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CHILD CARE PROGRAM PLAN

Philosophy

EarlyVentures Learning Center provides professional, quality care to meet each child's physical,
emotional, social, and developmental needs during their time enrolled at our center. This is fostered
by allowing the child space to grow, to be themselves, and to enjoy their time with other children
and staff. EarlyVentures continuously strives to provide high quality care in a safe, nurturing
environment.

Goals

EarlyVenture’s goal is to provide a warm, loving, healthy, safe, and stimulating environment for
children while under supervision of staff at all times. All aspects of a child's development are
considered, including language, literacy, and communications; mathematics; social and emotional
development; approaches to learning; the arts; social systems; physical and movement
development; and scientific thinking.

We strive to keep parents actively involved in the care of their children while pursuing their own
goals. We invite parents to review our program plans at any time and contribute their ideas to the
EarlyVentures Site Leader or the Ventures Coordinator. Parents may review our program plan in the
Parent Handbook, located online and on site at EarlyVentures. The program plan will be annually
evaluated in writing by a staff person qualified as teacher status under DHS guidelines. Daily
schedules and descriptions of developmentally appropriate activities can be found in each
EarlyVentures classroom.

Enrollment Policy

EarlyVentures Learning Center is licensed to care for 88 children. The center is licensed for 14 infants
and a combination of 74 toddler/preschoolers. Enrollment cannot exceed 28 toddlers or 60
preschoolers.

Aninfant is a child at least 6 weeks old but less than 16 months, a toddler is a child at least 16 months
but less than 33 months, and a preschooler is a child who is at least 33 months old but has not yet
attended the first day of kindergarten.

Days and Hours of Operation

EarlyVentures Learning Center operates 51 weeks per year, Monday through Friday. The center is
open daily from 6:30 AM to 6:00 PM. EarlyVentures is CLOSED on the following days:

Labor DE})’_ New Year’s Day
Thanksgiving Day Memorial Day
Friday after Thanksgiving July 4™

Christmas Eve
Christmas Day
New Year’s Eve

At least 2 days before the start of the summer session
One week before the start of the fall session



EarlyVentures Learning Center reserves the right to close on days preceding or following these
holidays. Decisions regarding operation on release days will be made based upon a minimum child
enrollment and school district policies.

Program Options

The childcare center is licensed by the Minnesota Department of Human Services to care for children
ages 6 weeks to the first day of kindergarten. It is staffed by a combination of site leaders, teachers,
assistant teachers, and aides to meet required staff/children ratios at all times. The center offers five
separate classrooms to meet the diverse needs of EarlyVentures children.

INFANT: (Ages 6 weeks to 15 months) A loving atmosphere where intellectual and physical
development are stimulated with music, literacy, language, muscle development, and exploration of
the environment using age-appropriate equipment. A staff ratio of at least one adult to four children
is maintained.

TODDLER: (Ages 16 months to 35 months) The curriculum is designed to cover areas of physical
activities, language arts, creative thinking, socialization, communication, and self-sufficiency skills
with emphasis on exploration and discovery. A staff ratio of at least one adult to seven children is
maintained.

PRESCHOOL: (Ages 36 months until the first day of kindergarten) Opportunities are provided for
large muscle activities, dramatic play, community exploration, and socialization as well as the above
named activities. A staff ratio of at least one adult to ten children is maintained.

RATIOS

EarlyVentures follows the Department of Human Services Child Care Center Rule 3 guidelines for
staff to student ratios.

Infants will never exceed a 1:4 ratio

Toddlers will never exceed a 1:7 ratio

Preschoolers will never exceed a 1:10 ratio

FINANCIAL POLICIES AND PROCEDURES

Fees

EarlyVentures is a non-profit program operating on revenue collected from tuition. This programis
not funded from the ISD #659 general fund. Parents must contract with EarlyVentures Learning
Center for services needed and follow a weekly payment schedule. We reserve the right to drop a
child from the program when payment is delinquent. Families will also be responsible for any and all
additional collection fees accumulated while recovering monies on delinquent accounts. The rates
vary depending on age and schedule options.



Registration Fee

There is a non-refundable registration fee which must be submitted at the time of initial enrollment.
There is also a registration fee for each school year session and each summer session. Registration
fees will be discounted for those that are also enrolled in Hand in Hand preschool. The fees help
defray the cost of processing enrollment forms and immunization records, and most importantly,
they help with the center’s supplies.

Payment

Payment of your childcare account must be made in full each week. EarlyVentures strongly
encourages all families to consistently check their accounts online. Paper statements will only be
mailed one time per year unless otherwise requested in writing to the Ventures main office. Co-
payments for families on child care assistance are due bi-monthly on the 1st and 15th of each month.
Parents on childcare assistance will be responsible for any and all costs not covered by county
assistance.

ABSENCE

Please notify EarlyVentures if your child will be absent for any reason. Parents will be billed for all
scheduled days. Please remember, if your child is at EarlyVentures, they will need to be well enough
to participate in all activities, including outdoor play.

CHANGE OF SCHEDULES

A permanent change of schedule requires a one month written notice and a $50 change of schedule
fee will be charged to your account.

ARRIVAL & DEPARTURE

Parents must sign their child(ren) in each morning upon arrival in order to transfer responsibility of
care from the parent to authorized EarlyVentures staff. Once the child is signed in, parents may bring
the child to the group, allowing for EarlyVentures staff to facilitate the parent’s departure.

Upon departure, parents must sign the child(ren) out and let the EarlyVentures staff know that he or
she is leaving. Once the child is signed out, he or she is no longer the responsibility of EarlyVentures

staff. All children must be picked up by 6:00 p.m.

If you will be late, you MUST notify EarlyVentures. Parents will be charged $1 for every minute late
according to the classroom’s clock. Multiple late pick-ups can result in termination of care.

Late Pick-Up

EarlyVentures closes promptly at 6:00 p.m. as staff’s day end at this time as well. All children MUST
be picked up by 6:00 p.m. If you will be late, you MUST notify EarlyVentures. Parents will be charged



$1 for every minute late according to the classroom’s clock. (If you receive childcare assistance, you
will be personally responsible for this charge.) Every attempt will be made to contact parents and
authorized persons. 911 will be notified at 6:30 p.m. if a child remains at the center. Multiple late pick-
ups can result in termination of care.

EMERGENCY CLOSING PROCEDURES

Emergency Closing or Early School Dismissal

e If schoolis closed for the day because of severe weather, EarlyVentures will be closed that
day.

e If school has a delayed starting time, EarlyVentures will have a two-hour late start time of
8:30 a.m.

e If schoolis dismissed early, EarlyVentures will close at 2:30 p.m.

Notification Online Alerts
= Kare TV (Channel 11) = Kare 11 School Alert- On this site, you can
=  KMSP TV (Channel 9) sign up for email alerts indicating when
»  KSTP TV (Channel 5) your district is closed.
= WCCO TV (Channel 4) = KMSP (Fox 9 News)- School Closings
=  WCCO Radio (830 AM) = KSTP 5- School Alerts

e (Creditis not given towards Ventures programs for days or time missed due to emergency
closings.

WITHDRAWAL FROM PROGRAM
Once registration forms are received, EarlyVentures requires a one month notice for all withdrawals
as your spot has been secured and staff have been put into place. This one month notice must be

written and signed by a parent/guardian. If there is no notification, a one month change will
automatically be assessed. These costs will appear on the final bill.

PARENT INFORMATION

Important parent communication will be sent via email, Seesaw, or as a hard copy that can be found
in your child’s cubby. There may also occasionally be signs or posters advertising upcoming early
childhood or family events. Please make sure to check cubbies daily.

RELEASE OF CHILDREN

Children will be released only to their parent/guardian or to the authorized pick-up indicated on your
emergency card or registration form. Staff will ask for picture I.D. from persons not familiar to them.



If anyone other than the authorized persons will be picking up your child, you must turn in a signed
and dated note to staff PRIOR to the scheduled pick-up time.

ENROLLMENT FORMS

EarlyVentures must have the following forms on file for each child:

1. EarlyVentures Contract for Services

2. Emergency Card

3. Immunization Record

4. Health Care Summary (completed by your child’s doctor)

5. Infant Dietary Instructions (if applicable)

6. Health Updates

*Children may not attend EarlyVentures until all forms are completed and up-to-date.

It is the family’s responsibility to keep us informed of changes in your child’s file. (i.e. changes in

employment, phone number, address, authorized contacts, etc.) Please submit these changes in
writing.

CONFERENCES AND TOURS

Parents may request a conference or tour with either the Ventures coordinator or the site leader
before their child is enrolled in the center. The conference will help familiarize families with the
program, EarlyVentures policies and procedures, and the center’s space, including their child’s
classroom. Staff will also ensure that the family’s paperwork is complete and up-to-date as well as
answer any questions.

Conferences on a child's progress in the program will be offered to the parent twice per school year.
A written assessment will be provided that will report on a child’s academic, physical, social, and
emotional development. These conferences may be done via phone if it is more convenient for the
family.

OUTSIDE CHILD CARE SERVICES

While EarlyVentures cannot prohibit employees from providing child care services outside our typical
program and hours, it is strongly discouraged. EarlyVentures will not be responsible for any acts or
omissions of an EarlyVentures employee should they provide families with outside services.
BIRTHDAYS

Due to district policy, we are not able to celebrate birthdays with a sweet treat (cookies, cupcakes,
donuts, etc.) Families are more than welcome to provide a treat that is not food related (stickers,

pencils, etc.), but it is certainly not necessary.

Children will be recognized and celebrated in their classroom when it is their birthday through items
and rituals that do not involve food.



In order to be fair to all children, we request parents handle party invitations outside of the program.
It is NOT EarlyVenture’s staff responsibility to hand out invitations.

INSURANCE

EarlyVentures Learning Center is insured through the ISD #659 insurance carrier. The center does not
operate any vehicles for the transportation of children. Staff are not authorized to transport children
in their personal vehicles under any circumstances.

CHILDREN'S ATTIRE

Children should be adequately dressed for indoor and outdoor activities EVERY day. Winter outdoor
play will require jacket, snow pants, boots, hat, and mittens or gloves. All belongings should be
labeled with the child's name. A lost and found is available within the childcare center for parents to
check periodically. EarlyVentures Learning Center will not be responsible for lost or missing items.

An extra set of clothing should be sent with children or left at the center. All items children bring
should be clearly labeled with the child's name and left in the child's cubby. Dirty clothes will be sent
home each day. When extra clothes or winter outdoor clothes are needed and are not available,
parents will be notified and required to bring them.

All children in diapers will be checked each hour and changed as needed. Parents are required to
provide diapers and wipes for their child. Parents will be billed $1.00 per diaper change when diapers
have not been provided from home.

Please have shoes for your child at the center each day. No boots, stocking feet, slippers, flip-flops,
or bare feet in the classrooms.

HEALTH AND IMMUNIZATION

A medical record will be maintained for each enrolled child. A current health care summary, including
any known allergies or health concerns, and an immunization record must be on file for each child.
These forms must be completed and turned in to EarlyVentures BEFORE the child can attend. The
center will provide all necessary forms that must be signed by a physician. Children moving up to the
next classroom must have immunization records updated by their physician. Children under 24
months must have yearly exams.

ALLERGY PREVENTION AND RESPONSE

Before a child can attend EarlyVentures, parents must provide documentation of any known allergy.
EarlyVentures will maintain current information about the allergy in the child’s file and an ICCPP
(individualized child care program plan) will be developed. The ICCPP will include a description of the
allergy, specific triggers, avoidance techniques, symptoms of an allergic reaction, and procedures for
responding to an allergic reaction, including medication, dosages, and a doctor’s contact
information. EarlyVentures staff will review ICCPPs at least annually or following any changes made



to allergy-related information in a child’s file or on their ICCPP. Documentation of staff review will be
kept on site at EarlyVentures.

Children’s allergy information will be readily available at all times including when on site and when on
field trips. Allergy information will also be readily available to all EarlyVentures staff in areas where
food is served.

EarlyVentures staff will contact a child’s parent or legal guardian as soon as possible in any instance
of exposure or allergic reaction that requires medication or medical intervention. EarlyVentures will
call emergency medical services when epinephrine is administered to a child during care.

MEDICATION POLICY

Whenever a child requires oral or surface medication, including over the counter medications,
parents must fill out a written authorization form. A separate form is needed for each medication.
The form includes: child's name, name of drug, quantity to be dispensed, time to be dispensed,
doctor’s authorization, and any special handling needed. Medication must be in the original
container with legible information. Any container that does not meet these requirements will be
returned to the parents. The staff member who administers the medication will indicate the date and
time a medication was given, print their name, and sign the form. These records will be kept in the
child's file. Written authorization is required by parents for the administration of syrup of ipecac.

CHILD CARE CENTER HEALTH POLICY

Diapering Procedures: Each child must have their own supply of diapers. The center has extras only
for emergencies. The following is the diapering procedure that we follow:

e Put clean paper on the changing table.

* Wet 3 or 4 paper towels, if the parent has not supplied the child with diaper wipes.

¢ Wash the child's bottom, apply diaper product (if applicable), and apply a fresh diaper.

* Dispose of the diaper and paper in the diaper pail.

e Take the child to the sink and wash their hands and face with warm running water and soap.

¢ Dry the child.

e Staff must wash and dry their own hands after each child with warm running water and soap.

* Note on the chart: child's name, time of day, wet, dry or BM.

Toileting: Children must be fully potty trained and able to use a typical toilet independently by the
time they reach four years of age. Should a child that is four years or older have a poop accident,
parents will be called and asked to pick up their child. Should a child that is four years or older have a
pee accident, they will be asked to change in to their spare set of clothes. Soiled clothes will be put in
a plastic bag for parents to take home. Should children that are four years or older have more than
one accident in a day, parents will be called and asked to pick up their child. If a child continues to
have frequent accidents on a daily basis, EarlyVentures may terminate care until the child is
completely potty trained. Written warning will be given to parents before this action takes place.
Children may not move up to the Butterfly Room unless they are fully potty trained.

10



Handling and Disposal of Bodily Fluids: Surfaces that come in contact with potential bodily fluids,
including blood and vomit, must be cleaned and disinfected according to MN Rules, part 9503.0005,
supart 11. Per guidelines, EarlyVentures will have disposable gloves, disposable bags, and eye
protection on site. Blood contaminated material must be disposed of in a plastic bag with a secure
tie and sharp items used for a child with special care needs must be disposed of in a “sharps
container.” The sharps container will be stored in the Longfellow nurse’s office, out of reach of
children.

Medical Conditions: Lesions, open wounds, potentially infectious sores, or skin conditions that may
discharge on a child’s body will need to remain covered while children attend EarlyVentures. This
policy is strongly enforced to protect others from the potential of exposure to bodily fluids.
EarlyVentures will change bandages or re-apply them as necessary. Parents may be required to
supply bandages or dressings that are needed.

Naps and Rest: A crib will be provided for all infants in which the center is licensed to provide care.
All cribs will conform to federal crib standards and EV staff will follow DHS regulations in adhering to
crib safety standards, including routine crib inspection requirements. All EarlyVentures staff will also
receive annual training in the reduction of risk of sudden unexpected infant death.

All cribs will have a firm mattress with a fitted sheet that is appropriate to the mattress size that fits
tightly on the mattress, and overlaps the underside of the mattress so it cannot be dislodged by
pulling the corner of the sheet with reasonable effort. Infants may only be placed in a crib with a
pacifier (optional) and inside a sleep sack (optional). Infants may only be swaddled in a sleep sack if
written consent from a parent has been received and the infant has not yet begun to roll over on its
own.

All infants will be placed on their backs for all naps. Parents that do not wish to have their child
placed on his or her back will need a signed physician approval form before EarlyVentures will
accommodate the request. EarlyVentures will also require parents to sign a waiver stating that ISD
#659 and its employees cannot be held liable. An infant who independently rolls onto its stomach
after being placed to sleep on its back may be allowed to remain sleeping on its stomach if the infant
is at least six months of age or EV has a signed statement from the parent indicating that the infant
regularly rolls over at home.

Should an infant fall asleep before being placed in a crib, EV will move the infant to a crib as soon as
is practicable. The infant will always be in sight of EV staff until being placed in a crib. Should an
infant fall asleep while being held, EV staff will consider the supervision needs of the other childrenin
the classroom when determining how long to hold the infant before placing the infant in a crib to
sleep. The sleeping infant will never be in a position where the airway may be blocked or with
anything covering the infant’s face.

Prior to toddler and preschool naptimes, each child will use the toilet or be diapered and hands will
be washed before going to the nap area. Small blankets and pillows may be brought from home and
laundered weekly or when soiled; no sleeping bags or bed pillows please. Adults will rock toddlers
and comfort other children (rubbing heads, backs, etc.) as needed. All cribs and cots will be placed so
there are clear aisles and unimpeded access for both adults and children on at least one side of each
piece of napping and resting equipment. After 30 minutes, all children that have rested quietly and
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are awake may go into another area for quiet play. As children awake, they will join the others in the
play area.

Food storage: Milk and formula will be kept refrigerated at all times. As with other food, milk or
formula not consumed by the child during normal feeding times will be disposed of. At the next
feeding, fresh milk or formula will be offered. When parents bring bottles, they will be placed in the
refrigerator until feeding time. A separate bottle is required for each feeding time. All bottles and
infant food items must be labeled with the child’s name. Food supplements and medications will be
given to children only with a signed statement from the parent and the physician. Whenever a child
requires oral or surface medication, parents must fill out a written authorization form. Parents shall
provide the center with the child's diet plan, as recommended by their physician, and the eating
habits of their child.

MEALS AND SNACKS

The center will provide morning and afternoon snacks. Hot lunch is available when school is in
session and billed at the elementary school rate. Free and reduced lunches are available during the
school year for those who qualify. Free/reduced lunches are not available during the summer session.
A menu is available at the beginning of each month. These lunches are payable in advance and are
billed separately from tuition. Children that prefer cold lunches should bring a bag lunch clearly
labeled with their name. Pop and juice boxes will not be allowed in cold lunches as milk is required.
Milk will be available and will be billed separately. Foods that need to be microwaved will not be
allowed except in the infant room. Cold lunches must meet USDA requirements. Supplements will be
provided if necessary at a cost to the parent of $0.75 per item.

Northfield Public Schools Department of Nutrition Services is responsible for providing hot lunches
as EarlyVentures does not prepare food on site. Nutrition Services follows all procedures and
practices that are in compliance with the requirements for food and beverage establishments in
chapter 4626, which include: hand washing; maintaining hot and cold food temperatures at safe
levels; washing of food, utensils and equipment; and serving of food.

SICK CHILD/ABSENCE

Please notify EarlyVentures if your child is ill or will be absent. Parents will be billed for all scheduled
days. Please remember, if your child is at EarlyVentures, they will need to be well enough to
participate in all activities including outdoor play.

If children receive over the counter medication before they arrive at EarlyVentures, parents must
inform EarlyVentures staff. If a child becomes ill while at the center, staff will make arrangements
with the parent for pick-up of the child. Sick children will be isolated, but supervision will be
maintained at all times. A parent is required to inform the center within 24 hours if their child
contracts a contagious disease. EarlyVentures will post the information the same day that any
contagious disease is reported. The health department will be notified of any reportable disease or
illness.
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A child with any of the following conditions or behaviors is considered a sick child and must be
isolated from other children at the center. The family will be called immediately and the sick child
will be isolated on their cot/crib until the parent can pick them up.

Conditions: A contagious illness or condition as specified in Minnesota Statute rule 3 part 4605,7040,
or:

1. A child with chicken pox, until the lesions are crusted over.

2. A child who has had 3 loose stools since admission that day.

3. A child who has vomited since admission that day.

4. Any bacterial infection that has not completed 24 hours of antimicrobial therapy.

5. A child who has ringworm or scabies that is not treated.

6. A child who has lice that has not been treated or any nits remaining in the hair.

7. A child who has a 100 degree temperature or higher.

8. A child who has an undiagnosed rash or sore, discharging ears or eyes, or discharging lesions on
their body.

Children must be fever-free for 24 hours before they can return to EarlyVentures. Sick children will be
supervised at all times.

EMERGENCY AND ACCIDENT PROCEDURE POLICY

1. Administering First Aid: All staff members will be trained in Red Cross First Aid and infant and child
CPR. In the event of an accident, a staff member will evaluate the accident and decide on the
appropriate course of action. Minor accidents such as scraped knees, etc. will be washed with warm
water and soap. A bandage will be applied. Parents will be informed of any such incidents upon pick-
up. Accident reports will be filed any time it is necessary to call parents or if the incident requires
treatment by a physician. A report must be filed with the Commissioner within 24 hours of any injury
requiring medical care.

2. Accident Prevention Procedures:
A. Injury: Equipment will be kept in good repair. All sharp items such as scissors and knives
will be kept out of the reach of children. Blunt end scissors will be used by children.

B. Burns and Electrical Shock: All outlets not in use will be covered. Cords that are being
used will be placed in outlets out of the reach of children. Use of electrical equipment in
the children’s play area will be kept to a minimum. Items that produce heat will not be
allowed in the children's play areas. Water at the faucets will not be more than 120
degrees to prevent scalding. Flammable items such as gas or lighter fluid will not be
stored at the center. Storage areas will be kept free of combustible material and trash.
Furnishings will not be highly flammable.

C. Poisoning: All medication and toxic substances, such as household cleaners will be
placed in/on shelves out of reach of children. All staff will be instructed on items that are
toxic and on the proper storage of such items. Staff will know procedures for accessing
the poison control center.

D. Aspiration or Choking: Food items will be chosen carefully and foods difficult for
children to chew or eat will not be served. Toys will also be chosen for the appropriate age
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levels. Small and easily broken toys, balloons, and toys with loose parts will not be
allowed. All staff will be trained in CPR.

E. Suffocation: Plastic bags and other materials that could cause suffocation will be kept
out of the reach of children. The area will be checked regularly for items that may cause
suffocation and these items will be immediately removed.

F. Traffic and Pedestrian Accidents: Corridors will be kept clear for easy exits and traffic
patterns. Floors will be safely carpeted or tiled and the center will have adequate lighting.

EarlyVentures staff will conduct a daily inspection of potential hazards in the center and
on the outdoor activity area.

3. Fire Prevention and Procedure:
A. Fire Evacuation Plan: The fire evacuation routes are posted in each room. They are
located next to the doors and show the closest outside exit as well as secondary exits. The
center will conduct routine fire drills to be prepared for any fire that could occur.

B. Fire Drills: All staff and children will participate in routine fire drills. The fire evacuation
routes will be discussed and a record kept of all drills, indicating the date and time drills
were practiced. A procedure to account for all children will be part of each drill. Staff will
be trained to know who is responsible for which areas and the phone number of the local
fire department.

C. Procedure in the Event of a Fire: Staff will know the location and proper use of a fire
extinguisher and how to close off the fire area. All staff will participate in fire drills to
provide proper training in how to carry out fire procedures.

4. Natural Disasters:
A. Tornadoes: In the event of a tornado, staff will gather all children together and go to the
designated tornado safety area. All children will be instructed to remain seated until danger
has passed. The center will maintain a log of the dates and times of monthly tornado drills
from April to September.

B. Blizzard: In the event that parents are delayed in picking up their children, the center will
remain open to care for the children until the parents arrive. EarlyVentures will follow ISD
#659 school closing policies.

C. Other Natural Disaster: In the event that there is a natural disaster, EarlyVentures will
follow ISD #659 policies and procedures.

5. Missing Child: When staff are unable to locate a child, all children will be asked to sit in one room.
A check by all available staff will be made of the center and surrounding area. If the child is not

located, the person in charge will notify the Northfield Police Department and the child's parents.

6. Release of Children: Children will be released only to their parents or persons authorized on the
emergency card. No one other than the authorized person will be allowed to pick up children from
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the center. If an unauthorized person attempts to pick up a child, parents will be notified, and if
necessary, 911 will be called.

7. Incapacitation or Suspected Abuse: In the event a person who is incapacitated or suspected of
abuse attempts to pick up a child, the caregiver is directed to release the child only to those persons
who are authorized. If the caregiver suspects an authorized person of being incapacitated or a
suspected abuser, the child must still be released. The caregiver is then mandated to report the
suspected neglect or abuse to the Northfield Police Department and/or the Rice County Human
Services Department.

8. Abandoned Child: If a child is still at the center after the regular closing time, the staff person will
contact the parents. If the parents cannot be reached, the staff will contact all other people listed on
the child's emergency card to pick up the child. The center will remain open until the child is picked
up. If a child remains at the center at 6:30 p.m., 911 will be notified.

9. Source of Emergency Medical Care: Northfield Hospital

10. Accident Reports: A log will be kept of all accidents that occur at the center. The written record
must contain the name and age of the person involved; date and place of the accident; injury or
incident; type of injury; action taken by staff; and to whom the accident, injury or incident was
reported. This log will be reviewed at least semi-annually and steps will be taken to prevent accidents
from re-occurring.

Should a serious injury or death occur while a child is in EV’s care, EV staff are required to report the
incident within 24 hours of being notified of the incident. The report will be submitted electronically
to DHS on the Child Care Center Serious Injury and Death Reporting Form.

EMERGENCY PREPAREDNESS

EarlyVentures has a written emergency preparedness plan using the Child Care Emergency Plan form
developed by the commissioner. This plan includes: procedures for an evacuation, relocation, shelter-
in-place, and lockdown; a designated relocation site and evacuation route; procedures for notifying a
child’s parent or legal guardian of the evacuation, relocation, shelter-in-place, and lockdown,
including procedures for reunification with families; accommodations for a child with a disability or a
chronic medical condition; procedures for storing a child’s medical necessary medicine that facilitates
easy removal during an evacuation or relocation; procedures for continuing operations in the period
during and after a crisis; and procedures for communicating with local emergency management
officials, law enforcement officials, or other appropriate state or local authorities.

PERMISSION SLIPS

Field trips will be announced in advance and parents will be asked to sign permission slips for any trip
taken by the center that would require transportation. Parents will be asked to sign a blanket
permission slip for trips that are within walking distance from the center, i.e. parks, library or local
businesses. Students training in the fields of childcare and education occasionally visit EarlyVentures
for observation, practicum, or student teaching. Parents will be asked to sign permission forms
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before their child participates in any formal observation. Parents will also be asked to sign a form
before their child's picture is used for publicity.

SECONDARY PARKS

Our secondary parks are Odd Fellows Park, Way Park, and Cherry Park. Parks are within walking
distance of Longfellow school.

PROGRAM QUALIFICATIONS

e Children that are four years old and older are expected to be toilet trained and to be able to
use a typical toilet independently.

e Children must be able to independently participate in developmentally appropriate group
settings with similar age peers.

e Children must be able to independently follow simple directions appropriate to the child’s
age.

e Children must have the ability to play and work cooperatively with similar age peers without
adult facilitation.

e Appropriate to the child’s age, children must be able to safely and successfully transition
from one activity to another.

e Children must be able to be successful in a group setting that is consistent with the
Department of Human Services staff to student ratios for child care.

e Appropriate to the child’s age, children must be able to independently participate in the
general education curriculum.

POLICY ON SERVICES TO CHILDREN WITH SPECIAL NEEDS

EarlyVentures is not designed to provide long-term 1:1 assistance for children. If a child receives 1:1
student support in the classroom, or has a behavior plan developed, EarlyVentures must have a
meeting with the family prior to the start date in order to determine the appropriate level of support
needed to help the child be successful. Information regarding a student’s needs will not be used to
prohibit a child’s enrollment in EarlyVentures, unless it is determined they will need significant
assistance beyond our program’s capabilities.

Rationale: As a public institution, Northfield Public School’s Community Services Division strives to
provide equal access and opportunity for all people. However, since programs offered through
Community Services are fee based, our program is equally obligated to provide affordable services
for the broadest possible spectrum of the population. Unlimited access for children with special
needs would significantly increase costs and could result in the complete elimination of multiple
programs. Limiting access to only those children who can be included with no additional support,
though, is clearly not in keeping with our mission as a public agency. Accordingly, this policy has been
developed after reviewing case law regarding program access of a community service for disabled
individuals under the rehabilitation act. The purpose of the policy is to provide maximum access for
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children with special needs while preserving the affordable nature of the program for the public at
large.

Pre-enrollment Conference and Release of Information: Parents of a child with special needs who
wish to enroll the child in EarlyVentures are asked to contact the Ventures Coordinator. A pre-
enrollment conference will be held to discuss the nature of the special need and the extent of
support services which are needed. At this conference, parents will be informed of the Community
Services policy of consulting with school staff and examining student files if the child is enrolled in
the Northfield Public Schools. If the child is not enrolled in programs provided by the Northfield
School District, parents will be asked to sign a release of information for other agencies/schools that
are currently providing services for the child. These releases are not mandatory in order for services
to be provided, but will result in a more complete individual service plan.

Provision of Additional Financial Resources: If it is determined that additional financial resources are
necessary in order to make the program accessible and beneficial, the following procedures will be
used.
1. Modifications which are necessary to make facilities accessible will be undertaken by the
school district if they are economically feasible. These may include but are not limited to
bathroom grab bars, wrist operated sinks, etc. If these modifications are not feasible,
providing accessibility through use of mobility aides, etc. will be pursued. In these cases, the
provisions included in Item 2 will apply.

2. Items which are considered personal support services are the responsibility of the specific
program in which that particular child is involved, provided that they do not increase the cost
of the service by more than 5%. If the cost does exceed 5%, additional costs will be the
responsibility of the parent. Examples of personal support services may include, but are not
limited to, transportation, mobility aides, behavior management aides, and/or nursing
services for children that are medically fragile or have multiple handicaps.

3. Should it be necessary for parents to seek financial assistance to cover increased costs,
EarlyVentures staff will be available to assist them in locating possible sources of help
through community agencies and organizations.

Implementing and Monitoring the Individual Service Plan: The coordinator of a particular program
in which the child is enrolled will be responsible for developing a service plan. This plan must be in
place within 1 week of the date on which the child began using the service, and a summary of the
plan will be reviewed with the parent and placed in the child's file. Site visits from special education
staff or staff of other agencies that provide service to the child will be arranged to obtain input and
suggestions. Consultation with classroom teachers will also be scheduled as appropriate. The
Ventures Coordinator is responsible for obtaining this information, including it in the child's plan, and
making sure that any staff members who work with the child are familiar with the contents of the
plan. All individual service plans must be reviewed and approved in writing by the Ventures
Coordinator and the parent of the child. Modifications in the service plan will be made as necessary
with joint approval of parents and staff. Any changes in the plan will be documented in writing and
placed in the child's file. Any information concerning the child that is written in the staff log will be
shared with the parents in a timely manner.
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Policy on Behavior Management: Children who have been specified as special education students or
students whose behavior cannot be managed through the application of existing behavior guidance
policies that are in place for the various programs, will be considered special needs children for the
purpose of this policy. This definition will be applied whether behavior problems result from
temporary individual stresses, mental impairment, as a result of neglect or abuse, or as a result of
long term emotional and behavioral disorders. In cases when these behaviors are documented prior
to the enrollment of the child, the procedures used will be the same as those described previously
for serving children with special needs. If the problem surfaces after the child is enrolled, a
conference will be scheduled in accordance with existing behavior management policies. The
purpose of the conference will be the same as that of the pre-enrollment conference already
described. Timelines for the development and implementation of an individual service plan will also
be the same as those previously mentioned.

Termination of Services: If the staff determines that an individual behavior guidance plan is not
effective and no other options are available, it is possible that service will no longer be provided for
that child. Termination of services will be considered if the child constitutes a danger to other
participants, him/herself, if behavior is so disruptive that it prevents the accomplishment of overall
program goals, if the child cannot participate in a group setting with similar age peers, or if the child
consistently requires more staff attention than is allotted in licensing ratios. The decision to
terminate services will be the responsibility of the Ventures Coordinator.

BEHAVIOR GUIDANCE POLICIES

The center’s daily scheduling, curriculum plans, classroom arrangement, and staffing pattern are
designed to promote positive and enjoyable learning experiences, including respectful and trusting
relationships between adults and children. To provide for the safety of all children, as well as the
individual development of each child’s self-help and self-control skills, staff maintain daily routines
and provide appropriate limits for each group. These routines and limits are frequently discussed and
defined with the children. Consistency and knowing what to expect throughout the day helps
children develop a sense of trust and understanding of their environment and encourages self-
control. The goals of child guidance are to help children develop safe and appropriate ways of
interacting with others and with the environment and to develop internal self-control. Young
children learn by experimenting, testing limits, and experiencing logical consequences of their
behavior.

EarlyVentures operates on the premise that young children are never “bad.” Many discipline
problems arise from too much excitement or over stimulation, rather than direct disobedience.
Continual positive reinforcement will be used to encourage acceptable behavior. Staff work towards
changing behaviors using positive techniques. These techniques include, but are not limited to the
following:

1. Working with the children to develop rules that are stated at the children’s developmental
level.

2. Clarifying the consequences of not following rules before an incident occurs.
3. Having age-appropriate expectations for children.
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4. Allowing children time to practice following new rules and acceptable alternatives to
problem behavior in order to reduce conflict.

5. Reinforce desirable behavior by praising or rewarding the child. When the child realizes
that attention comes from appropriate behavior, that behavior is more likely to continue.

6. Provide immediate and directly related consequences for a child’s unacceptable behavior.
7. Ensure that each child is provided with a positive model of acceptable behavior.

8. Redirect children away from the problem toward a constructive activity in order to reduce
conflict.

9. Teaching children how to use acceptable alternatives to problem behavior in order to
reduce conflict.

10. Short breaks, which are noted and logged.
11. Protect the safety of children and staff persons.

Biting: Unfortunately, biting is a natural development stage that many children go through and it is
one of the most common and difficult behaviors in a child care setting. Biting can occur without
warning and it provokes a strong emotional response from all involved parties. Biting typically tends
to be a temporary stage, most common in children ages 13-24 months. Toddlers may bite for a
number of reasons as they are in the process of learning socially acceptable responses to their
environment and given situations. Toddlers often bite as a result of teething, frustration, over-
stimulation, impulsiveness, excitement, lack of self-control, attempting to get attention, lack of
verbal skills, or even hunger.

EarlyVentures staff work with all children to promote socially acceptable responses and behaviors.
Biting is addressed in all classrooms, but a consistent curriculum is used more specifically in the
toddler room. The curriculum includes a variety of age-appropriate books about biting and an
assortment of games that help children learn what teeth are used for and when teeth should not be
used. Group time often includes questions such as, “What do we put in our mouth?”, “What are our
teeth for?”, and “What can we eat?” as well as having children practice “using their words.” “No
Biting” pictures are also posted in the room.

EarlyVentures staff also complete an annual training called “When Biting Happens” to review helpful
tips on biting prevention as well as circumstances or situations that often provoke biting.

Should a biting incident occur at EarlyVentures, staff address the biter in a firm, matter-of-fact voice
(not angry or yelling) saying, “No biting. Biting Hurts! Teeth are for eating food.” Staff comment on
how the other child is feeling. “Look, is crying. S/He is crying because you bit him/her.
Biting hurts.” Staff may also have the biter comfort the other child by bringing them an ice pack. The
biter is redirected to another activity or separated from the group and placed on a break. The child
that has been bitten is comforted and the bitten area is washed with warm water and soap. An ice
pack is applied. The biter sees the sympathy and comfort towards the bitten child. An incident report
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is filled out by staff and logged in the incident binder. Families of both the biter and the bitten are
notified.

Should a child bite repetitively, staff will meet with the biter’s parents to create a biting plan of
action. Every biting occurrence, including attempted bites, will be charted and location, time,
participants, behaviors, staff present, and circumstances will be indicated. Staff and parents will look
for any patterns in the biting and both will consistently encourage the use of words to express
feelings and emotions. Biting plans will be tailored to the individual child and appropriate steps will
be implemented.

BEHAVIOR POLICIES

If staff’s attempts at discipline do not work and a child continues to exhibit persistent unacceptable
behavior, the following will occur in the EarlyVentures preschool classrooms:

1. Parents will be notified, informing them of the reason for referral, previous action by staff,
and the actions taken by the disciplinary personnel. Staff will continue to observe the child’s
unacceptable behavior and record incidents and staff responses.

2. When a child’s behavior is continually upsetting or dangerous to others or the staff, a
conference will be called with the parents. A behavior plan will be developed. The plan will
include specific details working towards eliminating the behavior problems. Suggestions may
include, but are not limited to, environmental changes, incentive programs, more direct
services and/or professional services, and referrals for behavior assessments.

3. If the problem is still not resolved, the following actions will occur:

Behavior Incident Reports: A Behavior Incident Report is completed when a serious
disciplinary action occurs. Behavior such as violent outbursts, willfully hurting other children,
throwing objects, inappropriate language, leaving the room/building/group, verbal or
physical abuse of the staff, not listening to staff or following directions, creating an unsafe
environment, or the inability to adjust to the program guidelines will be considered serious
disciplinary concerns. Charges will be assessed for behavior leaves resulting in 1, 3, and 5 days
off. Should a child receive a sixth Behavior Incident Report, charges will end with the last
date of service, and alternate care must be found immediately as the child will not be allowed
to return to the program.

1st Behavior Incident Report: Parents/guardians, site staff, and child will discuss the
behavior to resolve the situation. Parents/guardians will be informed that "should a
second Behavior Incident Report occur, a meeting will be scheduled to include the
parent/guardian, child, site staff, and Site Leader."

2nd Behavior Incident Report: Parents/guardians will be contacted for a meeting to
include the parent/guardian, child, site staff, and Site Leader. The process continues
should a parent/guardian refuse to attend a meeting. Parents/guardians will receive a
written warning that "should a third Behavior Incident Report occur, the child will
need to take a one day leave of absence from the program."
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3rd Behavior Incident Report: Parents/guardians will be notified by telephone or in
person that the child will need to take a one-day leave of absence from the program
on the next scheduled day. (Fees will be charged during this absence.)
Parents/guardians will receive a written warning that "should a fourth Behavior
Incident Report occur, the child will need to take a three-day leave of absence from
the program."

4th Behavior Incident Report: Parents/guardians will be notified by telephone orin
person that the child will need to take a three-day leave of absence from the program
beginning with the next scheduled day. (Fees will be charged during this absence.)
Parents/guardians will receive a written warning that "should a fifth Behavior
Incident Report occur, the child will need to take a five-day leave of absence from the
program."

5th Behavior Incident Report: Parents/guardians will be notified by telephone or in
person that the child will need to take a five-day leave of absence from the program
beginning with the next scheduled day. (Fees will be charged during this absence.)
Parents/guardians will receive a written warning that "should a sixth Behavior
Incident Report occur, the parent/guardian will be required to find alternate child
care immediately. The child will not be able to return to the program. Charges will
end with the date of the sixth Behavior Incident Report.

6th Behavior Incident Report: Parents/guardians will be notified by telephone or in
person that alternate care will be needed immediately, as the child will not be able to
return to the program. Charges will end with the date of the sixth Behavior Incident
Report.

EarlyVentures Prohibits the Subjection of a Child to Corporal Punishment: This includes, but is not
limited to, rough handling, shoving, hair pulling, ear pulling, shaking, slapping, kicking, biting,
pinching, hitting, or spanking.

EarlyVentures Prohibits the Subjection of a Child to Emotional Stress: This includes, but is not
limited to, name calling, ostracism, shaming, making derogatory remarks about a child or the child’s
family, and using language that threatens, humiliates, or frightens the child.

EarlyVentures also prohibits:
1. Punishment for lapses in toileting
2. Withholding food, light, warmth, clothing, or medical care as a punishment for
unacceptable behavior
3. The use of physical restraint other than to physically hold a child where containment is
necessary to protect a child or others from harm
4. The use of mechanical restraints, such as tying
5. No child may be separated from the group unless the following has occurred:

A. Less intrusive methods of guiding the child’s behavior have been tried and were
ineffective

B. The child’s behavior threatens the well-being of the child or other children in the
program
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A child who requires separation from the group must:
A. Remain within an unenclosed part of the classroom where the child can be
continuously seen and heard by a program staff person
B. The child’s return to the group must be contingent on the child’s stopping or
bringing under control the behavior that precipitated the separation.
C. The child must be returned to the group as soon as the behavior that precipitated
the separation abates or stops

Children between the ages of six weeks and 16 months must not be separated from
the group as a means of behavior guidance.

All separations from the group must be noted on a daily log that must include: the
child’s name, the staff person’s name, time, date, information indicating that less
intrusive methods were used to guide the child’s behavior, and how the child’s
behavior continued to threaten the well-being of the child or other children in care.

If a child is separated from the group three or more times in one day, the child’s
parent shall be notified and the parent notification shall be indicated on the daily log.
If a child is separated five or more times in one week, eight times or more in two
weeks, the procedures for Persistent Unacceptable Behavior must be followed.

A copy of the center's behavior guidance policy as defined by the State of Minnesota -
Department of Human Service, Division of Licensing, is on display at the center. A copy is also
available from the program coordinator at any time. The policy defines the general
requirements of behavior guidance, procedures for persistent unacceptable behavior and
actions that are prohibited by either staff or children.

PETS

EarlyVentures will inform parents and obtain signed permission before any pets are housed at the
center or any pets visit the center.

PARENT VISITS

Parents are welcome to visit the center at any time during the normal hours of operation. We
encourage family volunteers in our classrooms. Please speak with the site leader for further
information.

TELEPHONE NUMBER FOR DIVISION OF LICENSING

If you have questions, concerns, or complaints about your child's care, the telephone number of the
Department of Human Services - Division of Licensing is 651-431-2000.
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TOYS

EarlyVentures asks that all children leave their toys at home. Small, soft toys such as stuffed animals
are allowed during rest time for children in the toddler and preschool rooms or infants that are over
a year and sleeping on a cot. Musical or noise-making toys will not be allowed as they may disturb
others that are napping. Children may also bring a toy from home when there is a scheduled "show
and share" day. All other toys should be left at home or will be placed in the child's cubby to be taken
home at the end of the day. Toy weapons or toys that contain any weapons are not welcome at any
time. Our center is fully equipped with an adequate supply of age-appropriate toys for the children
and toys brought from home often create problems. EarlyVentures cannot be held responsible for
lost, broken, or missing items.

MANDATED REPORTING/MALTREATMENT OF MINORS (SEE ATTACHED DHS DOCUMENTS)

Children need a safe, nurturing environment that allows them to grow, learn, and feel loved by their
caretakers. In order to grow and learn, children’s minimum needs for good nutrition, shelter, medical
care, bathing, clean clothes, intellectual stimulation, appropriate discipline, love, a feeling of
importance, and a safe, non-violent home setting must be met. When these needs are not met, a
child cannot grow and learn as easily. If you are temporarily or permanently unable or unwilling to
meet your child’s minimal needs as just described, EarlyVentures staff is mandated by Minnesota
State Law to file a report with a county child protection agency. It then becomes the role of Child
Protection to work with your family to ensure that your child’s needs are being met. Should you have
difficulty in providing for your child’s emotional or physical needs, or safety, you are encouraged to
ask for help. Our staff will help you find a community resource that can offer assistance. Some 24-
hour community resources which can help you when you find that you are experiencing more stress
than you can handle, include:

Parents Anonymous 1-800-225-4073

Rice County Crisis Hotline 1-800-607-2330

Rice County Child Protection 1-507-332-6214

Rice County Crisis Nursery 1-507-332-6255

Department of Human Services, Division of Licensing Maltreatment Intake Line 651-431-6600
Department of Human Services, Division of Licensing 651-431-6500

EarlyVentures expresses a commitment to provide an environment that encourages every child’s
safe growth and learning. If you feel that our staff is not meeting your child’s needs, we encourage
you to talk with the site leader. Should you feel your child’s needs are consistently not being met, our
staff will work with you to identify your child’s needs and assist you in meeting them. As mandated
reporters, EarlyVentures staff are required to make a report if there is reason to believe that a child is
currently being neglected, abused, subjected to witnessing domestic abuse, or has been within the
past three years.

INTERNAL REVIEW

When an internal or external report of alleged or suspected maltreatment has been made,
EarlyVentures will complete an internal review within 30 calendar days and will take corrective
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action, if necessary, to protect the health and safety of children in care. The internal review will
include an evaluation of whether:

1.

VR

Related policies and procedures were followed,;

The policies and procedures were adequate;

There is a need for additional staff training;

The reported event is similar to past events with the children or the services involved; and
There is a need for corrective action by the license holder to protect the health and safety of
the children in care.

The internal review will be conducted by the Ventures Coordinator. If the Ventures Coordinator is
involved in the alleged or suspected maltreatment, the Director of Community Services will be
responsible for completing the internal review.

Based on the results of the internal review, EarlyVentures will develop, document, and implement a
corrective action plan designed to correct current lapses and prevent future lapses in performance
by individuals or EarlyVentures, if any.

NORTHFIELD SCHOOL BOARD POLICY REGARDING SEXUAL HARASSMENT AND SEXUAL VIOLENCE

GENERAL STATEMENT OF POLICY Sexual harassment is a form of sex discrimination, which

violates Section 703 of Title VII of the Civil Rights Act of 1964, as amended, 42 U.S.C. 2000e,

et seq., and Minnesota Statute 363.01-.14, the Minnesota Human Rights Act. Sexual violence
is a physical act of aggression that includes a sexual act or has a sexual purpose.

It is the policy of Independent School District N. 659 to maintain a learning and working
environment that is free from sexual harassment and sexual violence. The School District
prohibits any form of religious, racial, or sexual harassment and violence. It shall be a
violation of this policy for any pupil, teacher, administrator or other school personnel of
the School District to harass a pupil, teacher, administrator or other school personnel
through conduct or communication of a sexual nature or regarding religion and race as
defined by this policy. (For purposes of this policy, school personnel include school board
members, school employees, agents, volunteers, contractors, or persons subject to the
supervision and control of the District.)

It shall be a violation of this policy for any pupil, teacher, administrator or other school
personnel of the School District to inflict, threaten to inflict, or attempt to inflict
religious, racial or sexual violence upon any pupil, teacher, administrator or other school
personnel. The School District will act to investigate all complaints, either formally or
informally, verbally or written, of religious, racial, or sexual harassment or violence, and
to discipline or take appropriate action against any pupil, teacher, administrator or other
school personnel who is found to have violated this policy.

SEXUAL HARASSMENT/SEXUAL VIOLENCE DEFINED Sexual harassment consists of
unwelcome sexual advances, requests for sexual favors, sexually motivated physical conduct
or other verbal or physical conduct or communication of a sexual nature when:

1. Submission to that conduct or communication is made a term or condition, either
explicitly or implicitly, of obtaining or retaining employment, or of obtaining an education
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2. Submission to or rejection of that conduct or communication by an individual is used as
a factor in decisions affecting that individual's employment or education
3. That conduct or communication purpose or effect of substantially or unreasonably
interfering with an individual’s employment or education, or creating an intimidating,
hostile or offensive employment or educational environment.
A. Sexual harassment/violence may include but is not limited to:
1. Unwelcome verbal harassment or abuse
2. Unwelcome pressure for sexual activity
3. Unwelcome, sexually motivated or inappropriate patting, pinching or
physical contact, other than necessary restraint of pupil (s) by teachers,
administrators or other school personnel to avoid physical harm to persons
or property;
4. Unwelcome sexual behavior or words, including demands for sexual
favors, accompanied by implied or overt threats concerning an individual’s
employment or educational status;
5. Unwelcome sexual behavior or words, including demands for sexual
favors, accompanied by implied or overt promises of preferential treatment
with regard to an individual’s employment or educational status
6. Unwelcome behavior or words directed at an individual because of gender.

B. Racial Harassment-Definition: Racial harassment consists of physical or verbal
conduct relating to an individual’s race when the conduct:
1. Has the purpose or effect of creating an intimidating, hostile or offensive
working or academic environment.
2. Has the purpose or effect of substantially or unreasonably interfering with
an individual’s work or academic performance
3. Otherwise adversely affects an individual’s employment or academic
opportunities.

C. Religious Harassment-Definition: Religious harassment consists of physical or
verbal conduct which is related to an individual’s religion when the conduct:
1. Has the purpose or effect of creating an intimidating, hostile or offensive
working or academic environment
2. Has the purpose or effect of substantially or unreasonably interfering with
an individual’s work or academic performance
3. Otherwise adversely affects an individual’s employment or academic
opportunities.

D. Sexual Violence- Definition: Sexual violence is a physical act of aggression or force
or the threat thereof, which involves the touching of another’s intimate parts, or
forcing a person to touch any person’s intimate parts. Intimate parts, as defined in
Minnesota Statutes Section 609.341, including the primary genital area, groin, inner
thigh, buttocks or breast, as well as clothing covering these areas.

E. Racial Violence- Definition: Racial violence is a physical act of aggression or assault
upon another because of, or in a manner reasonably related to, race.
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F. Religious Violence- Definition: Religious violence is a physical act of aggression or
assault upon another because of, or in a manner reasonably related to, religion.

G. Assault- Definition: Assault is:
1. An act done with intent to cause fear in another of immediate bodily harm
or death
2. The intentional infliction of or attempt to inflict bodily harm upon another
3. The threat to do bodily harm to another with present ability to carry out
the threat.

REPORTING PROCEDURES Any person who believes he or she has been the victim of
religious, racial, sexual harassment, or violence by a pupil, teacher, administrator or other
school personnel of the School District, or any person with knowledge or belief of conduct
which may constitute religious, racial, or sexual harassment or violence toward a pupil,
teacher, administrator or other school personnel should report the alleged acts immediately
to an appropriate School District official designated by this policy. The School District
encourages the reporting party or complainant to use the report form available from the
principal of each building or available from the School District office, but oral reports shall be
considered complaints as well. Nothing in this policy shall prevent any person from reporting
harassment or violence directly to a District Human Rights Officer or to the Superintendent.

A. In Each Building: The building principal is the person responsible for receiving oral
or written reports of religious, racial, or sexual harassment or violence at the building
level. Any adult School District personnel who receives a report of religious, racial or
sexual harassment, or violence shall inform the building principal immediately. Upon
receipt of a report, the principal must notify the School District Human Rights Office
immediately, without screening or investigating the report. The principal may
request, but may not insist upon, a written complaint. A written statement of the
facts alleged will be forwarded as soon as practicable by the principal to the Human
Rights Officer. If the report was given verbally, the principal shall personally reduce it
to written form within 24 hours and forward it to the Human Rights Officer. Failure to
forward any harassment or violence report or complaint as provided herein will result
in disciplinary action against the principal. If the complaint involves the building
principal, the complaint shall me made or filed directly with the Superintendent or
the School District Human Rights Officer by the reporting party or complainant.

B. In the District: The School Board hereby designates Denise Griffith as the School
Districts Human Rights Officer to receive reports or complaints of religious, racial, or
sexual harassment or violence. If the complaint involves a Human Rights Officer, the
complaint shall be filed directly with the Superintendent. The School District shall
conspicuously post the name of the Human Rights Officer including mailing address
and telephone number.

C. Submission of a Good Faith Complaint or report of religious, racial or sexual
harassment or violence will not affect the complainant or reporter’s future

employment, grades or work assignments.

D. Use of formal reporting forms is not mandatory.
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Iv.

VI.
teacher, administrator or other school personnel who retaliates against any person who reports
alleged religious, racial or sexual harassment or violence or any person who testifies, assists or
participates in an investigation, or who testifies assists or participates in a proceeding or hearing
relating to such harassment or violence. Retaliation includes, but is not limited to, any form of
intimidation, reprisal or harassment.

E. The School District will respect the privacy of the complainant, the individual(s)
against whom the complaint is filed, and the witnesses as much as possible,
consistent with the School District’s legal obligations to investigate, to take
appropriate action, and to conform with any discovery or disclosure obligations.

INVESTIGATION By authority of the School District, the District Human Rights Officer(s),
upon receipt of a report or complaint alleging religious, racial or sexual harassment or
violence shall immediately undertake or authorize an investigation. This investigation may be
conducted by School District officials or by a third party designated by the School District.
The investigation may consist of personal interviews with the complainant, the individual(s)
against whom the complaint is filed, and others who may have knowledge of the alleged
incident(s) or circumstances giving rise to the complaint. The investigation may also consist
of any other methods and documents deemed pertinent by the investigator.

In determining whether alleged conduct constitutes a violation of this policy, the School
District should consider the surrounding circumstances, the nature of the behavior, past
incidents or past or continuing patterns of behavior, the relationship between the parties
involved and the context in which the alleged incidents occurred. Whether a particular action
or incident constitutes a violation of this policy requires a determination based on all the
facts and surrounding circumstances.

In addition, the School District may take immediate steps, at its discretion, to protect the
complainant, pupils, teachers, administrators or other school personnel pending completion
of an investigation of alleged religious, racial or sexual harassment or violence. The
investigation will be completed as soon as practicable. The School District Human Rights
Officer shall make a written report to the Superintendent upon completion of the
investigation. If the complaint involves the Superintendent, the report may be filed directly
with the School Board. The report shall include a determination of whether the allegations
have been substantiated as factual and whether they appear to be violations of this policy.

SCHOOL DISTRICT ACTION
A. Upon receipt of a report, the School District will take appropriate action. Such
action may include, but is not limited to, warning, suspension, exclusion, expulsion,
transfer, remediation, termination or discharge. School District action taken for
violation of this policy will be consistent with requirements of applicable collective
bargaining agreements, Minnesota and federal law and School District policies.

B. The result of the School District’s investigation of each complaint filed under these
procedures will be reported in writing to the complainant by the School District in

accordance with state and federal law regarding data or records privacy.

REPRISAL The School District will discipline or take appropriate action against any pupil,
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VII. HARASSMENT OR VIOLENCE AS ABUSE Under certain circumstance, alleged harassment or
violence may also be possible abuse under Minnesota law. If so, the duties of mandatory reporting
under Minn. Stat. §626.556 may be applicable. Nothing in this policy will prohibit the School District
from taking immediate action to protect victims of alleged harassment, violence or abuse.

VIII.  DISSEMINATION OF POLICY AND TRAINING
A. This policy shall be conspicuously posted throughout each school building in areas
accessible to pupils and staff members.
B. The School District will develop a method of discussing this policy with students and
employees.
C. This policy shall be reviewed at least annually for compliance with state and federal law.

GRIEVANCE PROCEDURE

Reporting Form: All program participants and parents are encouraged and shall be given
opportunities for observation, input, suggestions, and involvement in the program. However, all
complaints and special requests shall be made through appropriate channels. Any participant who
believes they have a grievance with the program may fill out the form below. Use of the form is not
mandatory. If needed, please follow steps of action and report to:

Site Leader

Ventures Coordinator

Community Services Director

Superintendent of Schools

School Board

viop Wy

Name:

Program:

Date:

Brief description of what has taken place: (who, what, where, when)

Signature: Date:

A written reply will be given to any written grievance within 10 days.

STAFF POLICIES

1. Children are to be supervised at all time. Children are not to be left in a room or on the
playground alone, even for a few minutes. All ratios will always be met.
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2. Staff members are to engage and interact with children, not isolate themselves or
converse at length with other staff members.

3. Discipline is to be dealt with in a positive manner. Talk to the child without raising your
tone of voice. Try to determine the child’s reason for the misbehavior. Consult the center's
discipline policy for further details and follow accordingly. If separation from the group is
necessary, a written report must be filed.

4. Children are expected to treat others with respect. They learn by example and their role
model is you.

5. The staff is expected to sit with the children during snack and meal times.

6. All employees will be hired for a six month probation period. Employees will be evaluated
following Northfield Public School’s evaluation process.

7. EarlyVentures childcare center does not discriminate in its hiring practices. E.O.E.

8. Teachers and Assistant Teachers are required to have standard first aid and CPR training
within 90 days of the start of work.

9. In-service training equal to 2% of the total hours worked is required by the State of
Minnesota in order for a staff member to remain working.

10. ISD #659 is a smoke free district. Smoking is not allowed in any district building or on its
grounds.

11. All records at the childcare center are to be kept confidential. This includes, but is not
limited to: children's records, personnel records, accident, and discipline reports. Staff will
release records only to those people who have access as required by law.

12. As per DHS rule 17 Part 9543.1020, subpart 14, drug and alcohol use is prohibited.
Individuals, subcontractors, and volunteers when directly responsible for children served by
the program are prohibited from abusing prescription medication or being under the
influence of a controlled substance or alcohol. This includes any level of use that impairs or
could impair the person'’s ability to provide care or services.

RISK REDUCTION PLAN

EarlyVentures has developed a Risk Reduction plan in order to comply with Minnesota
Statutes, section 245.66 subdivisions 2 and 3. Risk Reduction Plans are in place to assess risks
among children in our environment and ensure there are procedures, policies, and staff
trainings in place for all risks determined. The Risk Reduction Plans is available on site at
EarlyVentures and will be reviewed annually. All EarlyVentures staff will receive an
orientation to the Risk Reduction plan prior to first providing unsupervised direct contact
services and will review it annually thereafter.
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Appendix A: Procedures for ALC Student’s Child(ren)Accessing EarlyVentures.

1. The ALC student’s child must be eligible for county support (Child Care Assistance Program
(CCAP)) to pay for the cost of Early Ventures. CCAP does not cover Early Ventures full daily
rate, thus the ALC will be responsible for covering all charges the county does not cover.

2. The ALC student has to be enrolled in, or have successfully completed, the parenting class
offered through the ALC. The class will be taught by a Community Services Parent Educator.

3. The ALC needs to notify Early Ventures no later than February 1st of how many summer and
school year INFANT slots the ALC would like to hold and pay for. A child can be considered
an infant and be enrolled in the infant room until they turn 19 months. Due to current
families, Early Ventures will not hold TODDLER slots.

4. If a new toddler or preschool spot is needed for the ALC, Early Ventures will determine if
space is available after Early Ventures' current family registration (typically held in early-mid
February). If space is available for a new toddler or preschooler, the ALC will need to
determine if they want to commit and pay for the slot prior to Early Ventures' new family
registration (1st week of March).

5. Ifacurrent ALC student that has a child enrolled in Early Ventures is not graduating at the
end of the school year and will need an Early Ventures slot (in any room) the following year,
the ALC student will be treated as a current family and will need to follow all current family
registration guidelines.

6. If an ALC student is enrolled in Early Ventures' summer program, the ALC will be charged for
the entire summer, not just days the ALC is in session. This will also allow the ALC student

to access childcare in August or days the ALC is not in session.

7. The ALC will be charged all registration and snack fees for each ALC student’s child in Early
Ventures. Child Care Assistance typically does not cover these fees.

Updated: May 7, 2018
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Appendix B: EarlyVentures Emergency Preparedness Plan

"HOIm
m1 DEPARTMENT OF
HUMAM SERYICES

Child Care Emergency Plan

Before completing this set af farms, please read the Eeeping Kids Safe planning gulds that incloades instructions an how to

ESEI-D MLy B =T

complete thes: forms.

NHPOETANT: Fyou ara not abla o complts this fom onling, dickPrink Blank Form to prink the fomm and comiplets k byhand.

Priect Blark Form

Provider Information

:;'H]I]i]' | Provider Information i
FACAIDEE: AW

EarlyVentures at Longielow Schoel

AICEELS oy IWTE s | Jaln w1

201 Oirchard Street Mocthfield MN | 55057

AR WU WEER B B BT -0

SO7-545-1248 7 A5 1216

Shelter-in-Place/Lockdown Procedures

If v pemied 1o sty i thie building due to an emmengency, the following procedunes will be fiollowed

LOCATIOM T H ELALD NG

Within each claszroom. Claseflock classoam door, pull
shades, quiethy sit kids away from windows or doors.

LOCATON 2 H LD NG

Iedfant Taddler Roam: Closeilock classroom doar, cover
door windowes, quistly st ldds awary from the door.

Fage 12113
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FACCE RIS FOF SHEL TRR-H-FLAC RLOCKD RS
Dy’ preordimn paia, Wit Wi, Ao
1. Btay Put Lockdowsn {threat s 0T SIDE of the building))

- Building admxinistrator will arder and annoumce “this 15 a stay put lockdosm®

- Bring peaple inside (if outside of the bullding])

- If applicable, mrallable staff (typically the ballding asdmindstrabar) presses the Jockdowm bution in the maln affice. This
will call 911 immediatety, locks all outside doors, disables card readers for non admin staff, and closes fire doors in the
halheay. 4 blue strobe lght will turn on omside of the maln entrance and a bom will sound bo notify Wstors of a
loclodown.

- Staff mowe all sudenits In to classrooms and closes the door. Clear hallways, restrooms, and other rooms that cannot be
gecured.

- Pull shades and keep studerts away from windosws.

- Report all missing students to building admindstrabor

- Control all mowements, botcontinue dally operation

- Do mot allow students out of the classroom wetl the buallding sdministrator ar designee anmounces the "all clear®[Since
E¥'s daily opemation includes children moring from one location to amother, staff should stll allow, but use exira
precantion. As aheays, siaff should be with a childichildren mowing from ome location. to another.)

== [fa stay putlockdown happens doring after school office hours, use best judgment about parents picking up. If the
threat |5 not immedlately maislde of the bullding, BY staff can montor the door and let parents/designated pdck ups o

to picke up their child. Staff should alss monltor children in the hallways, ahsays making sure that chdldren are within
stz and sound when moving from one location to another.

2. Duck and Cower Lsckdomen (threat 1s INEIDE of the building)

- Bullding administrator or designes announces "this 1s a duck and cover lockdowm®

- Immediately direct all students, staff, and visttors infothe nearest classmoom ar secured space. Classes that are oubsde
af the bullding should NOT enter the bullding. Maore all classes that are outslde to the primary evacustion location (S
John's Lustheran Church)

- If applicable, mvallable staff presses the lJackdowmn button in the maln office. This will call 911, immediately locks all
outside doors, disables card readers for non sdmin staff, and closes fire doors in the halheays. A blue strobe Lght will
turn oo outslde the main entrance and a horn will sound to notlfy wWistors ofa Jockdown.

- Lock all classroom doors to prevent entry from. the ootslde

- Maore prople meay from windows and doors. Turn off ights.

- Imstract kdds to remaln as slent and stll as possible

- Keep out of sit=

- Contione the duck and cower untl a bullding admimistrator or deslgoee announces the "all clear™. (This may be a pollce
affkcer).

- IGNORE all fire alarms, sprinkler system activation, class bells, tc.

- Do HOT respond to ampone at the door until the "all clear® has been ghren

- Building adnyinistratar ar designee will acmounce the "all clear® and give dirsctions on bow to procesd.

*1t 15 timportant to remember that f a dock and cower lockdown bappens durlng the beginming or ends of the day, s a
time when famibies are picking upidropping off. Curng a duckand cover, nobody should be allowed Infoot of the
bullding or infout of a clhsmoom. Even If you kmow the parent ontside of the door, do not Let them in.

ShettardnFta /Lo kdown for Children wih DEablkksof ChronkMedcl CordHore:

Inciode on e spaoiod Cinaem EiEnoe £ of Eracasires maasied For chillsiren weith sinabaTi £ or dh roesicmaciing! oon affion s,

focommuodations will be put in place should children need specialized procedures for shelber- 1o -placeflockdorsn. All
EV medications will be kept in the classroom’s emergency backpack that can be accessed durdng lockdown and 1s the
first item grabbed doring an evacoation.

Motification

ERERCENTY AESAOHDE B WILL BE MOTI AED WH

Emergency respanders will be notifisd when the Jockdown button is pressed or when the threat reaches Jevels 2.4,
(Lewel 1 and 2 may Just Icwalre the schiool resonrce affice])

Pagm 1113 D= PH A EMG E-17



P EEHTIGL B0 BE WALL I ROTFE D WHEN

Famities will be notified when the threat reaches levels 24 or when there 1s an incident that significactty alters the daily
schedule or dally operation of the program.

Emergency Kit

Dot i Comint of oL emaen oy T, i 0 el i i epon nie for o amal el e hwell D sionadl

The primary EarlyVentures emergency it will be kept In the Botterfly Room. At the time of the incident, the EY Sike
Leader will be responsible for it. If the the Site Leader 1s oot avallable. any ¥entores siaff can be responsible for 1L

The emergency kit will contain the following:

1. First A1d Kit

- Bteril=bandages and band alds
- Sterile compressss

- Eclssors

- Dispraable Ice Pack

- Thermometer

- Adhesive Tape

- Current Arst ald manual

2. Flashlight with spare batteries
3. Emergency plan fhp chart

4 Current class roster, attendance, andfar slgn infout
5 Ispoeable gloves

& Motepad and pencils

Evacuation and Relocation Procedures

If ware re=ed to ewvmouabe our site and relocate to another site, the following proosdures will be followed

EVACLIATEON ROUTESSEX TS
w1106 U on i i chidsnen wATARIVE FA0M any room o thabulding.
Please see the maps following this document

EvACLIATIHG INFANTS TODDLERS
Doz ool amyy 50 ikl 2inaLimms Tin s el MW k! o rievacLiating dofands and! dodidars fom Ma bodding.
Iofants and toddlers may be placed in strollers, wagons, cribs, andfor carriers for a quicker and sasler evacmtion.

Evacuating Children with DisbiHies or Chronlc Medica] Conditions

Dl oo oy 50 oAl SAnCLUDS TN 0 OV ERD TS N ! Mo T inaruaTing chiiznan wiith aiestiliies or O roodc mastast con dion 3 from M

st i A cing iprocsures for Soning 0.chia’s madoally N ETEs A7y mationg.

Accommodations will be put in plce should children need specialized procedures for evacuation. All EY medications
wil] be kept in the classroom’s emergency backpack that can be acoessed during lockdown and is the first tem grabbed
during an evacoation.

Motification
EERCENCY FESPOMDE IS WILL BE MOTI FED WHEN
The school resource officer will generally be nobifled 1f the threat 1s Level 1. At Level 2, the schoo] resournce afice may

request assistance from the police department. Level 3 requires a moderate response from the polics department and.
Level 4 dictates an rlenss responise by local law enforcement.

P EEHTIGL B0 BE WALL I ROTFE D WHEN

Famities will be notified when the threat reaches levels 24 or when there 1s an incident that significactty alters the daily
schedule or dally operation af the program.

Emergency Kit

P 1711 Do H ARG E-17
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Dby i comiand oo ol emaven oF KT w1 0wl b mmon 5oV for IF, and! wihene Bwel e sionadl,
The primary EarlyVentures emergency kit will be kept o the Butterfly Room. At the time of the incident, the EY Sike
Leader will be responsihle for it. 1f the the Stte Leader 1s oot avallable, any ¥entores staff can be responsible for 1t

The emergency kit will contain the following:

1. Pirst Aud Eit

- Brerile bandsgs: and band aids
- Sterile compresses

- Ecissors

- Disposable Ice Pack:

- Thermometer

- Adbestve Tape

- Current first ald manual

1. Flashlight with spare batteries
2 Emergency plan fip chart

d Currentclass roster, attendance, andior sign infomt
5. sposable gloves

& MNotepad and percils

Relocation - Location 1

FLLDIMG HANE FiRA SOHCS) T VAU WG TO LOCATIDN

&t John's Lutheran Church Threat 1s [NEDE LF and evacuation has been called
NOCEESS oy SWIE | 3roood
500 3rd 5t W. Morthfi=ld MM | 55057
PHORE UL G EHCY RO

S07-645-4425
TRAREPORTATION T LOCATION |
Wallcing feet
OTHERIETALS

&t. [ohn's 15 located across the playgronndff-d from LF.

Relocation - Location 2

PG FAARE: ik SMCE) T EMACL A TO LOCATIM 2
Maorthfleld Middle Schonl Primary locatiom is not avallable

NIDFELS oy ISRTE | OPODDE
1200 Diislon St. 5. Horthfield MM | 55067
PHORE M VR A ERG ECT PHO MG

S07-663-0650

TRANGPOFTATION T LOCATION 1

Benjamin Bus

OTHERIETALE

If the primary and s=condary locations are unavallble, the bullding sdmirdstrator andfor v enforcement will
commnrdcaks next sEps.

Relocation - Location 3

PG A Filh SOMCE) 0 EVACL A TO LOCATIIN 2

&t Olaf College, Buntrock Commons Primary and secondary locations are unavallable
NIDFELS oy ISRTE | OPODDE
1500 5. Olaf Ave Horthfield MM | 55067

P 43113 Dot P ARG £-17
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PORE MIVED NG T O
SO0 TR 2211

TRAREPOFTATION T LOCATION 1

Benjamnin Bus

OTHER [ETALS

I the threat 15 commumity wide (ex tormado has destroyed the endire toven), all three relocation sibes may be
unarallable. Staff should walt for Instructions from a bullding admindstrator before evaomating. If the entire town has

bieen devartated. administratars will wark oo finding a secure relocation site 1o a sfe area, perhaps in a nzlghbaring
o,

Parent/Guardian and Child Reunification Procedures

If v remeed o evacuabe, shelber-in-place, or when parents‘guardisnsiguandians anre unsible to get to children, the
fallowing procedures will be fallowsd to reunite children with parentsfguardiars or designated contacts s soon as it
iz safe.

Motification

ol BTl o B B WALL B RO D WWHEM

Famibes will be notifled when the threat reaches Jevels 2-4 or when thers 1s an Incidentfthreat that sigoflcantly albers the

daily schedule or dally aperation of the program. Any ime children need ta be relocated, famdlles will obviously be
nobifled

o BEATCA_METE AW DORTALT | MEDRRATION W LL IS Rk NTA MET | W THES LOCATION

Emergency information fior each stndent will be kept in the emergency kit. Information can also be found throogh the
anline reglstration system (site leaders hare access).

Release
Chitdren will only be released to parsntsiguardians or other indivduals iged on the chitd’s form (with proper iden tification)

ITHER CKTALS A BOAIT RELF RCATIN
Children vlll be kept Ln a safe, secure space away from the threat and away from the location’s entry. Children will oot
bz rebeassd uett] a staff person has properly 10°d the parent/'guardian picking op.

Continuing Operations Procedures
I the period during and after & crisis, the following procsdure s will be follow=d regarding continuing opsrations.

Motification and Decision Making
Thatal kot ir psopbe el rassd 2 b ot Bad nel b3 pa 2 tha dsch e g precs requrding contimsd eparafa n I MG 2.0k
Breezy Barrett, Ventures Coordinator, S07-645 1245 or 507- 6643750

Erin Baily, Commmurdty Services Director, 507 664 - 5651

Mary Grace Hanson, Longfellow Building Administrabor, 307- 645 30346

Matt Hillman, Superintendent, 507- 6630625

Tha-tal ko ing paapie il reed 1 b ot Bed and be a g 1 tra

' cantiresd cparyia nn FTRR 3 <1l

Breezy Barrett, Ventures Coordinatar, S07-645 1245 or 5078843750
Erin Baily, Community Services Director, 507 664 - 5651

Mary Grace Hanson, Longfellow Building Administrabor, 307- 645 30346
Matt Hillman, Superintendent, 507- 663-0625

[N per T ——

Followe plans tothe hest of your shillty but also use common senss!

a5l 13 Dol A BHG E-17
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Provider Emergency Contact Information

PRCHIDER H NG PRI K P HOME HUVEER
EarlyVerrures Learning Center S07-645-1216
PRCAIDER ACDRESS oy SWTE | OPCODE
201 Owrchard Street Mocthfield MM | 55057

For Emergencies - Dial 911

Public 5afety Agendes

CITY W et COIMTACT MABIE

Martheld Morthfleld Police Department

M- BN SR ACY B VR T4~ HOUR: MG BEEMCT HUVEE

S07-645-4475

COMTY COIMTACT MARE

Rice Monte Melsan, Chief of Police. monte nelsangicl northfleld mn.os
WO BN BEERCT WG T+ HOR BMEREACT MM

S07-663-53010

Utility Emerg ency Phone Numbers

RLECTRE LTI WFAHY

Excel Energy
ORTACT PERSTH T4 HOLE OM XY MU IR
Ay Seadf BOD-E95.-1999
=3 T WFANT

Excel Energy
TORTCT PRS0 TH-HOLN BN R NCT MM
vy Stadf BOD-E95.-2099
WATER LTI WFAHY

City of Barthfleld
ORTACT PERSTH T4 HOLE OM XY MU IR
Justin Wagner 075453083

Pagm £=2113 Do M ARG 217
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General Emergency Resource Numbers

POETH COOHTROL FHOHE HLREKE
HO0-222-1222
THIME WICTIM SIS FHOME A LPEKF:
5076454475
FOST-OREE HIKTAL FEALTH HOTIHE FHOHE HLREKE
320.253-5555
AR DEPARTHIRT FHOME ALREKT:
Marthileld Fire Department; admin@nafrs arg 5073668124
Lo 1] FHOHE HLREKE

HAKIE OF INELIFARCT A6 TRCY

Marthield Insurance Agency
ISLILARCE OONTALT PERSOH FHOHE HLWEKE:

KEevin Bogers 5075458861

Licensing Infermation (If applicable)

LKEHEE-CERTIRC ATHI M A LIERR
1042526
Licensed by: [] srate Bl counTy
LICTARCR FARIT LCENEOR FHOHE
Kimberly Sommers; kirmberly .d s ommersg stabe. mm. us 651 431-6258

Child Care Assistance Program (CCAP) Information (If applicable)

CCAP PROVIDER 1D

a7l

CCAP SCEHCIES REESTERED WaTH DT P AGEMHECT PHCI & LS GRS
Rice County S07-645-8576

Pacm ¥ai11 DHE- M B LHG E-17

37



Child Emergency Contact Information

‘This form 15 a Tesonrce for your emergency preparedness. Yoo shonld collect sach child's emergency cantact information
and be prepared to take the comtact Information with you in Instances of evacuation andfor relocation. This 1s
Information that a parent ar guardlan can provide you.

CHILLDFS MAME DWTE OF BRTH
Pleass see attached emergency Information for each child 1o the program

Parent/Guardian Contact Information

o ERFTCAMAEDH AH 1

HAME FELATIONIHF 1O JHLD
AOCERES oy IRTE arooE
R-RE W WEEA ALTREEMATE P HO B HWEER

AL TAROE R L WO PHDRE BN

T ERHT/CLUMETE AH 1

HAME FELATIONIHF 1O JHLD
AOCERES oy IRTE arooE
FHORE W WRER ALTRRHATE P HO B HWEER

AL TAROE R L WO PHDRE BN

Emergency Contact Information (not a parent/guardian)

EREFEENCT DOHTARIT | (HOT & FARERTGELIA BOARY

HAME FELATIONIHF 1O JHLD
ADCFRDS oanr IR ar
R-ORE W VEEA ALTERMATE FHO MG HASEER

ENERCENCY DOMTRCT 2 (HOT & FRRERTCLIA RO

WAME |m.n'r|-:l|:-rn-:|-l.|:|
WICRELS ot TATE | OPCOCE
Mame i
T

Pagm B3 Dbl M A EHG E-17
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Non-Parent/Guardians Authorized to Pick up Child (with verification of
identification)

Authoerzed Person 1

R-ORE WU VEER ELARORG-F 10 000

Authorized Person 2

F-ORE WU MEER ELNRORNG-IF 10000

Authorized Person 3

F-ORE WU MEER ELNRORNG-IF 10000

Child's Medical Provider Information

HARIL CLREC
ADDEELS Ty IWTE aroooe
R-ORE U VEER ALTEFHATE PHO MG HUAAETA

Child's Dental Provider Information

AR E CLREC
AODEELS Ty IRTE OrI0DE
RORE B EER ALTERHATE PHO MG HAAETA

FageBai1d Do B EMG E-17
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Identification of Hazards

This form 1s provided as a resource for your emergency preparedness. [t allows you to identify the risk of certaln hazards
ooourring. the impact that a harzard could hawe f 1t did aocur, and howe you would continue operating during and after

the emergency.

Hazard

Riskof barm, potential impact at your site, and plan for conbinuing operations doring and
after the emergency

Fire

Wentures practices at lsast 5 fire drills during the school year and 3 during the summer.
While threat of a fire 1s minimal, there is aheays the possibiity. Damage would most Hkely
be muinimal due to sprinkler systems and advanced technology In our schoals.

I the eventaof a firs, notify the bullding sdmindstraton'affice or puoll the fire alarm.
Evacuate students and staff to desigrated areas. (*Designated areas are at least 100 foet from
the bullding) Be avware of emergency responders. Keep studerits and staffa safe distance
from emergency responders and squipment. Follow the primary fire drill route whenever
possible. Follow the secondary rouke 1f the first 15 blocked ar dangeroos. Staff nead to take
thelr emergency kit with an accurate attendancefsign out. If necessary, ballding
administrators may move staffand students to the secondary evacmation sike. Staff and
studerits may not eoter the uallding wntl fire andsor lavw enforcement deemns that 1t 45 safe.

If fire destroys Earlyentures classrooms or the school as a whole, EarlyVentures would not
b ahle to contnue to operabs onless an albernate space was provided. The district wonld do
Lts best to And altermate space and rebuild a natable replacement.

Hiod

EarlyVentares 15 not in a flood prone zooe, Thus, the potential of a food 1s extremely
mlnlmal.

Ehould the allding flood due to 8 water main break, staff and students would evacmate the
bullding and go to the primary evecmation sibe, Should the neighborhood become flooded,
studerts and staffwould evacuate to the second or third evacmtion sike, depending on
which ane was not flooded The third optiom, Buntrock Commons, sits on top of a large
hdll. The possibility of this being flooded 1s next to Impassible.

Ehould the school cootinue to be lnoperable due to flooding. the district would determine
the hest alternathee of where to hald schoal Wherever classes were mowved to, Yentwres
woulkd followe sult and would need space to operate. If damage to the schiool was minimal,
schon] and ¥entores just may need o be closed untl] the bodlding can be properly cleaned

Gasi Chemlcal Leaks

The riskaf a gas or chemical leak & minimal, especially since Longfel ko does not house
any sclence lab areas.

Should there be a gas/chemical leak Inslde the schoaol, stodents and staff wdill evacuate the
bullding, Building administrators and/for fire officlals will determine If shodents and staff
need to be relocated to the primary evacoation sibe or secondary sibe. District custodians
welll shut off heating. cooling; and wentlation systems in cooaminated areas o reduce the
spread of comtamin ation.

If the leake s putside of the bullding in the nedghborhood, fire officials or the bullding
adminisirator vwill determine 1f students nesd to evacuate and bo which location they nesd
to evacuate, District custocdians will consider closing outside air ieiake.

Studenits and staff will walt until the "all clear” is ghren to re-sober the bulding, Should there

be damage to the bullding, the district will assess the needs of Ventures and determine if
other space options need to be Inrestigated. Verrtures would close 1f the school was closed.

Hazardmuas Materials

The riskof a hazardous material leak is minimal, especially since Longfellow does not house
any sclence lab areas.
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Ehould there be a hazardous leak insld= the school, students and staff will svacuate the
bulding, Building administrators andfor fire officlals will debermiee I shodents and staff
need bo be relocated to the primary evacoation sike or secondary sibe. District costodians
welll shut aff heating, coollng, and ventlation systems in contaminated arsas to reduce the
spread of conamination. District costodlans will alsn s=al off the area of the spllifleak and
close doors.

If the leale s outside the bullding in the nelghbarhood. fire officlals or the bullding
adminlstrator will determulne |f stndents need to evacuate and which location 1o which they
oeed bo evacoate DHstrict costocians will consider closing onslde alr Loiake.

Studerts and staff will walt untl the "all clear” 15 ghren to re-eoter the bulding, Should there
be damage 1o the budlding, the district will assess the needs to Ventures. If schoo is closed,
¥entures will be closed. Ventures will do 1bs best to opeTate wherever classes are moved 1o
High or Lo Temperahares | Living in MK, the probabdlity of high and low temperahares 1s garanteed. Early¥entures
followrs the district’s palicy an closing duwe to extreme weather. If school 1s closed for the
day. EarlyVentures is also clossd for the day. 1f school has delayed start, Earky'V entures will
also open tveo bionrs late at B:30 am. If school dismisses earty, EarbyV entures will rematn
open untl 2: 30 pm. EarlyVernhares staff will always remaln on ste uctl] the last child has
been piclked wp.

EarlyVenthares generally does not have ontdoor recess if the alr temn perature or wind chill &
bet Lo mero OR  the heat index exceeds one hundred degress. Barly¥entures staff will use
common s2ns: and base the amount of outside time oo weather.

EarlyVenthares waould not remaln closed for an extended period due b extreme
temperatures.
Iofectious Dissases Io working with children, there 1s ahsays the potential for a pandemic health crisls

When absences for a particular iliness are bwice the typical absence rate of the student
population within a bullding (2. 4-5%], the bullding nurse will file the raquired MB
Schonl-based Iliness Report with the Commissoner af Health. Stndents sxhibiting fln-fppe
symptoms will be kept In a separate location from other health room wusers and pareois’
guardians will be contacted immediately and asked to pick- up. These students will be
required to wear margical masks while on school property. The areafoot that the sodent
occupled will be cleaned vsing a disinfectant after sach nse.

The Director of Buildings and Grounds will meet with the District School Murse and Poblic
Health Murse to determine if buildings should be cleaned differently and'or more often.

Upon notlfication by the MM Division of Homeland Securlty and Emergency Mamagement
Department of Education ar Publlc Health officlals, or upon consultation with the schoaol
board regarding a significart risk of spreading the Uiness andor lack of staffing 1o continue
the safe operation of the schoals, the Superintendent, or Acting Superintendent, shall order
the schools clased during the doration af the outhreake All non-essential staff wil] be sent
bome fior the duration of the schoal closure. THstrict costocdians will thorouoghly clean all
buldings

Upon notification by the Diepartment of Education, Public Health or other governmental
agency that the pandemic crisis is under contral, the Superintendent ar Acting
Superintendent, shall order the schools reopened.

¥entures staffand bullding nurses will remaln on helghtened alert, watching for signs of
sickmess,

Page 11 2 13 Dbl H Ak EHG E-17
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Muclear Power

There 15 not a nuclear power plant locate d within the courty. & noclear theresak s very
milnlmal.

Severs Winter Weather

1o M, severs winter weather bappens anoualty. YWentores foll ovws the district pollcy on
schoal closings due to severe winter weather. If the district 1s closed for the day,

Early Ventures will also be closed. If school has a d=layed start, Early'Ventoares will also have
a bwo bour delay and open at 8:30 am. If the district closes sarly, Earky'Ventures will closs ot

2:30 pm.

¥entures staff will remain on site unkil all children are picked up by a parent, guardian, or

emergency plckop. ¥entores may remaln closed untll the dangerous weather bas dissipated
and parking Jots, sidevmlks, stc are smfe for staff and familles b use

Thunderstorm

Thunderstorms happen on a regular basis through the months of about March! April-
OctoberiMovember. Yentures staff will consietently monltor the weatherand will oot bring
children ourtside 1f there 15 lghtening ar thunder. If it 15 anly a thunderstorm, sta ff will
oontinune with regular Indoor activities. If the thunderstorm turns severs or in to a tornado
warning, staffwill follow the disirict’s severs weather'iomado policy. The onoly ime thata
thunderstarm would greathy impact Ventures” ability 1o operate 1s I the storm caused majar

damage to the building [strock by Hghterdng, trees throongh the windows, etc.)

Tarnado

Dwuring the months of March-October, there 1s the potential of tornasdoes in M. If the
pobental for severs weather s forecasted, staff will continuomsty montior the weather vla a
weather radio, oollne nevws, radar, ete.

Should there be a severe weather warning, staff will bring all children inside of the bulding.
close all windows, and revilew tomado drill procedures.

Once a tornado warning is issned, a severs shorm or bornado has been spotied 1o the area.
Staff will mowe all kdds bo the designabed shelter (interior room, hallway withont windows.
ekc). Stadf will tale accurate atterdancesign o, ensuring that they know how many and
which ks thers bave in their care. Staff will ensure that students are in “hack™ posttions
Everpone remains In the shelter area antil the warning expires ar emengency personnel have
Issusd an all-clear signal.

Should Venhures rooms or the bullding as a whole be destroyed or be inoperable, students
and staff wil evacuabe o the primary location. If the primary location & destroyed, staff will
walt to hear from rescue warkers 1o determine the location to where they should evacuate.

If the school s destroyed, Venhares will need to remain closed antil the district can
Lov estigate different space options for school and the program. Avaflable space will
obwioushy depend on hows much of the town has been destroyed.

Wiolent Incidents

The lkbhood 1fa wialent Incident in an early childhood setiing 1s much Jess Likely than a
high schizal ar middle schioal. Ehould thers be any sort of incldent, staff's pricrity 1s
ensuring the safety of all stndents. This may mean going into a Cluck and Cover Jockdown.
All staff shonld work as a team. Dieal with the incident following district protocol s well as
COMMON sense,

Familes should be notifled, following district policy, If the Incldent is severe or dismpts the
typlcal dadly operation aof the program.

Page 1213
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Assigned Responsibilities during an Emergency

This form 1= provided as a resource for your emergency preparsdness. [t allows you to identify actons that need to
happen during an emergency and who Ls responsible for taking those sctions. For sach lem 1o the Brst column, Identify
the persom or positian responsble, the required action, and nnder what circumstances that actlon should sccor.

Actian Person ar Pasition Designated!Respon sibi ity Liscation
Bxample: Marfpes wil toke the chfldren o the saf room focmted in the basomemst whem the
formadn srem goes off.

Protecting the Children Veotures siaff

Motifyln g Auxthorities Verrtures Coordinator, Sit= Leader, andfor Venhares st aff
Commurilcating with Supertntendent, Director of Community Services, Ventores Coordinstor
Parents'muardians,

including reundfcation

A pucion

Pagm 11013 Do~ ARG E-17
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EarlyVentures Emergency Plan
Northfield Public Schools Levels of Response

The Northfield Police Department and Northfield Public Schools identified four levels of response with examples to
assist in explaining who will respond and how/when notification will happen.

Level 1

e School personnel, including the School Resource Officer, handle all responses internally

Incident Example(s)

Possible Responses

Suspicious person or vehicle in the vicinity
Bomb threat with no credibility

e Theft

Fights

e School Resource Officer (SRO) and school
administration handle the incident without
police assistance.

Level 2

e  Minimum response by the District and local law enforcement

Incident Example(s)

Possible Responses

e  SRO requests assistance from the Police
Department

e Public address announcement
e  Letter home to parents
e No police response

Level 3

e Moderate response by the District and local law enforcement.

Incident Example(s)

Possible Responses

e Stranger in the building

e Bomb threat with credibility

e Police action in the vicinity of the school
campus (search warrant, search for fugitive)

e  Suspicious substance/package

e Public address announcements
e  Letter home to parents
e Inform Media
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Level 4

e Intense response by the District and local law enforcement

Incident Example(s)

Possible Responses

Child abduction

Attempted child abduction
Suicide in building
Attempted suicide in building
Shooter on the premises
Evacuation of the building

Pubic address announcement

Letter home to parents

Tell Media

May set up Joint Information Center within line
of site of the school
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Appendix C: Longfellow Floor Plan & Evacuation Routes
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Appendix D: Mandated Reporting

m DEPARTMENT OF | |
HUMAN SERVICES
MALTREATMENT OF MINORS MANDATED REPORTING

This policy is for all providers licensed by the Minnesota Department of Human Services.

Who should report

B Any person may voluntarily report abuse or neglect.

B If you work with children in a licensed facility, you are mandated (required) to report and cannot shift
the responsibility of reporting to your supervisor or to anyone else at your licensed facility. If you
know or have reason to believe a child is being or has been neglected or physically or sexually abused
within the preceding three years you must immediately (within 214 hours) make a report te an cutside
agency.

Where to rEFGrt
B If you know or suspect that a child is in immediate danger, call 911.

B Reports concerning suspected abuse or neglect of children occurring in a licensed child foster care
or family child care facility should be made to county child protection services.

B Reports concerning suspected abuse or neglect of children occurring in all other facilities licensed
by the Minnesota Department of Human Services should be made to the Department of Human
Services, Licensing Division's Maltreatment Intake line at 651-431-6600.

B Reports regarding incidents of suspected abuse or neglect of children occurring
within a family or in the community should be made to
the local county social services agency at 1-2VW/-222-021%
or local law enforcement at 4!

B [f your report does not involve possible abuse or neglect, but does involve possible viclations of
Minnesota Statutes or Rules that govern the facility, you should call the Department of Human
Services Licensing Division at 651-431-6500.

What to report

B Definitions of maltreatment are contained in the Reporting of Maltreatment of Minors Act
(Minnesota Statutes, section 626.556) and should be attached to this policy.

B Areport to any of the above agencies should contain encugh information to identify the child
involved, any persons responsible for the abuse or neglect (if known), and the nature and extent of
the maltreatment and/or possible licensing violations. Fer reports concerning suspected abuse or
neglect occurring within a licensed facility, the report should include any actions taken by the facility
in response to the incident.

® An oral report of suspected abuse or neglect made to cne of the above agencies by a mandated

reporter must be followed by a written report to the same agency within 72 hours, exclusive of
weekends and holidays.

Failure to report

B A mandated reporter who knows or has reason to believe a child is or has been neglected or
physically or sexually abused and fails to report is guilty of a misdemeanor.

B A mandated reporter who fails to report maltreatment that is found to be serious or recurring
maltreatment may be disqualified from employment in positions allowing direct contact with persens
receiving services from pregrams licensed by the Department of Human Services and by the
Minnesota Department of Health, and unlicensed Personal Care Provider Organizations.

Maltreatment Of Minors Mandated Reporting Policy
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Retaliation prohibited
® An employer of any mandated reporter shall not retaliate against the mandated reporter for reports
made in good faith or against a child who is the subject of the report.

B The Reporting of Maltreatment of Minors Act contains specific provisions regarding civil actions that
can be initiated by mandated reporters who believe that retaliation has occurred.

Internal review
® When the facility has reason to know that an internal or external report of alleged or suspected
maltreatment has been made, the facility must complete an internal review within 30 calendar days
and take corrective action, if necessary, to protect the health and safety of children in care.
B The internal review must include an evaluation of whether:

I.  related policies and procedures were followed;

Il.  the policies and procedures were adequate;

ll. thereis a need for additional staff training;

IV. the reported event is similar to past events with the children or the services involved; and

V. thereis a need for corrective action by the license holder to protect the health and safety of
children in care.

Primar’_f and SECOndary Perﬁﬂn or %ﬂiitiﬂ'n to ensure re\fiEW_S CDmPIE‘tEd
The internal review will be completed by Sreezy Barrett. Ventures Coordinator . If this individual is

involved in the alleged or suspected maltreatment, Erin Bailey, Community Services Director yjl| be
responsible for completing the internal review.

Documentation of internal review
The facility must document completion of the internal review and make internal reviews accessible to the
commissioner immediately upon the commissioner’s request.

Corrective action plan
Based on the results of the internal review, the license holder must develop, document, and implement

a corrective action plan designed to correct current lapses and prevent future lapses in performance by
individuals or the license holder, if any.

Staff training

The license holder must provide training to all staff related to the mandated reporting responsibilities
as specified in the Reporting of Maltreatment of Minors Act (Minnesota Statutes, section 626.556).
The license holder must document the provision of this training in individual personnel records, monitor
implementation by staff, and ensure that the policy is readily accessible to staff, as specified under
Minnesota Statutes, section 245A.04, subdivision 14.

Provide policy to parents
The mandated reporting policy must be provided te parents of all children at the time of enrollment in
the child care program and must be available upen request.

Maltreatment Of Minors Mandated Reporting Pelicy
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Appendix E: Risk Reduction Plan

-'\\_

Minnesea Depariment of Human Services
Child Care Center Risk Reduction Plan

Program Name: EarlvVartures Lesming Cantar

License #: 10423264-CCC

Child care centars must deveop a riskreduction plan that idantifiss the genaral risks to childran sarvad
bw tha child care centar. The licanss holdarmust astablish spacific policiss and procedurss orrafer to
existing policiss and procadures that minimize idantifisd risks, train staff onthe procadures, and
annuallyreviswthe procadures. [MlirmesotaStahrtas, section 243466, subdivision 2]

1. Physical Plant. Identifyspecificrisksto childran based onan asseszment ofthe physical
plant whearzlicensad servicas araprovidad. Theaasses smant rust ineludean evaluation ofthe
raquirad factors listad belowr in colum 1. Write sachidentifisd risk in cohumm 2; insast
additional linss as naadad. In cohmnn 3, write spacific policies and procaduras wou have
developedand implamanted to minimizz sachrisk, or in column4, refarance existing policies
and procedurzs that minimizasachrisk.

building

[ Fhsical plant Idantifiad risks Policias and procaduras Existing policias and
factors developed and implamantedto | procaduras that minimiza
requirad to ba minimize tha risks the risks
assassad
Conditionand In addition to adhsring to DES
desien ofthe | Locatad in four classrooms ina licenzing zuidalines,
facility Noqthfisld Public School’s EarlyVenturas follows all

zafsty and security procsdurss
2=t forth by Morthfisld Public
Schools a2 wa ars 8 diztrict
pIDELm.

hlultipla diztrict programs and
officaz are housad in the zama
zchool building,

Childran ar= supsnyizad at sl
timaz. Children = naver laft
glons in 2 room of on the
plaveround. Appsopriate ratice
&r= always met. Claszroom
doors &z closad when tha
eroup if in the classroom.
EaflvVeanturss iz howsad in a
zaoe school building. Thers
iz a district emplosyes stationsd
at the front doos when the doos
iz umlocksd and all visitors
must chadk in. EsrlyVentures
familisz acoess the building
through a 220w fingarprint
TyEtsm.

Theza EarlyVenturas
clazzrpoms ar= locatad
downstairs; Two classiooms ae
locarad on the main l=val. Mo
clazzrooms a2 locatad on tha
zaoomd el

Childr=n arz supsrvizad at all
times and ar2 never 1aft dlons.
Appoopriate ratios a2 always
mat. Thers s sin axits out of
tha achool building. Each
EaflvVantuss clazzmoom has
one axit into a hallway with

Mnnegota Depanment of Hemas Sendce

Divisicn of Licesming
ffice af Trerpactor Faearal
Hovembes 1011
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Minnesota Deparment of Human Services

2357 a00esl 1o En outsids awit
on their oo laval.

LConditionand
design of the
outdoor space

In tha fromt of the achool, thers
iz 3 grassy ares and sidswalk
naar the moad (Orchard 51.)

In tha back of tha achool, ther
iz a partially enclosad
plaveround. It iz partially
anclozad by a chain link fanca.
The= iz 3 gate in the fanoe that
l=adz put of the playeround and
down cemant staifz.

Tha part of the playeroumnd that
iz ot enclosad ha: a chain to
pr=vantwam children not to zo

*Baspasss 153-15 and 28-28in
tha EarlyVenture: Handbook
for a mods detailad look at
axizting policies that minimiz=s

Staff membears will ba
informad of all rizks prssant
when taking studeants outdoos.
Childr=n will b supsrrizad at
all timss and appoopriats fatios
always mat. Children will not
b2 allowed to play near the
parking lot, zata o cement
stairs. Children will ba

into the parking lot that iz on monitored and will only play
tha othar zida. on stuchees Sppoopriate fiod
their azs and devalopmantal
lewal.
The plaveround has azphslt, a
larzs grassy area and a lares
wondchip arsa. Thate &= two
main playeround strcheres
appaopriata fog early childhood
a= wall a= pther climbing
strociuges and swings.

Bathrooms Staff will walk to the
EalvVanturs: bathropms are bathoooms with the childr=n
locatad dowmn the hall from tha and childran will ba supsreizad
claszrooms. at all times. Appoopriate ratios

will always ba mat, Pleaza e
pazes 13-15 and 228-20 in the
EslvVanturs: handbook fog
mode details.
All ztools will mest zafsty
Falling off ztools stamiards and children will ba
supsrvizad whils wing them.
The water temparaiigs will ba
Watsr bums kapt at an acoeptsble
t=mparatire for all childran
and staff
Ome child will be allowsd in a
Page1 Minnesods Depantmend of Heman Senvices
Dipvsicen of Licesming
Qs of Tetpacior Fansral
Hionmamfher 1012
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Minnesota Diepariment of Human Services

Dinchad finzarz

bathroom ztall at a3 tima.
Childr=m will not opsn of hold
dpogz opan. Childran will be

superyizad at all times.

Exposwis to hazardous
matarials

Cleaning supplisz and other
hazardon: materials will not ba
stogad in the bathoopm.

Falling off the small stair=
lzading to the zink in tha
todbdler ppomm. (Whan Lkids are
wazhing their hand: after using
the potty chair of kaving their
digpar changad )

Stairs mest safsty standards and 2
ztaff mamber will always ba
pr=ant naxt to the stair whils
children wash their hamdz

[ Phsical plant
factors
requirad to ba
assessad

Idantitisd risks

Procaduras developad and
implarnentad to minimize the
risks

Existing policias and
procaduras that minimiza

tha risks

atoraps arsas

Pinchad Fingars

Acoass to staf members parzonal
belongings

Agoszz to food and baverazes

Acpsz: to “teacher” matsrials

Acpss: to madications and
clesming materials.

Childr=m will ba supsrvizad at
all timaz. Children will not ba
allowad to opanicloss stogass
=23 doors. Thars s anumbsr
of cabinstsdravers that heaea
chiild locles to pravant childran
from opaning/closing them
and pinching their fingsr:.
Staff membears perzonal
balongings will be stoged out
of 12ach of childrn of in a
closad cabinst/closst. Thiz
includas ztaff mambers
parzonal food of baveraza
Crther food and beverams will
b2 kapt in a closad cabinst,
imacpazzible to childran,
“Taacher matsrisls will ba
Lapt in closad cabinats,
closats, of out of 1each of
childr=n. All tooys are stored on
opsn shalving unitz. Towvs that
ar=2 oot in rotation a2 stosad in
a diffsremt room whera
childr=n do not hava acoass.
Wladication: and cleaning
matsrisls a9 stored out of
reach of children of in lockad
cabinats. Saa pamas13-15 and

hlinnagots Darartmend of Heman Sanvicss

Dipvisicen of Licesming
s of Tetadeur Gandra!
Hoveabes 1012
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2R-20 in the EV Handbook for
mog= datails.

Accessibilite
of medications
and clsaning
products

Poizoning

Chamical Bums

Sida affacts fiom ingsstion

Side sffacts fiom comtact with
zkin

Side sffacts fiom comtact with
avez amz noEs, and thioat

Choking

All madications and clesning
products a2 kapt out of 1=ach
of children of in lockad
cabinsts of drgwers. Childr=n
a2 dlways supsnvized. Staf
are trainad on how to clean
tables and other itsms to
protact children from chemical
rezidua. All clesning pooducts
ara gpproved by the Haslth
Conzultant. All madications
ar2 stoged in the ofiginsl,
child-proof container: and a=
claarly lahalad with sach
child's nama. Propar
paparwodk iz om fila fior each
child"s medication.
Pl=az= 32 pagaz153-15 and 28-
2% in the EV Handbook for
moge details.

Arsas thatare
difficult to
supafviss

Bathroom Stallz

Omly ona child at a tims will
ba allowad in 3 bathroom =tall
Childram a2 supsnizad af &l
timaz in the bathreom and
appoopriate ratios ae
maintasinad.

“Walking in the hallways

Staffwill dlways supsrviza
childt=m in the hallway. Bafioge
laving any ar=a staff count
the number of children in thair
Eroup, count the group azsin
in the hallway, and coumt azsin
upon arival of their
destination. If mose than ona
taff membar iz presant, ona
staff leads tha lins and the
other iz at the end of the lins.
Childrem slways wse “walking
fe=t” in the hallway.

Plaveround strncturss

5taff will pozition themaslvas
to 222 sl childrem in their
eroup. [fnecessany, stalf may
“Closa™ cartsin playeround
struciges to kaap childtan ina
mode contsinad srea Staff
continwonsly count the nember
of childr=n in their sroup

Mimnezoia Deqanmend of Heman Sendics

Divizicn of Licezming
Ofee af Tekadetor awdne!
Hovember 1012
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Minnesota Depariment of Human Services

whila on the playeround.

Cortain claszroom arass

EalyVenturas classrooms are
2=t up in that thars am= oo
“blind” spots. Tha basicz of
suparvizion will always ba
followed in that each staff
mambear will pozition
themazalvas glways to sl
childt=m in their sroup.

2. Environment. Identifvspecificriskstochildren based onan assessment ofthe emvironment
for sach facilite. The assessment must incuds an evalustion of the requirad factors listad
balow in columm 1. Write sachidentifisd riskin colurm 2 ; insert additional lines as needad.
In column 2, write spacific policies and proceduras vou have developed and implemantad to
minimizs sach rizsk or in columm 4, rafaranes axistine policies and procedurss that minimize

zach risk.

Environmental Idantitiad risks Policias and procaduras Existing policias and

factors developed and implamantedto | procedures that minimiza
requirad to ba minimiza the risks the risks

assessad

Tvpaot Arnvtima children s on the
eroundsand Sidewalks sumounding the sidewalks, they will =
tarrain building walking fast and will always
surroimdine ba suparvizad. Children will
tha building genecilly cnly use the

sid=walks when antering of
axiting tha building with their
parent/ Fuardian of whan
walking to 3 pesrby park. A
ztaff membear will always lead
tha group and a staff member
will always ba in the back of
tha zroup's lina,

Parking lot connactad to the

The patking lot iz off limit ©
childr=n and iz only wa=d by
zchool perzonnal and familiss
accaszing Lonefallow school.
Thea iz 3 chain bledking off
thea playeround fom the
parking lot.

Wondchips on the playeroumd

Childr=m ars supsrrizad af all
timaz and =taff position
themaalves to 322 all children

Minnezoia Deqanment of Heman Senvdces
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in their proup. Children must
waar shoe: on the
playeround. Childr=n a=
taught that the woodchips
stay om the ground and that
they a2 not to g0 in mowths.

Childr=m a2 supsrizad af all

Asphslt on playeround timsaz. Children always wear
shoos putzida,
{faszy arsa on plaveround Childr=m a2 dlways

suparvized. Childran must
waar shoss at all timss they
ar=s putdooss. Children are
taught that zra::z stavz om the
eround and does not g0 in
mouths

(ata laading out of the

Tha zata near the plaveround

will remain closad and lockad

during all time: children a2
pi=sant.

Btaff are wall informead of all
the playeround and owtsida
hazards, Staff routinaly chedk
tha plaveround and grassy
ar=a fof harerds. Should a
hazard be presant, st
follow the prescribed protocod
in daaling with tha hazsrd
{r=moving it themsslvas,
informing the building
anginasr, atc).

Proximitvto Opchard strast has mindmal
hazards busy | Lengfellow school iz located on traffic. When children anter
roads,and Drchard Bt of axit the door on Orchard
publi-.'.;lv B, thev ara sithsr
accessad accompariad by
businassas parents/muandiang or they ae

closaly supsrvizad by staff

Church across the strest in the The church building kas
back of the buildine, minimal comupation during
wask days.
All wizitors to the building
Located in a district building that must chack in at the front

contains other district programs.

office. All other dooz to the

building ar= lockad. Familiss
can anter EarlyVanturs:

through a saourad finzamprint
svatem. 5taff havs beon
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trainad to addrazz all paopla
they do mot 12coEmize in tha
building of on the

Fezidantisl arsa with housss
surrounding the buildineg on
thres zidss.

Childr=m ars supsriizad af all
timaz. Maighborz havs no
f2320m to aopass the building.
If viziting Lonsfallow,
naighbors must chack in at
tha front office and hava a
pupoea for viziting,

3}, Additional risk of harm factors to children. In addition to anv program- spacific risks
identifisd undar the phsical plantand epvirorrment assessments, therisk reduction plan must
addrass the risks idaptifisd below incohwm 1. In columm 2, writs spacific policissand
procadures vouhave devaoped and implementad to minimize sachrisk orin cohom 3,
raferance existing policias and proceduras that minimize sach risk.

Idantitiad risks Policias and proceduras Existing policies and procadures
developed and implameantad to that minimiz= ths risk
minimiza the risk
UClosing childran s fingars in doors, Childran will not beallowedto

includinge cabinat doors

open of hold doors. Children will
also maintsinan appropriate
distancefrom the bathroom stall
door whan thevara nottheons
using the stall. Cabinsts and
drawers will be designatad for
teachers onlr orwill havelocks on
them. Plaasz alzo 22 passs 13-15
and 28-2% in the EarlyVantures
Handbook for more datails.

Lezaving childranin the commumity
without supervision

Anvtime childranars out in the
commumitewith EadvVenturas,
staff will carrran emarsancy
backpack contsinine smerpency
information. The emargsney
information includas a pictura of
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sach child. Children will ba
supervisadat all times and staff will
continuously count the number of
childran in their sroup. Pleassalso
522 pagss 13-15 and 28-20 in the
EarlvVanturas Handbo ok for mors
details.

Childran leaving the tacilitewrithout

supervision

Childran will be supervisadat all
times. Dioors to the classm oms will
baclosedanvtimachildranara in
the room. Pleass also seapagas 13-
15 and 28-20 in the EarlvVantures
Handbook for mors datails.

LCaragivar dislocation ofchildran’s
albows

statt will naver erab childran b
the arm or swing tham arommd by
the arm in plaw. If absolukly
necassary, staff will usea “baskst
hold.” Flzaszalso sa= pagss 13-15
and 28-20 in the EarlvVanturas
Handbook for more datails.

Burns frombot food or bevemess,
whathar served to childran orbang
consiumed b caseivers, andthe
devicasusad to warm food and

bevaragas

atatt ara notallowadto bring hot
beveragas into thewods placa.
Morthfizld Public School’s
Mutrition Staff {or staff that have
been trainad b Nutrifion Sarvicas)
servas lunch to EadvVenhuras
students. Trainad staff also monitor
food tempemtees and makes surs
all ternparaturas ars in compliancs
with state gnidalines. Mohotsnacks
ara servad Bottls wammers and
microvwaves ars storad on shalves
out of reach of children and cords
ars inaccassiblzto children. Plaass
also ses pases 13-15 and 28-20 in the
EarlyVentures Handbo ok for mors
datails.

Injuriss from squipment, such as
seissors and glue guns

Allteachar scissors, staplars, glus
guns, and similaritemns will ba
stored out ofreach of childran
Plzasz alsosezpages 13-15 and 28-
20 in tha EarlvVanhsres Handbook

for moradetails.

SUTbum

Parants must fill out the sumsereen
permission form upon registmtion

Parants arsasksdto supplva bottle
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of sunscreen tor thair child
Sunscreen bottles aralabaled with
the child’ s first and last namas.
Early'Venturas will provids
sunscreen forchildrenthat donot
have their ovnbottla. Staff will
alvraws apply sumseraen to children
and staffwrill applyat appropriate
times. Sunscreenwill be storsd out
of reach ofchildran Fleass also sea
pages 13-15 and 28-20in the

EarlvVenturas Handbook for mors
details.
Feading childran foods to which they Upon repistration for 2ach sassion
ars allareic parants ars askad to provids

information rasardine anvallarpiss,
Allargy lists are postadin thalunch
room andin thaclassrooms near
snack arsas. Northfizld Public
Schools Nuthtion Services will be
notifisd ofany food allargias. Staff
ars CPE and first aid trainad should
achild have anallarsicraacion
Flease alsoseepages 9-10,12-15,
and 28-20 in the EarleVantures
Handbook for mors datails,

Childran falling from chansing
tablas

atatt will followrall diapar
changing procadures, which
includes kesping onz hand onthe
child baing chanead at all timas,
Staff will neverwalkawavfroma
child on the diaperchansine station
aven if thew am bucldad Staff will
notlat childran climb onthe diapar
changing station thamsalves, Plaass
also seepases 10, 13-15, and 28-20
in the EarlvVarures Handbook for
mors datails.

LChildren accessine danssrous itams
of charnicals or coming into contact
vrith rasidus from harminl claanine
products

Ulzaning procucts are out of reach
of childran at all times. Staffars
trainad onhow to clzan tables and
other itams to protact childran from
charnical residue. All cleanine
products are approved bythe health
consultant. Plasszalso sz= pagas
13-15 and 28-20 in the
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EarlvVenturas Handbo ok for mors
details.

4. Accessibility of hazardous items.

The accessibility ofhazardous items to childrenis

prohibited at all times when children are prasant.

5. Policies and procedures to ensure adequate supervision of children. Therisk
reduction planmust includs specific policiss and procadures to ensure adaquate supevisionof
childranat all timeas as definad imdar Mirmasota Statutes, saction 2454 (2, subdivision 18. The
policizs and procadures must includs particular emphasis onthe areas idantifisd balowin
columnl. Incohimm 2, writs spacific policies and proceduses devaopad and implamentad to
ensurachildran will be adaquataly supsrvisad at all times.

Faguirad arsas to be addrassed

regarding supervision of children

FPolicies and proceduras devaloped
and implemented to ensure adeguate

supervision of children

Times when childran are transitionad from ons arsa
within the facility to another

Childr=n arz never 1 dlons and are dlways supervizad
regardlezs of whether they are stationed ar=a of transitioning
from one area to another. Staff maintsin sppaopriats ratios at
all times. 5taff count the childran in their group bafiore thay
lazva an ares. whils they are transitioning, and onca thay gat
to their final destination.

Map-time supervision, including intant erib roorns, as
specified undar hinnses ota Statutes, section 243 A 02,
subdivision 1B, which requires that when an infant is
placed in a cribto sleep, supervision occurs whena
staff parsomis within sight or hearing ofthe infant.
When supervision ofa crib room is providad by sight
or hearing the captarmust have a plan toaddrass the
other suparvision comp onant

Al EarlyVeanters cribe are within zight and sound of staffin
tha infant room. Childrsn are always superrizad and staff
naver lagva tha room ifa child iz azlasp ina orib.

Child drop-off and pick-up timas

Parents/ puardian: must 2ign their child in and owt each day.
Parentz must walk their child into their desdmratad popm and
male contact with staff o they must walk into the room to
pick up their child at the end of the dav and maka contact
with staff. Staff aither walcomea tha child for the day or wizh
tha child a good night upon departurs. Onos the child iz
simmad in, EslyVenteres staff s sesponsibla for the child.
Staff kmow how many children and which childi=m s
prasant at all timeas,

supervision during outdo or play and on commmmity
activitias, including but not lim#ed to fisld trips and
neighbothood walks

Children are always supsryizad and appoopriate ratios
maintained. Staff position themealves 20 they cansssall
childrem in their group whils cutsida. Wiitten permizsim
from parents iz obtained any time children travel off site.
Staff kmow how many and which kids they ae taking
offsita. Staff tals an emargancy backpack with them when
travaling off=ita that contsin: smarrancy information and
firzt sid suppliss. 5iaff consiztantly coumnt the nember of
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childran in their group. All offsite dastinations are ags
aAppdopriata.

supervision of childran in hallvays Children are always supervized. Staff never losa sight of tha
children in hallways. Children walk in the hallways.

Diate risk reduction plan was initisllv complatad: 11-7-11

6. Orientation to the risk reduction plan. Thszlicenszholdar shall snsursthat all
mandated reportars, as definad in saction 626,356, subdivision 2, who are undar the control of
tha license holdar, raceive an orisntation to the riskradnction plan prior to first providineg
unsupervised diract contact sarvicss, as dafinadin section 24 5C 02, subdivision 11, to childran,
notto excead 14 davs from the first supsrvisad diract contact, and anmuallvthereafter.
Documentation of ofentation to thariskraduction plan must bedoameanted in sach mandated
reporter’ s parsommeal record.  [WW Statates, saction 24 34 66, subdivision 3]

7. Annual review of the risk reduction plan. The licenss holdsrmust reviewthe risk
reduction plananmuilly. When conductine the ravisw, thelicenseholdar rm st considar
incidents that have oocurred in thecanter sincs thalastravisw, includine the following:

(1) the assessment factors in the plan;

(2] the internal revisws conductad imdar Bimmasota Statites, saction 2434 66,
subdivision 1, if am;

{3} substmtiatad maltreatrment findines, if ame; and

(4] incidents that cansed injury or harm to a child if anv, that occurred sincathe last

raviany,

Following any chanes to the risk raduction plan, the licenss holder must inform mandatad
reporters, undarthe control of the licenss holdar, ofths chaneas in theriskraductionplan. The
annual revisw of the risk raduction plan or chanezs in theplan must be dooumented inthe
center’ s admimistrative records.
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Annual review of the risk reduction plan
Program MNames: EarlvVenturas Learmine Canter License #: 1{42526-6-CCC

The licenss holdar rmist revizer tharisk reducfion plan ammally. Whan conducting tharaviaw, the
licensa holdar rmist considar incidants that have ocoumrad inthe cantar sincathe last raviaw:, indudine:

{1} A ravisw of the assessment factors in theplan:

{2} A raview of the intemal revisws conducted under hlirmasota Statutes, section 2434 66,

subdivision 1, if amy:
{31 A raview of substantiatad maltreatmant findines, if anw:
{4) A review of incidants that cansad injury orhamm to a child sinca tha last ravisw:, if ame:

Basad on thaanmml ravims, what chaneas wearamads to the risk redoetion plan?
HNA

Mame and title of pemsoncomplatine anmial reviaw:

Diate of annual raviesr:
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