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WELCOME PARENTS & GUARDIANS 

Thank you for choosing Catholic Charities Early Learning Programs for your child.  We are ex-

cited to have you in our program and look forward to working with you and your child in the 

coming school year.   

We are a proud partner of the Learning Coalition (TLC) with The Centers for Families and 

Children, Invest in Children/Universal Pre-K and Pre4Cle.  The State of Ohio’s Step Up to 

Quality system recognizes all of our locations and are 5 star rated.  Our partnerships allows 

us to offer enhancements to our classrooms to ensure that all children are receiving quality 

education and care.     

This Handbook is intended to give you information that will help make your family’s involve-

ment with our program successful.  The Administrative staff listed below is also here to help 

and answer any questions you may have.   

PHILOSOPHY 

Cleveland Catholic Charities (CCC) 

Early Learning Programs provides 

quality, loving care for children  

0-5 years of age.  We recognize 

the importance of balance for 

mental, physical and emotional 

growth in an inclusive classroom.  

Children are encouraged to learn 

and explore at their own speed in 

areas that interest them.  We are 

pleased that you have chosen to 

include us in the growth and  

development of your children. 
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ADMINISTRATIVE STAFF DIRECTORY 

Name Title Phone 

Linda Schettler Director 216-334-2942 

Barbra Dolejs Assistant Director 216-334-2941 

Mary Baran Disability/Mental Health Coordinator 216-334-2944 

Fumiko Crews Disability/Mental Health Supervisor 216-334-2951 

Cristina Carstarphen Disability/Mental Health Supervisor 216-334-2953 

Kathy Wasikowski Education Coordinator 216-334-2940 

Mobolaji George Mentor Coach 216-334-2950 

Felicia McElrath Mentor Coach 216-334-2955 

Brittany Waltenbaugh Family & Community Partnership Coordinator 216-334-2943 

Terri Thomas Family & Community Partnership Supervisor 216-334-2981 

Latoya Barnes Family & Community Partnership Supervisor 216-334-2954 

Perla Shaw Health & Nutrition Coordinator 216-334-2980 

Yolanda Thompson Health/Nutrition Supervisor 216-920-5317 

Deana Gamble Health/Nutrition Supervisor 216-920-5312 

Kristina Hardy Office Administrator 216-334-2979 

Steven Jones Facilities Coordinator 216-334-2960 

Nadia Gibbons Human Resources Administrator 216-334-2939 

Tia Pearson Business Administrator 216-334-2929 

Sandra Ricks Financial Accountant 216-334-2946 

Angela Russell Data Entry Specialist  216-334-2939 

EARLY LEARNING PROGRAMS SITE DIRECTORY 
Site Address Phone Site Administrator/Email 

Arbor Park 
3750 Fleming Ave 

Cleveland, OH 44115 
(216)431-4818 

Cherie Weaver 
cweaver@ccdocle.org 

King Kennedy 
2511 E. 61st Street 

Cleveland, OH 44104 
(216) 431-9547 

Debra Chavis 
dcchavis.ccdocle.org 

Parkview 
5210 Loya Pkwy 

Parma, Ohio 44134 
(440) 885-2429 

Samantha Whatley 
swhatley@ccdocle.org 

Rainbow Terrace 
7255 Garden Valley 

Cleveland, OH 44104 
(216) 441-0230 

Stephanie Barry 
sbarry@ccdocle.org 

Riverside 
17800 Parkmount 

Cleveland, OH 44135 
(216) 267-4731 

Evette Howard 
ehoward@ccdocle.org 

St Ignatius 
10205 Lorain Ave 

Cleveland, OH 44111 
(216) 251-3615 

Chanda Loper 
cloper@ccdocle.org 

St Philip 
799 E 82nd Street 

Cleveland, OH 44103 
(216) 881-2844 

Malana Johnson 
majohnson@ccdocle.org 
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PROGRAM PARTNERSHIPS 
CCC Early Learning Programs partners with several state and national  
organizations so that we can continue to provide and enhance high 

quality education and social services to you and your family. 

 
STEP UP TO QUALITY  

Step Up to Quality (SUTQ) is a five–star quality rating and improvement system administered 
by the Ohio Department of Education (ODE) and the Ohio Department of Job and Family  

Services (ODJFS). SUTQ recognizes and promotes learning and development programs that 
meet quality program standards that go above and beyond licensing health and safety regu-

lations. CCC Early Learning centers are all 5 star rated.    

 
 

UNIVERSAL PRE KINDERGARTEN 

Universal Pre-Kindergarten (UPK) supports best practices for family engagement, Teacher  
instruction, Teacher educational qualifications, services for children with disabilities, and  
developmentally appropriate practices for all ages.  We partner with UPK at all 8 sites.  

 
 

OHIO’S DEPARTMENT OF EDUCATION  
EARLY CHILDHOOD EDUCATION GRANT (ECE) 

In order to best support school readiness, the State of Ohio awards grants to existing high 
quality early learning programs within high needs areas of the State, and our program is one 

of them! With these funds we are able to provide longer days of service, allow for more  
education services and more resources to prepare your child for kindergarten. 

 
 

PRE4CLE 

Pre4CLE’s vision is that every child in Cleveland will start kindergarten ready to succeed. As a 
partner of Pre4Cle, we work together to create more accessible high quality pre-K schools in 

Cleveland and to achieve the highest possible quality ratings. Both allow us to ensure our 
children are kindergarten ready! 
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NON-DISCRIMINATION STATEMENT 

It is unlawful for Cleveland Catholic Charities (CCC) Early Learning Programs to discriminate 
in the enrollment of children and families based on race, color, religion, gender, national 
origin or disabilities.  
 
As a United States Department of Agriculture (USDA) food provider, we also follow the 
Federal civil rights law and USDA’s civil rights regulations and policies. The U.S Department 
of Agriculture prohibits discrimination against its customers, employees, and applicants for 
employment on the bases of race, color, national origin, age, disability, sex, gender identity, 
religion, reprisal, and where applicable, political beliefs, marital status, familial or parental 
status, sexual orientation, or all or part of an individual’s income is derived from any public 
assistance program, or protected genetic information in employment or in any program or 
activity conducted or funded by the Department.  (Not all prohibited bases will apply to all 
programs and/or employment activities.) 
 
To file a program complaint of discrimination, complete the USDA Program Discrimination  
Complaint Form, AD-3027. This form can be found: 
 
Online at: http://www.ascr.usda.gov/complaint_filing_cust.html 
 
Call: (866) 632-9992 to request a copy of the form 
 
Submit your completed form to the USDA:  
 
(1)  mail: U.S. Department of Agriculture  
                       Office of the Assistant Secretary for Civil Rights  
                       1400 Independence Avenue, SW  
                      Washington, D.C. 20250-9410;  
 
(2) fax: (202) 690-7442; or  email: Cr-info@ascr.usda.gov . 
 
You also have the option of writing a letter addressed to the USDA (see above) that has all 
the information requested on the form as part of the letter. 
 
Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA 
through the Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish).   
 
USDA is an equal opportunity provider and employer. 

http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:Cr-info@ascr.usda.gov
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PARTICIPATION & ADMISSION 
The Early Learning program is for children and families. The success of our program depends 
upon Parent/Guardian engagement. While Parent/Guardian participation is not required for 
enrollment, Parent/Guardian engagement is necessary for the program to operate effective-
ly, for children to be successful, and to meet funding requirements.  
 
Our program uses the digital Platform Tadpoles to provide every parent a daily communica-
tion about their child. When you enroll we will discuss the manner of communication that 
suits your family the best. What did your child do today? Now you will always know. Photos 
and videos of your child's day give you a view of their day. Daily reports keep you informed 
of the daily activities and learning experiences that happen while you are at work. 
 
As a family enrolled in our program, you and any new families must meet the following criteria: 

 

 Child must be 6 weeks to 5 years of age  
 Income eligible 
 An up to date physical exam within 30 days of entry  
 Up to date on all immunizations based on child’s age at time of entry 

 
Center-Based Program Options: 
 

 Voucher or Private Pay 
 Full-Day Head Start 
 Early Head Start 

 
LICENSING 
CCC Early Learning Programs are licensed to operate by the Ohio Department of Jobs and 
Family Services (ODJFS). Copies of licenses and annual inspection reports are posted at each 
site. To report a suspected licensing violation to ODJFS, call: 1-866-886-3537. 

 
CHILDREN AND FAMILIES WITH SPECIAL NEEDS OR DISABILITIES 
Children and families with special needs or disabilities are encouraged to participate in all 
parts of the Early Learning Program. Reasonable accommodations will be made for children 
with special needs or disabilities to maximize their educational experience. If a child with  
mobility concerns is enrolled at a site that does not meet all ADA requirements, the Disability 
and Mental Health team will arrange for the child to participate at the next closest site that is 
accessible for children and families with disabilities.   
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STANDARDS OF CONDUCT 
Early Learning Program Parents, Guardians and visitors are expected to conduct themselves 
as responsible individuals and positive members of the program, consistent with the philoso-
phy and vision of Cleveland Catholic Charities (CCC) Early Learning Programs. Disorderly  
conduct, physical or verbal abuse, profanity, or violence in any form is disrespectful and  
hurtful and will not be tolerated at the center or during a home visit and may be grounds  
for being withdrawn from the program and/or removal from the center.   

 
CENTER SECURITY 
In order to maintain maximum security, all center entrances and exits must remain locked  
at all times. Please be mindful when entering and exiting the building that the doors close  
behind you.  While we encourage Parents and Guardians to be friendly with others while  
onsite, please do not allow anyone into the building who you do not recognize.    
  
CCC Early Learning Programs does not allow the possession of any weapon on the premises 
of all program buildings, facilities, parking lots, and company vehicles by Catholic Charities’ 
staff, clients, program participants, vendors and any and all other visitors. This also applies to 
any person with a State issued license to carry a concealed weapon. Weapons may not be on 
the person, or in the person’s property (such as a briefcase or purse) including his/her  
vehicle when the vehicle is on program property or being used to complete program busi-
ness. Employees violating this policy will be subject to immediate discharge. Clients, program 
participants, vendors and any and all visitors found in violation of this policy will be removed 
immediately from the premises and will be subject to criminal trespassing charges (ORC 
2911.21). 

 
SERIOUS ACCIDENTS AND EMERGENCIES 
In the event of a serious accident or injury staff will stabilize the child, dial 911, and adminis-
ter first aid and/or CPR.  Staff will not transport children in their personal vehicles. Parents/
Guardians will be contacted promptly in case of serious accidents or injury and if emergency 
transportation was required.  If at enrollment you declined consent to allow your child to be 
transported for emergency treatment, we reserve the right to decline services to your family. 
Your children’s safety is our first priority.  

 
SMOKING POLICY 
CCC Early Learning does not allow tobacco use in the workplace. Catholic Charities’ staff, cli-
ents, program participants, vendors and any and all other visitors are prohibited from using 
tobacco in the workplace, except for within designated areas.  
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DRESS POLICY 
We encourage children to explore and enjoy themselves as they learn. In order to do so 
comfortably, children should come to school wearing clothing that allows them to move 
freely and participate in all activities (painting, nature walks, physical fitness, etc.)  For safety 
reasons we ask that children do not wear dangling earrings, necklaces,  bracelets, heeled 
shoes, crocs, flip flops, sandals, open toe, or backless shoes.  Please dress your child  
appropriately for the weather. 

 
PHASE-IN PROCESS  
To support the transition for children into a new environment and routine, we offer a Phase-
In process on the first day of enrollment. During Phase-In we invite and encourage Parents/
Guardians and other family members to spend a portion of the first day at the center with 
their child.  

 
ARRIVAL POLICY 
You have enrolled your child into a high quality education program and our highly trained 
teachers are here to help you and your children learn as much as possible during your time 
with us.  In order to maximize your child’s learning, it is critical that your child arrives on time 
each morning.  The arrival time for students is by 9 a.m.  If your child arrives after this time, 
he/she will miss crucial educational instruction.  The children who benefit the most from our 
program, are children that attend regularly and arrive on time each day.   
 
If you are having difficulty arriving on time (by 9 a.m.), please talk with your Family Advocate 
or your child’s Teacher so we can work together to ensure your child receives all the educa-
tional hours provided.  Should late arrivals occur on a regular basis and be a chronic issue, an  
Attendance Contract will be put into place.  
 
Those bringing children to school must be at least 16 years of age and are required to bring 
the children into the classroom and sign in the child on the sign in sheet.  Please make sure 
that the Teacher or staff member in the classroom is aware of your child’s arrival before you 
leave. If there are changes to your pick up routine that day, please provide the information to 
the staff at this time. Please also refrain from using your cell phones during the drop of time 
to ensure the proper attention and safety of the children in the classroom. 
 
If your child is scheduled to arrive from another activity or program and does not arrive, the 
Parent/Guardian will be notified immediately.  
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PICK-UP POLICY  
The persons listed on your pick up list are the only persons our center is allowed to release 
your child to. The persons on the pick-up list much be at least 16 years of age. We may ask 
for identification of these persons at time of pick-up. Staff will not release children to anyone, 
including parents, who appear to be under the influence of drugs or alcohol.   
 
If there is an active custody agreement, you must provide the center with court papers indi-
cating who has permission to pick up the child. The center may deny a parent access to their 
child without proper documentation, per Ohio State Law. 
 
Our expectation is that all children will be picked up on time each day.  If you are running 
late, call and inform the site so that the Teachers and staff can plan accordingly.  Should late 
pick-ups occur on a regular basis and be a chronic issue, an Attendance Contract will be put 
into place and must be followed to ensure your child’s slot in our program. If the Attendance 
Contract is not followed and late pick-up continues, a fee will be charged. 
 
If your phone numbers, or any phone numbers of the persons listed on your pick up and/or 
emergency contacts list changes, please inform the Family Advocate or Teacher as soon as 
possible. Being able to stay in touch with you is not only for the safety of your child, but also 
to ensure you receive the full benefits of being a part of our program.  
 
If a child is not picked up at the designated time, staff will do the following: 
 

 Attempt to contact the Parent/Guardian by phone 
 Attempt to contact persons on the pick-up list 
 Attempt to contact persons on the emergency contacts list 

 
If we are unable to make contact with any of the above persons after 60 minutes, staff will 
contact the local Police Department to pick up the child. If no officers are available, a call to 
696-KIDS will be made and a note will be posted at the center informing the Parent/
Guardian. This is an undesirable situation and a last resort. 

 
CENTER VISITATION 
Parents and Guardians are welcome and encouraged to visit at any time during the hours of 
program operation, and CCC Early Learning sites are always looking for volunteers. 
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ATTENDANCE AND ABSENCES  
In order for the children to receive the full benefit available from the program, regular  
attendance (a minimum of 90%) is required.  In other words, if your child misses 2 or 
more days each month, they will be below 90% attendance. 
  
If Parents/Guardians have a scheduled time their child will be out of school for more than 
one day due to family circumstances or travel, you must notify the staff with as much  
advance notice as possible and inform them of when the child will return.  
 
If a child will not be in school on a particular day, for any reason, Parent/Guardians must 
call the center in advance and inform staff of the absence, including if your child is sched-
uled to arrive from another program or activity. Calls must be made no later than 9:00 
AM on each day the child will be absent. If your child is scheduled to arrive from another 
program or activity and does not arrive, the parent/guardian will be contacted immedi-
ately.  Parent/Guardians can also communicate a child’s absence by sending a message 
to the teacher through Tadpole, our digital communication system. 
 
If a child must be absent for three (3) days or more in a row because of illness, you must 
provide a doctor’s note to return to the center.  
 
If a child is absent for three (3) consecutive days without contact, the Family Advocate 
and Site Administrator will conduct a Home Visit. During the visit, a letter will be present-
ed to the Parent/Guardian. If the Parent/Guardian does not respond within the stated 
time frame, the child will be placed back on the waiting list. 
 
Excessive absences or a pattern of absences will require a meeting with center staff to  
discuss the family situation and develop a plan to improve attendance in the form of an 
Attendance Contract. If excessive or patterns of absence persist, a disruption in services 
may occur and your child may be placed back on the waiting list. 
 

TERMINATION AND WITHDRAWAL POLICY 
Parents/Guardians wishing to withdraw their child may do so at any time.  Please notify 
your Teacher and Family Advocate in as much advance notice as possible. 
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SCHEDULED AND EMERGENCY CLOSURES 
In case of severe weather conditions or other emergencies, official notice of closures or delays will be 
announced on television through WEWS Channel 5.  All sites will close when Cleveland Municipal 
School District is closed.   Parents/Guardians will also receive an email/text message from Tadpoles to 
notify of any emergency closings. 

CCC Early Learning Programs reserves the right to adjust the program calendar to meet or exceed the 
minimum number of educational hours required. Sites will also be closed for annually scheduled Pro-
fessional Development Days.  Timely notice will be provided for all non-holiday related closures.  
 

OUTDOOR PLAY 
Outdoor play is included in our program on a daily basis.  Play areas are safe and free of hazardous 
conditions.  Considerations for safe outdoor play will be based on humidity, heat index, wind chill, 
ozone levels, pollen count, lightening, rain or ice, etc. Children will not be taken outside when the tem-
perature drops below 25 degrees or rises above 90 degrees. Under such weather conditions, play will 
be provided indoors.   
 

WATER ACTIVITIES/SWIMMING 
As a program policy we do not participate in swim or water play where water is more than eighteen 
(18) inches deep. Written permission is obtained from Parents/Guardians before children are per-
mitted to participate in water play activities in depths under eighteen (18) inches and before infants 
use wading pools. Child care staff members shall supervise children at all times and clearly see all parts 
of the water play area. 
 

FIELD TRIPS/TRANSPORTATION  
For the safety of all the children, only buses with STAR seats are used. All field trips are supervised by 
trained staff members and children are within sight and hearing at all times and never left unattended. 
Before any child participates in a field trip, the center will obtain written permission from the Parent/
Guardian.  Before departing the center, a count of all children will be taken and recorded on a sepa-
rate attendance sheet specifically created for the field trip. 

SCHEDULED SITE CLOSURES  

September Labor Day 

November Thanksgiving Holiday 

December Christmas Holiday 

January New Year’s Day 

January Martin Luther King Day 

February President’s Day 

April Good Friday 

May Memorial Day 

July Fourth of July  
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EDUCATION CURRICULUM 
All Early Learning Program classrooms use Creative Curriculum which is a comprehensive,  
research-based tool for lesson planning and educating our children. Our curriculum  
views children as active learners where children grow through play while providing develop-
mentally appropriate learning experiences. Our Lesson plans are designed to help children  
academically succeed, become independent, develop self-control and resilience, and attain 
their full potential.   

 

ASSESSMENT TOOLS 
All children are assessed through different tools throughout the school year to measure  
cognitive and physical development. Results are shared with Parents/Guardians during  
Home Visits and Parent-Teacher conferences or at any time upon request. 
 

 TEACHING STRATEGIES GOLD 
Teaching Strategies (TS) GOLD is a research-based observation assessment tool that  
focuses on children learning in the context of every day experiences to discover what  
children know and can do. Teachers use the observations they make to support your 
child’s unique learning track and to guide their lesson planning to allow each child to 
learn and their own rate.  
 

 EARLY LEARNING ASSESSMENT (ELA) 
The ELA is tool that allows for Teaching staff to measure kindergarten readiness in the 
areas of Social Foundations, Language and Literacy, Mathematics, Science, Social Studies, 
Physical Well-Being and Motor Development, and Fine Arts.  
 

 HEAD START EARLY LEARNING OUTCOMES FRAMEWORK 
The Federal Head Start Early Learning Outcomes Framework: Ages Birth to Five is a  
research based Outcomes Model outlining what children should know and how to  
succeed in school. It allows education staff to assess your child’s progress and make  
decisions on how your child learns best to promote successful learning. 
 

 AGES AND STAGES QUESTIONNAIRE 3 (ASQ-3) 
The ASQ-3 is a screening tool that provides information about the child’s mental and 
physical development across five areas: Communication, Gross Motor, Fine Motor,  
Problem Solving, and Personal-Social. The screening results allows parents to learn about 
general developmental milestones and their own child’s strengths and needs. 
 

 DEVEREUX EARLY CHILDHOOD ASSESSMENT (DECA) 
Children are observed by Teaching staff around their social emotional and behavioral 
skills.  Once the observations are complete, Teachers and parents/guardians complete a 
questionnaire.  The results of the observations and questionnaire will help the teachers 
identify the strengths and needs for each child and the classroom as a whole. 



 15 

DAILY SCHEDULE 
Each classroom has a daily schedule posted that shows what activities are happening when 
throughout the day. Children’s schedules include personal care routines, meals, bodily care, 
and nap time. Below are examples of a schedule your child may experience while attending 
our program. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  

 
  

 

FULL DAY INFANT/TODDLER GENERAL DAILY SCHEDULE 

7:00 a.m.-8:30 a.m.  Arrival, preparation, choice activities 

8:30 a.m.-9:30 a.m. 
  

Handwashing, Breakfast, Clean-up, Diapering,  
Toileting, Tooth Brushing 

9:30 a.m.-11:30 a.m.  
Group Meeting, Choice Time, Small Group,  

Outdoor Choice Time, Read-Aloud 

11:30 a.m.-12:30 p.m. 
Handwashing, Lunch, Diapering, Toileting, 
Tooth Brushing, Preparing for Rest Time 

12:30 p.m.-2:30 p.m.  Nap/Rest Time 

2:30 p.m.-3:00 p.m.  Wake Up, Diapering, Toileting, Choice Time 

3:00 p.m.-3:30 p.m.  Handwashing, Snack, Rinsing 

3:30 p.m.-6:00 p.m.  

Group Meeting, Choice Time, Small Group,  
Outdoor Choice Time,  

Read-Aloud, Diapering, Toileting, Departure 

FULL DAY PRE-SCHOOL GENERAL DAILY SCHEDULE 

7:00 a.m.-8:30 a.m.  Arrival, preparation, choice activities  

8:30 a.m.-9:30 a.m. Handwashing, Breakfast, Clean-up, Tooth Brushing 

9:30 a.m.-11:30 a.m. 
Group Meeting, Choice Time, Small Group,  

Outdoor Choice Time, Read- Aloud 

11:30 a.m.-12:30 p.m. 
Handwashing, Lunch, Tooth Brushing,  

Preparing for Rest Time 

12:30 p.m.-2:30 p.m. Nap/Rest Time 

2:30 p.m.-3:00 p.m. Wake Up, Choice Time 

3:00 p.m.-3:30 p.m. Handwashing, Snack, Rinsing 

3:30 p.m.-6:00 p.m. 
Group Meeting, Choice Time, Small Group, Outdoor 

Choice Time, Read-Aloud, Departure                                  
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NAP/REST TIME  
All children enrolled in Full Day classrooms will have a supervised rest/nap period each day, 
no longer than 2 hours. Each child is assigned their own cot/crib. Children are supervised 
by sight and hearing at all times. Teachers use the daily schedule to establish a routine that 
prepares children for resting and create a warm and relaxing environment. Children who do 
not fall asleep can play quietly, and Teachers will provide quiet materials. There is no re-
ward or punishment associated with rest time. As children awake, they are gradually transi-
tioned from rest time to the next classroom activity.   
 
Infant nap/rest time is based on their own schedule, and children are placed on their in 
their assigned crib. Infants will not be placed into their crib with bibs or any other item that 
could pose a strangulation or suffocation risk. Bumper pads are not used and nothing is 
hung over the side of the crib that would obstruct the Teacher’s view of the child. 
 

STAFF-CHILD RATIO/GROUP SIZES 
CCC Early Learning Programs proudly provides and maintains low adult/child ratios and 
group sizes allowing for close attention to your child’s needs. If you have any questions or 
want more details on ratios/group sizes, please speak with your Site Administrator. 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

INFANT CARE 
Infant’s are assigned a Teacher as their main caregiver while in our care and will ensure  
that the child’s needs are met during all parts of the daily schedule. A Daily Care Sheet is a  
written record of food intake, sleeping patterns, times and results of diaper changes, and  
information about daily activities for each infant and is given to the Parent/Guardian at  
pick-up. Infants are held or are sitting upright for bottle feedings and at no time are bottles 
propped. Infants are given one-on-one attention throughout the day. Teachers support 
children’s explorations and actions during choice time, group times, and outdoor time as 
well as provide opportunities for tummy time.  

AGE  STATE STAFF-CHILD RATIO/GROUP SIZE 

Infant (0-12 Months) 1: 5 or 2: 12  

Infant (12-18 Months) 1:6 or 2:12 

Toddler (18-30 Months) 1:7 or 2:14 

Toddler (30-36 Months) 1:8 or 2:16 

Preschool (3-4 Years) 1:12 or 2:24 

Preschool (4-5 Years) 1:14 or 2:28 
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DESIGNATED BREASTFEEDING/PUMPING LOCATION 
Breastfeeding mothers shall be provided a private and sanitary place to breastfeed their babies or ex-
press milk.  The area will have an electrical outlet, comfortable chair and nearby access to running wa-
ter. 

The program is committed to providing ongoing support for breastfeeding mothers, including provid-
ing an opportunity to breastfeed their baby in the morning and evening and holding giving a bottle, if 
possible; when mom is due to arrive.  In the event that the parent or guardian does not provide a quan-
tity of breast milk to meet the infant’s daily requirement, infant formula will be provided in accordance 
with Ohio Child Care Center Rules. 

All child care center staff will be trained in the proper storage and handling of human milk, as well as 
ways to support breastfeeding mothers. 

 

TOILET TRAINING/DIAPERING 
Children who are not yet or are still in the process of being toilet trained are always welcome in 
our program.  We will work with the family to complete toilet training.  We use Pull-ups to help 
the children understand how to pull the clothing on and off their bodies.  Teachers encourage 
all children to use the toilet every time they visit the bathroom. Teachers watch for signs that 
the child has to go the bathroom and will ask the child regularly (every 30 minutes) whether he/
she has to go to the bathroom.  All of these steps, in partnership with the parent’s support at 
home, will help the child to be successful with toilet training. 
  
For infants, diapers will be changed on an elevated, non-porous surface using a disposable sep-
aration material and all diapering supplies will be easily accessible. Diaper changes will occur at 
least every two (2) hours, or more frequently if needed, and documented on the child’s Daily 
Care Sheet. Diapers are changed immediately when wet or soiled along with clothing.  
 

GUIDANCE & MANAGEMENT POLICY 
Our goal is to help children develop their self-control and self-respect while learning to accept 
limits, make appropriate choices, build positive relationships with adults and peers, show re-
spect for themselves, adults, and property, and learn problem solving techniques to resolve 
conflicts. When a child’s behavior is inappropriate, the Teacher evaluates the situation, redirects 
the child, speaks with the child, and helps to guide the child to choose alternatives.  Children 
are encouraged to use words to express their feelings and identify solutions to  
problems.   
 
If a child shows extreme behavior, he/she will be given one-on-one support to help regain  
control of themselves and staff assist the child in identifying solutions. If further intervention is 
needed, the Parent/Guardian will be contacted for a conference with staff members to  
support the child’s needs in and out of the classroom. This policy is in accordance with the Day 
Care Licensing Rule 5101:2-12-19.  For more details, please see the Disabilities & Mental Health 
section of this Handbook. 
 

CHILD SUPERVISION 
At no time will a child be left unattended. Staff supervise children by sight and sound at all 
times, including nap/rest time. If a child becomes ill, they may be isolated in a section of the 
room not in use for the health and safety of the classroom, but within sight and hearing of a 
staff member at all times.  
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HOME VISITS 
Your child’s Teacher will make at least two Home Visits per program year, or more often as 
needed. Home Visits are an opportunity to get acquainted with the families on an individual 
basis. Parents/Guardians also have a chance at this time to discuss their child’s development, 
express any concerns, and set their child’s learning goals. 

 
PARENT-TEACHER CONFERENCES 
Parent-Teacher conferences are held twice a year and you may request an additional confer-
ence at any time. Parent-Teacher Conferences are meant to provide Parent/Guardians with a 
clear picture of their child’s progress. The Teacher will share information regarding screening 
results, observation reports, and overall child progress in the classroom. Learning goals set at 
the Home Visit will also be reviewed during the conference.    
 
Parents/Guardians are encouraged to share their observations of their children, ask questions, 
discuss their expectations, and express concerns. Parent/Guardians, Teachers, and Family  
Advocate will talk about ways to improve your child’s learning at home and in the classroom. 

 
PARENT-CHILD AT HOME ACTIVITIES 
As part of our program, your Teacher will send home weekly activities that align with the  
activities going on in the classroom and lesson plans of that week. This encourages at home 
learning with parents as their main educator. Home Activities also support the Federal Head 
Start Performance Standards of providing high quality education based services. 

 
TRANSITIONS 
 

 CLASSROOM TRANTISIONS 
If your child is a part of our infant/toddler program, as the child ages out of this program  
option we will support your child’s transition into the toddler/Pre-K classroom 6 months 
prior to the scheduled date of the transition. The Early Learning Team will meet with the 
Parent/Guardian to discuss the individual needs of the child and create a written Transi-
tion Plan that outlines the steps to be taken over the coming months to ensure a smooth 
transition. 

 

 KINDERGARTEN TRANSITION 
To support families with preschool children entering Kindergarten, Early Learning staff  
will conduct four kindergarten transition activities throughout the school year. The transi-
tion activities includes a visit to a kindergarten classroom or a visit by a former Preschool 
student or Kindergarten Teacher to share experiences with the class. Both Teachers and 
Parents/Guardians will work in partnership to complete Kindergarten Transition Plans that 
will be given to the child’s school district to ensure a smooth transition. 
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FAMILY AND COMMUNITY ENGAGEMENT 
Parents are an essential part of the early learning experience and are welcomed and  
encouraged to participate in all aspects of the program. CCELP uses the digital Platform 
Tadpoles to provide every parent a daily communication about their child. When you  
enroll we will discuss the manner of communication that suits your family the best. What 
did your child do today? Now you will always know. Photos and videos of your child's day 
give you a view of their day. Daily reports keep you informed of the daily activities and 
learning experiences that happen while you are at work. 
 
Tadpoles allows us to share daily reports, photos, videos, notes and reminders instantly 
to your  email throughout the day. We also send emails or notify all parents by text  
message of school closings or other urgent messages. Tadpoles’ mobile app allows you 
to text your child’s teacher if they are out sick or on vacation and send reminders for an 
early pick up. 
 
Each family is assigned a Family Advocate who will support and provide you with re-
sources throughout your enrollment with us. Family Advocates may support you with 
things such as: 
 

 The enrollment process 
 Setting and completing Family Partnership goals that meet your personal and/or 

family’s needs such as Job Readiness, Enrolling/Completing a High School Diplo-
ma or Higher Education degree, meeting shelter, clothing or food needs 

 Ensuring your child receives all health screenings and treatments; finding provid-
ers and setting up doctor appointments 

 
Our Family Advocates are here to advocate for YOU.  

 
PARENT VOLUNTEERS  
Parents are encouraged to participate in volunteer activities such as field trips, classroom  
activities and At Home activities. Volunteers in the classroom, 4 or more times during the 
month must have a current physical completed within the previous year, a background 
check completed by Catholic Charities Human Resource Department, and completed 
Catholic Charities volunteer paperwork. When volunteering in the classroom less than 4 
times a month, no additional documentation is required.  
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PARENT COMMITTEE  
Parents have the opportunity to participate in the Parent Committee when you enroll 
your child at one of our sites. In the beginning of each school year, the Parent Commit-
tee elects officers. Monthly Meetings are held at your site where Parents/Guardians  
discuss classroom activities, upcoming events, etc. Community representatives may be 
present to provide Parents/Guardians with information and services. 

 
POLICY COMMITTEE  
The Parent Committee elects representatives across each of our centers to serve on the 
Policy Committee. The Policy Committee meets monthly at CCC Early Learning Head-
quarters. The purpose of this committee is to advocate and make recommendations to  
improve the program. The Policy Committee members include Catholic Charities Board 
members, management team and community representatives. Parents can also be  
elected to represent Head Start at various advocacy and training events.  

 
POLICY COUNCIL  
The Policy Committee elects representatives to serve on the Policy Council which meets 
monthly at the Grantee Headquarters in downtown Cleveland. The purpose of this  
committee is to advocate and make recommendations to improve the program at the  
city-wide level. The Policy Committee members include other city-wide Policy Commit-
tee members, The Centers for Families and Children Early Learning Program Board mem-
bers, management team and community representatives. 

 
GRIEVANCE PROCEDURE 
Parent/Guardian concerns are a high priority at CCC Early Learning. Parents/Guardians  
and staff are encouraged to settle differences cooperatively with the assistance of the 
Site Administrator. All concerns should be documented on the Parent Communication 
form and forwarded to the appropriate Management staff member if necessary.  
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CHILD ABUSE REPORTING 
All staff members at CCC Early Learning are mandated reports of child abuse and  
neglect. Under section 2151.421 of the Ohio Revised Code (ORC), every employee at 
each of our centers is required to report any suspicion of child abuse or child neglect to 
the Cuyahoga County Department of Children and Family Services (DCFS). The safety of 
all children is always the first concern. 
 
According to ORC 2151.031, an abused child is any child who: 
 

 Is the victim of sexual abuse. 
 Is endangered by having been subject to torture; excessive corporal punishment; 

repeated unwarranted disciplinary treatment; use in pornography; or use in 
prostitution. 

 Exhibits evidence of any physical or mental injury or death, inflicted other than 
by accidental means. 

 Because of the acts of his or her Parent/Guardian or Custodian, suffers physical 
or mental injury that harms or threatens to harm the child’s health or welfare. 

 Is subjected to out-of-home care child abuse. 
 According to ORC 2151.031, a neglected child is any child: 
 Who is abandoned by the child’s Parent/Guardian or Custodian. 
 Who lacks adequate Parent/Guardian care because of the faults or habits of the 

child’s Parent/Guardian or Custodian. 
 Whose Parent/Guardian or Custodian fails to provide proper or necessary suste-

nance, education, medical or surgical care or treatment, or other care necessary 
for the child’s health, morals, or well-being. 

 Whose Parent/Guardian or Custodian neglects the child or refuses to provide 
any special care made necessary by the child’s mental condition. 

 Who is subject to out-of-home child care neglect. 
 
If a staff member believes that a child is exhibiting signs of abuse or neglect, the site  
Administrator will be notified, the concerns are documented, and a report is made to 
the Child Abuse Hotline (696-KIDS) as required by law. 
 
Parent/Guardians who suspect that their child is being abused in any way should report 
their suspicions to the Child Abuse Hotline (696-KIDS). Communication is recommended 
with the Family Advocate, Site Administrator and/or Family and Community Partnership 
Supervisor/Coordinator. 



 22 

HEALTH, NUTRITION AND SAFETY 
Ohio State Law requires all children participating in a Child Care setting to be up to date 
on required Health Screenings. Upon entry to the program, your child must be up to date 
on all immunizations for their age or written consent from a Physician for any exemptions.  
Within 30 days of entry, your child must have a current Physical Exam on file. Should you 
need any support in getting your child up to date, please speak with our staff- we are here 
to help! If a current Physical Exam is not on file within 30 days of entry and annually there-
after, your child will be placed back on the waiting list; this is in line with ODJFS rules 
and regulations and for the health and safety of our children.   

 
COMMUNICABLE DISEASE POLICY 
Center staff will immediately notify parents or guardians of their child's condition if signs 
or symptoms of illness have been observed. The following symptoms require isolation and 
discharge to Parent/Guardian: 
 

 Temperature of at least one hundred degrees Fahrenheit when in combination with 
any other sign or symptom of illness. 

 Diarrhea (three or more abnormally loose stools within a twenty-four hour period). 
 Severe coughing, causing the child to become red or blue in the face or to make a 

whooping sound. 
 Difficult or rapid breathing. 
 Yellowish skin or eyes. 
 Redness of the eye, obvious discharge, matted eyelashes, burning, itching. 
 Untreated infected skin patches, unusual spots or rashes. 
 Unusually dark urine and/or gray or white stool. 
 Stiff neck with an elevated temperature. 
 Evidence of untreated lice, scabies, or other parasitic infestations. 
 Sore throat or difficulty swallowing. 
 Vomiting more than one time or when accompanied by any other sign or symptom 

of illness. 

 
ISOLATION POLICY 
A child will be isolated due to suspected communicable disease and will be: 
 

 Within sight and hearing of an adult at all times. 
 Cared for in another room or portion of a room away from other children. 
 Provided with a cot and made comfortable.  After use, the cot will be properly disin-

fected 
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HEALTH ALERTS 
If there is exposure to a communicable disease, lice, or other health concerns at the site, 
staff will notify Parents/Guardians of the health alert by posting a notice on the parent 
board. A written notice will also be sent home at pick-up.  Children suspected or diag-
nosed with a communicable disease must have a written note from a physician to 
return to the center. 

 
ADMINISTRATION OF MEDICATION 
If your child is need of medication while in our care for prescribed or non-prescribed 
medications, the condition must be diagnosed by a Physician and the Administration of 
Medication Form must be completed before any medication can be administered.  Pre-
scribed medication can only be brought into the center by a Parent/Guardian in the orig-
inal container, and labeled by a Pharmacist with: 
 

 Child’s first and last name 
 Date the prescription was filled, within the last 12 months 
 Name, address and contact information of the prescribing Physician  
 Expiration Date 
 Detailed instructions for administration, storage, and disposal  

 
CHILD AND ADULT CARE FOOD PROGRAM  
CCC Early Learning participates in the Child and Adult Care Food Program (CACFP), a re-
imbursable Federal program that provides healthy meals and snacks.  This program plays 
a vital role in improving the quality of our program. No CACFP food items are allowed to 
leave the center. 

 
NUTRITION, MEALS, AND SNACKS 
Your child’s breakfast, lunch and snacks are provided by a contracted local food cater/
vendor that meets all CACFP requirements. All meals are served family-style and children 
participate in setting the table, serving themselves, cleaning up, etc. Teachers eat with 
the children, modeling serving and table manners. Mealtime serves as a social and edu-
cational activity. Table conversation is focused on daily activities, child-initiated topics 
and discussion of food and health.  Menus are posted monthly at each center. 
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MODIFIED DIET 
If your child has a food allergy or other special food requirements for religious or other 
purposes please contact a site staff member as soon as possible so that we can make the 
appropriate accommodations. Modified diets must be approved by a licensed physician. 
When special diets are required for cultural or religious reasons, we ask the Parent/
Guardian to obtain written, dated and signed instructions from their religious leader.  
 
We do not serve pork or peanut products. 

 
BROUGHT-IN FOOD 
Please know that as we focus on healthy meal options for our children, we do not  
encourage high salt, sugar or fat in our food.  For this reason, as well as potential  
unknown food allergies by other children, parents or staff, no outside food or treats are 
to be brought into the center.   We know that you may want to have an occasional cele-
bration at school and in doing so, please consider activities that do not focus on foods 
and treats.   

 
INCIDENT REPORTS 
Upon injury, staff will administer first aid.  The center will then complete an Incident/
Injury Report.  A copy of the report is sent home at pick up. In situations requiring  
emergency transportation, the Incident/Injury report will be available at the center for 
the parent or guardian within at least twenty-four hours following the incident/injury. 
Copies of incident/injury reports are be kept on file at the center for at least one year 
and you may request a copy at any time.  

  
WEATHER AND EMERGENCY EVACUATION PLAN 
In the event of a crisis requiring an evacuation from the center due to fire, tornado, loss 
of power, gas leak, etc., the emergency evacuation procedure posted in each classroom 
will be followed.  Attendance will be taken upon departure from center and again upon 
arrival at the evacuation location.  To ensure staff and children are prepared for an  
emergency evacuation we practice monthly fire and tornado drills. 
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DISABILITIES AND MENTAL HEALTH 
Our Early Learning staff are provided with positive techniques and tools to help children 
manage their own behavior, and to help the staff keep the focus off the negative  
behavior of children and focus on their positive attributes.  Teachers individualize their 
guidance of children, helping them use words to handle their feelings and manage  
interactions with others. 
 
When behavior concerns arise, staff will take specific actions to ensure the safety of the 
child and other children.  Staff will: 
 

 Evaluate the situation. 
 Redirect the child. 
 Consult with the child. 
 If behaviors are still disruptive, the child will be offered a supervised break from 

the situation with an activity in order to have a chance to regain control of him 
or herself. 

 If the problem behavior continues, staff will meet with the Parent/Guardian to 
see what steps can be taken to accommodate the child’s needs in the best man-
ner possible.  

 If after implementing the Parent/Guardian/Teacher plan and it is determined by 
the team that the current placement option is not supporting the child’s needs, 
all efforts will be made to find an appropriate setting.  

 
We collaborate with several agencies for Mental Health Services to meet the needs of 
the children and families.  Parent workshops are also available to learn more about 
mental health issues or concerns facing today’s parents and their children. 
 
Through the Assessment Tools outlined in this Handbook, staff will use the assessment 
results, Parent/Guardian and Teacher observations to identify children that may need 
further evaluation or referrals for specialized services and identification of children with 
special needs. Our goal is support all children’s needs in the classroom for a successful 
learning experience. 
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PARENT AND CHILDREN’S RIGHTS WHEN REQUESTING  
EVALUATION AND/OR SERVICES 
As a Parent/Guardian you have the following rights when an evaluation of your child's 
abilities is to be conducted by appropriate professionals. It is necessary to have profes-
sionals evaluate and document your child's abilities to see if your child needs special  
services and/or materials so that he/she will have a successful early learning experience. 
 
You have the right to: 
 

 Be notified that your child has been recommended for a professional evaluation. 
 Be informed regarding the reason for and the nature of the evaluation. 
 Give signed consent for the evaluation or not give signed consent for evaluation. 
 Be informed regarding the results of the evaluation. 
 Participate in planning the Individual Service Plan for your child. 
 Give signed consent to the Individual Service Plan. 
 Give signed permission for special services, e.g. speech therapy, counseling, etc. 
 Observe therapy, consult with therapists, receive and review all reports regarding 

your child.  
 Review your child's record at any time. 
 Give signed consent that your child is no longer in need of special services. 
 Participate in planning for the transition of your child to the next educational 

placement. 
 

CONFIDENTIALITY 
CCC Early Learning respects your right to confidentiality of all information related to 
treatment and services provided. We do not share any identifying information for the 
child served unless we have written permission the Parent/Guardian, or as permitted or 
required by law or regulation.  If referred to an outside agency, that agency has a legal 
right to review our records for quality of care, but are bound by an agreement to keep 
information confidential. Others may not view or receive copies of our records unless 
you authorize us to do so or unless they are subpoenaed by a court of law.  CCC abides 
by all Health Insurance Portability and Accountability Act (HIPAA) Regulations and Priva-
cy Practices.  
 
If you have questions or concerns regarding the services the Early Learning Program is 
providing for your child, first contact the child's Teacher. If you need more information, 
contact the Disabilities & Mental Health Coordinator.  You may also contact the Early 
Learning Program Director at any time.  
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CHILD’S RIGHTS 
A child with a diagnosed disability and an Individualized Education Plan (IEP) has the right 
to a free and appropriate public education in the least restrictive environment. All rights 
of the parent shall pass to the child upon reaching the age of majority except in cases 
where the child is legally determined under State statute to be incompetent. When your 
child reaches the age of compulsory school attendance, ask the school to give you a copy 
of the Due Process procedure.  Know your rights and the rights of your child.   

NOTES: 


