HEY DIDDLE DIDDLE INC. OPERATIONS MANUAL: POLICIES AND PROCEDURES
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Hey Diddle Diddle Day School

520 Bethlehem Pike

Ft. Washington, PA 19034
(215) 654-9955

Little Diddle Preschool

440 S. Bethlehem Pike

Ft. Washington, PA 19034
(215)565-5866
Updated July 24, 2020
Our school is committed to equal employment opportunity.  We will not discriminate against employees or applicants for employment on any legally‑recognized basis [“protected class”] including, but not limited to: veteran status, uniform service member status, race, color, religion, sex, national origin, physical or mental disability, genetic information or any other protected class under federal, state, or local law.

In Pennsylvania, the following are a protected class: race; color; religious creed; ancestry; age [40 or over]; sex; pregnancy, childbirth and related medical conditions; national origin, non-job related handicap or disability, or the use of a guide or support animal.

You may discuss equal employment opportunity related questions with the director or any other member of management.
Program Philosophy: We believe children are naturally curious. We encourage this by providing a bright, friendly, caring environment, which allows children to learn while having fun. We offer an outlet for their creativity by planning hands-on activities, which allow the students to work independently or together to achieve a common goal. We provide opportunities to develop independence and ultimately confidence and a positive self-image. By having fun and learning through play children learn to love school. Learning an appreciation for education is important to develop since this is the beginning of your child’s formal education.

PROGRAM ACTIVITIES FOR HEALTHY DEVELOPMENT
Hey Diddle Diddle Inc is comprised of two different schools (Hey Diddle Diddle Day School and Little Diddle Preschool). While they are in different locations, the policies and procedures of these schools remain the same.  We are a cohesive school environment that works together towards the same mission.  Our operating hours are Monday – Friday from 7AM – 6PM.
Door Code: The doors to the schools are always locked.  Each family and staff member has their own 4-digit door code to get into the building.  Staff members may not share their code with another staff member. When a family or staff member are no longer apart of Hey Diddle Diddle Inc, their code gets removed.
Visitors: All visitors to Hey Diddle Diddle must call the school upon entering.  Visitors coming into Little Diddle may ring the doorbell first.  However, if there is no answer, they must call the school. There are notes posted on the doors of both schools.  HDD and LDP do not accept solicitation.

Opening Procedures:  Hey Diddle Diddle Inc. opens promptly at 7AM.  It is required that there are two staff members in the building when the first children arrive. The following tasks must be completed:

· Turn all lights on

· Do an overall check of each classroom (toys off the floor, looks organized, classroom is ready for children)
· Fill crock pots in the Infant Room with water and turn on to appropriate heat level
· If warm weather, turn on all air conditioner units and fans
· Make sure all trash cans are empty and new bags are in place
· Get table ready for breakfast club
· Greet each child and parent as they arrive
· One person must be supervising the breakfast club table at all times
· Answer the phones and take messages
Drop Off: Hey Diddle Diddle Inc. opens at 7AM.  Parents may not enter the building prior to this time.  We ask that parents drop off by 9AM, as that is when the program starts. However, we can be flexible with appointments and other extenuating circumstances. Parents are to walk their child into the classroom and remain with them until they are in the care of a teacher (ie they cannot drop off in a room where there is no teacher present). Each parent should know where their child’s cubby is, and where to put their lunch, nap mat, and water cup.  Each staff member is to greet the parents when they drop their child off. Staff members should present a warm and friendly demeanor. Staff members should answer questions where necessary. If they do not have an answer, they should tell the parents that they will find out the correct answer and get back to them as soon as possible.  Staff members are responsible for keeping in ratio during the morning hours when not all teachers are available and the children are in different classrooms.  Teachers should begin to branch out to their own classroom at 8AM when possible.
Speaking To Parents: Teachers are to greet parents by name and engage with parents at every drop off and pick up.  At pick up, it is important that each teacher tells the parents in their class something about the day relating to their child.  If teachers need to tell the parents something negative, they are to sandwich the negative comment with two positive items about their child.  If a teacher is ever unsure how to communicate a situation with a parent, they are to ask an administrator.  When talking to parents, it is important that teachers still are aware of their surroundings. They are to know how many children they have and are to still be supervising the children.

Breakfast Club: Children can eat their breakfast at Hey Diddle Diddle Inc as long as it is served by 8am.  Parents are responsible for bringing in their child’s breakfast and setting it up on the table.  The children may continue eating at the table, even if it is past 8am.  If a parent comes in with their child’s breakfast and it is after 8am, we can assure them that we will serve the breakfast food at morning snack.  The teachers are to clear the breakfast table as each child finishes.  If there are containers, they are to be put back in that child’s lunch box.  If a child brings in breakfast, the amount that they eat should be noted in the Bloomz application.
Water Cups: Children are supposed to come in with a clean water cup each day.  They are placed in the water cup bins in each child’s classroom.  The cups are to be labeled.  If they are not labeled, teachers are responsible for putting that child’s name on the cup with either a Sharpie or a piece of masking tape.  The cups are to be refilled as needed, as well as refilled and put in the fridge during each nap time.  This ensures that the cups will be ready to go outside with the children in the afternoon.

Safety Drills:  Evacuation drills are to be practiced every 60 days.  During an evacuation drill, a staff member will either set off the fire alarm or they will yell “FIRE DRILL!”  Each staff member is to lead their group to the designated area outside.  At HDD, all staff and children are to proceed to the grassy area past the playground.  All LDP children are to be led to the big playground.  Once each teacher’s entire group is there, the teacher will hold up either a red card or a green card that is located in their clipboard. A green card signals that everyone in the group is accounted for.  A red card signals that someone may be missing.  When everyone is safe, a staff member will signal that it is safe to come inside.  Shelter in place drills occur when there is a situation in which it is safest to remain inside together.  When practicing these drills, a staff member will yell “SHELTER IN PLACE DRILL.”  All teachers will escort their class to the designated areas in the school that are listed in the Emergency Plan.  The class is to remain there until administration tells them it is safe to resume normal activity.

Supervision: Supervision and safety are the most important aspects of the daily operations at Hey Diddle Diddle Inc.  HDD adheres to state ratios at all time. The ratios are as follows:


Infant (0 – 11 months)          

1:4

Toddler (12 – 23 months)


1:5

Young Preschool (24 – 35 months)
1:6

Older Preschool (36 months and up)
1:10

Teachers are responsible for all of the children in their care on each day.  They are to be monitoring, watching, interacting, and attending to each child and their needs. If there are two teachers in a class, the class is to be broken into two groups.  Teachers need to know how many children are in their care at any given moment.  Teachers should always be monitoring the classroom and counting children often.  They also are responsible for knowing who the oldest and youngest children are.
ID Cards: Each child has an ID card. Each card has the child’s birthday, two emergency contacts with their phone numbers, and an updated picture of the child.  These ID cards are used to keep track of each child.  Teachers are to have all of the ID cards in their possession throughout the day.  ID cards are put on a metal ring, which makes it easy to sort through and take off if necessary.  If a class is split into two groups, each teacher has the ID cards for the group they are responsible for that day.  The teachers should keep the cards with them in their apron pocket, or they may keep them attached to their clipboard.  If a child is visiting a different classroom for any period throughout the day, the card is to travel with that child.  This includes when the child visits all day, if a child moves to another room in the afternoon, or if they visit another playground. When a child leaves for the day, the teacher will turn the ID card around on their ring so it is clear which children are still there at the end of the day.  Teachers are to return the cards to the correct clipboard at the end of the day.

Clipboards: Each classroom has a clipboard with a sign in sheet for each class, a copy of the emergency contact forms for each student in the classroom, the ID cards, an evacuation red/green card, the Emergency Plan, and allergy medicine if necessary. These clipboards are to be kept with the teachers at all times.  Parents are to sign their children in and out each day.  

Checkpoints: While teachers are traveling to another room or outside, they are to constantly count their children at every gate and door. These spots are called “supervision checkpoints.”  This is to ensure that the correct amount of children have traveled with them to their destination.  The teachers should count out loud to ensure that they have everyone in their group.
Sign In Sheets: Each week, sign in sheets are printed.  The openers put the new sheets on each clipboard every Monday morning.  The sign in sheets have each child’s name and the classroom that they are in.  Parents are to sign their child in and out each day to keep attendance.  If parents are not doing this, staff members should remind them often.
Classroom Environment: Each classroom is to be kept tidy, clean, and organized at all times. All personal belongings must be kept in a cubby or out of sight and reach of all parents and children.  All cords or wires must be out of reach of the children and cannot be dangling from the wall.  Toys are to be organized in designated areas.  All toys must be picked up prior to going outside so the classroom floor is clear.  If there is something in the building needs to be fixed, teachers are to write a note and put it in the director’s cubby.  If the director is unable to fix the issue, they will pass the message along to Kevin.
Daily Schedule: Each classroom has a set schedule for the day, although 

some items may vary.  The general schedules for the classrooms are as follows:

INFANTS: Infant Room teachers use individual schedules for each baby, while still adhering to the “lights out” from 1-3pm for naptime.

(all other classroom schedules to follow)
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Hey Diddle Preschool INC.
520 S. Bethlehem Pike, Fort Washington, PA 19034

215-565-5866

TWEEN Rooms Schedule and Expectations

The Tweens room is primarily ones to eighteen months.  There are typically up to 8 children with two teachers in Hey Diddle and 10 children with two teachers in Little Diddle.  Each teacher takes a group of 5 children for certain activities, while combining for others.  Although the day may vary, a typical schedule is as follows:

7:00 – 8:00 – Drop off and breakfast

· Breakfast can be served up until 8:00AM.  If a child eats breakfast, their parents prepare the breakfast and puts it out for them at the table.  While the child is eating, parents put the child’s lunch box in the lunch bin, their water cup in the blue cup bin, any milk cups in the mini fridge, and jackets in their child’s cubby. It might be a difficult time for the child at drop off, but we find it to be a smoother transition when the child is distracted at the table even with a water cup. Once the child is finished breakfast, the teacher cleans up, wipes the child’s hands and face so they are ready to have morning playtime with their friends.

8:00 – 9:00 – Clean up Breakfast and start Diaper changes (and other times throughout the day as necessary)
· Breakfast Club is cleaned up and a teacher starts diaper changes, then helps them to wash their hands.
9:00 – 9:30 – Snack Time

· Snack is sent in from home twice a day. The children sit at the table while they wait for their teacher to pass out snack.  They engage in conversation with the teacher and each other. The children must be able to use their water/milk cup/bottle on their own without any assistance. Friendly reminder we are a peanut and tree nut free school. 

9:30 – 9:50 – Circle Time
· The teachers sing morning songs and songs that relate to their theme of the month. The children are engaged at the table for Circle time. The teacher’s sing hand motion songs and have story time. 

9:50 – 10:30 – Outside Time
· Sometimes the whole class walks outside (non-walkers carried, help can be provided by the office staff) to the Tot Lot or we will split the class up where some children stay inside then switch. The Tweens share the Tot Lot with some of the younger children from the Toddler Classroom that are not age appropriate for the big playground yet. When the weather turns cooler, we usually do not bring their water cups outside. We practice walking outside by holding non-walkers hands or they will crawl as far as to the office. 
10:30 – 11:30 – Art/Center Time/Group Play

· The teachers will take out centers that allow the children to explore.  Some examples of centers include kitchen, dress up, Legos, blocks, cars and trucks, etc.  While the children are engaged in centers, the other teacher will call a few students at time over to complete an art project related to the theme.  Children will sit at the table with the art media given to them (paint, crayons, paper, etc) and complete the project with guidance.  After their art project, the children will then head back to the centers.  
11:30 – 11:45 – Diaper changes (and other times throughout the day as necessary)
· One teacher changes the diaper, then helps them to wash their hands.
11:45 – 12:00 – Educational Video / Preparing Lunch

· The children sit at the table while the teacher puts on an educational video.  Children are engaged in the video while the other teacher prepares their lunches from home (no peanuts or tree nuts).

12:00 – 12:30 – Lunchtime

· The children sit at the table and eat their lunch. We provide bibs that the teacher wash after lunch during naptime. The teachers monitor the students closely as they eat and have conversations together.  Children are not expected to use spoons, but they are more than welcomed to practice. 

12:30 – 1:00 – Clean up / wind down / books

· After the children are cleaned from lunch, they may get a book and bring it over to their nap mat that their teacher has laid out for them.  As the lights turn off and the soothing music turns on, the teachers may pat backs or sing songs to relax the children.

1:00 – 3:00 – Nap Time

· The children in the school sleep from about 1:00 – 3:00.  The children stay on their nap mats until the end of nap time at 3:00.  The supervisory regulations allow teachers take turns with their lunch breaks while the children are sleeping.

3:00 – 3:30 – Diaper changes and potty (and other times throughout the day as necessary)
· One teacher changes the diaper, then helps them to wash their hands.
3:30 – 4:00 – Snack Time

· Snack is sent in from home twice a day. The children sit at the table while they wait for their teacher to pass out snack.  They engage in conversation with the teacher and each other. The children must be able to use their water/milk cup/bottle on their own without any assistance. Friendly reminder we are a peanut and tree nut free school. 

4:00 – 6:00 – Outside Time/Group Play /Free Play/Pick Up

· Most children are picked up between 4:00 and 5:30. If it is nice enough to go outside, the children will be out until around 5:15.  If they cannot go outside, there will be Group Play (play doh, parachute, bubbles, dancing) and free play in the classroom until their parents come to pick them up.
*All times and activities subject to change*
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Hey Diddle Preschool INC.
520 S. Bethlehem Pike, Fort Washington, PA 19034
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Toddler Rooms Schedule and Expectations
The toddler room is primarily older ones and young twos.  There are typically up to 5 children with one teacher in Hey Diddle and 10 children with two teachers in Little Diddle. Each teacher takes a group of 5 children for certain activities, while combining for others.  Although the day may vary, a typical schedule is as follows:

7:00 – 9:00 – Drop off and breakfast

· Breakfast can be served until 8:00AM. If a child eats breakfast, their parents prepare the breakfast and puts it out for them at the table.  The children are expected to sit in the little chairs at the table. When a child is done, they can bring their plate to the trash can and place their cup in the cup bin.  After they are finished and wiped down by the teacher, they may engage in centers with their friends.

9:00 – 9:30 – Diaper changes and potty (and other times throughout the day as necessary)
· Hey Diddle- teacher starts diaper changes, then helps them to wash their hands.
· Littler Diddle-The children will go in two separate groups.  They are to follow their teachers into the child bathroom located off of the Older Preschool Room.  Once there, the children sit and read books while their teacher prepares the diapers.  The child is to walk to the changing table when their name is called. The teacher changes the diaper, then helps them to wash their hands.
9:30 – 9:45 – Snack Time

· Snack is sent in from home. The children sit at the table while they wait for their teacher to bring in snack.  They engage in conversation with the teacher and each other. The children must be able to use their water cup on their own without any assistance. 

9:45 – 10:10 – Circle Time
· The teachers call the children over to the rug where they sit for circle time.  The children are expected to sit on the carpet while the teachers go over the calendar, weather, theme of the month, nursery rhymes, and songs.  The teachers will have the children engage in “action songs” where the children are up and moving around.

10:10 – 10:40 – Art/Center Time/Group Play

· The teachers will take out centers that allow the children to explore.  Some examples of centers include kitchen, dress up, legos, blocks, cars and trucks, etc.  While the children are engaged in centers, the other teacher will call a few students at time over to complete an art project related to the theme.  Children will sit at the table with the art media given to them (paint, crayons, paper, etc) and complete the project with little guidance.  After their art project, the children will then head back to the centers.  Around 10:40, the children help clean up the classroom and get ready to go outside (weather permitting).
10:45 – 11:30 – Outside Time
· There are 2 playgrounds – the Tot Lot is for children under two years old and the Big Playground is for children 2 and older.   Sometimes, depending on how many two years olds are in a group, we may have two-year olds in the Tot Lot.  We also will not bring a child to the Big Playground if we are not confident in their gross motor skills crossing the pavement, climbing the playhouses, and walking steadily on the woodchips as this could cause a safety hazard. 
11:30 – 11:45 – Diaper changes and potty (and other times throughout the day as necessary)
· Hey Diddle- teacher starts diaper changes, then helps them to wash their hands.
· Littler Diddle-The children will go in two separate groups.  They are to follow their teachers into the child bathroom located off of the Older Preschool Room.  Once there, the children sit and read books while their teacher prepares the diapers.  The child is to walk to the changing table when their name is called. The teacher changes the diaper, then helps them to wash their hands.
11:45 – 12:00 – Educational Video / Preparing Lunch

· The children sit down while a teacher puts on an educational video.  Children are engaged in the video while the other teacher prepares their lunches from home (no peanuts or tree nuts).

12:00 – 12:30 – Lunchtime

· The children sit at the table and eat their lunch.  They use their words if they would like something else from their lunch box. The teachers monitor the students closely as they eat and have conversations together.  Children are expected to practice using spoons and forks as needed.

12:30 – 1:00 – Clean up / wind down / books

· After the children are wiped down from lunch, they may get a book and bring it over to their nap mat that their teacher has laid out for them.  As the lights turn off and the soothing music turns on, the teachers may pat backs or sing songs to relax the children.

1:00 – 3:00 – Nap Time

· The children in the school sleep from about 1:00 – 3:00.  If they wake up early, they may have books on their bags.  The children stay on their nap mats until both teachers come back at 3:00.  The teachers take turns with their lunch breaks while the children are sleeping.

3:00 – 3:30 – Diaper changes and potty (and other times throughout the day as necessary)
· Hey Diddle- teacher starts diaper changes, then helps them to wash their hands.
· Littler Diddle-The children will go in two separate groups.  They are to follow their teachers into the child bathroom located off of the Older Preschool Room.  Once there, the children sit and read books while their teacher prepares the diapers.  The child is to walk to the changing table when their name is called. The teacher changes the diaper, then helps them to wash their hands.
3:30 – 4:00 – Snack Time

· Snack is sent in from home. The children sit at the table while they wait for their teacher to bring in snack.  They engage in conversation with the teacher and each other. The children must be able to use their water cup on their own without any assistance. 

4:00 – 6:00 – Outside Time/Group Play /Free Play/Pick Up
· Most children are picked up between 4:00 and 6:00.  If it is nice enough to go outside, the children will be out until around 5:15.  If they cannot go outside, there will be Group Play (play doh, parachute, bubbles, dancing) and free play in the classroom until their parents come to pick them up.
*All times and activities subject to change*
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Hey Diddle Preschool INC.
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Young Preschool Schedule and Expectations
The Young Preschool primarily two year olds.  There are typically up to 12 children with two teachers.  Each teacher takes a group of 6 children for certain activities, while combining for others.  Although the day may vary, a typical schedule is as follows:

7:00 – 9:00 – Drop off and breakfast

· Breakfast can be served until 8:00AM. If a child eats breakfast, their parents prepare the breakfast and puts it out for them at the table.  The children are expected to sit in the chairs at the table. When a child is done, they can bring their plate to the trash can and place their cup in the cup bin.  After they are finished and wiped down by the teacher, they may engage in centers with their friends.

9:00 – 9:30 – Diaper changes and potty (and other times throughout the day as necessary)
· The children will go in two separate groups.  They are to follow their teachers into the child bathroom located off of the toddler classroom in Hey Diddle and off of the Older Preschool Room in Little Diddle.  Once there, the children sit and read books while their teacher prepares the diapers or goes to the potty.   The child is to walk to the changing table when their name is called. The teacher changes the diaper, then helps them to wash their hands.  If they are potty trained, the child goes onto the potty and then washes their hands.
9:30 – 9:45 – Snack Time

· Snack is sent in from home. The teacher will prepare each child’s snack sent in from home before kid’s sit at the table.  They engage in conversation with the teacher and each other. 
9:45 – 10:10 – Circle Time
· The teachers call the children over to the rug where they sit for circle time.  The children are expected to sit on the carpet while the teachers go over the calendar, weather, theme of the month, nursery rhymes, and songs.  The teachers will have the children engage in “action songs” where the children are up and moving around.

10:10 – 10:40 – Art/Center Time/Group Play

· The teachers will take out centers that allow the children to explore.  Some examples of centers include kitchen, dress up, legos, blocks, cars and trucks, etc.  While the children are engaged in centers, the other teacher will call a few students at time over to complete an art project related to the theme.  Children will sit at the table with the art media given to them (paint, crayons, paper, etc) and complete the project with little guidance.  After their art project, the children will then head back to the centers.  Around 10:40, the children help clean up the classroom and get ready to go outside (weather permitting).
10:45 – 11:30 – Outside Time
· There are 2 playgrounds – the Tot Lot is for children under two years old and the Big Playground is for children 2 and older.   The Young Preschool Class plays in the Big Playground.  They are also able to do chalk in the area outside of the Pre-k class or tot-lot at Hey Diddle or outside of the Tot Lot in Little Diddle.
11:30 – 11:45 – Diaper changes and potty (and other times throughout the day as necessary)
· The children will go in two separate groups.  They are to follow their teachers into the child bathroom located off of the toddler classroom in Hey Diddle and off of the Older Preschool Room in Little Diddle.  Once there, the children sit and read books while their teacher prepares the diapers or goes to the potty.   The child is to walk to the changing table when their name is called. The teacher changes the diaper, then helps them to wash their hands.  If they are potty trained, the child goes onto the potty and then washes their hands.
11:45 – 12:00 – Educational Video / Preparing Lunch

· The children sit down while a teacher puts on an educational video.  Children are engaged in the video while the other teacher prepares their lunches from home (no peanuts or tree nuts).

12:00 – 12:30 – Lunchtime

· The children sit at the table and eat their lunch.  They use their words if they would like something else from their lunch box. The teachers monitor the students closely as they eat and have conversations together.  Children are expected to practice using spoons and forks as needed.

12:30 – 1:00 – Clean up / wind down / books

· After the children are wiped down from lunch, they may get a book and bring it over to their nap mat that their teacher has laid out for them.  As the lights turn off and the soothing music turns on, the teachers may pat backs or sing songs to relax the children.

1:00 – 3:00 – Nap Time

· The children in the school sleep from about 1:00 – 3:00.  If they wake up early, they may have books on their bags.  The children stay on their nap mats until both teachers come back at 3:00.  The teachers take turns with their lunch breaks while the children are sleeping.

3:00 – 3:30 – Diaper changes and potty (and other times throughout the day as necessary)
· The children will go in two separate groups.  They are to follow their teachers into the child bathroom located off of the toddler classroom in Hey Diddle and off of the Older Preschool Room in Little Diddle.  Once there, the children sit and read books while their teacher prepares the diapers or goes to the potty.   The child is to walk to the changing table when their name is called. The teacher changes the diaper, then helps them to wash their hands.  If they are potty trained, the child goes onto the potty and then washes their hands.
3:30 – 4:00 – Snack Time

· Snack is sent in from home. The teacher will prepare each child’s snack sent in from home before kid’s sit at the table.  They engage in conversation with the teacher and each other. 
4:00 – 6:00 – Outside Time/Group Play /Free Play/Pick Up
· Most children are picked up between 4:00 and 6:00.  If it is nice enough to go outside, the children will be out until around 5:15.  If they cannot go outside, there will be Group Play (play doh, parachute, bubbles, dancing) and free play in the classroom until their parents come to pick them up.
*All times and activities subject to change*
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Older Preschool Schedule and Expectations
The OPS is primarily three year olds.  There are typically up to 15 children and two teachers in Hey Diddle and up to 10 children with one teacher in Little Diddle. Although the day may vary, a typical schedule is as follows:

7:00 – 9:00 – Drop off and breakfast

· Breakfast can be served until 8:00AM. If a child eats breakfast, their parents prepare the breakfast and puts it out for them at the table.  The children are expected to sit in the chairs at the table. When a child is done, they can bring their plate to the trash can and place their cup in the cup bin.  After they are finished and wiped down by the teacher, they may engage in centers with their friends.

9:00 – 9:30 – Diaper changes and potty (and other times throughout the day as necessary)
· Hey Diddle- When instructed by the teacher the children will line up opposite the sinks in the potty line and wait until there is no one in the bathroom located off of the Pre-K classroom. If a child needs help or assistance with a diaper/pull-up the pre-k teacher will assist. When finished the child will go out to the sink in the OPS classroom and wash their hands. 

· Little Diddle-The children will go in two separate groups.  They are to follow their teachers into the child bathroom located off of the Older Preschool Room.  Once there, the children sit and read books while they wait for their   turn on the potty.  The can go to the potty and then wash their hands.
9:30 – 9:45 – Snack Time

· Snack is sent in from home. The teacher will prepare each child’s snack sent in from home before kid’s sit at the table.  They engage in conversation with the teacher and each other. 
9:45 – 10:10 – Circle Time
· The teachers call the children over to the rug where they sit for circle time.  The children are expected to sit on the carpet while the teachers go over the calendar, weather, theme of the month, nursery rhymes, and songs.  The teachers will have the children engage in “action songs” where the children are up and moving around.

10:10 – 11:00 – Art/Center Time/Group Play

· The teachers will take out centers that allow the children to explore.  Some examples of centers include kitchen, dress up, legos, blocks, cars and trucks, etc.  While the children are engaged in centers, the other teacher will call a few students at time over to complete an art project related to the theme.  Children will sit at the table with the art media given to them (paint, crayons, paper, etc) and complete the project with little guidance.  After their art project, the children will then head back to the centers.  Around 11:00, the children help clean up the classroom and get ready to go outside (weather permitting).
11:00 – 11:30 – Outside Time
· There are 2 playgrounds – the Tot Lot is for children under two years old and the Big Playground is for children 2 and older.   The Older Preschool plays in the Big Playground.  They are also able to do chalk in the area outside of the Tot Lot.
11:30 – 11:45 – Diaper changes and potty (and other times throughout the day as necessary)
· Hey Diddle- When instructed by the teacher the children will line up opposite the sinks in the potty line and wait until there is no one in the bathroom located off of the Pre-K classroom. If a child needs help or assistance with a diaper/pull-up the pre-k teacher will assist. When finished the child will go out to the sink in the OPS classroom and wash their hands.
· Little Diddle-The children will go in two separate groups.  They are to follow their teachers into the child bathroom located off of the Older Preschool Room.  Once there, the children sit and read books while they wait for their  turn on the potty.  The can go to the potty and then wash their hands.
11:45 – 12:00 – Educational Video / Preparing Lunch

· The children sit down while a teacher puts on an educational video.  Children are engaged in the video while the other teacher prepares their lunches from home (no peanuts or tree nuts).

12:00 – 12:30 – Lunchtime

· The children sit at the table and eat their lunch.  They use their words if they would like something else from their lunch box. The teachers monitor the students closely as they eat and have conversations together.  Children are expected to practice using spoons and forks as needed.

12:30 – 1:00 – Clean up / wind down / books

· After the children are wiped down from lunch, they may get a book and bring it over to their nap mat that their teacher has laid out for them.  As the lights turn off and the soothing music turns on, the teachers may pat backs or sing songs to relax the children.

1:00 – 3:00 – Nap Time

· The children in the school sleep from about 1:00 – 3:00.  If they wake up early, they may have books on their bags.  The children stay on their nap mats until both teachers come back at 3:00.  The teachers take turns with their lunch breaks while the children are sleeping.

3:00 – 3:30 – Diaper changes and potty (and other times throughout the day as necessary)
· Hey Diddle- When instructed by the teacher the children will line up opposite the sinks in the potty line and wait until there is no one in the bathroom located off of the Pre-K classroom. If a child needs help or assistance with a diaper/pull-up the pre-k teacher will assist. When finished the child will go out to the sink in the OPS classroom and wash their hands.
· Little Diddle-The children will go in two separate groups.  They are to follow their teachers into the child bathroom located off of the Older Preschool Room.  Once there, the children sit and read books while they wait for their   turn on the potty.  The can go to the potty and then wash their hands.
3:30 – 4:00 – Snack Time

· Snack is sent in from home. The teacher will prepare each child’s snack sent in from home before kid’s sit at the table.  They engage in conversation with the teacher and each other. 
4:00 – 6:00 – Outside Time/Group Play /Free Play/Pick Up
· Most children are picked up between 4:00 and 6:00.  If it is nice enough to go outside, the children will be out until around 5:15.  If they cannot go outside, there will be Group Play (play doh, parachute, bubbles, dancing) and free play in the classroom until their parents come to pick them up.
*All times and activities subject to change*
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Hey Diddle Preschool INC.
520 S. Bethlehem Pike, Fort Washington, PA 19034

215-565-5866

  Pre-Kindergarten Schedule and Expectations
The Pre - Kindergarten is primarily four year olds.  There are typically up to 10 children with one teacher. Although the day may vary, a typical schedule is as follows:

7:00 – 9:00 – Drop off and breakfast

· Breakfast can be served until 8:00AM. If a child eats breakfast, their parents prepare the breakfast and puts it out for them at the table.  The children are expected to sit in the chairs at the table. When a child is done, they can bring their plate to the trash can and place their cup in the cup bin.  After they are finished and wiped down by the teacher, they may engage in centers with their friends.

9:00 – 9:30 – Potty (and other times throughout the day as necessary)

· Hey Diddle- When instructed by the teacher the children will line up opposite the sinks in the OPS classroom and wait until there is no one in the bathroom located off of the Pre-K classroom. When finished the child will go out to the sink in the OPS classroom and wash their hands.
· Little Diddle- The children will go in two separate groups.  They are to follow their teachers into the child bathroom located off of the Older Preschool Room.  Once there, the children sit and read books while they wait for their   turn on the potty.  The can go to the potty and then wash their hands.
9:30 – 9:45 – Snack Time

· Snack is sent in from home. The teacher will prepare each child’s snack sent in from home before kid’s sit at the table.  They engage in conversation with the teacher and each other. 
9:45 – 10:10 – Circle Time
· The teachers call the children over to the rug where they sit for circle time.  The children are expected to sit on the carpet while the teachers go over the calendar, weather, theme of the month, nursery rhymes, and songs.  The teachers will have the children engage in “action songs” where the children are up and moving around.

10:10 – 11:00 – Art/Center Time/Group Play

· The teachers will take out centers that allow the children to explore.  Some examples of centers include kitchen, dress up, legos, blocks, cars and trucks, etc.  While the children are engaged in centers, the other teacher will call a few students at time over to complete an art project related to the theme.  Children will sit at the table with the art media given to them (paint, crayons, paper, etc) and complete the project with little guidance.  After their art project, the children will then head back to the centers.  Around 11:00, the children help clean up the classroom and get ready to go outside (weather permitting).
11:00 – 11:30 – Outside Time
· There are 2 playgrounds – the Tot Lot is for children under two years old and the Big Playground is for children 2 and older.   The Older Preschool plays in the Big Playground.  They are also able to do chalk in the area outside of the Tot Lot.
11:30 – 11:45 – Potty (and other times throughout the day as necessary)
· Hey Diddle- When instructed by the teacher the children will line up opposite the sinks in the OPS classroom and wait until there is no one in the bathroom located off of the Pre-K classroom. When finished the child will go out to the sink in the OPS classroom and wash their hands.
· Little Diddle- The children will go in two separate groups.  They are to follow their teachers into the child bathroom located off of the Older Preschool Room.  Once there, the children sit and read books while they wait for their   turn on the potty.  The can go to the potty and then wash their hands.
11:45 – 12:00 – Educational Video / Preparing Lunch

· The children sit down while a teacher puts on an educational video.  Children are engaged in the video while the other teacher prepares their lunches from home (no peanuts or tree nuts).

12:00 – 12:30 – Lunchtime

· The children sit at the table and eat their lunch.  They use their words if they would like something else from their lunch box. The teachers monitor the students closely as they eat and have conversations together.  Children are expected to practice using spoons and forks as needed.

12:30 – 1:00 – Clean up / wind down / books

· After the children are wiped down from lunch, they may get a book and bring it over to their nap mat that their teacher has laid out for them.  As the lights turn off and the soothing music turns on, the teachers may pat backs or sing songs to relax the children.

1:00 – 3:00 – Nap Time

· The children in the school sleep from about 1:00 – 3:00.  If they wake up early, they may have books on their bags.  The children stay on their nap mats until both teachers come back at 3:00.  The teachers take turns with their lunch breaks while the children are sleeping.

3:00 – 3:30 – Potty (and other times throughout the day)
· Hey Diddle- When instructed by the teacher the children will line up opposite the sinks in the OPS classroom and wait until there is no one in the bathroom located off of the Pre-K classroom. When finished the child will go out to the sink in the OPS classroom and wash their hands.
· Little Diddle- The children will go in two separate groups.  They are to follow their teachers into the child bathroom located off of the Older Preschool Room.  Once there, the children sit and read books while they wait for their   turn on the potty.  The can go to the potty and then wash their hands.
3:30 – 4:00 – Snack Time

· Snack is sent in from home. The teacher will prepare each child’s snack sent in from home before kid’s sit at the table.  They engage in conversation with the teacher and each other. 
4:00 – 6:00 – Outside Time/Group Play /Free Play/Pick Up
· Most children are picked up between 4:00 and 6:00.  If it is nice enough to go outside, the children will be out until around 5:15.  If they cannot go outside, there will be Group Play (play doh, parachute, bubbles, dancing) and free play in the classroom until their parents come to pick them up.
*All times and activities subject to change*
Transition Policy (Infant Room through Pre-K): Hey Diddle and Little Diddle begin the transition process to a new classroom with ‘taster days’.  This involves the child visiting their new classroom for a day or two based on availability to familiarize them with their new classroom, teacher and peers. Before these taster days, there will be a transition letter sent home to the parents with the following information:

-Dates for taster days

-Scheduled transition date to new classroom 

-New class invite for Bloomz 

Attached also with this letter will be a classroom schedule for the new room.

Transition Policy (Pre-K- Kindergarten): Between the months of April- June there will be books read during morning meeting/ circle-time about going to school and Kindergarten, books about meeting new friends, getting a bus to school, etc. 

As a school we provide 3 evaluations a year. In our Pre-K classroom there is an additional “Call Conference” provided to our parents by the Pre-k teacher. The contents of this call are based around areas including:

-Concerns from school or home

-What is being achieved and what needs to be worked on

-Kindergarten registration and information from relevant schools when available.

Each year each school has their own graduation ceremony. Family and friends are invited to attend.  Teachers and the graduating Pre-K class wear caps and gowns and are presented with a certificate. This event takes place within the first two weeks of June, which is followed by our Summer Camp Program. Leading up to the summer camp program the Pre-K nap schedule begins to be reduced on a weekly basis to ensure they are ready for the Kindergarten transition of no nap. 

Where possible our Pre-K teachers will travel to local schools.  The teachers will return to their class and tell them about what each school was like and how their teacher was, describing the school, classroom, etc. 

Behavior and Special Needs: 

Children are admitted to Hey Diddle Diddle Inc.  regardless of race, creed, color, sex, national origin, or handicapping condition. 

Hey Diddle Diddle Inc. works together to create the best environment for each child.  We are a proactive community that is aware of developmental milestones and accesses each child’s needs.  There are a few methods to use when analyzing a child’s progress throughout our program.


HDD uses the Ages and Stages Questionnaire to determine a students’ growth and how they are reaching their developmental milestones. It is a series of 21 parent-completed questionnaires designed to screen the developmental performance of children in the areas of communication, gross motor skills, fine motor skills, problem solving, and personal-social skills. Each questionnaire is also completed by the parent or caregiver.  A trained staff member and the child’s teacher will work together to fill out these questionnaires.

HDD will use these questionnaires to help rule out any possible developmental delays.  If there is a developmental delay that needs to be addressed, we will hold a meeting with the parents to discuss the next steps.  We can recommend that a child sees their pediatrician.  We can recommend Early Intervention Services if the child is two or younger, and the Montgomery County Intermediate Unit if they are three and older.


HDD allows two therapists per week per child to be seen in the school setting.  We feel as if any more than two therapy sessions place a hardship on the student during their time at school.  It also causes a disruption within the classroom. There cannot be more therapist in a room on a given day than half the number of children in that class (ie a room of ten children can not have 5 therapist visiting on the same day).

The staff, therapists, and family members stay in contact about each child’s progress when they have therapy.  It is important to work together to ensure we are meeting the child’s needs. 

Our school employs strategies to promote age appropriate social, academic, and behavioral growth.  When the strategies do not provide enough support for a student to maintain growth for him/herself or do not alter behavior harmful to the individual or others we conclude our school does not provide the environment necessary for that child.  The result will be termination of the care agreement by the school to promote a more successful option for that child.  

Our policy as it pertains to reacting to a biting incident is to inform the parents of both children without identifying the child by name.  We immediately separate the children, then comfort and tend to the child who received the bite.  We use simple explanations for the child who did bite, such as no biting, that hurts, impose an age appropriate time out (short to match the attention span).  We conclude with a positive interaction between the friends.  We model a nice touch and use that phrase.
Cubby Contents-Each child has a cubby in their classroom that is used throughout their time at Hey Diddle Diddle Inc. Parents are reminded often to trade extra clothes out due to changing of seasons.  Hey Diddle Diddle Inc empties out each cubby at end of the summer and sends its contents home to parents.  The following items should be located in each child’s cubby:

Infant – Extra clothes (3 sets), bibs, pacifiers if needed, extra formula or breast milk (in the freezer), extra crib sheet, diaper and wipes

Tweens – Pre Kindergarten – Extra clothes (3 sets) – underwear and shoes included if children are potty trained
Visitor Log: The visitor log is located in the office.  All visitors (therapists, tours, etc) must sign in.  They will write down their name, date, and reason for visit.
Child’s File:  The following three documents are required in each child’s file:

· Emergency Contact Form (resigned every September and March)  http://heydiddlediddle.net/wp-content/uploads/2011/11/Emergency-Contact-Consent.pdf
· Tuition Agreement Form (resigned every September and March)
· Child Health Report (every 2 months for children under the age of 1 and every year thereafter) https://www.pct.edu/files/imported/campuslife/childcare/docs/ChildHealthAssessment.pdf
Curriculum: Each classroom has a different curriculum that is followed throughout the year. Each curriculum aligns with the Early Childhood Learning Standards. Teachers are responsible for implementing the curriculum and tailoring it to the needs in the classroom.  Teachers submit lesson plans based on the monthly themes.  Teachers may use all ideas and worksheets presented in the curriculum while having the flexibility to change it as they see fit.  Teachers are encouraged to use their creativity and teaching skills to elaborate on the themes each month.
Lesson Plans: Lesson plans for each classroom are required at the beginning of each month.  The director/assistant director will place the “Class Quadrant” sheet in each mailbox.  The teacher will fill out the lesson plan in its entirety to be reviewed by the director/assistant director.  The lesson plan will then be returned to the teacher so that they can reference it during the month, as well as the following year.  Weekly lesson plan with student initials noting what the children are focusing on are due in the director’s mailbox on Fridays for the following week.
Classroom Center Quadrants (Monthly Lesson Plan)
Classroom: ________________________________

Teacher: ______________________________
Month: ________________________
Theme: _____________________________
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Goals/Objectives for this month: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Describe what your plan is for each station and what the children will do. Please include what toys, manipulatives, materials, etc. will be at each station to further represent your theme and objectives.

1. Creative Play (dress up, kitchen, play people, etc.): _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. STEM :  Building blocks are always present Science_____________________________________________________________________________________Technology__________________________________________________________________________________Engineering_________________________________________________________________________________Math______________________________________________________________________________________

3. Literacy (ABCs exposure or identification, writing and pre-writing skills): Books must be available at all times_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Music & Movement (playing music on a CD player,  instruments, large motor equipment in class): _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
LESSON 1 (Weekly Lesson Plan)
	CIRCLE-TIME 

(LANGUAGE/LITERACY)


	ART
	SMALL MOTOR ACTIVITY
	LARGE MOTOR ACTIVITY 

	
	
	
	

	
	
	
	


LESSON 2

	CIRCLE-TIME 

(LANGUAGE/LITERACY)


	ART
	SMALL MOTOR ACTIVITY
	LARGE MOTOR ACTIVITY 

	
	
	
	


LESSON 3 

	CIRCLE-TIME 

(LANGUAGE/LITERACY)


	ART
	SMALL MOTOR ACTIVITY
	LARGE MOTOR ACTIVITY 

	
	
	
	


LESSON 4

	CIRCLE-TIME 

(LANGUAGE/LITERACY)


	ART
	SMALL MOTOR ACTIVITY
	LARGE MOTOR ACTIVITY 

	
	
	
	


LESSON 5

	CIRCLE-TIME 

(LANGUAGE/LITERACY)


	ART
	SMALL MOTOR ACTIVITY
	LARGE MOTOR ACTIVITY 

	
	
	
	


Student Evaluations: Our student’s progress is assessed continually as they play and learn throughout each day. Our teachers recognize that each child learns at a different pace and plan specific activities to help each child reach their potential. Developmental observations are prepared twice a year to help us relay information about the children to their parents.  Each child receives three evaluations per calendar year. These evaluations take place in October, January, and June.  They are used to measure a child’s skills and areas of improvement.  The October evaluation is a small assessment of the child since the beginning of the school year. This is a simple way to determine how the start of the school year is going.  The January and June evaluations are a more comprehensive assessment of their motor, social, emotional, language, and communication skills.  Teachers are given one per each child to fill out and hand back to administration to look over.  They then go home to the parents, and parents are to sign. They may keep the October assessments but must return the January and June evaluations.  The administration will keep them in each child’s file.  Conferences are offered after every January and June evaluation, as well as on an as needed basis throughout the year.
Television:  There is a television in every classroom, aside from the infant rooms.  The televisions are mainly to be used for a half hour each day while teachers are getting set up for lunch.  An educational/theme related program will be put on for the children to enjoy.  If a child does not to watch, they can quietly read books in the designated book area.  Television can also be used sparingly throughout the course of the year.  A teacher may use the television in the case of a class party or event (movie day) or for educational purposes related to their theme.
Sleep Requirements:
All infants are required to bring in two crib/pack and play sheets.  One sheet will be used all week and the other will be extra in their cubby if the teacher needs to use it. Infants (until 12 months) must always be placed on their back in their cribs to sleep.  There may not be anything the crib besides a pacifier.  A sleep sack is allowed if has a zipper (no blankets).  Children may only sleep their cribs – not in a swing or chair.  If a child falls asleep in a crib or chair, they are to immediately be placed in their crib. 

The rest of the children in the school must have a nap mat or sleeping bag.  All sleeping apparatuses must fit inside their cubby.  Children may sleep with a small lovie or stuffed animal if needed.

Naptime occurs between 1-3PM.  The lights get turned off and music is on. Children should be placed at least two feet apart from each other on either side.  They also should be sleeping head to toe, as to try to eliminate germs between children.

The ratio for each classroom (except for the infant room) doubles during naptime.  Although it is not a requirement that everyone sleeps, children must stay on their bags for the duration of nap. Occasionally we will have a parent request that their child not nap. That child may bring a “quiet bag” with books and activities for them to do while they are on their bags.

Full time children are to take their bags home every weekend to wash.  Part time children should take their bags home biweekly.

Naptime Expectations for Teachers:

During naptime, staff is expected to engage in activities that are beneficial for the school, not for their personal lives.  Cleaning is a priority during naptime.  The tables and chairs from lunch are to be wiped down each day, toys are to be tidied, water cups are to be wiped and filled.  Mopping takes places every Tuesday and Thursday.  Each school has a designated staff person to fill the mop bucket.   Toys that have been mouthed and are in the “Clean Me” bin are also to be cleaned at this time.  Shelves and toys are to wiped down daily.
Discipline: Discipline is an extremely important part of development in children.  HDD must handle discipline in a way that is consistent and productive.  Teachers and staff must handle interactions with children with a positive tone.  HDD will not tolerate yelling at the children or having an aggressive tone. 


The first step in our discipline policy is redirection.  If a child is doing something that requires discipline (yelling, running, talking back, throwing a toy…) redirection is the first step.  Teachers and staff will try to appropriately engage the child in another activity. If a child needs a break from the situation, the teacher can have them sit in another area in the classroom while still being supervised.  If administration needs to intervene, they will do so.  If certain behaviors are prohibiting the child from thriving in their environment, Hey Diddle Diddle Inc. will remain in contact with their parents to consider next steps.
Extra Curricular Activities:  Hey Diddle Diddle Inc. offers two extra curricular activities that all children ages 2 and up can partake in. 

· Soccer Shots – “Soccer Shots is an engaging children’s soccer program with a focus on character development. We positively impact children’s lives on and off the field through our best-in-class coaching, communication and curriculum.” (www.soccershots.org).  At Hey Diddle Diddle, Soccer Shots comes during all 4 seasons for 8 week sessions.  At Little Diddle, Soccer Shots comes during the Fall, Spring, and Summer.  Each week has a designated day and time slot.  A staff member is required to be outside with the children and coach.  Parents receive paperwork prior to the season starting.  They sign up and pay through the organization.

· Move and Groove: Move and Grove is a dance class for children ages 2 and up that includes songs, a curriculum, and movement activities.  Ms. Nathalie comes Hey Diddle Diddle on Mondays and Little Diddle on Tuesdays.  Parents sign their child up via paperwork sent home, and put their payment for Ms.Nathalie in the tuition boxes.
Parent Inclusion and Participation
As a school that celebrates all holidays and occasions, we do invite our parents/guardians where possible to contribute/ come join or volunteer, depending on the event. 

· Back to School Night- parents are invited to come along and meet with their child’s teacher to speak about the year ahead.  This is where we formally go over the polices, procedures, and schedules of the classroom.  The parents are also able to ask questions throughout the night.
· Halloween Party/Parade- Families are invited to come along and watch our school parade.  We then have an afternoon of fun which includes a pumpkin patch, pumpkin decorating, prize searching, a dance party and snacks and food for everyone. We also give an opportunity to have a parent/guardian come along and read a Halloween class story before the parade. 
· Thanksgiving Feast-  Each year we have Thanksgiving Feast to celebrate the holiday.  Parents sign up on our Bloomz App to contribute food for the feast.  We also ask parents or family members to attend our feast to help serve.

· Special Snack Parties-  Sign-up sheets on our Bloomz class app are sent out asking families to contribute the snacks for the various holiday parties. 
· Holiday Donations: Each year Hey Diddle Diddle and Little Diddle adopt two families in need that are local to the area.  We adopt one family from an organization called “The Breathing Room.”  This organization helps provide care and support for local families affected by cancer by giving them what they need to allow them some “breathing room” from the daily struggle against cancer.  Families will sign up to bring in clothing and toy donations for each family member.  Parents will also bring in canned goods to help support another local family during the holiday season.


· Egg Hunt & Decorate Matzo Bread- Families are asked to bring in eggs filled with snacks and toys for their child’s classroom.

Carnival Day- Parents/guardians if available are asked to come in to help bring small groups of children to the different carnival stations set-up throughout the school

Pre-K Graduation- Open invitation to families of the Pre-K graduating class are invited to our ceremony

Classroom Postings:  There are certain documents that must be posted and accessible in each classroom.

· Allergy List

· Classroom Schedule

· Birthday Treat List

· Floor Plan with Evacuation Procedure
· Weather Permitting Sign
Communication: Communication between parents and teachers is extremely important. Between drop off and pick up there is a “black hole” of time that parents do not see.  It is the teacher’s responsibility to greet each parent as they pick up, whether on the playground or in the classroom.  The teacher must tell the parent one item about their child’s day (what they enjoyed doing, how they ate their lunch, etc).   

Bloomz: Bloomz is the communication application that promotes communication between parents and staff.  All staff members must create a log in and password to use the app throughout the day.  Infant Room Teachers are responsible for updating all bottles, naps, and food updates throughout the day.  Tween, Toddler, and YPS are responsible for updating daily potty, lunch, and nap updates.  All teachers can post class pictures, photos of the curriculum, and other updates as they see fit.   Teachers can use the message function to update parents individually.  All Bloomz correspondences are to be made through the IPad that is provided in each classroom.  The IPads may not be brought outside.  At Little Diddle, all IPads are to be placed out of sight each night. On Fridays, all IPads at Little Diddle are to be placed in a cubby in the office.  Please keep IPads charged.
Closing Procedures: Hey Diddle Diddle Inc. closes promptly at 6PM.  It is required that there are two staff members in the building until the last child leaves. The following tasks must be completed:

· All trash cans should be taken out by the teachers in the classrooms.  Closers are responsible for the bathroom trash, as well as going into each room and making sure all trash is out of the building. All trash goes in the dumpster in the parking lot

· New trash bags are placed in each trash can

· Closers go into all infant rooms and check that crock pots are off and empty.
· Closers ensure that all rooms are vacuumed and all toys are off of the floor
· All air conditioners and fans are turned off
· Answer all phone calls and take messages
· All lights are off and the door closes and locks behind

Pick Up: Children may be picked up from the facility at any time during the day. Most pick up occurs between 3:00 – 6:00 PM.   Two staff members must be present in the building at all times as long as there is a child in the building.  When a parent picks up, the staff member is to be sure all of the children’s belongings are in the child’s cubby or in the appropriate place (the cup in the cup bin).  Each child should be packed up and ready to go when their parents arrive.  If a child has a backpack, all necessary items to go home should be placed in the backpack.

Who Can Pick Up: Each child has an Emergency Contact Form on file.  This form includes “Who The Child May Be Released To.”  Aside from their parents, the children may go home with the adults listed.  A parent can also call, send an email, or send a message via the communication app if someone that is not on the list is picking up their child. When someone comes to pick up a child that the staff does not recognize, they must ask for a form of ID.  If the person picking up does not have ID, we cannot release the child to them.
Court Orders: All children are technically allowed to go home with their parents at any time.  The only way to not allow a child to go home with their parent is if there is a court order against that parent. Hey Diddle Diddle Inc. must have a copy of the court order on file and all staff members must be aware of the situation.  If a parent with a court order against them comes the school, the staff is responsible to keep the child in the building, call the police, and call the child’s parent.  Inform the owner and director also if this happens. 

Late Policy: Hey Diddle Diddle Inc. closes at 6:00pm,  If parents come after 6:00pm, they are to pay a late policy.  The late policy is $5.00 for every 10 minutes that a parent is late.  Parents should pay the closers cash when they come.    If they do not, the staff member is to fill out a late policy slip, located on the Assistant Director’s desk (LDP) or in the office (HDD).  If a staff member is not comfortable handing it to the parent, administration will take care of it the next day.  If the same family is consistently late, the staff member must address it with administration.
STAFFING

DHS File: Each staff member must uphold the following documents in their DHS file.  These documents are required by the state and must be updated as stated:

Application Packet Forms

We are looking forward to having you join our Hey Diddle Diddle Family! All of the following paperwork is required for you to work in a childcare setting.  Please complete all necessary paperwork within 30 days of hire.  If you have questions, please ask your director.

1. Education – copies of certifications or unofficial transcripts which documents employees highest level of education.

2). 2 Reference Letters – documenting at least 2500 hours of experience over any period of time.  A template is given from the director, or employees may submit actual letters from their references.

3). Identification – copy of driver’s license or official photo identification to verify age, address, and citizenship

4). Employee Disclosure – signed form attesting that staff member has never committed a crime against a child. Signed and submitted with application.  

http://keepkidssafe.pa.gov/cs/groups/webcontent/documents/document/c_160268.pdf
5). FBI Fingerprint 

    https://www.identogo.com/
· On the top right hand side click “Get Fingerprinted”

· Click “Pennsylvania” in the drop down menu and hit “Go”

· Towards the bottom of the page click “Digital Fingerprinting”

· Enter the service code (1KG738)

· Click “Schedule or Manage Appointment”

· Complete all information

· Schedule an appointment – bring confirmation page and license to the appointment

· Closest Identogo to HDD is at Arcadia University -  450 S. Easton Road, Glenside, PA 19038 in their Public Safety Services Office.

Dilworth Hall Ground Floor – 215 – 572 – 2800.  Fingerprints only done on Tuesdays and Thursdays

· Renewed every 5 years (smust be within one year of hire)

6). Childline Child Abuse Clearance
      https://www.compass.state.pa.us/CWIS/Public/ClearanceLearnMore
· Read the first page and click continue at the bottom

· Create at Keystone Key username and password and log in

· Answer all questions to the best of your knowledge

· The clearance should be completed within two weeks – check back on the website and print it out. You will also be mailed a copy. Give to the director.

· Renewed every 5 years (must be within one year of hire)
7). PA State Criminal Clearance 

      https://epatch.state.pa.us/Home.jsp
   
- Click “submit a new record check”


- Click “accept” after reading the terms and conditions


- Click “individual request” 


- Complete all information and click “next”


- Complete all information and click “enter this request”


- Click “View Quened Record Check Requests”


- Click “submit” then “check out”


- You will be instructed to pay via credit card – complete payment


- Your record check will be available – print out and give to director



- Renewed every 5 years (must be within one year of hire)
8). Child Care Staff Health Appraisal –To be completed and signed by a physician upon employment.  Must be completed biannually and kept on file.  A tuberculosis test must also be documented upon hire as well.  A prior TB test and physical may be submitted, provided it is dated within one year of hire date.

http://www.dhs.pa.gov/cs/groups/webcontent/documents/form/p_022214.pdf
9). First Aid/CPR Training – Must have current card.  Hey Diddle Diddle Inc. provides First Aid and CPR training in April of each year.

10). Mandated Reporting Training -

       http://www.pacwrc.pitt.edu/
· Click the blue square that says “Recognizing and Reporting Child Abuse Training.”  

· Complete a user name and password and continue through the training.  

· The training takes 3 hours.  You may stop at restart at any time and the test will be saved. 

·  Print out the certificate and bring to the director.  

· Redone every 5 years.

11). Fire Safety – Hey Diddle Diddle Inc. provides Fire Safety Training each year.  It must be redone annually.
12). Further Education – a minimum of 6 hours of further education in training.  It must be redone annually
13). Emergency Plan Training – within two weeks of hire date, and annually thereafter.  Fire Safety Training also covers the Emergency Plan.

14).  Online Health and Safety Course - this required 6 hour course discusses different aspects of childcare

https://extension.psu.edu/programs/betterkidcare
· On the left hand side click “required health and safety training” in the blue box

· Click “sign into On Demand”

· Fill out all registration info if you do not have an account

· Go down the list alphabetically and click “Health and Safety Basics: Requirements for Certification”

· Complete the training

· This will take around 6 hours.  You can start and stop as you like.

· Print out certification and give to director

*All paperwork must be completed within 30 days of hire*

Human Resource File: The following documents must remain in each staff members HR file:

1). Supervision Policy – must be signed

2). W 4 Form – for payroll purposes

3). Non Compete Document – must be signed

4). Employee Handbook – policy acknowledgement must be signed

5). Outdated Records-from DHS file

6). References – document that references were contacted upon employment
Arrival: All staff members must be ready to work and in their classroom at the time their shift begins.  They should use the bathroom prior to their shift if needed, along with gather the materials that they need for the day and get their room ready for children to arrive. They also need to write their arrival time on their time card.  If a teacher is not ready for the day at their scheduled time, they are considered late.  Being late for work is an infraction of our policy and administration has the right to take action (warning, write up, hour change, termination) if deemed necessary).
Time Cards: Hey Diddle Didldle Inc. staff members are paid weekly.  The pay period is from Wednesday-Tuesday.  Each staff member must log in to Paylocity on the classroom Ipads prior to starting their shift and must log out when leaving for the day or going on break.  All questions regarding pay should be directed to the owner. 
Cell Phones:  Cell phone use is not permitted throughout the school day.  The teacher may wait to check their phones during their unpaid break.  If they need to be reached they may give out the school phone number to whoever may want to contact them.  Photos of the children should be taken with the IPad.  All Bloomz updates should also be done via IPad.  Using cell phones while the children are present creates a supervision issue and cannot be tolerated.

Staff Appearance: Our parents and students' satisfaction represents the most important and challenging aspect of our business.  Whether or not your job responsibilities place you in direct parents and student contact, you represent the school with your appearance as well as your actions.  The properly-attired individual helps to create a favorable image for the school, to the public and fellow employees.  The school maintains a business casual environment.  All employees should use discretion in wearing attire that is appropriate for the office and parents and student interaction.  Each staff member is required to wear a blue apron that is to be provided by the owner.  They are also expected to wear a name tag at all times. Staff members should greet parents and children with a smile and portray a positive attitude.
Answering the Phone: Typically the owner, director, or assistant director will answer the phone. However, if neither of those staff members are available to answer the phone, a teacher should answer if possible.  The staff member should say, “Thank you for calling (Hey Diddle Diddle or Little Diddle Preschool), this is (NAME), how can I help you?”  The staff member should be prepared to take a message with a pen and paper.  If there is a message, it should be placed on the director/assistant director’s desk.
Time Off Requests: If a staff member would like to have a day off, they are required to fill out a Time Off Sheet, located in the office at HDD.  The staff member must fill out their name, the date the request is written, typical hours worked, the date(s) that they would like to have off, and the date in which they will be returning.  All requests should be placed in the building supervisor’s mailbox at least two weeks prior to the date that is being requested.  It is not a guarantee that all requests will be granted.
Staff Evaluations: Each staff member receives a formal evaluation annually.  These evaluations delve into different aspects of teaching, such as communication skills, professionalism, etc.  Administration will fill out the evaluation and go over it with each staff member. They will have a small meeting to discuss and each will sign.  These evaluations are then placed in their DHS file.
PLAY AREAS / PLAYGROUNDS
Weather Permitting: There are two outside time slots scheduled per each classroom per day.  However, the weather does not always allow for this.  Per STARS recommendation, children are expected to go outside UNLESS -

· Temperature/heat index are 90 degrees or higher

· Temperature/heat index are 25 degrees or lower- No Outside Play
· Between 26-32 degrees- 10 minutes Outside Play 
· There is an air quality alert

· There is precipitation falling

If the classroom does not go outside, the children should do a gross motor activity in its place (moonbounce, relay race, dance party, etc).
Hey Diddle Diddle: Hey Diddle Diddle has two playgrounds – a smaller, enclosed playground for children under two, as well as a larger playground designated for children two and up.  There is also a grassy area that can be used.
Little Diddle Preschool: Little Diddle has two playgrounds – a smaller, enclosed playground for children under two, as well as a larger playground designated for children two and up.  At Little Diddle, the teacher and children must cross a driveway to get to the larger playground.  When crossing the driveway, the teacher must stop the children after they get out of the gate.  Children are instructed to look both ways before crossing the street.
Bathroom: If a child needs to use the bathroom while on the playground at HDD, the teacher must walk the child to the Pre-K door and monitor while they use the restroom, as well as stay focused on the other children in the playground.  If a child needs to use the bathroom at LDP, the teacher must ensure that they take the appropriate number of children in the building so that everyone is still in ratio.
HDD Outside Tot Lot Schedule:
Tot Lot

9:30 – 10:15 – Toddlers

10:15- 10:45 – Tweens

10:45 – 11:30 – Infant Room

1:00 – 3:00 – Infant Room

3:45 – 4:15 – Toddlers

4:15 – 4:45 – Tweens

*Schedule may vary and change

LPD Outside Schedule:

Tot Lot

9:45 – 10:30 – Tweens

10:30 – 11:15 – Toddlers

*Schedule may vary and change
Playground Expectations: All children are to be supervised while on the playground.  Teachers are expected to remain in ratio and look after their children at all times. Teachers should be spaced out on all of the playgrounds, walking around to ensure that they can see the children. They are to be interacting, playing, and engaging with the children.  Staff and children are responsible for tidying up the playground at the end of each morning and afternoon playground session (bikes lined up, trash in trash cans, chalk away). In the spring and summer months (and other unseasonably warm days) teachers are to bring the water cup bins outside and allow the children to drink as much water as they would like if they are thirsty.  When a parent comes to pick their child up from the playground, the teachers should go right to the gate to greet the parent.
NUTRITION
Snacks: All Snacks are provided from home. Families must send in 2 snacks each day. One snack is offered between 9:00 – 9:30 and the other snack between 3:30 – 4:00. Snacks are off the families chose but please remember we are a nut free school. Children are offered their water cups at this time.
Lunch: Parents provide a peanut and tree nut free lunch for their child each day. Each lunch is packed in a labeled lunch box and put in the refrigerator in their classroom (Older Preschool at LDP is put in the kitchen fridge – Older Preschool at HDD is put in the Pre-K fridge, and YPS at HDD is put in the Tweens fridge). While we can warm up lunches, we cannot prepare them.  An example of this would be preparing a single serving bowl of macaroni and cheese. If there is extra food or milk leftover in a child’s lunch box they are to be put back in the refrigerator for parents to take home at the end of the day.  Pizza is ordered on Fridays for families that choose to partake.  It is $3.50 per Friday – parents are encouraged to pay through or Cashapp.

Birthday Treat List:  There is an approved list of treats that parents may to bring on their child’s birthday.  This list includes special treats that are allergen free.  If a parent brings in a treat that is not on that list, we must send it back home with the child.  Their own child can have the treat (as long as there are no peanuts or tree nuts) but the rest must be sent home.  Parents are periodically made aware of this list and it is also posted in every classroom.
HEY DIDDLE DIDDLE/LITTLE DIDDLE

SCHOOL BIRTHDAY PARTY POLICY








We love celebrating birthdays with your child! In an effort to keep all of our students as safe as possible, Hey Diddle Diddle/Little Diddle is making every effort to avoid contact with known anaphylactic allergens. We limit the snacks we provide to our students to only those allergen-free and free of cross contamination.  We ask that you do the same by sending to school ONLY the snacks listed below to share with the whole group. If this policy is not followed, we will have to send the special treats back home with your child.  Any of these snacks are special when served at school because it is out of our norm. The birthday experience is about sharing and the celebration of the child’s special day. Thank you for your consideration and support in keeping the children with food allergies safe from having a life-threatening allergic reaction at school. Further information about anaphylaxis can be found on the reverse side.
Food Items:

Philly Pretzel Factory soft pretzels (can be ordered in a letter or number shape!)

Water Ice

Fresh fruit

Vegetables

Yogurt sticks (the kids love to freeze these into frozen yogurt pops)

Original Oreo cookies

Vanilla Wafers

School Safe Brownie Bars or Cakes made by Treasure Mills (it’s a specific brand)

Cheese sticks

Non-Food Items:

Treat bags to send home

Face painter

Magician

Special plates or napkins

We thank you in advance for your continued effort in eliminating items containing nuts from home packed lunches. Because they are served to individuals and not on a group basis, the snacks in your child’s lunch do not need to be restricted to this list.
Please note: Food labels/ingredients may change over time, so it is always recommended that you read the label before purchasing snacks. Please read labels carefully to make sure that products are nut free. This included labels that read “May contain traces of peanuts/nuts”. 
Special Occasions: Hey Diddle Diddle Inc. has certain occasions where there is a sign-up sheet for each classroom and snacks are provided by the parents.  Some of these occasions include Valentine’s Day, Christmas, Halloween, and St. Patrick’s Day. Parents are made aware of these celebrations in advance and can sign up to bring in an item if desired.
HEALTH PROMOTION AND PROTECTION
Handwashing Policy: Handwashing is one of the best ways to stop the spread of germs. At Hey Diddle Diddle we are to take handwashing extremely seriously.  This will help to reduce illnesses throughout our school.  The following steps are recommended via the STARS program in order to achieve clean hands: 

1. Wet your hands. 

2. Apply soap. 

3. Rub hands together for at least 20 seconds 

4. Rinse for at least 10 seconds. 

5. Dry hands, preferably with a disposable towel.

It is important that teachers take the time to teach each child in their class the proper way to wash their hands. There is a special song recommended by STARS to use to help with this process.  This song is posted by each sink in the school.

Twinkle, twinkle little star

See how clean my two hands are

Soap and water, wash and scrub

Get those germs off, rub-a-dub

Twinkle, twinkle little star

See how clean my two hands are.


Children and adults must wash their hands at the following times:

· Before eating

· After the bathroom

· After outside

· Before preparing food

HDD also provides hand wipes that teachers will use to wipe after art projects, after lunch and snack, and if a student touches something that requires a wipe (picking their nose, touching their diaper, etc).

Medicine Log – Hey Diddle Diddle Inc can only administer medicine if a parent brings in an up to date note from the doctor.  The parent must fill out the Medicine Log (located in the office at Little Diddle and the Kitchen at Hey Diddle Diddle) each day that the medicine is to be administered.  The administration (owner, director, assistant director) will administer the medicine.  They will set an alarm to remind them of the time when medicine is to be dispensed.


A child from 12 weeks to age 1 may keep a general prescription in their cubby, allowing administration to dispense pain relief medicine as needed.  They must have a note from parents on that day if the children need it.  They must also fill out the medicine log.

Injury Reports: Injury reports are to be filled out every time a child gets 
hurt.  They are to be filled out in their entirety – the date, child’s first and last name, injury (specify body part), description of what happened, signature, and witness signature. If another child is involved in the injury, the staff may not write that child’s name on the report. Fold the injury report in half and place it in the child’s cubby with “To the parents of ----- - please sign and return.”  The parents are to return the signed report to the tuition box.  In terms of a moderately serious injury, parents are to be notified immediately, either by Bloomz or a phone call.  In terms of an emergency injury, 911 must be called, followed by a phone call to the parents.  Please report all injuries to the owner, director, or assistant director. After the injury reports are signed and sent back they are placed in that child’s file. They are then copied and put in an Injury Report Log in the office.  If there is a biting incident, the parent of the child who did the biting should also get a biting incident report which is also filled out, signed and filed.  This allows us to keep track of who is biting and how often/how severe the bite is.
Hey Diddle Diddle INC. Biting Report
This notice is to let you know that your child bit a friend today.
Name: _____________________

Date: ______________________

What happened preceding the bite: _______________

____________________________________________________________________________________________

What happened after the bite: _____________________

______________________________________________

______________________________________________

Your child’s reaction: _____________________________

____________________________________________________________________________________________

Staff Signature: ___________ Second Staff Initial: _____

Parent Signature: _______________________________
First Aid Kits: First Aid Kits are required in every classroom.  It must be visible to all and each staff member should know where they are in the school. The following items are required in each First Aid Kit:

Gloves

Soap

Scissors

Gauze

Assorted Bandaids

Tweezer
Thermometer

Tape
Cleaning: Keeping Hey Diddle Diddle Inc. clean is necessary to maintain a safe and welcoming environment. While teachers are responsible for daily cleanliness, there is also a cleaning company that comes once a week.  The following are requirements for cleaning:

· All food areas swept after each meal and snack

· Classrooms vacuumed after lunch and at the end of the day

· Chairs and tables wiped with disinfectant wipes daily during naptime

· Sinks to be filled every Tuesday and Thursday and as needed (Little Diddle)

· Shelvies tidied and wiped daily during naptime

· Bathrooms cleaned twice a week (designated staff member)

· All hardwood floors mopped on Tuesdays and Thursdays – a designated staff member prepares the solution

Daily Classroom Responsiblities

· Infant Room – classroom trash, vacuuming the classroom, wiping down all shelves, sanitizing the toys, disinfecting the mat

· Tweens Room – classroom trash, vacuuming the classroom, wiping down all shelves, sanitizing the toys, tables, and chairs, mopping Tuesdays/Thursdays

· Toddlers – classroom trash, vacuuming the classroom, wiping down all shelves, sanitizing the toys, tables, and chairs, preparing the mop and mopping on Tuesday/Thursday

· Young Preschool - classroom trash, vacuuming the classroom, wiping down all shelves, sanitizing the toys, tables, and chairs, and mopping on Tuesday/Thursday

· Older Preschool - classroom trash, vacuuming the classroom, wiping down all shelves, sanitizing the toys, tables, and chairs, cleaning the bathroom

· Pre – Kindergarten - classroom trash, vacuuming the classroom, wiping down all shelves, sanitizing the toys, tables, and chairs, mopping Tuesday/Thursdays
Sick Policy: A sick child is to be kept at home. The wellness of all the children and staff at the school is jeopardized when a sick child is brought to school. It is beneficial for parents to establish a back-up caregiver for the days when their child cannot attend. Many communicable diseases start with cold like symptoms. If at any time the staff feels a child is too sick to remain in the classroom, they will call the parents and expect them or another adult whom they designate to promptly pick their child up. We do not offer sick care. If any of the following conditions exist, the parent will receive a phone call from the school requesting they pick up their child immediately:
– A temperature of 100.4 degrees or more
– Contagious diseases, not exclusive of chicken pox, measles, mumps, roseola
– Vomiting or diarrhea
– Impetigo, lice or ringworm until treated for 24 hours
– Severe cold with fever, coughing, sneezing, runny nose.
-Any type of throat infection until treated for 24 hours.

HDD asks that parents keep the staff aware of any illness their child may be experiencing to enable the staff to better care for each child as well as maintain the health of the other children at the school.
Allergy Procedure:  Each classroom has an allergy list posted.  This is a comprehensive list that contains the name of each child and the allergen that they have.  Some children are required to have an Epi Pen with them at all times.  Epi Pens are to be put in small red First Aid bag attached to the Emergency Contact Book for the room that the child is in. It is to be with that child’s teacher at all times.  The child’s file needs to have an Action Plan from the doctor.  If there is an allergy episode where an EpiPen is to be administered, the staff member with the child is to immediately administer the EpiPen.  Emergency services must be called, along with the child’s parents.  Below is an example of an Allergy List.
Hey Diddle Diddle Day School

Allergy List (July 2020)

	Amoxicillin & Penicillin

Amy Munz, 

Logan Musselman, 

Grace Burkholder, 

Ronan McCloy (Amoxicillin only)
	Asthma

# James Slonaker
#Alex Slonaker 

	Aquaphor

Pierce Konno
	Sulfa

Colleen Greim

	Peanuts/Tree Nuts

+ Colleen Greim 
	Aspirin
Hazel Sanders 

	Gluten

Grace Burkholder 
	Sulfa

Colleen Greim 


+ = epi pen





#= Inhaler
Since our re-opening from the global pandemic of Covid-19 in June 2020 we have had to make some changes to our daily routines in accordance with CDC and OCDEL guidelines, I have inserted our additional precautions and procedures to accommodate Covid-19, these were sent out to our families via Bloomz in May 2020.
       [image: image7.wmf]        
Hey Diddle Diddle Day School, Inc.

Little Diddle Preschool

215-654-9955 

Educating and caring for children from infancy to Kindergarten

OPERATIONS PROCEDURE TO ACCOMMODATE 

COVID-19 PRECAUTIONS AND REACTIONS

The following guidelines have been adapted from the recommendations put forth by the following resources:

The Center for Disease Control

American Academy for Pediatrics 

Chapter seven of Managing Infectious Disease in Childcare and Schools Caring for Our Children National Health and Safety Performance Standards and Guidelines for Early Care and Education Programs

Our Pennsylvania licensing agency, the Office of Child Development and Early Learning as forwarded the CDC guidelines and may offer Regulations later.  If a change in information or procedure is developed, you will be notified in a timely manner.  

Childcare and early childhood programs focus on the health and safety of their children as a top priority daily and these operating procedures will address additional precautions to further prevent the spread of this illness.  

In brief, what may be different when we reopen? 

Ratios/staffing

• Our current staff will return as the enrollment dictates the need.  The ratios have not changed other than the addition of a staff member dedicated to staggered breaks, escorting students to their class, and assisting a clean team.

Physical distancing

• We will concentrate on distancing as much as possible in our activities, increased outdoor time and by eating in two seating times or with additional seating.

Vigilant hygiene

• We will have an outdoor handwashing station and will concentrate on washing hands (students and staff) throughout the day at all transitions and at least every hour.

• Each student will need to come to school with their own zippered backpack large enough to fit their jacket, lunch box, water cup or bottle and a spare change of clothes in a Ziploc bag.  This bag will be handed off to us at drop off and your child’s teacher will unpack it and repack it at the end of the day.

• Each child will eat their own snacks from home, and lunch cannot be prepared or heated by the school.  What you pack from home will be lunch plate ready.  This does not apply to infants
Drop off / Daily health checks

• Will be outside at a meeting tent where parents will be able to say goodbye after a no contact temperature is taken. A designated teacher will escort them to their classroom. More details are within this document.

Personal Protective Equipment (PPE)

• All adults will need to wear protective face covering.  The designated school representative who will greet you at drop off will wear a face shield as well.  Staff will wear a picture of their uncovered face on their apron.

Exclusion criteria

• A child or staff member with a temperature of 100.4 or above or coughing will not be admitted to school until they are symptom free for 24 hours. A family with Covid within their home will quarantine as their medical provider dictates and will return with documentation from a doctor.

The school will take the following steps to prevent and to react to infection by the following methods with the knowledge that the virus is spread from person to person through contact.  
 

• Implement physical distancing strategies

1. Nap time, mats should have as much distance between them as possible.  Fold large mats to conserve space and position children head to toe when close.

2. Classrooms will be rearranged to provide as much space to our students as possible. 

3. Table time, lunch and snacks will be offered with additional seating to offer more distancing when needed and in two seating times for larger class sizes. 

4. Drop off spot, pick up spot. Only staff members will walk through the classrooms to limit the exposure of multiple adults.  

5. Limit the playground schedule one class at a time per playground area. Outside is the best means of physical distancing, therefore we will fully utilize the playground areas.

6. No extra curriculum classes or visitors inside to limit exposure to more adults. The exception will be for therapists meeting IEP needs.

7. Classroom rosters will remain consistent.

• Intensify cleaning and disinfection efforts

Consistent and frequent cleaning is more effective than a deep clean after hours.  Current information shows the virus does not live for extended periods of time on surfaces, therefore frequent disinfection throughout the day is more effective.  

1. Clean and Disinfect every toy every day using mesh bags each night

2. Hand washing station in every class to promote soap and water hand washing at every transition.

3. Clean the playground equipment after each class

4. Limit the number of toys accessible at one time.  Other options will be kept in each class to easily rotate the manipulatives.

5. Streamlined classroom arrangements for easier cleaning

6. Disinfect frequently touched surfaces, specifically morning, noon, night and when the class is outside.

7. Windows will be open in accordance with safety requirements for upper floors and or ventilation fans through the air conditioning units will be utilized to promote ventilation. 

8. Food will be handled using food handling gloves.  No food will be prepared or heated except in the infant room, Lunch and 2 snacks daily will be served and will be provided by families except optional pizza Fridays. We are unable to serve breakfast upon arrival.  

• Personal Belongings

1. Staff will keep their personal belongings in a contained bag or in a separate and designated personal area.

2. Every child will have a zippered backpack large enough to fit their coat, extra change of clothes and lunchbox.  Each lunchbox will be emptied into an individually labeled bin in the refrigerator in each class.

3. Drink cups and water bottles should be in the backpack at drop off and will be returned each day to their personal backpack as well.  If you would like your child to have milk with lunch, please pack a milk cup which will also be sent home each day.  Water cups/bottles will be kept in individual spaces for use throughout the day. All cups, infant bottles, water bottles will be sent home every day.  

4. Nap mats in separate storage spots with lovies from home.  No other toys should travel from home to school to be shared in the classroom.

• Modify drop off and pick up procedures

1. Parent Drop-Off and Pick-Up will remain outside at a designated protected area chosen to maintain physical distance for parents coming and going. This recommendation is to help us limit the amount of exposure inside the school by limiting the number of people in and out of the school each day.  
a. Parents will walk or carry your child to the area and will verbally sign your child in by greeting the designated staff members who will take your child’s temperature and brief health screen and any information about your child’s evening or morning.  This greeter will wash or sanitize their hands after each temperature taken with a non-contact forehead thermometer.

b. A staff member will be the drop off/pick up volunteer to walk all children to their classroom with personal belongings and at the end of the day, walk all children back to their parent or guardian and sanitize their hands after helping each child.

c. Infants could be transported in their car seats. We will store car seats out of children’s reach.

2. Hand hygiene stations/sinks will be in each classroom to enable children and staff can clean their hands before they join the group.

3. All adults will wear face mask or covering while on the premises. 
4. We will attempt staggering arrival and drop off times according to the needs of our families and plan to limit direct contact with parents as much as possible.
5. We will not be able to serve breakfast during drop off and maintain strict non cross contamination measures.  Please help us by eating breakfast before drop off.
6. Ideally, the same parent or designated person should drop off and pick up the child every day. If possible, older people such as grandparents or those with serious underlying medical conditions should not pick up children, because they are more at risk for severe illness from COVID-19. 
7. At PICK UP time, please message though Bloomz when you are on your way.  We will have your child’s belongings packed up and will meet you when you arrive.  
• Implement screening procedures upon arrival

1. Sign in for parents is verbally acknowledging the child and family is illness free, fever free

2. HDD will perform a visual health check of staff and students for signs of illness, which could include flushed cheeks, rapid breathing or difficulty breathing (without recent physical activity), fatigue, or extreme fussiness.
3. A child or adult with a temperature of 100.4 or coughing or respiratory distress will not be entered into the school until symptoms subside for at least 24 hours.
• Maintain an adequate ratio of staff to children to ensure safety.

1. When possible, we will keep full time staff with the same groups maintaining consistent exposure to the same adults.

• Personal Protection Equipment 

1. Face masks for under two is a safety hazard and facemasks for older children in childcare are not required.  

2. All adults will wear a face mask or covering for drop off and pick up.  When feasible, staff members will wear face coverings within the facility and a picture of ourselves uncovered on our apron. 
3. Gloves will be worn:
a. For all diapering and while assisting in the bathroom
b. While cleaning
c. While handling food
• Decision Making for exposure to Covid-19 

1. Communication to staff and parents concerning confirmed cases will be timely

2. All decisions about implementing school-based strategies (e.g., dismissals, event cancellations, other social distancing measures) should be made locally, in collaboration with local health officials who can help determine the level of transmission in the community. Information about level of transmission is available in CDC’s framework for mitigationpdf icon.
3. When a confirmed case has entered a school a letter from a doctor will be required to return to school.  The letter will include the date treated, the diagnosis, or presumed diagnosis, and recommendations for safe return to school.  
4. If the family member of a student is ill, the family will still be required to quarantine together, and the child excluded from school.

5. Any school in any community might need to implement short-term closure procedures again regardless of community spread if an infected person has been in a school building. If this happens, CDC recommends the following procedures regardless of the level of community spread:
a. Coordinate with local health officials. Once learning of a COVID-19 case in someone who has been in the school, immediately notify local health officials. These officials will help administrators determine a course of action for their child care programs or schools.
In conclusion, these guidelines are a compilation of current recommendations and the adaptations to our own buildings and programs.  This pandemic has been a constantly evolving event and will continue to follow this course for quite some time.  Our responsibility as your preschool and childcare is to work closely with you to continue to create a happy, healthy, safe environment for all.  Although the new procedures are purposefully sterile, we are a home and school community full of care and compassion and we will still bring this to you and your child’s Diddle experience.  We look forward to a day in the future where walking through your child’s school building without a mask returns to normal, however for now we will adapt and proceed.  We will remain diligent in communicating through Bloomz including pictures and video.  We will arrange virtual tours before school is officially reopened to highlight our newer safety protocol.
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Introduction of Face Shields for the kids aged 2 years and up,
The information surrounding the pandemic is rapidly evolving still and I want to send this communication to you as quickly as possible, although still somewhat unclear.  

This school has remained as diligent as possible where the pandemic and our regulations for operating are concerned.  We are in the PA yellow phase in Montgomery county however as you know there is a spike in cases nationwide.  

Right now, we are facing an evolving situation regarding face coverings and children ages 2 and up.  When we reopened on June 8, this was a recommendation from the CDC and not a regulation.  The difference is a recommendation only applies to circumstances that can support the idea, the regulation is resolute.  Last week, July 1, Governor Wolfe declared the necessity for all schools and preschools to have children ages 2 and up wear face coverings.  That directive did not include childcare/day care and our governing body, the Office of Childhood Development and Early Learning did not mandate the same practice as was for schools and preschools under the Department of Education.  Yesterday all licensed childcare centers were issued a directive with the requirement of face coverings for all staff and children ages 2 and up.

There is a discrepancy in our supervision regulation and having the children wearing masks.  The supervisory expectation of all Licensed childcare centers is:   Supervise—To be physically present with a group of children or with the facility person under supervision. Critical oversight in which the supervisor can see, hear, direct, and assess the activity of the supervisee.  If a child is wearing a cloth mask while under our supervision we cannot see or assess the activity beneath that type covering.  We know in theory written in a board room children 2 and up are not expected to have toys in their mouths, or leave the lunch table with food still in their mouths but those of us in practical situations know this happens and we are able to see and assess the situation.  We are constantly and consistently looking at every child, counting and recounting the group we are in direct supervision of to “assess the activity of the supervisee” and ensure health and safety to the best of our ability at all times.    
There are centers already requiring children to wear the masks this in our area, and there are centers who are hiring lawyers to fight this.  OCDEL will meet NEXT week to decide if this is a reasonable and safe request.  Additionally, President Trump is reviewing the CDC guidelines for schools right now and announced there will be changes in the recommendations that board has set forth.  Within my own director’s group we are receiving conflicting information from our individual inspectors.  

This leaves us in the center of indecision and lack of clear and safe guidelines and facts set forth by our governing bodies.  

Therefore, Hey Diddle has developed a plan to stay ahead of this development.  The school has ordered enough regulation approved children’s face shields for all our students 2 and up.  I will attach the picture; however, it is a headband decorated with various animals and has a clear shield attached.  This does fit the regulation and offers the health and safety we demand in our classrooms.  They will arrive on Monday along with a container for each child.  They will be kept at school in their cubby and used at school.  We will label the shield and the container for individual use and use a Sani-wipe to sanitize them at the end of the day.   You are welcome to order and supply your own if you wish, only if it is a clear face shield as in the picture. It is imperative to us that we can see your child’s whole face.  This is your preference, and not necessary as we have taken the liberty of supplying this type for you.  When we usher your child into their classroom we will wash hands and put on our mask.  The requirement is that we have our children wear face coverings when 6 feet of distance cannot be attained except when eating and sleeping.  At school this breaks down to circle and activity time, lining up to go outside, but if we continue to go outside in small groups, not during outdoor play.  There are exlcusions:

Children may be excluded from the requirement if there is a presence of a respiratory concern such as asthma, they cannot  take the mask on and off themselves, or there is another medical or other disability preventing the use of a face covering.  A message from you will keep us aware of your child’s exclusion. 

The regulation as it stands right now also states that if a child will not wear it or takes it off periodically that is ok.  We will not force any child to comply.  

I am not worried at all about how your children will react to the fun face covering.  One striking aspect of these turns of events as of late is how resilient and adaptable children are.  When we present something new with confidence and a smile it is easily met with their acceptance.  I have attached the picture of the face covering we will use and it does seem as a piece of a dress up collection.  We always hold our children as our top priority and they will remain there through this face covering requirement also.  This cannot present a source of stress or worry for our children and we will adapt as necessary to make sure of that.  

Transparency and honesty are one of our school’s guiding principles and there has never been a time where it is more important.  As you can see there are a host of questions and considerations with this last directive however, the school has enacted a plan to best adhere while adapting to our program and the needs of our children.  

I will keep you informed as this continues to evolve and want you to rest assured, we have a plan to continue to offer safe, social care and learning while adhering to guidelines.  I have attached the formal documents for your information. 
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As a school we will continue to follow these guidelines as well as those set by CDC and OCDEL and amend as needed. 
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