scratching, biting, throwing furniture).
o Ongoing actions that impose harm to self (e.g., excessive climbing on furniture, running
out of the classroom/playground area).
o A child not being able to operate within his/her classroom ratio.
o Parents not working together with staff to address behavioral issues.
o Child/Family being disrespectful of LEC staff.
e Program Incompatibility: When it becomes apparent that the program is not equipped to meet
the psychological or developmental needs of the child.
e Non-Compliance: Non-payment for services or non-compliance with the Policies and Procedures
outlined in this Handbook.
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Please note: The examples of behaviors listed above are not an all-inclusive list.
Disenrollment Process:

Parents will receive written notification, allowing up to two weeks (10 business days) to find alternative
care.

If unmanageable behavior, such as harming and/or disrespecting staff or other children, continues after all
other avenues have been exhausted, parents will receive a phone call to pick up their child for the
remainder of the day. The child may return to the center the following day.

ADMINISTRATION OF MEDICATIONS
Learning Explorers Childcare Staff can administer medication if the following procedures
happen:

A medication permission slip is filled out completely.
All medications must be in the original containers, complete with prescription labels stating the
child’s name and the dosage amount.

e Medication must accompany a doctor note.

Tylenol, Ibuprofen, and Pain reliever medications:

These types of medication require a doctor's note and will not be administered without one. The decision
to administer such medication on-site will be made by LEC Management on a case-by-case basis. Our
health consultants advise that children needing these medications are most likely not well enough to
attend daycare. These types of medications mask our symptoms which would cause us to keep an ill child
in our care causing additional spread of illness.

ILLNESS POLICY

Learning Explorers Childcare strictly enforces the policies below. Some of these policies meet the
minimum requirements set by state licensing regulations for excluding ill children. Learning Explorers
Childcare reserves the right to add additional guidelines or exclusions at any time to help reduce the
spread of illness, disease, or infectious agents.

The State of Minnesota, through the Department of Youth, Children, and Families ( DYCF ), regulates
laws regarding sick children and when they must be excluded from childcare centers. We are required to
follow these regulations and use the specified guidelines for illness policies. We are licensed as a “well”
childcare center and are not authorized to operate a sick child program.

We are committed to providing a safe and healthy environment for your child. If you have questions about
our policy, please contact us before bringing your child to the center.

If your child becomes ill while at Learning Explorers Childcare, they will be moved to a quiet space away
from the group to rest and will be monitored until you arrive for pickup. If we cannot reach you, we will
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contact your emergency contacts. We ask that you pick up your child as soon as possible to protect the
health of the other children.

Parents must notify us if their child has a contagious disease, and we will inform other parents (without
identifying the affected child).

The Learning Explorers Childcare management team makes all final decisions regarding a child's return
after an illness. Children with illnesses may not return until a physician and/or parent certifies that the
child is no longer a health threat to others and all symptoms have subsided. Returning children must be
able to participate in daily activities and group care. If a child requires constant holding, comforting,
appears very emotional, or is behaving unusually, they will be sent home. These are signs that the child is
not fully recovered and needs more individualized care than group childcare can provide.

When a child is absent due to illness, full tuition is still due unless otherwise discussed with the director.

We will not admit a child who was previously sent home due to illness until at least 24 hours have passed
without the use of fever-reducing or symptom-suppressing medication. A doctor’s note may be required
for return.

Parents must notify the center within 24 hours (excluding weekends and holidays) if a child is diagnosed
by a medical professional with a contagious reportable disease.

GENERAL EXCLUSION GUIDELINES FOR ILL CHILDREN

Certain symptoms in children may suggest the presence of a communicable disease. Excluding an ill
child may decrease the spread of the disease to others in childcare settings. Recommended exclusion
varies by the disease or infectious agent. Children with the symptoms listed below should be excluded
from the childcare setting until symptoms improve; or a health care provider has determined that the child
can return, and children can participate in routine activities without more staff care than usual.

Exclude children with any of the following:

IlIness: Unable to participate in routine activities or needs more care than can be provided by the
childcare/school staff.

Fever: An elevation of body temperature above normal and accompanied by behavior changes, stiff
neck, difficulty breathing, rash, sore throat, and/or other signs or symptoms of illness; or is unable to
participate in routine activities. Measure temperature before giving medications to reduce fever. May
return fever free after 24 hours with no medications.

Axillary (armpit) temperature: 1000 F

Learning Explorers Childcare Center checks all temperatures axillary (armpit). Ear temperatures
are not recommended because of inconsistent and inaccurate results. Each manufacturer may have
different temperature ranges, which makes setting standards difficult. We ask when temping your
child at home you go by axillary (armpit) temperature.
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Signs/Symptoms of Possible Severe Illness: Child is unusually tired, has uncontrolled coughing,
unexplained irritability, persistent crying, difficulty breathing, wheezing, or other unusual signs for the
child. Exclude until a healthcare provider has done an evaluation to rule out severe illness.

Diarrhea: Diarrhea is defined as an increased number of stools compared with a child's normal pattern,
along with decreased stool form and/or stools that are watery, bloody, or contain mucus. A child who has
three or more abnormally loose stools since admission that day will be sent home. Exclude until 24 hours
after diarrhea stops.

Vomiting: Child has vomited two or more times in the previous 24 hours. Exclude for 24 hours after the
last episode of vomiting.

Mouth Sores with Drooling: Exclude until a medical exam indicates the child may return or until sores
have healed.

Rash with Fever or Behavior Change: Exclude until a medical exam indicates these symptoms are not
those of a communicable disease that requires exclusion.

Eye Drainage: No exclusion, unless the child has a fever or is not healthy enough to participate in routine
activities.

Pink eye: No exclusion, unless the child has a fever or is not healthy enough to participate in routine
activities.

Unusual Color of Skin, Eyes, Stool, or Urine: Exclude until a medical exam indicates the child does not
have Hepatitis A. Symptoms of Hepatitis A include yellow eyes or skin (jaundice), gray or white stools,
or dark (tea or cola-colored) urine.

RSV/Croup/Respiratory Virus: No labored breathing/rapid breathing/extreme nostril flaring, fever free
for 24 hours, manageable cough, and being able to participate in routine activities.

Strep: Fever free for 24 hours, 24 hours after starting antibiotics, and being able to participate in routine
activities.

Head Lice: Nit free and no live lice.

Hand, Foot, and Mouth: Fever free for 24 hours, no open sores, no drooling, sores must be scabbed
over, and being able to participate in routine activities.

Children may not return to Learning Explorers Childcare until they are symptom free for 24 hours
without the use of fever-reducing or symptom-suppressing medication and are able to fully
participate in normal daily activities.

If your child has been exposed to measles, mumps, chicken pox, whooping cough, diphtheria or scarlet
fever, it should be reported to the director immediately. A doctor’s note will be needed for return.
Notification to all parents will be given on all contagious and reportable diseases. Please help us keep
illness down in our center and keep our staff healthy as well. This is beneficial to everyone.
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Other informational numbers:

Department of Children, Youth, and Families 651-296-3971
Poison Control 1-800-222-1222
Child Services 651-213-0234
County Health Dept. 1-800-422-4453
Fire /Medical/ Police 911

Local County Child Protections Services and Law Enforcement numbers:
Anoka County Child Protection Service: 763-324-1440

Ramsey Police: 763-427-6812

Anoka County Sheriff: 763-324-5000

CLOSED DAYS 2026

Facility is closed the following Holidays:

New Years Day 01/01
Good Friday 04/03
Memorial Day 05/25
Independence Day 07/03
Labor Day 09/07
Thanksgiving Day 11/26
Day after Thanksgiving 11/27
Christmas Eve 12/24
Christmas Day 12/25

****Please also note that the facility closes early at 4:00 PM on New Year's Eve and on Halloween when
it falls on a Monday through Friday.****

**If a holiday falls on a weekend, the holiday will be observed on a weekday before or after that
weekend.

Facility is closed the following Training Days:

Presidents Day 02/16
Columbus Day 10/12
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