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We build strong kids,  Strong 
families  

Strong communities  
  
  
  
  

Welcome to the YMCA Early Learning Center!  
  
 We look forward to working with you and your family.  This handbook serves as part of the admission 
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recognition, child development, and teaching methods. The YMCA provides numerous 
educational opportunities for staff to continue learning.  

Goals for Staff:    
�‰ Serve as positive role models and provide care that is supportive, nurturing, warm, and 

responsive to each child’s individual needs.   
�‰ Respect parents as the primary and most important provider of care and nurturing.  We 

believe that parents and teachers are partners in children’s care and education.  
�‰ 
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�‰ Schedule a child’s beginning date.  
  
 .  
  
Required paperwork includes:  

�‰ 
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�‰ There is always immediate access to a phone.  Telephones are located in the Director’s 
and Administrative Assistant’s offices, kitchen, and the classrooms.  

  
�‰ Fire and tornado drills are held monthly to insure that fire or tornado emergency is 

understood and easily managed.  A record of fire drills will be maintained in the 
Administrative office.  

  
�‰ A plan is posted in each classroom indicating staff responsibilities in case of fire emergency 

and weather alerts.   
  

�‰ Field trip safety—the First Aid kit is available when away from the building.  A person 
qualified in First Aid will attend all field trips and administer First Aid as necessary.  All 
children will wear a nametag with the Center name, address and telephone number.  For 
security reasons the nametag will not include the child’s name.  

  
�‰ An incident/injury report (JFS 01299) shall be completed by the child care staff member in 

charge of the child in the event of an illness, accident or injury which requires first aid 
treatment. A report will also be completed for any bump or blow to the head, or the 
unlikely event of emergency transportation, via ambulance, of a child. (see page 9, 
Emergency Transportation for more information)  Parents receive a copy of the report on 
the day of the accident.   

  
�‰ The use of aerosol sprays during program hours is prohibited.  

  
Parent Participation/volunteers   
Parents are welcome at the Center anytime between 7:00 a.m. and 6:00 p.m. to visit their child.  No 
appointment is necessary, although all visitors to the classrooms are required to check in with the office 
staff prior to visiting the classroom.  Please share some of your time with us when you drop off or pick 
up your child.  Observations of the classroom by parents and informal conversations are very valuable 
for us and for your child.  Parents are welcome to participate as classroom volunteers, administrative 
volunteers, or serve on the Program Advisory Committee.  Parents and guardians are encouraged to 
volunteer.  Trained and supervised volunteers are an important part of the quality program at the 
Center.  Three written references, a background check and an orientation session are required for 
volunteering.  Although conferences are scheduled twice a year, a parent may request a conference 
at any time.   
  
 Sample Classroom Schedules:   
  
Hillsboro   
   
7:00-8:00  Arrival/Quiet Time  
8:00-8:15  Restrooms/Diapers  
8:15-8:45  Breakfast  
8:45-9:00  Observations/Free Play  
9:00-9:15  Clean Up Centers  
9:15-9:30  Circle Time  
9:30-10:15  Work Job/Craft Project  
10:15-10:30  Clean Up  
10:30-11:00  Restrooms/Diapers  
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11:00-11:10  Outdoor Play  
11:10-11:15  Wash for Lunch  
11:15-11:45  Lunch  
11:45-12:15  Free Play  
12:15-12:30  Restrooms/Diapers  
12:30-12:45  Story Time  
12:45-2:30  Rest/Quiet Time  
2:30-2:45 Restrooms/Diapers  
2:45-3:00 Snack  
3:00-4:00  Outdoor Play/Gross Motor  
4:00-4:15  Restrooms/Diapers  
4:15-5:00  Gross Motor/Creative Arts  
5:00-6:00  Free Play/Departure for Home  
  

Sample Preschool Daily Schedule  
  
7:00-8:00  Arrival/Quiet Time  
8:00-8:15  
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11:05-11:15 Restrooms/Wash for Lunch  
11:15-11:45 Lunch  
11:45-12:45 Outdoor Play  
12:45-12:55 Restrooms/Hand Washing  
12:55-1:00  Story Time  
1:00-2:15  Rest/Quiet Time  
2:15-2:30  Restrooms/Hand Washing  
2:30-2:45  Music Time  
2:45-3:00  



  7 

7:45-8:00  Restrooms/Hand Washing  
8:00-8:30  Breakfast 8:30-
9:00  Free Play  
9:00-9:40  Outdoor Play/Gross Motor Activities  
9:40-9:50  Restrooms & Hand Washing  
9:50-10:15  Circle Time  
10:15-11:00 Table Activities (Art/Work Jobs)  
11:00-11:30 Outdoor Play/Gross Motor Activities  
11:30-11:45 Restrooms & Hand Washing  
11:45-12:15 Lunch  
12:15-12:30 Books & Puzzles  
12:30-12:45 Restrooms & Hand Washing  
12:45-2:45  Rest/Quiet Time  
2:45-3:00  Restrooms & Hand Washing  
3:00-3:15 Snack  
3:15-3:45 Table Activities  
3:45-4:45  Outdoor Play/Gross Motor Activities  
4:45-5:00  Restrooms & Hand Washing  
5:00-6:00  Free Play/Departure for Home  
  
Sample Pre -K Daily Schedule   
  
7:00-7:45  Arrival/Quiet Time  
7:45-8:00  Restrooms & Hand Washing  
8:00-8:30  Breakfast  
8:30-8:45  Books & Puzzles  
8:45-9:30  Outdoor Play/Gross Motor Activities  
9:30-9:45  Restrooms & Hand Washing  
9:45-10:15  Circle Time  
10:15-10:25 Story Time  
10:25-10:50 Table Activities  
10:50-11:20 Centers (variety-daily rotation)  
11:20-11:50 Outdoor Play/Gross Motor Activities  
11:50-
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Daily Routine   
A consistent daily routine helps you and your child start the day well.  If you work irregular hours, try to 
keep arrival and departure times as consistent as possible.  Children prefer to have the same things 
happen day after day.  They often feel uncomfortable when they arrive earlier or later than usual and 
they notice and worry if you arrive later in the afternoon than usual.  
  
When you arrive, please walk with your child to his/her cubbie, put personal belongings away, and 
take your child to the classroom.  Sign in, and then you may want to speak with the teacher and help 
your child find something to do.  If you arrive after 8:30 a.m., please suggest to your child that hands 
be washed for breakfast.  A kiss, hug, and friendly good- bye are important for  you and your child .    
  
Many parents wave as they walk out the door to the car.  If your child has a hard time saying goodbye, 
the teachers are happy to help and may give you some ideas to make parting easier.  Please don’t 
leave without saying good-bye.  Don’t hesitate to call us at any time to reassure yourself that your child 
is fine.  It is important that you  have a good day too!!  
  
   
Meals   
CENTRAL:  Breakfast will be served between 8:00-8:30 a.m. Lunch will be served between 11:15-12:00 
p.m.  Afternoon Snack will be served between 2:45-3:15 p.m.  There will also be a late afternoon snack 
served at 5 p.m., if required.    
  
NORTH:    Breakfast will be served between 8:00-8:30 a.m.  Lunch will be served between 11:15 a.m.12:30 
p.m. (approximately).  Afternoon Snack will be served between 3:00-3:15 p.m.  There will also be a late 
afternoon snack served at 5 p.m., if required.  
  
North Campus Patri-Tot Learning Center does not provide lunch.  Parents are required to provide 
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reasons will be considered, but may not always be able to be accommodated due to state 
requirements.  Families should discuss these requests with the Site Administrator.  
  
Children are given the opportunity to help set the tables. Safe drinking water will be available and 
accessible to the children at all times.  During celebrations we encourage all snacks brought into the 
center to be healthy.  Sugar sweetened beverages are not permitted.  
  
Civil Rights:   
The Child and Adult Care food program is available to all eligible participants regardless of race, color, 
national origin, sex, age, or disability.  Any person who believes that he or she has been discriminated 
against in any USDA related activity should write immediately to the administrator, Food and Nutrition 
Service, 3101 Park Center Dr. Alexandria, VA 22302  
  
Outdoor Play   
The children will go outside to play every day .  Please provide clothing for outdoor play – including hat, 
mittens or gloves, coat with a working zipper, no drawstrings please, and boots or extra shoes.  Snow 
pants are nice when there is snow on the ground.  You may want to include a sweat shirt or light sweater 
on spring and fall days and even in the summer if your child is not used to air conditioning.  We request 
that jellies or other sandals not be worn.   
We will provide opportunities for light, moderate, and vigorous physical activity for at least 60 minutes 
per day while children are in our care.  
We are unable to keep one child inside even when you ask us to.  If your child is healthy enough to 
attend school, he or she should be healthy enough to play outdoors.  If your child has a medical 
condition that the doctor feels makes outdoor play unsafe, please have the doctor inform us of this 
condition in writing.  We will make every effort to accommodate you after we have received the 
written notification from the doctor.   
Exceptions:  Outside play will be redirected to vigorous activities in the classrooms if the weather is not 
acceptable for outdoor play.  Children will not go outside if the temperature is below 25 degrees 
Fahrenheit or above 90 degrees Fahrenheit, or if it is raining.  If there is any form of weather alert (i.e. 
smog, severe weather, etc.), outside play will be moved indoors.    
   
Field Trips:  
When the children leave the building or playground, either by walking, bus or parent provided 
transportation, the outing will be treated as a field trip.    Advance notice will be given and a written 
permission slip is required for all field trips.  No child is ever transported in a private car.  If you do not 
want your child to go on a field trip, please make other arrangements for their care and education the 
day of the trip.  We choose not to expose a child who is not going on a trip to the excitement of his 
classmates and the other preparations we make for field trips.  Parents are always welcome on field 
trips with advance notice. Children will always be supervised by a qualified staff person.  When the 
children leave the premises on a field trip, the first aid kit will accompany the group, there will always 
be a staff member qualified in First Aid and CPR.  Children’s records including transportation 
authorization (health and enrollment information) and medical care plan will accompany the children.  
Records listing each child on the trip and a means of communication such as a cellular phone will also 
accompany the children.  
  
Tuition   
Tuition is due every Friday for the upcoming week.  Late tuition may result in you being asked to leave 
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Check, money order, credit, or debit cards with the Visa, MasterCard or American Express logos must 
be used to pay for all tuition.  If you are paying with cash, make sure it is paid to office personnel only 
and you are given a receipt immediately. Please deposit your check or money order into the locked 
box outside the office. Credit/debit cards payments must be made in person or over the phone at the 
YMCA.  EFT Draft for payments is the preferred method of payment. Forms are avial in the office.  

A registration fee of $25.00 per child, max $50.00 per family and is required upon enrollment and is not 
refundable. We must charge tuition whether or not your child is in attendance. There are no refunds at 
any time or for any reason.    

Tuition rates are as follows: 

Category  Part-
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COLLEGE STUDENT CLASS SCHEDULES  
  
An official printed class schedule is required to be submitted with a child’s registration 
paperwork and again prior to the beginning of each academic term that a child attends the 
Center.  Also, students are required to provide an official printed class schedule at any time 
during an academic term that the Site Administrator requests one.  Usually these are requested 
mid-term.  All mid-term schedules are to be dated within 48 hours of the requested due date. 
Additionally, students are required to sign the consent form included in the registration packet 
that authorizes the Site Administrator to verify class schedules and attendance.  This requirement 
applies to all students, not just those attending SSCC.  
  

  
If the Center is closed for a holiday or due to inclement weather, parents will not be charged for that 
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us in writing immediately of any change of address, telephone number, or place of employment or 
training.  There are special forms for updating your contact information but any piece of paper will do.  
Please call us ahead of time if a new person will be picking up your child.  We will not release your child 
to any person unless that person’s name is on the pick-up list or you call us and ask us to add it.  
  
Hours of Operation/ Holidays    
The center is open 7:00 a.m. to 6:00 p.m. daily, Monday through Friday, Jan 1 through December 31, 
with the exception of the following holidays. The center will be closed on the following holidays:  
  
    New Year’s Day  
    Martin Luther King, Jr. Day   
    Presidents Day    
 Memorial Day   
    Independence Day   
    Labor Day  
    Columbus Day  
    Veteran’s Day  
    Thanksgiving   
    Day after Thanksgiving  
    Christmas  
    *All college class closures the center will be closed (Dec. 24-Jan 1)  
  
If the holiday falls on a weekend, we will reschedule it for the day observed by the State of Ohio.  On 
other holidays and eves of holidays, we will remain open, and at such times, you may be requested to 
sign up in advance so that we can make appropriate arrangements for staff scheduling, and food 
ordering. At this time, if advance registration is made and child is absent, it may be necessary to charge 
you for food ordered. We reserve the right to modify the scheduled opening/closing times with 
advance notice to parents.   
  
Attendance   
Regular attendance at the Center is important so that children receive the full benefit of the program.  
Children who do not attend regularly often do not feel comfortable and/or are unable to fully adjust 
to and trust the s
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Center Conduct Policy    
The YMCA Child Development programs have a clear responsibility to protect and promote the 
YMCA’s goals, which include teaching children to resolve conflicts in nonviolent and non-aggressive 
ways.  This policy identifies unacceptable behaviors by parents, staff and visitors while at the YMCA.  
We expect that staff, parents, and visitors will treat each other kindly and with respect, keeping in mind 
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YMCA OF GREATER CINCINNATI  
Highland Family YMCA Branch  
201 Diamond Dr. Hillsboro, OH 45133  
(P) 937 -840 -9622   
(E) kkiser@myy.org   (W) MyY.org  
(O) Facebook | Twitter | YouTube  
  
Please include your daytime phone number.  The Associate Executive Director will respond as soon as 
possible.  
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8. Unusually dark urine and/or gray or white stool  
9. Stiff neck with an elevated temperature  
10. Evidence of untreated lice, scabies, or other parasitic infestations  
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Disposable training pants such as pull-ups don't seem to be of much help to children learning to use 
the toilet.  They cost more, too.  We believe that the only value they have is that the children can pull 
them up and down.  This might be a valuable characteristic for your child, or it might not matter.  They 
are really a diaper, and children's shoes have to be taken off before new disposable training pants 
can be put on.  This is very inconvenient.  They are more expensive than regular disposable diapers 
and we think diapers work just as well.  
  
Screenings and Assessments   
Attached is a list and description of all of the screening and assessment tools we use to help us prepare 
your children for success. We also use the data gathered from these screenings and assessments to 
report to ODJFS and other organizations we are partnered with for use in determining the positive 
effects early learning has on kindergarten and school readiness.  
  
  
Transitioning   
Because we believe that a smooth transition can be a key factor to a child’s success, we have a 
detailed policy in place for all transitions including entering into the program, switching classrooms 
within the program, and leaving the program.  
Upon entry to the program preschool, and toddler families are required to schedule a 1-2 hour visit in 
the classroom in which the child will be enrolled. All families will receive a list of suggestions to help their 
child with the transition into the program.  
  
Transition of children from one class to another is based upon several factors including but not limited 
to:  

1. Lengthened attention span  
2. Emotional stability  
3. Physical dexterity  
4. Social maturity  

As children exhibit signs of readiness to transition, there will be consultations with both teachers and 
parents to develop individualized transition plans.  
  
When children are ready to transfer into kindergarten, teachers will prepare them by incorporating 
things pertaining to the start of kindergarten into their lesson plan.  
  
If children are leaving our program for any reason (i.e. starting kindergarten, moving away, etc.) we 
request that families provide a 1 week notice so that children are given time to celebrate the time they 
have spent here and have a chance to say goodbye to teachers and friends.  
  
For families wishing to have records transferred to another center/school, there is a “Records Transfer 
Form” available upon request.  
  
  
  
IN CLOSING ---  
  
We appreciate that your family has selected the YMCA to care for and educate your child.  Just like 
you, we care deeply about your child.  Your suggestions and comments will receive careful 
consideration as we continue to design a program responsive to the needs of your family.  
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APPENDIX A  
  

PROCEDURES FOR CHILD  
ASSESSMENTS, SCREENINGS, PORTFOLIOS AND REFERRALS  

  
ASSESSMENTS:  
  
The teacher in each classroom is required to complete a Creative Curriculum Individual Child Profile 
(ICP) 
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During a child’s first week at the center, the teacher will send home an age-appropriate Ages and 
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the results by written communication, by informal short conversations with the parent or by scheduling 
an in-depth meeting with the family.  The teacher shall utilize the tickler note system for tracking this 
deadline.  
  
When referral to an outside source is recommended, the teacher shall share this recommendation with 
the family during the screening follow-up communication outlined above.  The family will be given 
additional resource information or be referred to an appropriate professional (examples:  Help Me 
Grow, Solutions Community Counseling and Recovery, child’s primary health care provider, 
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