
INDEPENDENT SCHOOL DISTRICT 659
REGULAR SCHOOL BOARD MEETING

Monday, August 27, 2018 7: 00 PM
Northfield High School, Media Center

AGENDA

I.     Call to Order

II.     Agenda Changes / Table File

III.     Public Comment

This is an opportunity for residents of the Northfield School District to address the Board. You are requested to do so from the podium. After being recognized
by the chair, each individual will identify themselves and the group they represent, if any. Please state your reason for addressing the Board. To ensure that all
individuals have a chance to speak, speakers will be limited to one three- minute presentation. This is not a time to debate an issue, but for the Board to hear your

comments. The Minnesota Government Data Practices Act prohibits comment about specific student matters, even without naming the student, in open session.
This includes the public comment portion of our meeting. The Board respects and values input on student matters, but when it relates to a specific student or to a
specific student matter, such input must be heard by the appropriate personnel- such as the building principal or superintendent- and not during an open meeting
of the School Board.

IV.     Announcements and Recognitions

V.     Items for Discussion and Reports

A.  Sibley Elementary Continuous Improvement Plan Presentation
B.  Middle School Continuous Improvement Plan Presentation

C.  Superintendent' s 2018- 2019 Goals

VI.     Committee Reports

VII.     Consent Agenda

A.  Approval of Minutes

B.  Personnel Items

VIII.     Superintendent's Report

A.  Items for Individual Action

1.   Preschool/ Early Ventures/ Kid Ventures Handbooks for 2018- 2019
2.   2018- 2019 Minimum Prices for Adults and Other Nonprogram Meals

IX.     Items for Information

A.  Filing for School Board closed on Tuesday, August 14, 2018.
B.  Bond Referendum Update

X.     Future Meetings

A.  Monday, September 10, 2018, 7: 00 PM, Regular Board Meeting, NHS Media Center
B.  Monday, September 24, 2018, 7: 00 PM, Regular Board Meeting, NHS Media Center
C.  Monday, October 8, 2018, 7:00 PM, Regular Board Meeting, NHS Media Center

XI.     Adjournment



INDEPENDENT SCHOOL DISTRICT 659
REGULAR SCHOOL BOARD MEETING

Monday, August 27, 2018 7: 00 PM
Northfield High School, Media Center

AGENDA

I.     Call to Order

II.     Agenda Changes / Table File

III.     Public Comment

This is an opportunity for residents of the Northfield School District to address the Board. You are requested to do
so from the podium. After being recognized by the chair, each individual will identify themselves and the group they
represent, if any. Please state your reason for addressing the Board. To ensure that all individuals have a chance to
speak, speakers will be limited to one three-minute presentation. This is not a time to debate an issue, but for the

Board to hear your comments. The Minnesota Government Data Practices Act prohibits comment about specific

student matters, even without naming the student, in open session. This includes the public comment portion of our
meeting. The Board respects and values input on student matters, but when it relates to a specific student or to a
specific student matter, such input must be heard by the appropriate personnel- such as the building principal or
superintendent- and not during an open meeting of the School Board.

IV.     Announcements and Recognitions

V.     Items for Discussion and Reports

A.  Sibley Continuous School Improvement Plan Presentation
Sibley Principal Scott Sannes will present the continuous school improvement plan to the Board. The
presentation will include a progress report on the goals set for the 2017-2018 school year as well as new goals
set for the 2018-2019 school year.

B.  Middle School Continuous School Improvement Plan Presentation

Middle School Principal Greg Gelineau will present the continuous school improvement plan to the Board.
The presentation will include a progress report on the goals set for the 2017- 2018 school year as well as new

goals set for the 2018-2019 school year.

C.  Superintendent' s 2018- 2019 Goals

Superintendent Hillmann will share a draft of his proposed goals for 2018-2019.

VI.     Committee Reports

VII.     Consent Agenda

A.  Minutes

The Board is asked to approve the Minutes of the August 13, 2018 Regular School Board meeting.

B.  Personnel Items

a)   Appointments

1)  Chrissy Alexander, Gen Ed EA for 4. 5 hours/ day at Greenvale Park, beginning 8/ 27/2018; Gen Ed, Step
1-$ 15. 03/ hr.



2)  Cash Alladin, .6 FTE Business Education Teacher at the High School, beginning 08/ 27/ 2018; BA, Step 1
3)  Stephanie Ennis, 1. 0 FTE Long Term Substitute Grade 1 Teacher at Greenvale Park, beginning on or about

10/ 25/ 2018- 2/ 1/ 2019; MA, Step 2
4)  Johnna Harmer, KidVentures Site Assistant for up to 15 hours/ wk at Greenvale Park, beginning 08/27/ 2018;

Step 3-$ 13. 56/ hr.
5)  Rebekah Hedberg, KidVentures Site Assistant for 8. 5 hours/wk at Bridgewater, beginning 08/ 27/ 2018; Step

1-$ 12. 88/ hr.

6)  Lucinda Huschle, Long Term Substitute Special Ed EA-PCA for 6. 75 hours/day at the High School,
beginning 08/ 27/2018- 06/ 07/2019; Spec Ed, Step 4-$ 16. 76/hr.

7)  Kristin Johnson, 1. 0 FTE Instructional Coach- Behavior at Greenvale Park, beginning
08/ 27/ 2018- 6/ 07/ 2019; MA, Step 4.

8)  Jacqueline McNeil, Sign Language Interpreter for 6.75 hours/ day with the District, beginning 8/ 27/2018;
Level B, $ 21. 77/ hr.

9)  Rebecca Meyer, Spec Ed EA-PCA for 6. 75 hours/ day at the High School, beginning 08/ 27/ 2018; Spec Ed,
Step 1-$ 15. 62/ hr.

10) Caitlin Robertson, 1. 0 FTE 6th Grade Teacher at the Middle School, beginning 08/ 27/ 2018- 06/ 07/ 2019;
MA, Step 5.

11) Jessica Van Zuilen, Spec Ed EA- PCA for 6. 75 hours/day at the High School, beginning 8/ 27/2018; Spec
Ed, Step 1-$ 15. 62/ hr.

b)  Increase/ Decrease/ Change in Assignment
1.   CORRECTION: Sean DuBe, 1. 0 FTE English/Language Arts Teacher at the High School, change from

MA, Step 7 to MA+ 15, Step 7
2.   CORRECTION: Lydia Gross, 1. 0 FTE Early Childhood Special Education Teacher at Longfellow, change

from BA+30, Step 1 to BA+45, Step 1
3.   CORRECTION: Jeff Wright, Assistant Boys Lacrosse Coach at the High School, change from Level D,

Step 3 to Level D, Step 5
4.   Danielle Amundson, Teacher at Greenvale Park, add Companeros Mentor at Greenvale Park, effective

08/ 27/ 2018- 06/ 07/ 2019;$ 750 Stipend
5.   Stephanie Balma, Early Ventures Teacher for 26 hours/wk at Longfellow, change to Early Ventures Teacher

for 40 hours/wk at Longfellow, effective 08/ 27/ 2018- 06/ 12/ 2019.
6.   Paula Baragary, Teacher at Sibley, add Teacher Mentor at Sibley, effective 08/27/ 2018- 06/07/ 2019;$ 750

Stipend
7.   Trisha Beacom, Early Ventures Teacher for 30 hours/ wk at Longfellow, change to Early Ventures Teacher

for 40 hours/wk at Longfellow, effective 08/ 27/ 2018-06/ 12/ 2019.
8.   Courtney Beumer, Early Ventures Teacher for 25. 5 hours/wk at Longfellow, change to Early Ventures

Teacher for 38 hours/ wk at Longfellow, effective 08/27/ 2018- 06/ 12/ 2019.
9.   Haanah Braun, Early Ventures Site Assistant for 18 hours/wk at Longfellow, change to Early Ventures Site

Assistant for 38.75 hours/wk at Longfellow, effective 08/ 27/ 2018-06/ 12/ 2019.
10. Stephani Carlson, Special Ed Teacher at Greenvale Park, add Spec Ed Teacher Mentor at Greenvale Park,

effective 08/ 27/ 2018-06/ 07/2019; 50% Stipend$ 375

11. Anita Corwin, Early Ventures Site Assistant for 23. 5 hours/wk at Longfellow, change to Early Ventures Site
Assistant for 40 hours/wk at Longfellow, effective 08/27/ 2018- 06/ 12/ 2019.

12. Matthew Crase, Spec Ed EA at the Middle School, add Student Support for WEB at the Middle School,
effective 08/ 30/ 2018-06/ 04/ 2019.

13. Natalie Czech, Special Ed Teacher at Bridgewater, add Special Ed Teacher Mentor at Bridgewater, effective
08/ 27/2018- 06/ 07/2019. Stipend$ 750

14. Stephanie Ennis, Full- time Substitute with the District, change to 1. 0 FTE Long Term Substitute
Kindergarten Teacher at Bridgewater, effective 08/ 27/ 2018- 10/ 24/ 2018. MA, Step 2

15. Jan Ensrud, Teacher at the Middle School, add Teacher Mentor at the Middle School, effective
08/ 27/2018-06/ 07/2019. Stipend$ 750

16. Julie Erickson, Early Ventures Teacher for 38 hours/wk at Longfellow, change to Early Ventures Teacher
for 40 hours/wk at Longfellow, effective 08/ 27/2018- 06/ 12/ 2019.

17. Debbie Foley, Early Ventures Assistant Teacher for 28. 75 hours/wk at Longfellow, change to Early
Ventures Assistant Teacher for 30 hours/wk at Longfellow, effective 08/ 27/ 2018-06/ 12/ 2019.

18. Michelle Gaertner, Special Ed Teacher at the Middle School, add Spec Ed Teacher Mentor at the Middle
School, effective 08/ 27/ 2018-06/ 07/2019; Stipend$ 750

19. Sara Gerdesmeier, Early Ventures Site Assistant for 20 hours/wk at Longfellow, change to Early Ventures
Site Assistant for 32. 5 hours/ wk at Longfellow, effective 08/ 27/ 2018- 06/ 12/ 2019.



20. Paige Haley, Long Term Substitute Kindergarten Teacher at Bridgewater, change to 1. 0 FTE Kindergarten
Teacher at Bridgewater, effective 08/27/2018- 06/07/ 2019.

21. Kaci Henry, Early Ventures Teacher for 28. 75 hours/ wk at Longfellow, change to Early Ventures Teacher
for 40 hours/wk at Longfellow, effective 08/ 27/ 2018-06/ 12/ 2019.

22. Melissa Kaderlik, Spec Ed EA-PCA for 6. 75 hours/ day at Step 1-$ 15. 62/hr. at Sibley, change Spec Ed
EA-PCA for 6. 75 hours/day at Step 3-$ 16. 30/ hr. at Sibley, effective 08/ 27/2018.

23. Anna Kelly, Media Center EA at Greenvale Park, add Community School Club Leader at Greenvale Park,
effective 09/ 04/ 2018-06/ 07/2019;$ 21. 01/ hr.

24. Gail Kohl, Teacher at Bridgewater, add Teacher Mentor at Bridgewater, effective 08/27/ 2018-06/ 07/2019;
Stipend$ 750

25. Dan Kust, 1. 0 FTE 61h Grade Teacher at the Middle School, and an overload for the 2018- 19 school year,
effective 09/ 04/ 2018-06/ 07/2019.

26. Elizabeth Larson, Teacher at Bridgewater, add Companeros Mentor at Bridgewater, effective
08/ 27/2018-06/ 07/ 2019; Stipend$ 750

27. Mary Magnuson, Special Ed Teacher at the High School, add Spec Ed Teacher Mentor at the High School,
effective 08/ 27/ 2018-06/ 07/ 2019; Stipend$ 750

28. Carol Nick, Early Ventures Teacher for 20 hours/wk at Longfellow, change to Early Ventures Teacher for
35 hours/wk at Longfellow, effective 08/ 27/ 2018-06/ 12/ 2019.

29. April Ostermann, Teacher at Sibley, add Compafleros Mentor at Sibley, effective 08/ 27/2018- 06/ 07/2019;
750 Stipend

30. Kelli Otting, Special Ed Teacher at Sibley, add Spec Ed Teacher Mentor at Sibley, effective
08/ 27/2018- 06/ 07/2019; Stipend$ 750

31. Caitlin Robertson, 1. 0 FTE 6th Grade Teacher at the Middle School, change to. 8 FTE 6`h Grade Teacher and
will have 50 minutes/ day for supervision, effective 08/ 27/ 2018.

32. Kathy Roth, Early Ventures Teacher for 39. 75 hours/wk at Longfellow, change to Early Ventures Teacher
for 39. 75 hours/wk at Longfellow, effective 08/ 27/ 2018-06/ 12/ 2019.

33. Bobbi Schmidtke, Early Ventures Site Leader for 30 hours/wk at Longfellow, change to Early Ventures Site
Leader for 40 hours/wk at Longfellow, effective 08/ 27/ 2018- 06/ 12/ 2019.

34. Katie Schuman, Early Ventures Teacher for 30 hours/wk at Longfellow, change to Early Ventures Teacher
for 40 hours/wk at Longfellow, effective 08/ 27/2018- 06/ 12/ 2019.

35. Andrea Stowe, Early Ventures Teacher for 39. 75 hours/wk at Longfellow, change to Early Ventures Teacher
for 34.75 hours/wk at Longfellow, effective 08/ 27/ 2018-06/ 12/ 2019.

36. Sarah Swan McDonald, Teacher at the High School, add Teacher Mentor at the High School, effective
08/27/ 2018- 06/07/ 2019;$ 750 Stipend

37. Diane Wiese, Special Ed Teacher at Greenvale Park, add Spec Ed Teacher Mentor at Greenvale Park,
effective 08/ 27/ 2018- 06/ 07/ 2019; 50% Stipend$ 375

38. Kari Winter, Teacher at Longfellow, add Special Ed Teacher Mentor at Longfellow, effective
08/ 27/ 2018- 06/ 07/ 2019; Stipend$ 750

39. Sarah Woodcock, Early Ventures Teacher for 35. 5 hours/wk at Longfellow, change to Early Ventures
Teacher for 38. 5 hours/wk at Longfellow, effective 08/ 27/ 2018-06/ 12/ 2019.

40. Brent Yule, Phy Ed Teacher at Greenvale Park, add Assistant Football Coach at the High School, effective
08/ 17/ 2018; 20% Stipend Level E, Step 1.

41. Sari Zach, Teacher at Greenvale Park, add Teacher Mentor at Greenvale Park, effective
08/27/ 2018- 06/ 07/ 2019;$ 750 Stipend.

c)  Leave of Absence
1.   Danielle Crase, Special Ed Teacher at the High School, Family/Medical Childcare Leave, effective on or

about 12/ 05/ 2018 for 8 work weeks.
2.   Matthew Crase, Special Ed EA-PCA at the Middle School, Family/Medical Childcare Leave, effective on

or about 12/ 05/ 2018 for 2 work weeks.
3.   Angela Kruse, Speech and Language Pathologist at Greenvale Park, Family/Medical Leave of Absence,

effective on 08/ 27/2018- 09/ 3/ 2018.
4.   Lori Warner, Occupational Therapist at Longfellow, Family/ Medical Leave of Absence, effective

08/ 27/ 2018-09/ 14/ 2018 and may need further leave on an intermittent/ reduced schedule.
d)  Retirements/ Resignations/ Terminations

1.   Samantha Anderson, Enrichment and Project A.B. L.E Coordinator with Community Services, resignation
effective 09/ 05/ 2018.

2.   Timothy Biegert, Industrial Tech Teacher at the High School, retirement effective 01/ 25/ 2019.
3.   Kristi Hayes, Spec Ed EA- PCA at Longfellow, resignation effective 08/ 10/ 2018.
4.   Rachael Langer, Teacher at the Middle School, resignation effective 08/ 16/ 2018.



5.   Jake Mathison, 8`h Grade Football Coach at the Middle School, resignation effective 08/ 15/ 2018.
6.   Caitlin Robertson, Early Childhood Teacher at Hand in Hand Preschool, resignation effective 08/25/ 2018 in

order to accept a new position with the district.
7.   Jessica Wedel, Gen Ed EA at Greenvale Park, resignation effective 08/ 01/ 2018.

Conditional offers ofemployment are subject to successful completion ofa criminal background check and Prework screening( ifapplicable)

VIII.     Superintendent's Report

A.  Items for Individual Action

1.   Preschool/ Early Ventures/ Kid Ventures Handbooks for 2018- 2019.
The Preschool/ Early Ventures/ Kid Ventures Handbooks for the 2018- 2019 school year are ready
for School Board consideration. Once the School Board approves these handbooks, they carry the
force of School Board policy. A copy of the current Preschool Handbook is available on the
District's website at htap:// no.rthficicischools.org/ about/ handbooks I.

Superintendent' s Recommendation: Motion to approve the Preschool, Early Ventures, and Kid
Ventures Handbooks for the 2018- 2019 school year.

2.   2018-2019 Minimum Prices for Adults and Other Nonprogram Meals.

The Minnesota Department of Education has revised the 2018-2019 minimum prices for adults and

other nonprogram meals. Nonprogram meals, including meals served to adults and second meals
served to students, may not be subsidized by the school food service account. Meal charges must be
set high enough to cover meal costs. The minimum meal prices are based on the current amount of

federal reimbursements received for free school meals, rounded up to the nearest five cents.
Minimum meal prices for the 2018- 2019 school year must be $ 1. 80 for breakfast and$ 3. 75 for lunch

includes value of USDA Foods). The current price of an adult lunch meal is $ 3. 70.

Superintendent' s Recommendation: Motion to approve a$. 05 increase to the adult lunch meal

price to comply with the minimum price required by the Minnesota Department of Education. The
new price of an adult lunch meal will be$ 3. 75.

IX.     Items for Information

A.  Filing for School Board closed on Tuesday, August 14. Jeff Quinnell, Julie Pritchard, and Tom Baraniak have
filed for School Board. The election for three seats will occur on Tuesday, November 6, 2018.

B.  Bond Referendum Update. Dr. Hillmann will provide an update on preparations for the November 6, 2018

referendum.

X.     Future Meetings

A.  Monday, September 10, 2018, 7: 00 PM, Regular Board Meeting, NHS Media Center
B.  Monday, September 24, 2018, 7: 00 PM, Regular Board Meeting, NHS Media Center
C.  Monday, October 8, 2018, 7:00 PM, Regular Board Meeting, NHS Media Center

XI.     Adjournment
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Purpose

The purpose of the school improvement planning process is to establish a clear set of shared goals, aligned with the District's strategic
plan, that inspire action and align efforts for student growth and achievement.

2017- 18 School Improvement Plan Goals Review and Key Reflections

Goal Results

Kindergarten- We will increase our students' ability to hear and 88% of our students displayed mastery on the CVC Word
record sounds in CVC words so that 85% will demonstrate Stretch assessment. Additionally, we moved from 24% of

proficiency (54/ 60- 90%) as measured in the CVC Word Stretch students scoring in the top bracket (48- 60) in November to 93%
Assessment by May of 2018.       of students scoring in the top bracket. We also decreased the

students in the lowest bracket( 0- 15) from 38% in November to

2% in May.

First Grade- We will increase scores on the DIBELS 87% of Sibley first grade students met the spring benchmark
Computation Assessment of first grade students at Sibley so that goal of 15. In addition, 88% of students showed a growth of 10

75% will demonstrate a score of 15 as measured by the DIBELS or more points on their Math MAP.

Computation Assessment by May of 2018. Also, 85% of all first

grade students at Sibley will make 10 or more points ofgrowth
from their fall to spring scores of the DIBELS math
computation assessment when administered in May 2018.

Second Grade- We will increase math skills of all second 55% of Sibley 2nd graders met or exceeded their personal
graders so that 75% will meet or exceed their personal growth growth goal as measured by the spring math MAP test. Another
goal as measured by the spring Math MAP test in May 2017. 30% were within 3 points of meeting their goals. Of those not

meeting their growth goal, 19% had an initial MAP above the
year- end target of 192 in September.

Third Grade- 80% of students will receive 80% or higher on Yes, we have partially met our SMART goal.
unit math tests.

Fourth Grade- We will increase phonological awareness,    We measured growth each month for all students participating in
phonics, structural analysis, fluency, vocabulary, and Lexia. Our largest growth numbers were taken in March with
comprehension of fourth graders so that 100% of students will 42% of our students showing growth. On average for the year,
demonstrate growth each month as measured by Lexia predictor 32% of students showed growth each month.

percentages by May 2018.

Fifth Grade- 80% of fifth grade students will score 80% or Yes, we have partially met our SMART goal.
higher on unit math assessments.

Building- All students will demonstrate at least one year' s In the fall, 58% of Sibley students in Grades 1- 5 were at or
growth in reading fluency and comprehension. above grade level in Oral Reading Fluency. In the Spring of

2018, 71% of Sibley students in Grades 1- 5. were at or above



grade level in Oral Reading Fluency.

Building- All students will demonstrate at least one year' s Grade 1: MAP Fall to Spring students who met target score:
growth in math.       68%

Grade 2. MAP Fall to Spring students who met target score:
43%

Because we no longer administer a Spring MAP in Grades 3- 5, it
is difficult to accurately measure a year' s growth using a
standardized assessment. We know we exceed the predicted

proficiency rate in all three grade levels based on our Fall MAP
predictor of MCA performance by roughly 10%. We have

adjusted the 2018- 19 goals moving forward.

Building- To improve student behaviors with the During random classroom visits throughout the school year, the
implementation of best practices, staff will engage in the 4: 1 Praise to Reprimand Ratio averaged 3: 1.

Praise to Reprimand Ratio as measured by classroom
observation.

Key reflections: The PLC SMART goals at each grade level were stretch goals and based on prior MCA results, data gathered at Ready
Set Go! Day in 2017 or the first few weeks of school. Key reflections in these areas indicate PLC teams were laser- focused on their
goals and student achievement was raised because of their efforts. We have some big MCA" wins" that we can report after August
30th The Move 5 literacy effort in third grade had a positive impact and provided those teachers with some additional funding for
reading support and creative and innovative instruction.

2018- 19 School Improvement Plan Goals, Strategies, and Evaluation

SMART Goal Strategies Evaluation

Reading Implementation of Collaborative Letter Sound Assessment
Kindergarten: The percentage of students Literacy NWEA MAP

identifying 100% of tested letter sounds IDR Conferencing MCA Reading
by the end of the year will be 90% or Embedded Professional IDR Conference Notes
higher. Development

Reading Corps Tutoring
Grades 1: The percentage of students

meeting their student growth target from
Fall to Spring will meet or exceed 70%.

Grade 2: The percentage of students

meeting their student growth target from
Fall to Spring will meet or exceed 60%.

Grades 3, 4& 5: The percentage of

students demonstrating proficiency on the
2019 MCA Reading test will exceed the
MAP to MCA projected proficiency score
by 10% or more.

Strategic Plan Alignment: `Robust core subject
instruction" and` Equitable opportunities and

supportfor all career and collegepaths."



Math Fully Implemented EM4 Kindergarten Assessment

Kindergarten: 90% of students will Essentials EM4 Unit Tests

identify numbers correctly up to 100 by Develop a focused strategy for MAP Math

the Spring of 2019.  computation practice

Math Corps Tutoring
Grades 1- 5: 80% of students will score

80% or higher on the six selected

Everyday Math unit tests.

Strategic Plan Alignment: ' Robust core subject
instruction" and Equitable opportunities and

supportfor all career and college paths."

Behavior Conduct all- school meetings Classroom observation data

To improve student behaviors with the implementing/ or modeled in collection

implementation of best practices, 85%  Responsive Classroom and

staff will engage in the 4: 1 Praise to support SEL curriculum

Reprimand Ratio as measured by Implement/ Review school-wide

classroom observation.     lunchroom expectations&

routines— grade level visits

Strategic Plan Alignment: ' Building and Conduct weekly student support
fostering relationships— commitment to team meetings addressing
social/ emotional healthfor all" and ' Equitable concerns in math, reading&
opportunities and supportfor all career and college behaviors

paths."    Teach self-regulation groups

including students identified by
classroom teachers

SEL curriculum

Review 4: 1 Behavior Specific
Praise with all staff

Summary

We are excited about the implementation of Collaborative Classroom. We will continue to build on the strategies tied to the SEL

curriculum in conjunction with Responsive Classroom, which has been a part of the Sibley fiber for over a decade. We are encouraged
by the preliminary MCA scores from 2018 and will continue to strive to make gains. We will also continue to address both Reading
and Mathematics goals with vigor.



Sibley Elementary School
2018- 19 School Improvement Plan Report

August 27,   2018
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2017- 18 SIP Goals Review
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Key reflections from 2017- 18 SIP

The PLC SMART goals at each grade level were stretch goals

and based on prior MCA data, data gathered at RSG Day in
2017 or the first few weeks of school.

PLC teams were laser focused on their goals and student

xy
achievement was raised because of their efforts.
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The Move 5 literacy effort in grade three had a positive
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The Second Step curriculum was implemented successfully
and character traits were taught.
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2018- 19 School Improvement Plan Academic Goals

Reading

Kindergarten: The percentage of students identifying 100% of tested letter sounds by the end of the year will be 90% or

higher.

Grade 1: The percentage of students meeting their student growth target from Fall to Spring will meet or exceed 70%.
Grade 2: The percentage of students meeting their student growth target from Fall to Spring will meet or exceed 60%.

Grades 3, 4 & 5: The percentage of students demonstrating proficiency on the 2019 MCA Reading test will exceed the
MAP to MCA projected proficiency score by 10% or more.

t Northfield 5
PUBLIC SCHOOLS



2018- 19 School Improvement Plan Goals Cont.

Math

Kindergarten: 90% of students will identify numbers correctly up to 100 by spring of 2019.

Grades 1- 5: 80% of students will score 80% or higher on the six selected Everyday Math unit tests.

Behavior

To improve student behaviors with implementation of best practices, 85% of staff will engage in the 4: 1 Praise to

Reprimand Ratio as measured by classroom observation.

NorthSCHOOLSeld 6
PUBLIC



Questions and Discussion
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No      

tj/[--
j Northfield Middle School

School Improvement Plan

PUBLIC SCHOOLS 2018- 19

Presented to the Board on 8-27-2018

The purpose of the school improvement planning process is to establish a clear set of shared goals, aligned with the District' s strategic
plan, that inspire action and align efforts for student growth and achievement.

2017- 18 School Improvement Plan Goals Review and Key Reflections

Goal Results

Northfield Middle School will have an increase of 5% of all MCA data is embargoed until August 30.

students in grades 6, 7, and 8 who show positive growth on their I can tell you that we made some significant progress

State MCA Reading and Math Test during the 2017- 18 school again this year.

year.  We have also found three populations to take a closer

look at( 8th Grade GAP, EL and Special Ed. in both

Math and Reading)

Northfield Middle School will decrease the achievement gap for The gap remained the same or decreased in math and
our FRP students by 5% in math and reading in grades 6, 7, and reading for grades 6 and 7. Grade 8 proficiency went up
8, as measured by MCA data. for both FRP and non-FRP, but the gap still grew.

Northfield Middle School will sponsor at least one student WEB Events, School Dances, Mental Health Awareness

activity a quarter that will help in building a sense of Month, CTE Day, Grade 6 Gender Meetings, Courage
community, as measured by our PRIDE Survey administered Retreat and Fun Fest.

annually in the Spring.    85% of students feel connected to NMS and 85% feel

NMS has school spirit( Student Connectedness survey).

Northfield Middle School will look to increase the number of 83% of families felt their student had a smooth

students and families who feel the transitions between grades transition, 83% of families felt their students were well

were a positive and helpful experience by 3% each of the next prepared ( Fall 2017 Parent survey).
three years. 2017- 18 will be a baseline year for the middle school.

Key reflections: I am extremely pleased with the middle school' s progress towards our goals. I have seen many of our staff begin the
transition to a data decision-making model as a way to do business and I am looking at making this part of the middle school culture
for all areas. In doing this, we will naturally evaluate curriculum and resources to assure we are staying current and supporting our
student' s growth journey to the highest level.

As a staff, we began the discussion about how we can better prepare students for the transition between grade levels. We conducted

two work sessions and identified key components such as common vocabulary, consistent methods of posting information in
Schoology, and changing the Spring conference format. In addition, we will continue to schedule events that build community and
school spirit.



Finally, we will continue working on teaching students about PRIDE and modeling for students and families what this looks like.
Through many surveys, phone calls, e- mails and personal conversations that families have had with staff members and myself, it is
clear that this program is making a difference in our students and the middle school culture.

2018- 19 School Improvement Plan Goals, Strategies, and Evaluation

SMART Goal Strategies Evaluation

Northfield Middle School will have an All sixth grade students will MCA& MAP data

increase of 5% of all students in grades 6,       utilize reading plus.  Reading Plus data
7, and 8 who show positive growth on 8th grade has a new curriculum

their State MCA reading and math test
for Algebra A and AA

during the 2017- 18 school year. Strategic
Will work with Elective and PE

Plan Alignment: " Robust Core Instruction" and
teachers to get them connected to

building goals
Equitable opportunities and supportfor all

career and collegepaths."

Northfield Middle School will decrease Continue with web- based MCA data

the achievement gap for our FRP students resources in Math and Reading.   Online resource data

by 5% in math and Reading in grades 6, 7, Continue with MTSS classes PLC data from EL and Special

and 8, as measured by MCA data. Strategic Work with EL and Special Education

Plan Alignment: ' Robust Core Instruction" and
Education to look at their data

Equitable opportunities and supportfor all
and make a plan to try something
new.

career and collegepaths."

Northfield Middle School will sponsor at Continue to map out the year' s Spring student survey
least one student activity a quarter that activities and look to add new
will help in building a sense of events.

community, as measured by our PRIDE
Survey administered annually in the
Spring. Strategic Plan Alignment: `Building
andfostering relationships— commitment to

social/ emotional healthfor all"

Northfield Middle School will Middle School staffwill continue Fall parent survey
increase the number of students and to look at ways to improve the
families who feel the transitions between transition between grades ( started

grades were a positive and helpful this discussion in 2017- 18)
experience by 3% each of the next three Middle School Staff will be
years. Strategic Plan Alignment: `Building and looking at the possibility of a

fostering relationships— commitment to building wide Flex program.
social/ emotional healthfor all"

Summary

Northfield Middle School is in a good place and the past few years of data support this. After years of relatively flat data, we have now
started to move the needle in a positive direction on many levels. The dedication and willingness to try new things, make decisions



based on what the data tells us, and keeping a growth mindset have been keys to this movement, and I will be continuing to
challenge/ push areas to take a leap of faith and look to do even more.

We are, however, approaching some important challenges with respect to our increasing enrollment. With student enrollment
hovering around the 1, 000 mark, both space and class size will continue to be something we need to have a conversation about with
the goal of exploring some possible long-term solutions.

The culture of NMS PRIDE has been a huge success at the middle school and is spreading across the district. We still have room to
grow and a reboot every few years will keep PRIDE as a way of life for our students, parents, and staff. In my professional opinion,
this has had the largest positive effect on students, parents, and staff that I have seen in my twenty years in Northfield.

It is a privilege to work for Northfield Public Schools, and I am thankful for your continued trust in my leadership.



Northfield Middle School
2018- 19 School Improvement Plan Report

August 27 ,   2018
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2017- 18 SIP Goals Review

Achievement Goals
MCA data is embargoed until August

1 .   Northfield Middle School will have an 30.
increase of 5% of all students in grades 6,
7, and 8 who show positive growth on I can tell you that we made some

their State MCA Reading and Math Test significant progress again this year.

during the 2017- 18 school year. We have also found two populations
to take a closer look at ( EL and Special

2.   Northfield Middle School will decrease Ed).
the achievement gap with our FRP
students by 5% in Math and Reading in
grades 6, 7, and 8, as measured by MCA
data.

QNorthfield 3
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2017- 18 SIP Goals Review
Climate Goals

WEB Events,  School Dances,
1 . Northfield Middle School will sponsor at Mental Health Awareness Month,
least one student activity a quarter that CTE Day,  Grade 6 Gender
will help in building a sense of Meetings,  Courage Retreat and
community, as measured by our PRIDE Fun Fest.
Survey given in the Spring of each year.

83% of families felt their student
2. Northfield Middle School will had a smooth transition,  83%  of
increase the number of students and

families felt their students werefamilies who feel the transitions between
grades were a positive and helpful well prepared.

experience by 3% each of the next three
years. 2017- 18 will be a baseline year for 85% of students feel connected to

the NMS and 85% feel NMS has school

middle school.      spirit.
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Key reflections from 2017- 18 SIP

Reading Plus is making a
difference

Students and families like being
at NMS

Our student population is

changing
L

D D
L J

D5_
i       •      Need to continue to ask the

r Li r 1 question, " What is next?"

4) Northffield 5
PUBLIC SCHOOL S



2018- 19 School Improvement Plan Goals
Achievement Goals Climate Goals

1 .   Northfield Middle School will 1 . Northfield Middle School will sponsor at
have an increase of 5% of all least one student activity a quarter that
students in grades 6, 7, and 8 who will help in building a sense of
show positive growth on their community, as measured by our annual
MCA reading and math test during PRIDE Survey given in the Spring.
the 2018- 19 school year.

2. Northfield Middle School will increase the

2.   Northfield Middle School will
number of students and families who feel

decrease the achievement gap
the transitions between grades were a
positive and helpful experience by 3% each

with our FRP students by 5% in
of the next 3 years. 2017- 18 will be a

math and reading in grades 6, 7,    baseline year for the middle school.
and 8, as measured by MCA data.

Q4Northfield 6
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2018- 19 Strategies and Assessments

Strategies

All 6th grade students will utilize Reading Plus
Work with subjects not tested by MCAs to connect them to building
student achievement goals

Analyze data and plan for possible changes in EL and Special Education
Instruction

Energize PRIDE program and have staff recommit

Look at adjusting the school day to implement a building wide flex
program

Northfield 7
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2018- 19 Strategies and Assessments

Assessments
ert

MCA & MAP data 0
fl

Y'

Parent feedback survey
11 e

Student climate survey

Teacher reflection
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TO:       Julie Pritchard, Chairperson

Northfield School District Board of Education

FROM:   Superintendent Matthew J. Hillmann, Ed.D.

DATE:   August 21, 2018

RE: Proposed Superintendent' s Goals 2018- 19 ( Draft)

As part of the updated Superintendent' s Evaluation process, please consider the following proposed goals for
the 2018- 19 school year:

1.   The District will complete all required components to administer the District' s bond referendum

on November 6, 2018.

2.   The District will implement a consistent literacy curriculum (Collaborative Classroom) as
evidenced by the district-wide collection of selected curriculum-based assessments and two teacher
satisfaction surveys. The Superintendent will draft a reflection for the Board based on the data.

3.   The District will emphasize continued successful implementation of the Second Step curriculum as
evidenced by the district-wide collection of the Social, Academic, and Emotional Behavior Risk Screener
SAEBRS) in Grades K-4, the Second Step curriculum-based screener for Grades 5- 8, and two

teacher satisfaction surveys. The Superintendent will draft a reflection for the Board based on the

data.

4.   Improve use of stakeholder feedback through implementation of Studer Education-developed

District Support Services, Parent Satisfaction, and Employee Engagement surveys and reporting
the results to the corresponding stakeholder groups and the Board of Education by March 30,
2018

These targets are set recognizing there will be additional work towards the District' s realization of its strategic
plan, near-term, and ongoing priorities.



NORTHFIELD PUBLIC SCHOOLS
School Board Minutes

August 13, 2018

Northfield High School Media Center

I.     Call to Order

Board Chair Julie Pritchard called the Regular meeting of the Northfield Board of Education of Independent School
District 659 to order at 7: 00 p.m. Present: Goerwitz, Hardy, Stratmoen, Quinnell, Colangelo, Iverson and Pritchard.

II.     Agenda Changes / Table File

Table File items were added.

III.     Public Comment

Chris Kennelly, representing Canon River Civic Center and Ice Arena, addressed the Board and expressed support for
the potential school district bond referendum.

IV.     Announcements and Recognitions

Congratulations to Stephany Stromme, Director of Child Nutrition Services and the Child Nutrition Service Staff.The
Minnesota Department of Education conducted its annual review of the District' s Summer Food Service Program,

and no sponsor findings were identified and there are no corrective or fiscal actions required.

Forty-six incoming seventh grade students had a successful trip to Eagle Bluff,July 23- 25, 2018. The Northfield
students received two awards.

Thank you to the administrators, staff, and board members for participating in Northfield Chamber Crazy Daze on
July 27th, and to Nancy Antoine, Sam Richardson and MaryGrace Hanson who participated in Night to Unite with
Dr. Hillmann on August 7th.

V.     Items for Discussion and Reports

A.  Greenvale Continuous School Improvement Plan Presentation

Greenvale Principal Sam Richardson presented the continuous school improvement plan to the Board. The

presentation included a progress report on the goals set for the 2017- 2018 school year as well as new goals set

for the 2018-2019 school year.

B.  Bridgewater Continuous School Improvement Plan Presentation

Bridgewater Principal Nancy Antoine presented the continuous school improvement plan to the Board. The
presentation included a progress report on the goals set for the 2017- 2018 school year as well as new goals set
for the 2018- 2019 school year.

C.  Proposed Preschool/ Early Ventures/ Kid Ventures Handbooks for 2018- 2019
Superintendent Hillmann provided an overview of the Preschool, Early Ventures, and Kid Ventures
Handbooks for the 2018-2019 school year. Approval of the handbooks will be an action item for the next

Board meeting.

VI.     Consent Agenda

On a motion by Iverson, seconded by Colangelo, the Board unanimously approved the following Consent Agenda
items:

A.  Minutes, Minutes of the July 9, 2018 Regular School Board meeting.

B.  Personnel Items



a)   Appointments

1.   David Beck, Assistant 9th Grade Girls Soccer Coach for 2 hours/ day at the High School, beginning
08/ 13/ 2018; Level F, Step 4

2.   Margaret Christensen, Child Nutrition Associate I for 3.25 hours/ day at Bridgewater, beginning
08/ 21/ 2018;$ 17. 58/ hr.

3.   Westley Dayus, Head Boys Soccer Coach for 2 hours/ day at the High School, beginning
08/ 13/ 2018; Level B, Step 5

4.   Lianne Deanovic, Special Education EA-PCA Job Coach for 6.75 hours/ day at the High School,
beginning 08/ 27/ 2018; Spec Ed Step 4-$ 16.76/ hr.

5.   Kimberly Harris, EarlyVentures Teacher for 25 hours/ wk at Longfellow, beginning 08/ 20/ 2018;
Step 3-$ 16.74/ hr.

6.   Angela Johannsen, Child Nutrition Associate I for 3.75 hours/ day at the High School, beginning
08/ 21/ 2018;$ 17.58/ hr.

7.   Evan Johnson, Summer Maintenance Worker with the District, beginning 07/ 23/ 2018- approx.
10/ 31/ 2018;$ 10.50/ hr.

8.  Jill Keeley, EarlyVentures Teacher for 40 hours/ wk at Longfellow, beginning 08/ 20/ 2018; Step
4-$17.26/ hr.

9.   Lori King, ECFE Parent Educator for up to 6 hours/ wk at the NCRC, beginning 08/ 20/ 2018; Yr.
3-$ 26.76/ hr.

10. Meghan Kuechenmeister, 1. 0 FTE Special Education DCD Teacher at the High School, beginning
08/ 27/ 2018; BA, Step 1

11. Beth LaCanne, Assistant Girls Tennis Coach at the High School, beginning 08/ 13/ 2018; Level H,
Step 1

12. Jillian Luoma-Overstreet, 8th Grade Volleyball Coach for 2 hours/ day at the Middle School,
beginning 08/ 27/ 2018; Level H, Step 2

13. Angela Lynch, Special Education LD/ EBD Teacher. 5 FTE at the High School and. 5 FTE at the

ALC, beginning 08/ 27/ 2018; BA, Step 1
14. Kimberly Medin, 1. 0 FTE Special Education EBD Teacher at the Middle School, beginning

08/ 27/ 2018; BA+ 15, Step 1
15. Michael Merry, 1. 0 FTE Technology Specialist with the District, beginning 08/ 20/ 2018;$ 56,741 +

Step 4,$ 2, 000 (will be prorated for the 2018- 19 school year)

16. Justin Pfaffinger, 1. 0 FTE Mathematics Teacher at the High School, beginning 08/ 27/ 2018; MA,
Step 7

17. Nichole Porath, Head Boys and Girls Nordic Ski Coach for 2 hours/ day at the High School,
beginning 11/ 12/ 2018; Level D, Step 1

18. Benjamin Selchow, Summer Recreation Position with Community Services, beginning
08/ 09/ 2018-08/ 31/ 2018; Lacrosse-$9.65/ hr.

19. Gloria Sterud, Special Ed EA-PCA for 6. 75 hours/ day at the Middle School, beginning 08/ 27/ 2018;
Step 2-$ 15.96/ hr.

20. Rebecca Stoufis, 1. 0 FTE Long Term Substitute Special Education Resource Room Teacher at
Bridgewater, beginning on or about 10/ 19/ 2018- 02/ 8/ 2019; BA, Step 1

21. Grace Theisen, EarlyVentures Teacher for 40 hours/ wk at Longfellow, beginning 08/ 20/ 2018; Step
3-$ 16.74/ hr.

22. Jonathan Thompson, Long Term Substitute Social Studies Teacher. 6 FTE Semester 1; . 8 FTE
Semester 2 at the High School, beginning 08/ 27/ 2018- 06/ 07/ 2019; BA, Step 1

23. Madeline Carras, ESL EA for 6. 5 hours/ day at the High School, beginning 08/ 27/ 2018; Gen Ed
Step 1-$ 15.03/ hr.

24. * Jess Peterson, Assistant Girls Soccer for 2 hours/ day at the High School, beginning 08/ 14/ 2018;
Level F, Step 1

25. Derrick Skoglund, Assistant Boys Soccer Coach 9th Grade for 2 hours/ day at the High School,
beginning 08/ 13/ 2018; Level F, Step 5.

b)  Increase/ Decrease/ Change in Assignment



1.  John Bade, Art Teacher at the Middle School, add an overload for 87 days for the 2018- 19 school
year, effective 09/ 04/ 2018-06/ 07/ 2019.

2.   Kathleen Beck, Spec Ed EA at Sibley, add ESY bus for approximately 2. 5 additional hours/ day with
the District, effective 07/ 09/ 2018- 08/ 02/ 2018.

3.   Shari Bridley, Spec Ed EA at Longfellow, add ESY bus for approximately 2 additional hours/ day, 3
days/ wk with the District, effective 07/ 09/ 2018- 08/ 02/ 2018.

4.   Lauren Briscoe, 9th Grade Soccer Coach at the High School, change to Assistant Varsity Soccer
Coach at the High School, beginning 08/ 06/ 2018; Level F, Step 5

5.   Ray Coudret, .8 FTE Math Teacher/. 21- fE ADSIS Math at the High School, change to 1. 0 UTh
Math Teacher at the High School, effective 08/ 27/ 2018.

6.   Rafa Estrella, Teacher at the Middle School, add Soccer Coach at the Middle School, effective

08/ 27/ 2018. Level H, Step 3
7.  Jonna Hanek, Long Term Substitute Head Custodian at the High School, change to Custodian

Engineer w/ license at the High School, effective 07/ 17/ 2018.
8.   Rachel Hibbs, EA at the Middle School, add Summer PLUS Site Assistant for up to 6 hours/ day

Mon.-Thurs. at Greenvale Park, effective 06/ 14/ 2018-08/ 02/ 2018; Step 1-$ 12. 56/ hr.

9.   Rachel Hibbs, Special Ed EA for 6.75 hours/ day at the Middle School, change to 6 hours/ day at the
Middle School, effective 08/ 27/ 2018- 06/ 07/ 2019.

10. Cameron Jackson, KidVentures Site Assistant for 40 hours/ wk at Sibley, change to KidVentures Site
Assistant for 10 hours/ wk and add EarlyVentures Teacher for 30 hours/ wk at Longfellow, effective

08/ 20/ 2018; EV Teacher Step 2-$ 16.21/ hr.
11. Kristi Kortuem, .8 FTE Math Teacher/. 2 FTE ADSIS Math at the High School, change to .4 FTE

Math Teacher/. 6 FTE ADSIS Math at the High School, effective 08/ 27/ 2018.

12. Richelle Kruger, Spec Ed EA at the Middle School, add ESY bus for approximately 2. 5 additional
hours/ day with the District, effective 07/ 09/ 2018- 08/ 02/ 2018.

13. Richelle Kruger, Spec Ed EA at the Middle School, add Camp FRIENDS Staff with Community
Services, effective 07/ 20/ 2018-08/ 20/ 2018; Current EA rate.

14. Carolyn Manderfeld, Spec Ed EA at the Middle School, add ESY bus for approximately 1. 5
additional hours/ day with the District, effective 07/ 09/ 2018- 08/ 02/ 2018.

15. Jacqueline Meyer, Spec Ed EA at Longfellow, add ESY bus for approximately 1. 75 additional
hours/ day with the District, effective 07/ 09/ 2018- 08/ 02/ 2018.

16. Nancy Meyers, Child Nutrition Services at Bridgewater, add ESY bus for approximately 3 hours/ day
with the District, effective 07/ 09/ 2018- 08/ 02/ 2018.

17. Ruth Morgan-Malecha, Spec Ed EA at Sibley, add ESY bus for approximately 2.5 additional
hours/ day with the District, effective 07/ 09/ 2018- 08/ 02/ 2018.

18. Jacob Odell, Spec Ed EA at the High School, add Girls Tennis Coach at the Middle School, effective

08/ 27/ 2018. Level I, Step 4
19. Debra Pack, Spec Ed EA at the High School, add Camp FRIENDS Staff with Community Services,

effective 07/ 20/ 2018-08/ 20/ 2018; Current EA rate.

20. Katie Remmey, Spec Ed EA at the Middle School, add ESY bus for approximately 2. 5 additional
hours/ day with the District, effective 07/ 09/ 2018- 08/ 02/ 2018.

21. Trent Swartwoudt, Track Staff/ Aquatics Supervisor/ Video with Community Services at$ 9.90/ hr.,
add Track Supervisor with Community Services, effective 07/ 17/ 2018-08/ 31/ 2018;$ 10. 50/ hr.

22. Steve Taggart, Industrial Technology Teacher at the Middle School, add an overload for 87 days for
the 2018- 19 school year, effective 09/ 04/ 2018- 06/ 07/ 2019.

23. Jonathan Thompson, Long Term Substitute Social Studies Teacher. 6 FTE Semester 1; . 8 NTE
Semester 2 at the High School, change to .4 FTE Long Term Substitute Social Studies Teacher and. 4
FTE Social Studies Teacher at the High School, effective 08/ 27/ 2018.

24. Deborah Wagner, Spec Ed EA at the Middle School, change to Special Education EA-PCA Resource

Room for 4 hours/ day at the Middle School, effective 07/ 25/ 2018.
25. Lisa Weis, Health Teacher at the Middle School, add an overload for 87 days for the 2018- 19 school

year, effective 09/ 04/ 2018- 06/ 07/ 2019.



26. Jeff Wright, Assistant Boys Lacrosse Coach at the High School, change to Head Boys Lacrosse

Coach at the High School, effective 07/ 31/ 2018. Level D, Step 3
27. Cori Yamry, Counselor at the Middle School, add 7th Grade Volleyball Coach at the Middle School,

effective 08/ 27/ 2018. Level H, Step 6
28. Leticia Arredondo, Class II Due Process for 3. 75 hours/ day for 2017- 18 only at Bridgewater, change

to Class II Due Process for 3.75 hours/ day for 2018- 19 only at Bridgewater, effective
09/ 04/ 2018- 06/ 07/ 2019; Class II, Step 4-$ 18. 91/ hr.

29. Becca Meyers, Early Childhood Teacher ECFE for 33 hours/ wk at the NCRC, add 1 section of
Early Childhood Teacher School Readiness Preschool for a total of 38 hours/ wk at the NCRC,
effective 08/ 27/ 2018.

30. Gloria Sterud, Spec Ed EA-PCA at the Middle School, add General Ed EA for. 50 hours/ day at the
Middle School, effective 09/ 04/ 2018- 06/ 08/ 2019.

c)  Leave of Absence

1.   Meghan Kuechenmeister, Special Ed EA-PCA at the High School, Leave of Absence from this

position to accept a new position in the District for the 2018- 19 school year.

2.   Megan Wheelock, Spec Ed Resource Room Teacher at Bridgewater, FMLA Child Care Leave of
Absence on or about 10/ 19/ 2018-02/ 8/ 2019.

d)  Retirements/ Resignations/ Terminations

1.   Allie Harmer, Special Ed EA-PCA at the High School, resignation effective 08/ 02/ 2018.
2.   Peggy Johnson, EA with Community Services, resignation effective 08/ 16/ 2018.
3.   Alissa Jorgensen, Auditorium Technician with Community Services, resignation effective

08/ 11/ 2018.

4.   Kim Medin, Special Ed EA-PCA at the Middle School, resignation from this position to accept a

new position in the District, effective 07/ 17/ 2018.

5.   Tammy Metcalf-Filzen, Girls Basketball Coach at the High School, resignation effective 07/ 30/ 2018.
6.   Anna Ochs, Spec Ed EAJob Coach at the High School and Site Assistant with Community School,

resignation effective 07/ 23/ 2018.
7.   Anna Ochs, Site Assistant with Targeted Services, resignation effective 08/ 03/ 2018.
8.   Taylor Rahman, EarlyVentures Teacher at Longfellow, resignation effective 06/ 9/ 2018.
9.   Matthew Roy, Technology Specialist with the District, resignation effective 07/ 27/ 2018.
10. Jennessa Runia-Bade, Tennis Coach with Community Services, resignation effective 08/ 03/ 2018.
11. Tiffani Wilson, EarlyVentures Teacher at Longfellow, resignation effective 08/ 24/ 2018.

e)  Administration Recommends the Approval of the Following Employment Contract(s) Commencing
July 1, 2018 through June 30, 2020:
1.   Educational Support Staff

2.   Custodians
f)  Superintendent Contract Provisions for the 2018- 2019 Contract Year

A memorandum from School Board Chair Pritchard included a recommendation for a total
compensation package increase of 3.38%, which is in line with the settlement the District has negotiated
with the Northfield Education Association( NEA). The package includes:

A salary increase of 2.47%
Dr. Hillmann was accepted into the ASSA National Superintendent Certification Program. This

two-year program with its robust curriculum will allow him to further develop his leadership abilities,
knowledge and skill set. The significant personal and professional development Dr. Hillmann will

gain from this program will serve the district well. The cost of this program will be covered by the
district over the next two contract periods in the amount of$3,000 each year.

g)  Superintendent of Schools Contract

The Board of Education of ISD 659 recommended to enter into a contract with Dr. Matthew J.
Hillmann as Superintendent of Northfield Public Schools ISD 659 for the years 2019- 2022.

Conditional offers ofemployment are subject to successful completion ofa criminal background check and Prework screening( ifapplicable)



VII.     Superintendent' s Report

A.  Items for Individual Action

1.   Resolution Relating to the Election of School Board Members and Calling the School Board Election.
On a motion by Quinnell, seconded by Colangelo, the Board unanimously adopted the Resolution
Relating to the Election of School Board Members and Calling the School Board Election. This School
Board Election will be held on Tuesday, November 6, 2018. This resolution is the Board authorization
necessary to formally establish this year' s election process. The adoption of this resolution will meet the
requirements necessary to comply with the election process. Ballots for School Board election will be
included in the general election ballots prepared by the County Auditors. The official canvass of the
election results will be scheduled as an agenda item for the Tuesday, November 13, 2018, Board meeting.
Voting' yes' was Goerwitz, Hardy, Stratmoen, Quinnell, Colangelo, Iverson and Pritchard. No one voted
no.'

2.   Resolution Relating to Authorizing the Issuance of School Building Bonds. and Calling an Election
Thereon.

On a motion by Colangelo, seconded by Hardy, the Board unanimously approved the Resolution
Relating to Authorizing the Issuance of School Building Bonds, and Calling an Election Thereon. This
Special Election will be held on Tuesday, November 6, 2018. The adoption of this resolution is necessary
to formally establish this year's bond referendum election process. Adoption of this resolution will meet
the requirements necessary to comply with the election process for a special election. Voting' yes' was
Goerwitz, Hardy, Stratmoen, Quinnell, Colangelo, Iverson and Pritchard. No one voted' no.'

3.   Revised Policy 533 Wellness.
On a motion by Stratmoen, seconded by Goerwitz, the Board unanimously approved the revision to
Policy 533 Wellness as presented.

4.   Expansion of Contingency Fund.
On a motion by Colangelo, seconded by Iverson, the Board unanimously approved an additional 1. 1
FTE in contingency funding to help reduce class sizes in Grade 6 at Northfield Middle School and
Kindergarten at Bridgewater Elementary. This 1. 1 FTE contingency funding expansion will be for the
2018- 19 school year.

VIII.     Items for Information

A.  Filing for School Board is July 31- August 14, 2018 in the District Office. An affidavit of candidacy must be
filed in the office of the school district clerk and the$ 2 filing fee paid prior to 5: 00 o'clock p.m. on August
14, 2018.

B.  MDE 2018- 2019 Minimum Prices for Adults and Other Non-Program Meals

Superintendent Hillmann shared information from MDE regarding 2018- 2019 non-program meal pricing.
This will be an action item at the next Board meeting.

C.  Back-to-School Breakfast and Program

The Back-to- School Breakfast and Program will be held on Monday, August 27 at the Northfield Middle
School. Breakfast begins at 7: 00am followed by the program at 8: 15am.

IX.     Future Meetings

A.  Monday, August 27, 2018, 7: 00 PM, Regular Board Meeting, NHS Media Center
B.  Monday, September 10, 2018, 7: 00 PM, Regular Board Meeting, NHS Media Center
C.  Monday, September 24, 2018, 7: 00 PM, Regular Board Meeting, NHS Media Center



X.     Adjournment

On a motion by Stratmoen, seconded by Iverson, the Board adjourned at 9: 09 p.m.

Noel Stratmoen

School Board Clerk
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GUIDANCE POLICY 5
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Important Phone Numbers

Longfellow School/ Attendance 507- 645- 1200

Nurse' s Line 507- 645- 1205

Sara Line- Early Childhood Coordinator 507- 645- 1232

Gabriela Nieves 507- 301- 8957

Benjamin Bus 507- 645- 5720

Mary Hansen( ECFE)      507- 664- 3750

Martha Donahoe ( preschool tuition/ E.0 screening)      507- 645- 1200

Hiawatha Transit 1- 866- 623- 7505

Messages for staff may be left with the front desk 507- 645- 1200

SAFETY

Your children' s safety is our main concern. Please check in with the main office staff to let them
know if you are picking up your child or coming for an event. Although we can often recognize

parents, by making your presence officially known we can be more fully aware of who is in our
building at all times. Please make sure you are dropping off and picking up your child each day in the

classroom so the teachers know where they are at all times! In addition, each family will receive a

packet to fill out including health/ emergency forms as it is very important we have that on file.
Longfellow School practices regular fire, severe weather and lock-down drills throughout the year.

INTRODUCTION

This handbook is designed to give you specific information regarding Hand in Hand PreschooL We

ask that you read through it and keep in an accessible place where it can be referred to as needed.
Please speak with your child' s teacher if further information or clarification is needed. The District' s

full policy regarding guidance and discipline may be found in the Student Citizen Handbook
available in the school office). We believe that open communication between parents and teachers is

Page- 2
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an essential part of your child' s educational experience. We realize that children between the ages of

three and five are continuing to develop their understanding of the world and sometimes their

interpretations of phrases, vocabulary, time concepts and the concepts of real vs. imaginary are not

yet mature. Occasionally, misunderstandings may occur. If you wonder about something your child

has told you regarding school, please contact us, so that together we can clarify. Please refer to the

weekly class note describing our activities to help generate conversation about your child' s day;

children will transport papers and messages each week in a backpack/ bag your child will bring to and
from school each day. In addition newsletters will be emailed out to families.

HAND IN HAND TEACHERS

Hand in Hand Preschool teachers hold a minimum of a bachelor' s degree in Early Childhood
Education and are licensed by the State of Minnesota to teach young children. Many hold a Master' s

in Education. All staff participate in district training, professional development as well as

contributing to the weekly district-wide Professional learning Communities where we work to

improve teaching techniques and student progress.

PHILOSOPHY OF HAND IN HAND PRESCHOOL

The most important goal in our program is to help children become enthusiastic learners. This

means encouraging children to be active and creative explorers who are not afraid to try out their

ideas and to think their own thoughts. Our goal is to help children become independent, self-

confident, inquisitive learners.  The developmentally appropriate activities we plan for the children,
the way we organize the room, select toys and materials, plan the daily schedule and talk with the
children are all designed to accomplish the goals of our curriculum and give your child a successful

start in school.

EXAMPLE OF APPROXIMATE DAILY SCHEDULE

8:45- 9: 00 Meet/ Greet, Small Motor Activities

9:00- 9:30 Circle Time: calendar with counting/ patterns, weather, music/ movement
9: 30- 10: 30 Flex time: small group skill building, centers and choice time
10: 30- 10:45 Stories/ Songs
10: 45- 11: 00 Bathroom Break/ Snacks
11: 00- 11: 30 Outside/ Gym large motor time

CURRICULUM/ ASSESSMENT

Specific Curriculum mapping documents are available upon request
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Young children learn best by doing not just repeating what someone else says but actively

experimenting to find out how things work in the world we live in. We believe that play provides the
foundation for school learning. It is the preparation children need before they learn those highly

abstract symbols such as letters (which are symbols for sounds) and numbers. Play enables us to

achieve the key goals of our early childhood curriculum; play is the" work" of young children!
Teachers use a combination of Everyday Mathematics, Ladders to Literacy, Handwriting Without Tears, and

rSecond Step to support our curriculum at Hand in Hand Preschool. The Minnesota Department of R{ 1440 j/•GQ
Education' s Early Childhood Indicators of Progress state standards act as a framework for

o La f v
instruction.   

G

QS Ql   

rLAt Hand in Hand preschool, we use authentic, observational assessment. The system is not only Asst55V c
designed to work with our curriculum, but it is aligned with the Minnesota State standards for early

learning, the Early Childhood Indicators of Progress; it helps us get to know what our students know

and can do. With this information, we individualize children' s learning, flex group and offer

engaging experiences that help build on their strengths and interests. The system is inclusive of
children with disabilities, children who are developing typically, and children who demonstrate
competencies beyond typical developmental expectations.  It also supports the assessment of

children who are English learners.

Social/ Emotional: To help children feel comfortable in school, trust their new environment, make

friends, interact with them and feel they are part of a group. To help children experience pride and
self-confidence, be able to express themselves creatively, to develop independence and self-control,
and have a positive attitude toward life.

Cognitive: To help children become confident learners by letting them try out their own ideas and

experience success, and by helping them acquire learning skills such as the ability to solve problems,
ask questions and use words to describe their ideas, observations, and feelings. The environment is

rich in language to support early literacy and children are exposed to mathematics and logical

thinking as it is embedded in the classroom and routine as well.

Physical: To help children increase their large and small muscle skills, self-help skills, and feel
confident about what their bodies can do.

In our younger three year old classes the main focus is on socialization and school routines. As

educators we realize the importance of meeting their social needs first, and by using Second Step

Page- 4



Northfield Hand In Hand Preschool Handbook

Social/ Emotional curriculum staff is able to do just that before introducing beginning concepts such
as colors, shapes, and other pre-academic skills.

In our older Kindergarten Readiness classes the focus is on preparing for Kindergarten. The students

are introduced to basic concepts such as counting, patterns, numbers, colors and shapes through

Everyday Mathematics as well as pre-literacy skills such as letters and sounds with Ladders to Literacy in

addition to building on the Second Step social emotional concepts. Staff use Handwriting without Tears
curriculum to begin to introduce proper strokes and letter formation( fine motor) skills. The

students are also familiarized with school expectations, transitions and routines. The Kindergarten

Readiness class lays the foundation to a great start of the Kindergarten experience.

4

til.

PEER INTERACTION/ INCLUSION

Classes in the Hand in Hand Preschool are co- taught by a licensed early childhood special education

teacher and a licensed early childhood regular education teacher. At least one educational assistant is
also assigned to each classroom. A unique aspect of the Hand in Hand Preschool is that children

with special needs and typical developing children attend, interact and learn together. The staff

members model appropriate actions and words to help the children find ways to work together.

There are many opportunities for the children to help each other and serve as positive role models.

In the process, children learn tolerance and understanding of differences, resulting in a mutually

beneficial learning setting.

INDIVIDUAL PERFORMANCE EVALUATIONS/ CONFERENCES

Each child must complete Early Childhood Screening within the first 90 days of enrollment, which

includes vision, hearing, height/ weight, a developmental check and a social/ emotional assessment.

Our teachers participate in ongoing assessment/ progress monitoring techniques. In addition IEP

objectives are developed for all Special Education students. Conferences are offered twice yearly( fall

and spring) and provide an opportunity for parents and teachers to discuss a child' s development,
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strengths, goals, and any concerns. Informal conferences can be arranged by contacting the teacher

before or after school and requesting time to discuss any issues.

FAMILY INVOLVEMENT

Parent involvement is an important part of your child' s learning experience at Hand in Hand
Preschool. Research has shown that children who have involved parents have more success in

school. We offer many opportunities throughout the year for you to become involved in your child' s
preschool experience. Parents are welcome and encouraged to visit their child' s classroom at any
time. If you have a special skill or talent that you would like to share with us,( such as an instrument,

a special collection, job or hobby) please see your child' s teacher to make arrangements. Individual
classes will offer specific dates and times for volunteer opportunities, such as" Star of the Week"

reading, family events or class parties. We have parent education events and many family activities
monthly. Early Childhood Family Education and Adult Basic Education also offer many
opportunities for parents to become involved in their children' s education. Please call Family
Services at 664- 3750 to request a brochure!

PARENT COMPONENT

Parents of Hand in Hand students will be asked to participate throughout the year. Examples of

parent involvement may include:

Early childhood screening( required for all Hand in Hand students)
Home visits by Early Childhood Teachers

Attending open house, and fall and spring conferences

Classroom and field trip volunteering

Attend the Community Education Advisory Council

Parent/ Child Activities and Lending Library participation
Guest speakers/ Parent education opportunities

Family Events

Attending an Early Childhood Family Education class

GUIDANCE POLICY

Our policy is to provide positive guidance to help children resolve conflicts. It is our goal to build

trusting relationships with and among the children and to teach appropriate behavior. By teaching
children effective ways of communicating their needs, children learn independence and responsibility.

Children will be encouraged to" use your words" to resolve conflicts. In this way, children learn
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positive and appropriate skills to express emotions. They also learn valuable social skills such as

negotiation and turn-taking. Any significant behavior issues will be addressed together with parents

on an individual basis. Hand in Hand staff with complete an incident form signed by parents

following any incident resulting in injury or property damage. The completion of a second incident
report will result in a meeting with parents, classroom teacher, the Early Childhood Coordinator and

the Early Childhood Special Education team lead. Upon completion of the third incident report, a

meeting will be held with the previously mentioned team and will result in a mutually agreed upon

plan to support the student' s success in the general education setting.

ACCESS TO STUDENTS & STUDENT RECORDS

Teachers at Hand in Hand Preschool will follow the policy of Northfield School District in regard to
access of students and student' s educational files and records. All parents and legal guardians will be

allowed such access unless the school has on file a court order or a restraining order, dated within a

year. Please ask about PolicyJEDB if you need further information on this policy. State Law
mandates teachers to report suspected abuse or neglect of children to the Child Protection Agency of

Rice County. It is our goal to provide support and resources to all families in our program.

ATTENDANCE

Regular attendance is essential for a successful school experience. Please make every effort to have

your child at school and on time each day. If your child is ill and unable to attend school, please

report their absence to the school by calling 645- 1200. If your child receives transportation please

inform them of the absence as well. To help assure good health for students and alert health

authorities to the presence of specific disease, parents are asked to call the school each morning the

student is absent and to notify the school later if a specific disease develops.

Please leave the following information: the child' s name, the class time and reason for
absence.

TRANSPORTATION

Ifyour child is eligible through ECSE or SR to ride the district school bus or the Hiawathaland

Transit bus and will be absent or do not need transportation to/ from preschool on any given day,
please call Benjamin Bus at 507- 645- 5720 or Three Rivers/ Head Start at 1- 866- 623- 7505.

ILLNESS
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As most diseases are spread before they are recognized, it is impossible to prevent exposure. Parents

are urged to keep their children home if they develop any symptoms suggestive of a communicable
disease.  The temperature should be normal at least 24 hours BEFORE a student returns to school.

Please do not send students who have an undiagnosed rash or a profusely runny nose to school. If a
student becomes ill while at school, the parent/ guardian will be called.

HEALTH SERVICES

A licensed nurse is available at Longfellow School from 7: 30 a.m.—3: 30 p.m. each school day.

Health services are provided for all students and staff. Each student coming into the health office is

assessed and given any necessary treatment. Parents are contacted as appropriate. Each child is
required to have an updated immunization record on file

CLOTHING

Please dress your child appropriately for the weather. We will be playing outdoors almost every day.
Students will be outside when the temperature is at or above 0° F. Students will need labeled boots,

snow pants, hats and mittens during the winter months.  Please send a backpack with your child

each day to transport the extra clothes, fun projects and communication efforts.
Please make sure your child is dressed comfortably for play. If your child is newly toilet trained or in

the process of toilet training, we ask that you include a labeled change of clothes in their backpack
should an accident occur. We find children are most comfortable in their own clothes. Durable,

washable clothes and tennis shoes are most appropriate and safe for participation in all preschool

activities. Making sure that buckles, buttons, belts and snaps can be easily managed by your child will

help them gain independence and self-esteem.

LATE PICK UP POLICY

Morning preschool ends at 11: 30 and afternoon preschool concludes at 3:45. ( With the exception of

Wednesday PLC schedules where a.m. preschool is from 9:45- 12:00 and afternoon preschool is 1: 15-

3:45.) Please be respectful of our teachers' prep time before and after class and be prompt in picking
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up and dropping off your children for preschool Students who have not been picked up within 5
minutes of class end times will be brought to wait in the front office and will be charged$ 1 per

minute to be paid before returning to preschool. If you continue to be late picking up your child, a

meeting to discuss a plan to resolve the issue will be scheduled. If the signed parent agreement is not
followed, your child will be terminated from Hand in Hand. Not only do teachers and educational

assistants often have meetings or other scheduled commitments following class, but this can be very

upsetting to the children, so please respect our pick up policy.

EMERGENCY CLOSING OF SCHOOL

The following procedures will be observed when school is closed due to weather:

When school is not in session, a decision to close schools will be made the night before, if

possible, but not later than 7:00 a.m.

When the weather is too severe to open school at the normally scheduled time but is

improving, a decision to have a late start may be made. In this case, school will be delayed

for two hours. Bus pick-up and school opening times will be exactly two hours later than
normal for elementary schools, however, Hand in Hand morning session would be
closed. The afternoon Hand in Hand session as scheduled.

When school is in session and the decision is made to close schools, dismissal times will be

set to coincide with the anticipated arrival of buses. Parents will be expected to pick up

Hand in Hand students at the announced closing time.

In each instance, the community will be informed by KYMN (1080AM), KDHL( 920 AM) and
WCCO (830) radio stations as well as WCCO-TV, KARE-TV, KSTP-TV and KMSP-TV.  If

weather conditions are poor or worsening, please listen to one of these radio stations.

TUITION POLICY

Tuition is to be paid one month ahead and payment is due by the first of each month. Please submit
your payment to" Hand in Hand Preschool" in the lock box located near the preschool classrooms

on the 1" floor, online or in the front office with Martha. Note: There is a ten-day grace period.

However, a$ 10 late fee will be charged for any tuition payments received after the 10th of the month.

Failure to follow the tuition payment policy jeopardizes your child' s enrollment in our program. A

termination notice will be provided if your monthly payments are not received. Thank you for
following our tuition payment expectations. You can receive information to access your account and

pay online! Any questions can be directed to Martha Donohoe at 507- 645- 1200.
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SNACKS

Snack time is a favorite time of the school day! Healthy snacks are provided by the school district

food service.  Please inform your teacher of any food allergies or foods your child may not eat for
religious or medical reasons. Milk is provided daily to all students. All families are asked to pay an
annual snack/ milk fee of$48 for 2 day,$ 53 for 3 days,$ 90 for 4 days, and$ 95 for 5 days. Checks
are made payable to" Community Services". Pathways Scholarships will cover 100% of these fees,

and School Readiness scholarships cover a portion.

FIELD TRIP INFORMATION

Field trips are important to our curriculum, as they help children learn about the world around them.

Past field trips have included an apple orchard, Three Links Care Center, Northfield Library and
other neighborhood parks and businesses. Signed permission slips are required for all children

attending Hand in Hand Preschool field trips.  Check monthly newsletters for additional field trip
information.

TOYS FROM HOME

We request that children not bring toys from home; keeping toys at home will prevent hurt feelings
and broken toys. Even toys left in backpacks can be distracting to students. Occasionally, the

teachers may give the children the opportunity to bring specific toys to school for a special day, such

as" Teddy Bear Day" or for our letter of the week. This information will be included in the weekly
class notes. Please remember that even on special toy days, only non-violent toys will be allowed in

school. Toy guns or weapons are never allowed.

BIRTHDAY OBSERVATIONS

Birthdays are special to children! We will make your child' s birthday or special day by providing a

birthday crown and singing" Happy Birthday." In accordance with new federal law, families will no

longer be allowed to bring food or small gifts to share with other students but we will still make the

day special in other ways. Please speak with your child' s teacher at the beginning of the school year if

your family does not celebrate birthdays, At Hand in Hand Preschool we strive to be respectful of all
families and their beliefs. If your child is planning on having a birthday party, we ask that invitations

be mailed from home rather than passed out in school unless every child in the class is invited. This
helps prevent hurt feelings.
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PROUD TO RE
PARENT AWARE

RATED!
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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.

An infant 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: 3o AM to 6:0o PM. EarlyVentures is CLOSED on the following days:

Labor Day New Year' s Day
Thanksgiving Day Memorial Day
Friday after Thanksgiving July

4th

Christmas Eve At least 2 days before the start of the summer session
Christmas Day One week before the start of the fall session
New Year' s Eve
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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 i: 4 ratio
Toddlers will never exceed a i: 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 program is
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.
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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 $ 5o 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: 0o 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: 0o p. m. as staff' s day end at this time as well. All children MUST
be picked up by 6: 0o p. m. If you will be late, you MUST notify EarlyVentures. Parents will be charged
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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: 3o 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

If school is closed for the day because of severe weather, EarlyVentures will be closed that
day.

If school has a delayed starting time, EarlyVentures will have a two-hour late start time of
8: 3o a. m.

If school is dismissed early, EarlyVentures will close at 2: 30 p.m.

Notification Online Alerts

Kare TV( Channel ii)    Kare ii 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( 83o AM) KSTP 5- School Alerts

Credit is 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.
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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.
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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
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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:

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.

Take the child to the sink and wash their hands and face with warm running water and soap.
Dry the child.
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 ii. 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 children in
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 3o 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 loo 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 6:3o 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

Children that are four years old and older are expected to be toilet trained and to be able to

use a typical toilet independently.
Children must be able to independently participate in developmentally appropriate group
settings with similar age peers.

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

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

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

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."

znd 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 or in
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- 200o.
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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- 80o-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 3o 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.   Related policies and procedures were followed;
2.   The policies and procedures were adequate;

3.   There is a need for additional staff training;
4.  The reported event is similar to past events with the children or the services involved; and

5.   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.

II.     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.

All.      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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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.

IV.       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.

V.       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.

VI.      REPRISAL The School District will discipline or take appropriate action against any pupil,
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.
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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:

1.   Site Leader

2.   Ventures Coordinator

3.   Community Services Director
4.   Superintendent of Schools

5.   School Board

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.

29



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.   If a current 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
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HUM4AN#SERTIOcES 111111111111111111111111111
11413471110.111111 4 t4

Child Care Emergency Plan
Before completing this set of forms, please read the Keeping Kids Safe piaanlnpgutde that Ir c] udea instructions an how to
complete these farms.
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AriaMask Fen.

Provider Information
DAIS

7/22/2017 Provider Information
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201 Orchard Street Nccthl9eld W 55052
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Shelter-i n- PI ace.1Lockdown Procedures
If we need to stay in the building due to an emergency, the following procedures will be followed
1.0: A713141 M ittLu.  LOC A7 W 2 IM a LlLI MG

Within each classroom. Close; Lock classroom door. pull     ] odantrToddler Room; Close/ lock classroom door. caner
shades_quietly sit kids away from windows or doors. door windows, quietly it Idds away from the door.
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1. Stay Put lockdown tthseat is OLTISIDE of the building'
Building administrator will order and announce this is a stat put] o u'

Bring people Inside( if outside of the buildings
If applicable. available staff( typically the building administrator) presses the k ckdc i button in the main office. This

will call 911 immediately. hordes a]] outside dors, disables card readers for non adman staff, and doses Ire doors in the
halhcay. A blue sheltie light will turn on outside of the main en trance and a born will sound to notify sisitors of a
kickdown.

Staff move all students to to classrooms and closes the door. Gear hallways, restrooms, and other rooms that cannot be
secured.

Pull shades and keep students away from windows.
Report all missins students to balling administrator
Control all movements, but continue dally operation

Do not allow students out of the classroom until the building administrator or designee announces the" all dearriSince
Ells dilly operation includes children motigg from one location to another, staff shouki still allow, but use erira
precaution. As always, staff should be with a chlld/chiklren moving from one Location to another.)

Lf a stay put lockdown happens during after school'of e hours, use best judgment about parents picking up. lithe
threat Ls not immediately outside of the building,.EV staff can nsonl1or the door and let parents/ designated pick ups to

to pick up their chiles Staff should also monitorchlldren In the hallways, always making sure that children are within
site and sound when moving from one location to another.

2. l) xk and Coves Lockdown( threat Js] 3S]DE of the building)
Building administrator or designee announces' this is a duck and cover lockdown'
mmedlately direct all students, staff. and visitors Into the nearest classroom or secured space. Classes that are outside

of the building sbou ld NOT enter the building. More all classes that are outside to the prftrury evacuation Location( St
John' s Lutheran Church)

If applicable. mailable staffpresses the lockdown button In the main office. This will call 91 L, immediately Locks all
outside doors, disables card readers for non admin staff,and doses Eire doors In the hallways. A blue strobe light will
turn cn outside the main entrance and a horn sill sound to notify visitors of a lockdown.

Lock all classroom doors to prevent entry from the outside.
More people away from ir4rKi0145 and doors. Turn off lights.
Instruct kids to remain as silent and still as possible

Keep out of site
Continue the duck and cover until a building administrator or designee announces the' al clear'. alas may be a poLtce

officer).

Gi LORE all fire alarms, sprinkler system activation, class bells, etc.
Do NOT respond to anyone at the door until the' all clear' has leen,gtven

Budding administrator or designee will announce the' all dear' and girt directions on bow to proceed.
Itis important to remember that if a duck and cover lockdown happens during the beginning or ends of the day, it is a

time when families are packing upr'dropping off. During a duck and coyer, nobody should be allowed Lniout of the
building or Jabot of a classroom. Even Lf you know the parent outside of the dour, do not let them In.

Stisitar-laPtacallackdown for ChIdrsn with DblLb cc Oimnk Madai Corp:Mom
k1t&i,dPdlyw'worlddamtanon or,: ro mil tsfirch.in MCS'hramok.!a conditions.

Aoctimmodatlons will be put in plaice should children need specialized procedures for shelter-Ln- placedockdo' D. All

EV medications 74t11 be kept in the classroom' s emergency backpackthat can be accessed during kxkdown and is the
first item grabbed during an evacuation.

Notification
114EAGENCVFIESPC4C4i 4M7LL ria IMMO VA4 Al

Emergency responders will be notified rihen the lockdown button Is pressed or when the threat reaches kiwis 4.
level 1 and may just Invoke the school resou.rca office;!
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Families will.be notified when the threat reaches levels 24 or when there is an hackie-at that significantly alters the daily
schedule or daily operation of the program.

IwrgelKy KIt
Des& baedlecartedayourarnalien Qr whowNbe' t rist& fa4 email/Ala ttwNbe stored.

The primary Farlylren lures emergency kit will be kept in the Butterfly Ream. At the time of the incident. the EV Site
Leafier will be responsible for it. if the the Site Lauder is not available, any Ventures staff can be responsible for It

The emergency kit will contain the following:

J. First Aid Kit
Sterile baadages and band.aids
Sterile compresses

Scissors
Disposable Ice Pack.
Thermometer
Adhesive Tape

Current dist aid manual
2. Flashlight with spare batteries

3, Emergency plan flip chart
4Current class raster. attendance, andlor sign iniac t
5. Disposable gloves
Et Notepad andpencils

Evacuation and Relocation Prrocwdu noss
If we need to r.*acuate our site and relocate to or-pother site, the following procedures will b efallawed
EifACLiATION II [ MEMITS
Slam ncMyc1JOild Or dad= NwIMw Porn ortroan: L 7buV   .

Please set the maps following this document

EVACUATING INFARTSITOCUM
Matt arrkti mks' clrct!*+staiar,^.rri,a rc, nrtam,tors cu t.*.q:* fa * col tcQdk s tt+m fele t M'na

Wants and toddlers may be placed in sirctlers. wagons, cribs, and) or carriers for a quicker and easier evacuation.

Evac uattrx3CNI1 vtlth G WANtthc+s c ° vonicNkdkaI Canittons

Ciesat* ny wcialcfarrnsratri, awmcritures nxgeedbrerwcrrsavg& Odrar wilt desernilittes Cf rant nw•foi a:mat:on; fforn me
baleen Celg,^no-:ZIrt: kx   !      , cc's ineasov..t.f n edea cvy. +a7JtWW.
Accommodations will be put in place should children need specialized procedures for evacuation. hl] EV medications

will be kept in the classroom' s emergency backpack that can be accessed during lockdown and is the first Item grabbed
during an evacuation.

Notification
ace   - r rrW'4WAIL cern ran cru w

The school resource offices will generally be nodded tf the threat is Leve] J. At Leve] 2, the school resource office may
request assistance. from the police department Levet 3 requires a moderate response from the police department and
Level 4 dictates an Intense response b' r lxa] law enforcement

M14 MAIM WM 16 MLL iWW1 0INCH

Families wiiill be notified when the threat reaches levels 2- 4 or when there Is an Incident that significantly alters the daily
schedule or daily operation of the program.

Emergency Kit

rcq. 7 X117 C 41,44 G 617
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Clock'armnrcrtetoryGursinagen ryit4.wh omit iraLsaonsitrfix itanalwne XwND¢SICW.
The primary Ear]yVentnres emergence kit will be kept in the Butterfly Room. At the time of the incident_the EV Site
leader will be responsible for it. lithe the Site Leader is not available_any Ventures staff can be responsible fcc Li

The emergency kit will contain the following::

J. First Aid Kit.
Sterile bandages and band aids
Sterile compresses
Scissors
Disposable Ice Pack
Thermometer

Adhestne Tape
Current first aid manual

2. Flashlight with spare batteries

3. Emergency plan flip chart
4, Current cLus roster. attendance, andlor sign lnlout
5. Disposable gloves
6. Notepad and peso ils

Relocation- Luca ion 1
1La.ANGNAAf. FE15O14MI1CIGUIUUAL TO UCCAT0N1

St jahn'i Lutheran Church Threat is TN& DE IS and eIaculU.on has been called

AENE Cny 5711[    711oIDi

51003rd St W.     Nccthflekl MN 551157

meg moo LNQiGPK? 11- 101.1

5+07-6d5- 4429

Tklt PUTATICAIToLorATM: I1

Walking feet
01117R NAILS

St' duel is located across the playground,'field from LF.

Relocation- Lotion 2
aim s lawMauAsm tCCarOrs

Nortbfi cldMiddle School Primarybathos Ii not aradable
ADDRESS SATE Z1110: 11: 4

2200 Maiden St S. Norehl3eid MN 55057

NM%MIMI OIIa6a1EP 14016

663-    O

1EINSPO ATIONTOLiGT10i17

Ben is Pei

anc LiTALS

if the prlm,ur and secondary locations are unavii1abk, the buiLding administrator and'or ircenfxrcement will
communicate next steps.

Relocation- Location 3
FADING NAPS IISASORVIOEWCUAtTn ICrAT10N2

St Olaf College, Buntrock Commons Primary and secondary Lxations are unasa fable
i cfr s ow vii Mr cm

1500 St. 0111  , aNccthfj6d Maw 55( 57

1 4ar17 C+L37H1. . 0C 61
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M MMA aWG iNCY 1143 IC

507-7136- 2222

TIF f3A7gaTD= A7, I11I

BenL1mtn Pus

CITKR( TRIS

lithe threat is community wide( e= tornad-i has destroyed the entire town), all three relncailnn sites may be
tmaraiabk. Staff should wait for instructions from a L+ iiding administrator before evacuating. if the entire town has
been der actnte ,. administrators will work on finding a secure relocation site to a safe area, perhaps in a neighboring
Iowa.

Parent Guardian and Child Reunification Procedures
If we need to evacuate. shelter- ill- place, ar when parents/ guardians.guardians are unable to get to children. the
following procedures wil be followed to reunitechildren with paren tsiguardiarc or designated contacts as 9-Jon as it
is safe.

Notification
PAIQrt3AMInk IS14.1 f Ii7TFIQM1414

1 mates will be notified when the threat reaches k•rels 24 or when there is an. Incidsntithreat that stgnflcanth•alters the
daily schedule or daily operation of the program. Any time children need to be relocated.,families will obviously be
notified

01Ttri.NllO AM COMM IF4iiW7171 MILL i1MIMVISO IaTHIS Ia7iATK11

Emergency loformailon far each student will be kept in the emergency kit. information can also be found through the
online reglstratton system ism leaders hate access).

Release

Gallen berdent-ed do ra2rerit-s• tilLANCGMISorotherincfvitiri1fslistedontlhech shevmkivithproparda"IsEilicdtor1
OMR RIALS AKUT Nam IFIMEIN

Children will be kept La a safe, secure space away from the threat and away from the location's entry. Qrdldren will act
be rekasel until a staff person has properly lD'd the parent""guardian picking up.

Continuing Operations Procedures
In the period during and after a crisis, the following procedures will be followed regarding continuing operations.

Notification and Decision Making
Thridkwngpra{taSriIrood ntryno1i rdd pctaId 4.IDn•raFtg1rccHirr} rr* goartitnadopratar, 0.\!i: aiIi

Breezy Barrett, Ventures Coordinator, 507-645- 1245 or 547-664- 375G

Erin Body. Community Serxkes Director, 5177-6.54,- 3i55:
Mary Grace E-laasan,.Longell.ow•Budding Administrator, 507-645- M36
Matt Millman,.Superintendent, 547-663- 01629

Thiti Ir9 pincia•wl I ndied bnni& Idirsdbra part* ItlydastlonrWtgaptc.uII I 9wtiudoprriaii TUo.ath
Breezy Barrett, Ventures Coordinator, 507-645- i245 or 507-66.4.- 3750

Fztn Bally,.Community Services Director, 507-66t- 3652
Mary Grace Hanson, Longfellow Bu.tkding Administrator, 507-61.5- 3436
Matt Hillman. Superintendent, 507.663- 0629

fry adlloral meddr, nasilorep. rb. 

Piallim phis to the best of pour atxiltty but also use ccaosnon sense'

Rap3411,     136674146.016 677
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Provider Emergency Contact Information
i1I,AG14i1lAYi 111FEMIXAP WAS ILI igl

E rkyV stuues limning Crider 507-645- 1216

REARM MOP=      aramc

201 OrchardStreet North&eJd MN 55057

For Emergencies- Dial 911

Public Safety Ag. ndes
trriftpperaillij caimerionic

Ncvthileld Northfield Police Department

onwanancHre IJii'ot 24. ICURSI IGREYMJIIiI

547-645- 4475

MUM mIRACTwYWI

Rice Mune Nthon_Chief of Police m onto ne ionecinorthanamn.na

11044M1EIGUKT WYiQ 24-IMO wOr81C? 11l111Q

507-663- 9301

Utility EmQrg sncy Phone Numbers
Exam 011• 0147

Easel ar
COPMCITCPSDN 24. 13 u IN MKT tYY10

Any sties e00495- 1

GAS all4PANY

Excel Energy
CONTACT FOS:44 xEilou w= CI Walla

Art Stan 100.895-

tw;TI I 1:11 I0PJkMY

Qty of rt f e Li

cown.crPradai 24410U1 111111171240, 112111111

Justin Wagner 607445-308,3

iimpaai7i C4 - Ni 41. 4; 14G - 1'
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General Emarg ency Resource Numbers
MUMCOMIIR M4O1111111111001

900. 222- 1222

marVITYS IQ5 PROM MMOM

507.64575

0OT-0I6IIIlIRM4IiM1NN TtIE PINK N UM=

320- 253-5555

FOS 171~ 114114T IMOKMMICR

Northfield Fire Department, ainalnonatismg 507-36691.24

oaflt IMOKMr om

ism or rensmcr gm r

Northfield Insurance Agency
mamma CONTACT 10/ 15011 IMOK M UM=

Kevin Rogers 507445-8961

Licensing Information (If applicable)
UCQISCCO TPCATSMMplait

1t} 422526

Licensed 0 STAlE elCOUNTY
ucrw hJ/ 11E r10EP63.PHONE

Kimberly Sorflmen;,kltmbedyd.som rtfEe.amfs 131- 625S

Child Cara Assistance Program( CLAP) Information (If applicable)
cap Nowa
9711

a:AP MIEtc:Ics REU5".EJk U W.Tr1< CCM+m+CrP1 nschuuik4

Rke County 507-045- 9576

rier7a113 C4 NI44-CMG - 1'
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Child Emergenc   Contact Information
This form Is a resource for your emergency prepare does& You should collect each child emergency contact information
and be prepared to take the contact Information with you in Instances ofevacuation aadJorrelocatlon. This Is
lodormation that a parent ar guardian can provide jou.

rCHiG S NAME MOCFNMI

Ieasle set attached emergency infiorrnatbn for each child in the pecans

ParantfGua rdian Contact Information

HAM ARMENS1IRTa0a0

MEMO are MIL ZIP COX

MPG MINIM WORM PION lsJIIIR

ONIL MIKs7Ml ME RCM NMUM

M, iN170.A4OAi 3...._....      _....

MNG FE AT 011S4iP1r0i6

AoORO of SHITE ZOOM

Moa HUMP MOMS PIOWW1=

WAS MIKOML 1611EE; moi 111111101

Emergency Contact Information (not a parent/guardian)
ussan rcearacrI oar* PYIP6rr0IMa7W I

YMIL aDATrOPPI4P1O0i6

NOME ON ME EP0=

HMS NOM N SIINATE PI01i1Will

OESCO4C709RMCr2OCT A PiAIOVTQIAIDW+

AAMC FELATIEfOW10O-ILD

MOMS OW STAT[    31PMX

Name

ParIona C4I9- NI41,CMG f-1..

38



MI IMAM AL701Y17i PIM IS!LIM

Non-Parent/ Guardians Authorized to Pick up Child (with verificationion of
identification)

Authorized Person 1

I IUYu1 aA,aO4P10C.. o

Authorized Person 2
WIN

PIM MlTAt01 EI1xs8s7LI Sao

Authorized Peron 3
WIN

e.o+c WUUM1 QNICNIV GILD

Child's Medical Provider Information
UPC

MI=     QTY SWIS MP CEDE

MPS III MIR OL1QWYIL MINI MAW

Child's[ ental Provider Information
c

A IMS QTY STi1Ti EP COX

IFOi NUYT= AUSIONS PUDIC MAIM

Papt. 1T7 CI15-7414R-126 L.TT
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Identification of Hazards
This form Is prorided as a resource for your emergency preparedness. ft allows you to idenitfz- the risk of certain hazards
occurring. the impact that a hazard could have if it did occur, and hover you..would continue operating during and after
the emergency.
Hazard Riskofharm, potential impact at your site„ and plan forcontin tang operations chiming and

afbrr the emergency
Bre Ventures practices at least. 5 fire drills during the school year and 3 during the sumrner.

While threat oda fire Is minimal, there Is always the possibl.Lty. Damage would most likely
be minimal due to sprinkler systems and advanced technology in cur schools.

to the event of a fire_notify the budding adininistrator:oftce or pull the fire alum.
Eyacuatc students and staff to designated areas.(` Designated. areas are at Least WO feet from

the building). Pe aware of ern agency respondtrs. Keep students and riaffa safe distance
from emergency responders and equipment Follow the primary fire drill route i± eoe ter
possible. Fallow the secondary route lithe first is blocked or dangerous. Staff need to take

their emergency kit with an accurate attendance: sign out if necessary, building
administrators may more flatland students to the scoop daryevacuation site. Staff and
students may not enter the building until fire and,'or law enforcement deems that it is safe

if fire destroys Ear] \ ventures clasaroo nos or the school as a whole, EartyVent ores would not
be able to continue to operate unless an alternate space was provided. The district would do
its best to End alternate space and rebuild a suitable replacement

Flood Ear]yVentures Is not in a flood prone zone. Thus, the potential of a Good Is extremely
minimal.

Should the building flood due to a water main break, staff and studen is would evacuate the
building and go to the primary evacuation site. Should the neighborhood become flooded,
students and staffwould eracuate to the second or third evacuation sites depending on
which one was not flooded The third option, Funinc.ck Commons, sits on top of a large
hilL The possibility of this being flooded is next to impossible.

Should the school continue to be inoperable due to flooding the district would determine
the best alternative of where to hold school Wherever classes were moved to, ventures
wculd follow suitand wsos lel need space to operate. if damage to the school was minimal_

school and Ventures lust mat need to be closed until the building can be properly cleaned.
Gasrhemlral Leaks The riskof a gas or chemical leak is m nima] especially since Longfellow does not house

any sscience lab areas.

Should there be a gas,'chemical. leak inside the school, students and staff will evacuate the

building. Building administrators and'or fire officials will determine if students and staff
need to be relocated to the primary evacuation site or secondary site. District custodians
will shut off heating_coding; and ventilation systems In contaminated areas to reduce the
spread of contamination.

It-the Leak is outside of the building In the neighborhood, fire officials or the building
admi.ntstratcc will determine if students need to evacuate and to which location they need
to Evacuate. District custodians will consider closing outside air intake.

Students and staff will waft until the" all clear` is given to re- enter the building. Should there
be damage to the building, the district will assess the needs of dentures and determine if
other space options need to be Lnresligaied. Ventures would dose Lf the school was dosed.

Hamdoui Materials The riskofa hazardous material kakis minimal., especially since Longfellow does not house
any science lab areas.

rap
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Should there be a hazardous leak inside the school.. students and staff evacuate the

building. Building administrators andlcr Eire officials will determine if students and staff
need to be relocated to the primary eva ovation site or secondary site. District custodians
will shut off heating. cooling, and ventilation systems In contaminated areas to reduce the
spread ofcontamtnation. District custodians will also seal off the area of the spLli Leakand.
dove doors.

It the leak is outside the building in the neighborhood. fire officials or the butlding
administrator will determine if students need to evacuate and which location to which they
need to evacuate. District custodians will consider closing outside air intake.

Students and staff wil watt until the Pall dear' Is given to re-enter the building. Should there
be dance to the building, the district will assess the needs to Ventures. Lf school is closed.
Ventures will be closed_ Ventures will do Its best to operate wherever cLasses are moved to.

High or Low Temperatures Lring in MN, the probability of high and low temperatures is gruran teed. Eat:Ventures
follows the districts policy on closing due to extreme weather. If school is dosed for the
day,.EarlyVentures Is also( Lased for the day.] f school has delayed. start, EarlyVentures w 11
also open two hours Late ai 8: 30 am. If school dismisses early, EarlyVentures will remain
open until 2: 30 pm. Ear yVentures staffwill always remain on site until the last child has

been picked up.

Earlr'kren tures generally does Dot have outdoor recess if the air temperature or wind chill is
below zero OR tf the heat index exceeds one hundred degrees. EarlyVentures staffwill use

common sense and base the amount ofoutside time on weather.

Early Ventures would not remain closed for an extended period due to extreme
temperatures.

Infectious Mann n working with children, there Is always the potential for a pandemic health crisis.

When absences for a. partku lar Illness are twice the typical absence rate of the student

population within a building( ex. CAI), the building nurse will file the required MN
School- based illness Report with the Commissioner ofHealth. Students exhibiting flu- hope
symptoms will be kept in a separate Location from other health room users and parents.'

guardians will be contacted immediately and asked to pick- up. These students will be
required to wear surgical masks. tido on school property. The area' oot that the student
occupied will be cleaned using a dlstnfectant after each use.

The Director of Buildings and Grounds will meet with the District School Nurse and Public

Health Nurse to determine it-buildings sbauld be cleaned differently and'or more often.

Upon notification by the MN Division of Homeland Security and Emergency Management
Department of Education or Public Health offklals; or upon consultation with the school

board regarding a significant risk of spreading the illness and.'cr Lack of staffing to continue
the safe operation of the schools:, the Superintendent, or Acting Superintendent, shall order
the schools closed during the duration of the outbreak All non-essential staff will be sent
home for the duration of the school closure. District custodians will thoroughly clean all
buildings.

Upon notification by the Department of Education, Public Health or other governmental
agency that the pandemic crisis Is under control, the Superintendent or Acting
Superintendent, shall order the schools reopened.

Ventures staffand building nurses will remain on heightened alert, watching for signs of
sickness.

Pap 11 art Cg MI 41, n*G e- 1'
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Nuclear Power There is not a nuclear power plant located within the county. A nuclear thereat is very
mintmal.

Severe Winter Weather In MN. severe winter weather happens annually. Ventures follows the district pdicr on
school closings due to severe winter weather. Mille district is closed for the day,
EarlyVentures will also be closed. If school has a delayed start. Early Venture s will also have
a two hour delay and open at 8:I am. if the district doses early, EarlyYentures will dose at
2: 34 pm.

Ventures staffwill remain on site until all children are picked up by a parent. guardian, or
emergency pickup. Ventures may remain dosed until the dangerous weather has dissipated
and parking lots. sidewalks, etc. are safe for staff and families to use.

Thunderstorm Thunderstorms happen on a regular basis through the months of about MarchlApril-

Csctoberi? knretnber. Ventures staff will consistently monitor the weather and.will not bring
children oulstde ifthere is lightening or thunder. if it is only a thunderstorm, staffwill.
con Moue with regular indoor activities. if the th understorm turns severe or In to a. tornado

warning, staffwill follow the districts severe weather tornado policy. The only time that a
thunderstorm would greatly lmparl Ventures' ability io operate is if the storm caused major
damage to the building( struck by lightening trees through the windows, etc.)

Tornado During the months of March- October, these is the potential of tornadoes in MN. if the
potential far severe weather Is forecasted..staffwill con tin unausly monitor the weather via a
weather radio, online news, radar, etc.

Should there be a severe weather warning. staff will bring all children inside of the building
dose all windows. and reviei, tornado drill procedures.

Once a tornado warning is issued_ a severe storm or tornado has been spotted in the area.
Stiffwill move all kids to the designated shelter( Interior room_hallway without v<indaws.
etc). Staffwill take accurate attendance,'sign in..ensuring that they know how many and
which kids there have in their care. Staff will ensure that students are in' tuck' positions.

Everyone remains in the shelter area until the warning expires or emergency personnel have
Issued an all-dear signal.

Should Ventures rooms or the building as a whole be destroyed or be inoperable, students
and staffwi] evacuate to the primary Location. If the primary k cation is destroyed, staff will
wall to hear from rescue workers to determine the location to where they should evacuate.

lithe school Is destroyed, Ventures will need to remain closed until the district can
investlgate different space options for school and the program. Available space will

obviously depend on how much of the town has been destroyed.
Violent] ncldents The Likllhood ifa violent incident In an early childhood setting is much less likely than a

high school ormiddle school. Should there be any sort of lncl,deni_staffs priority is
ensuring the safety ofall students. This may mean going Into a Duck and Cover lockdown.
AU staff should workas a team. Deal with the Incident following district protocol as well as
common sense.

Families should be notllied. following district po]lcy. if the incident is severe or disrupts the
typical dally operation of the program.

4id aacrdon
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Assigned Responsibilities during an Emergency
This form Is prodded as a resource for your emergency preparedness. Ft allows you to identify actions that need to
happen during an emergency sad who is responstbk for taking those actions. For each tttm to the tint column, Identify
the person cc position responsible,.the required action, and under what circumstances that action should occur.

Action Pence or Posttlon DesigD ted/ RespondbilitJ LorIttan
Fxrrnpke: 4 a lyrs pa tckc the cht8drar b the safr room located in the haserwe li Whew the
tovlacl' a- Oren goes off.

Protecting the Children Ventures staff
i
hNotifying Authorities Ventures Coordinator, Site Leader aadlorVentures staff

Comrounicating with Superintendent, Director of Community Seni.ces, Ventures Coordinator
Parenrdlts: guaans..

including reunification.

Mi iarcwa.

1 1741]       C41SMI4 4a4G e- 1'
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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

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

Incident Example(s)   Possible Responses

Suspicious person or vehicle in the vicinity School Resource Officer( SRO) and school
Bomb threat with no credibility administration handle the incident without
Theft police assistance.

Fights

Level 2

Minimum response by the District and local law enforcement

Incident Example(s)    Possible Responses

SRO requests assistance from the Police Public address announcement
Department Letter home to parents

No police response

Level 3

Moderate response by the District and local law enforcement.

Incident Example(s)   Possible Responses

Stranger in the building Public address announcements
Bomb threat with credibility Letter home to parents
Police action in the vicinity of the school Inform Media
campus( search warrant, search for fugitive)
Suspicious substance/ package

44



Level 4

Intense response by the District and local law enforcement

Incident Example(s)   Possible Responses

Child abduction Pubic address announcement
Attempted child abduction Letter home to parents
Suicide in building Tell Media

Attempted suicide in building May set up Joint Information Center within line
Shooter on the premises of site of the school

Evacuation of the building
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Appendix C: Longfellow Floor Plan & Evacuation Routes
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Room# s 209& 216
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Appendix D: Mandated Reporting

0145- 3 A4Ni I- 18

InnlDEPARTMENT 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
a Any person may voluntarily report abuse or neglect.

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 to an outside
agency.

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

a 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.

a 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.
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- 31.7 O2I4

or local law enforcement at Y11

a If your report does not involve possible abuse or neglect, but does involve possible violations 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
a 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.
a A report to any of the above agencies should contain enough 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. For 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.

a An oral report of suspected abuse or neglect made to one 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
a 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.
a 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 persons
receiving services from programs 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.

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.
The internal review must include an evaluation of whether:

I.    related policies and procedures were followed;

II.   the policies and procedures were adequate;

III.  there is a need for additional staff training;
IV.  the reported event is similar to past events with the children or the services involved; and

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

Primary and secondary person or position to ensure reviews completed
The internal review will be completed by Breezy Barrett. Ventures Coordinator      . If this individual is
involved in the alleged or suspected maltreatment, Erin Bailey, Coummuaity Sen-ices Director will 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 to parents of all children at the time of enrollment in
the child care program and must be available upon request.

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

Minnow- a' brio-molt Human 5 rvicas

Child Care Center Risk Reduction Plan

Program Name: Earl_sVerrures Learning Center License a#: 10425 b4 CCC

Child care centers must develop a riskredndion plan that idanifies the eeneral risla to children served
by the child caz cent  . The license holder must establis hspecific policies andprocedures orrerto
existiaep olacies andproc educes that min+ml7e identitted risks, train staffon theprocedures, and
annually rex the procedures. [ MinnesotaStatutes, sectiora245A.66. subdMsion2]

1. Physical Plant. Identify s pe . ficrisks to children based onan assessment ofthe physical
plant where licensdser:ises areprovided ' rheassea= ant mast includeanevaluation ofthe
required factors listed below in column 1. Write eachidentified risk in column.; insert
additional lines as needed. In colin3 write speci& policies andproceduresyouha e

developedandimplameatdto minimizeeachrisk,or in column4. reference existing policies
and procedures that minimize each risk.

Physical plant Identified risks Policies and procedures Existing p oliCies and
factors developed and implanenadto procedures that minimize

required to be minimize the risks the risks

assessed

Conditionand In addition to= led= to DHS
design of the Located in fnx classrooms in s lice it s guidelines:

facility Northfield Public School' s EadyVnture follows all
building safety and:qtr procet =_

set forth by.Northfield Plffli
Schools as we are a distil

piomm.

Child m are sup-raised at all
Multiple district programs and times. Chiles are neV'ff 1
offices are homed in the same alone it a room or on the

school building.      placetcnzc. Appropriate redior
era always met. Classroom.
doors era dosed when the

group is in the ciaserooni.
E rly ' entur>s is housed in a
sera?.school building. Tune
is a district nplotiee stationed
at the front door when the door
is unlocked aid all Niton

must check in. E7arlvyVtjtur̀es
families access L1e' birildi a
through a sectue fingosprint

ssystan.

Children are eupevis3d at all
Three EadyVmti rs times and are nater left alone.

classrooms ate located Appropriate ratios era always
downstairs; Two classrooms am met. There are six enits out of
located on the main level. NO the school building. Each
classrooms era located on the Early " anti res classroom has

second level. one odit into a hallway with

11•= te DeparzmsofMeni Se-n-ka
Ditiiice ofLi:e i

elite elbtr,..et.x., Gent,:
Novenbef

50



tv,
Minnesota Deporuntat of Human Services

easy access to an outside writ
on their floor level.

Conditionand In the front of the school, there Sae paae.s 13- 15 and 2 - 29 in
des ea ofthe is a EraRsy area grad si.   alk the E,arizVanttty. Handbook

outdo or spare rear the road( Orchard St.)      for a mora detailed look at
misting policies ft.  miniisi

risks.

In the bat: of the s,± oL1. tlsere

isapartially m: losed Stafinenba will be

platground. It is partially informed of all ri_e presa>;t
atdo ed by a chain lint: fk.ce.  whm takir 4sttndez:ta.oiatdoaa.

Thome is a gate in the iL:e that Childraz will be Int sad a2

lads out ofthe playas-purr:and all time~and.appropriate ratios

down cement stairs. always met. Children will not
The part of the platuound that be allowed to pLa: near the
is not mdosed has a chain to parking lot gate., or cement

pre.k,a7titWatill childtaz not to go stairs. Chlldrm will be
into the pausing lot that is on monitored and will only play

the otb-a-side.    n strt- tirx.an:copriate for
their age and developmental

1a 1.
The playground has asphalt, a
large axes: Etta and a large
woodchip area. The are two
mails,playground tiLa'ttres

agpropriata for stir childhood
as well as other climbing

stri ctt fes and swinEs.

Bathroom: Staff will walk to the
EarlvVatu as bathrooms are bathrooms with the children

located down the hall from the and children will be supen î sed
classrooms.    at all times. Appropriate ratios

will always be mat. Please see
pages 13- 15 ar.d 28-79 in the
EadyVentur for

more details.

All stools will meet safety
Falling off stools standards and childsm will be

supervised while using them.
The water to p>fanra will be

Water burns kept at en acceptable
t>mpaatt_re for all children

and staff

One child will be allowed in a

Page:  w.•;•sra Z`•eparmetz of 1fxaam& vices
Leib^ ice of Iaceffisnz

tre Gori
tiobembe_
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r-i n.s  _     i zan stall ata time.

Chil,s will not open or hold
e:.. C] iil en will be

super Lsed at all times.

Clawrir=g sirpplis and other
F.xp. riae to] 3".aryccs haardons IZLEPriA1= Sin not be

tataiale stored in the batbaocm.
Falling off the sr' ta11 _. tain Stain meet=afer.•standards and a
laaSte to the sink it the staff risabar will always be

toils room. :110.,1,m kids are pasett next to the stairs while

washing their hands alts= iv/      childre: wash their haods.

the potty chair or ha.ine their
diap'S c1 gid.)

Physical plant Identified risks Procedures developed and Existing policies and
factors implementedto minimize the procedures that minimize

required to be risks the risks

assessed

etc race areas Fins-es: Childs will be supar: i.sed at
all times. Cl ren will not be
allowed to opau dose storage

Access to staffimmnbas personal area doors. Thee are anumbs
belongings ofcabinets drarss that have

child locks to prevent children
Access to food and bevsaga:   t capenine cosine than

and pitching their imam.
Access to " teach ."' materials Staff manbers passonsl

belot! il s will be stored out
Access to medications. and of r ofchildren or in a

leaning material!  dose: cabinetdosat. This
includes staff rnainb

pnsonal food or bevnaee.
Othe' food and bev save will
be kept in a dosed cabinet,

inaccessible to children.
Techs materials will be
kept in dosed cabinets,

closets, or out of rea:h of
chil rm..All toys are stored on
ret shelving units. Toys that

era not in rotation are stored in
a different room whose

children do not have access.
Medications and cleaning
materals are stored out of

reach ofchildren or in locked
zalliteta. See pa s13- 15 and

as-!' cfHaman Seirkes
Ilium of Lscesaina

0.frxt { l s„t+ttrr Gtrtral     •
Aovembes 2012
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21-2.9 in the EV Handbook far
more

Antes sibilitv Poisoning All medications and cleaning
ofmedications products are kept out of reach

and cleanine ofchilirm or in locked

products Chemical BUMS cabinets or damns. Childm
are always supmvised. Staff

Side effects tam ingestion are trained on haw to clean
tables and other it to

Sithe effects from.= act with protect childless from dtemical

skin Timid:nal All cleaning prod=
are çpsvedby the Health

Side ffects from contact with Comultart. All medications

e,,:es, ears; nose, and throat are stood in the original,
child-proof containas and are

Choking des& labeled with each
child' s name. Proper

papmwork is OL file for each
child' s medication.

Please see pagesI3- 15 and 28-
29 in the EV Hanfflaook for

mare& Ails.

Areas that are Bathroom Stalls Orly one child at a time will
difficult to be allowed in a bathroom stall

supervise Chilo:rm are sup-m-vised at all
times in the bathroom and

gpropri ate ratios are

mairtairef

7.7alkisa in the hallways Stafrwill.3177: 2 2-41-Mise
childrm in the hallway. Bdote
leaving any area staffcount
the tumb-xofchildsm it their
group, conmt the group again.
in the hallway, and count a
upon arrival of th-i.'r
destination. Ifmore than one
tan:lamb:5 is pra_:.iazt, one

staff leads the line and the
othm is at the end ofthe line.
Childrm always use' Wa1l-ii
fear in the hallway.

PLTiE14311Zri Etil:CrZIeS Stafrwill position themselves
to see all children in their
group. Ifnec. mazy, staffmay
dose"=certain;playmormd

stn to keep llsan in a
more contained area Staff

continuously court the n-zrabar
ofchildram in their El.74)

4 cs=    onixarz.Eienicm
Diaisioca of Licecsira

ojset.ellittpee-m,..
Novesibe:
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while on the playground.

Chain cl srocm arm Early etires classrooms are

set up in that thae are no
filir,.df' spots. The basics of

supes+sitn<will alwa.s be
followed in tr<vt each staff
meabeiwill position

thlves always to see all

children in tergroup.

2. Environment.ronment. Identify specific risks to children based onan assessment o fthe environment
for each facility. The assessment must indude= evaluation oftheregairedfactors listed
below in column I. Write eachidentifiedriskin colo 2: insert additional lines as need.
In column 3, write specific polives andprooedures youhavedevelopedandimplementedto
minimize each risk or in column4, reference existing p olicies and procedures that minimize
each risk.

Environmental Identified risks Policies and procedures Existing palicies and
factors developedand implaadto procedures that minimize

required to be minimize the risks the risks
assessed

Type of Anytime children are on the

grounds and Sidewalks sig the sidewalks, they will use
terrain b ilding ralkine feet and will always

surrounding be st_-per.   d. Children will

the buildins ger   +fly only use the
sidewalks whm entnine or

edtine the boldine with ter
lent guardian or when

walking to a nearby park. A
staff mefnb-x will always leaf

the group and a staff member
will alwa4s be in the back of

the noup' s line.
Parkins lot connected to the The parking lot is offlimit to

playaround children and is only used by
school pasornei and families
axessin4 Lensfellow•school.

These is a clutir, blocking off
the playground from the

parking lot.

Children are sup-xvised at all
Woodchips on the playground tint.   and staffposition

themselves to see all children

PY Ytiellescr t.Dept-me= of7am Ser+ke
DAisioB of Liconska

0. cr e. r.zr tea- Gt*. rs
Natixabe: 201
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in thet sump. Chilarm must
wear atom on the

playucfmd. Chilcirm are
taueb thqt the wood:hips

stay on the groutthat
the': are LOt tO ED it IUMIthS.
Chikim are stp-xvi 2?::: at all

Asphalt on playground times. Childsm always wear
sixes cctside.

Grassy area on plod Childmare always
supavisk. C Liles- . nnua t

wear sixes at all times they
are ontthoos. Cl len are

taught that iris stays on the
ground and don not go in

mouths.

The gate near the p]    1:=±

Gate leading out ofthe will faelsir cloak ar.g...41:: ke.i
playgroursi dining all times : Li I iren are

pr ea in:

Staff are well int: Trak : 1 all
the playerccmd and outside

F.s- Antts. Staffroutinely check
the playground and esaa ay
area for hazards. Shod:: a

hazard be presmn staff
follow the prescribed protocol

in dealing with the hazard
roving it thenselv.m,
ir.fonning the building

mginem, etc).

Proximitvto Orchard Meet has minimal
hazards...busy I_cnateli.:-.-..a: 11::-. 1. is 1. z.: Li.-± :::   traffic. 7,1.2m. childra..mtff

roads, and 01,:nar± St.       Ornit the door on Orchard

publicly St, they are either
accessed accompanied by
businesses parmts nurdians or they are

closely supervised by staff.
Churzh moss the street in the The church building has

bad: of the building.  minimal occupation during
week days.

All visitor to the building
Located in a district building fist must check in at the front
contains other district programs.   office. All other doors to the

building are locked. Families
cam mte.EarlyVesttues

through a seared fingerprint
systm. Staff have been

Pae 6 Ificreson Departmeac of Hamar.Setvices
Divisioa of Lice  .11,..za

o ty'hvetivr Crersvrsi     „ 7.4.,z.„
NOM:Aber 2012
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trained to address all people

the: do not recognize in the
brtsildne or on the

plagrou d.
Chil& m are supe,     at all

Rmidential area with hour times. Yei Qlsb o¢s have no
smoothing the building on rea_^z to azces the building.

three sick,.. IfVilitiLE Longfellow,
neghbs trust check in at

the front office and have a
prapose for vi.sitinr.

3.  Additional risk of harm factors to children. to addition to an yproeram-specific risks
identifiedunder thephysical plant andenvironment assessments, theriskredirtionplan must
address the risks identifiedbelow in column 1. In column?. write specific policies and

procedures you have developed and implemented to minimize each risk grin column 3,
reference exisiinapolicies andprooerhires that minimize each risk.

Identified risks Policies and procedures Existing policies and procedures
developed and implemented to that minimize the risk

minimize the risk

Go sine childraa` s fineers in doors.      Children will not beallovdto
including cabinet do ors open or holddoors. Childrenwi.11

also maintainan appropriate

distance fromthe bathroom stall
do or when theyare not the one
usingthe stall. Cabinets and
drawers will be designated for
teachers only orwill havelocks on
them. Please also see pages 13- 15
and 2S-19 in the EarlvVaatures
Handb ook for more details.

Leaving childrenin the community Anytime childrenare out in the
without supervision communitz•withEariyVentures,

staffwill carryanemergency
backpack cautaininv emergency
information.The emerge
information includes a picture of

Page_   laws= Depassef.-:of fi;mam 3e v cgs
Dhisioa ofLice= itz

cytcer!re-, rem- 1  ' t  '
Notes bee 201

56



ftAf
Minncsi?ma Drprartnivit of Human Services

each child.Childrenwill be
supervised at all times and stafmll

continuously c aunt the number of
children in their group. Pleaseels o
see pages 13- 15 an2 - 2P in the
EarlyVentures Handbo ok far more
details.

Children leaving the faviit'iwithout Children will be supervised at all
supervisicn times. Do ars to the classro oms will

be do sedanvtimechildren.are in
the room.Please also seepages 13-
15 and 28-21 in the EarlyVentures
Handbook for more details.

Caregiver dislocation o fchildrai s Staffwill never grab children by
elbows the arm or swinethemaraundbv

the arm in plan.Ifabsolutely, 
neces sar. staffwill usea' basket
hold." Pleaseals o see,pages 13- 15
and 2 - 29 in the EarlyVentures
Handbook for more details.

Burns fromhot fo od orbeverages,       Staffare not allowedto brinehot
whether sertedtochildrenorbeiag be.•esaeesinto theworkplace.
consumed by caregivers. andthe Northfiekl Public Schools
devices usedto warm food and Nutrition Staff( or staff that have
beverages been trained by Nutrition Services)

serves lunchto EarlvVentures
students. Trained staffalso monitor
food temperatures andmakes sure
all temperatures are in compliance

with state guidelines. No hot snaela
are served.Bottle warmers and
microwaves are stared.on shelves

out ofreach ofchildren andcotds

are inaccessibleto children Please
also see pages 13- 15 and 228- 29 in the
EarlyVentures Handbo okfor more
details.

Injuries fromequipment, such as All teacher scissors; staplers; glue
scis s ors and glue guns guns. and simil.aritems will be

stored out ofreach ofchildren

Please also seepages 13- 15 arid 28-
2S in the Earlv4'entures Handbook
for more details.

Sunburn Parents must till out thesunscreen
perm.issionformupon registration.

Parents are askedto supply abottle

Pa- r S i4E Hewn Deanne= alias mn Seevk
Diviskes of Lice===

Qce a Icsrxcr• Ge.-.4,....
No ember: thio      '  ''"
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of sunscreen for their child.
Suns creen b ottles are labeledwith
the child' s first and last names.
EarlyVentures will provide
sunsaseenforchildrenthat do not
have their ownb ottle. Staffwill
always apply simscreento cin

and staffwill applyat appropriate
times. Sunscreenwill be stored out
of reach ofchildren Please also see
pages 13- 15 am./ 23-29 in the
EarlvVentures Handbo okfor more
details.

Fe_Sine children foods to whidatbey Upon registration for each session_
are allerei parents are as]  dto provide

information reeardinEanyallemies.
Allerev lists are postedin thelunch
room andin theclassrooms near
snack areas. NorthfieldPublic
Schools Nutrition Services will be

notified ofany food allereies. Staff
are CPRand.first aidtrained should
a child have an allereicreaction.
Please also seepages 9- 10, 12- 15,
and 23-29 in the EarlyVentures
Handbook for more details.

Children fallinEfrom ziaqii.. inE Staffwill followall diaper
tab les chaneine procedures, which

includes keine one hand onthe
child beine chaneed at all times.
Staffwill neverwalk away.from a
child on the diaper chaneine station
even ifthey are budded.Staffwill
not let children climb onthe diaper
changing station themselves. Please
also see pages 10, 13- 15; and 23-29
in the Earl,-Ventures Handbookfor
more details.

Children accecthnF dangerous items Cleaning products axe out of reach
or chemicals or carmine into contact ofchildrenat all times. Staffare
with residue from harmful c1eaninp trained on how to clean tables and
products other items to protect childraa from

chemical residue. All cleanins
products are approvedbythe health
consultant. Pleasealso see pages
13- 15 and 23-29 in the

Paan 9 tso-a iaaa:   = of linamn& vices
BitofLicensing

CO,to ofrrsrytcm+-Gentm!
Nov a e: 2012
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EarlyVentures Handbo ok for mea-:
details.

4.  Accessibility of hazardous items.  The a:>c:assibi1ityoufhazardousitems to children is
prohibited at all times       : hildrenare pressnt.

5.  Policies and procedures to ensure adequate supervision of eh.lidren.  The risk
reduction plan must include spcpolicies andprocedures to ensure adequate supervisionof

childrenat all times as defined underMinnesota Statutes, section2 A.O2, subdivision 18. The
policies andprocedures must include particular:emphasis onthe areas identifiedbelowin
column 1. In cohzmn2, write specifk p andprocedures developed andimplementedto
ensurechildraawill be ata-quately supervised at all times.

Required areas to be addressed Policies and procedures developed
regarding supervision ofchildren and implemented to ensure adequate

supervision of children

Times ti; hal hildren are transitionee-dt'rom one area Children are nev left alone and are always super; ised
within the facility to another reear:less of whether they are stationed area or tra sitior ze

from one area to a othm. Staffmaintain appropriate ratios at
all times. Staffccnmt the children in their group before they
lave an area, while they are tr +citioniz e, and once they get
to theirfinoal destination.

Nap- time supervision, including in fent crha rooms, as All EarlyVezttre sibs are within sight and sour ofstaffin
specifie;iunder MinnesotaStatutes, section245AO2,  the infant mom. Childreare always sup3svisedand staff

subdivision 1 S, which realuires that when an infant is rev leave the room ifmild is asleep in a crib.
placed in a crib to sleep; supervision occurs when a
staffperson is within sigh or hearing ofthe int    .
When supervision ofa crib room is pros'idedby sight
or hearing the centermust have a plan to address the
other supervision comp anent
Child drop-offand pick-up times P arezts Ft= diens must sign their child in and out each da4•.

P argot=_.must.walk theirchild into their designated room and
make contact with staffer they must walk into the room to
pick up their child at the end ofthe day and make contact
with staff Staffeitheswelccme the child for the day orwish
the child a g,+ood night upon depart.Once thechild is
sig it.EadyN7entur̂es staffare responsible for the child.
Staffkc w•how•many children and which children are
present at all times.

Supervisionduring outdo orplay and on.comnamity Children are always sursvised and appropriate ratios
activities, including but not limited to field trips and maintaink. Staffposition this elves so they can see all
neiehb orhoodwalks children in their eroup while outside.Writtenpamissico

from parents is obtained any time children travel offsite.
Stafflmow how spyand which kids they are taking
offsite_. Stafftake an emanatcy backp& k with them what
travelite offfite that contains emereenncy information and
first aid supplies. Staffconsistattly count the number of

Pam 3,1+  Mimes= Depa: zaeir of ammo Senses
Di soars of I.3cans

ortett(F._rrtc rGerter:
November 2012
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hi1tm int].& ai    . All White 6-mtirmtions are.aee

apPaI:     a-.

Sulen-jaonofchildreninhalbAsys Chenareal-ways p  ' isad. Staffy=,  lose.siehtofthe
ckik eciniall s. Chi1±re walk in the hallwacs.

Date risk remtionplanWas initiallycomplete&  I I=- II

6.  Orientation to the risk reduction plan. The licenseholder shall ensure that all
mandatedreporters,as defined in section 626.556, subdivision 3, who are un€ier the control o f
the license holder. receive an orientationto the risk reduction planprior to first providing
unsuperviseddirect contact services, as definedin section 245C.02, subdivision 1 L to cl'iil
not to exceed 14 days fromthefirst supervised direct contort and.      allvthereafter.

Documentation ofotientatianto theriskredirtionplanmust bedocumeatd.in each= dated
rep after' spersonnel record.  [    Statutes, secti0n245A66, subdivision 3]

7. Annual review of the risk reduction plan. The license holdermust reviewthe risk
reduction planAnrnxally."When conductina the revie , the license holder must consider
incidents that have occurred.in thee-enter since thelastreview. includinE the folly ine:

1) the as sessraent factors in the plan;      

2) the internal reviews conducted underMi nesota Statutes, section245A.66,
subdivision 1, ifany;

3) substantiatedmaltraetrrent findings, ifenv and
4) incidents that causedinjury or harmto a child, ifany, that occurred since the last

review.

Following anychanee to the risk reductionplan, the license holdermust informmandated
reporters, under the control of the license holder, ofthe changes in theriskreductianplan_ The
annual review of the risk reduction planor changes in theplanmust be documented inthe
center' s administrative records.

Page 11 Miccesola.Deparme= of lizaast 5r:ska
E i+soa ofLice

Novether 2012
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An.nnal review of the risk reduction plan.

Pro gram Name: EarizVentures Learning Center License=: 1042526- 6-CCC

The license holder must review therisk reductionplen FTmnniilly. When condotine the review;the
license holder must consider incidents that have occurred inthe enter siixethe last review; including:

1) A review of the assessment factors in theplan:

2) A review ofthe internal reviews conduc2dunder Minnesota Statutes, s ectian 245A.66,
subdivision I, ifany:

3) A review of substantiated maltreatment findings; ifany.

4) A review of incidents that caused injury orhama to a child since the last review if any:

Based on theannual review-,what changes weremade to the riskrtionplan?
NA

Name and title o fperson completing annual review

Date of annual review:

Pus- 32 laws= Dept..-tae= of ffiraass& vices
Division ofLccsosing

CYrate o,*trrpcex,- Geee=e.'
NCr eaf4es 1.01
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Welcome to KidVentures!

KidVentures is excited that you have selected our school age program for your child! Our goal is to create

a caring, quality learning environment that compliments your child' s school day. We believe that every
child is special and unique and our staff will work to provide an atmosphere that fosters their growth.

KidVentures offers low staff to student ratios and a variety of enrichment opportunities. KidVentures is
an option-based program that includes activities which foster social and emotional development; language

and literacy; the arts; math and critical thinking; science and inquiry; social studies; and health and
physical education. KidVentures also encompasses" youth voice" and incorporates a wide range of youth

driven programming.

KidVentures is open from 6: 30 AM until the start of the school day and until 6: 00 PM after school
dismissal. During the summer and on most non-school days, KidVentures is open from 6: 30 AM-6: 00
PM, Monday—Friday

KidVentures is offered through Northfield Public Schools Community Services Division. Like all other
district programs, we are governed by the policies and guidelines of the Board of Education. KidVentures
has also adopted the National Standards of Quality School- Age Care as our guide for programming and
best practices.

Our program focuses on respect, creativity, safety, friendship, and fun! We welcome you and your child
to KidVentures!

Program Mission

To provide care for school age children in a safe, enriching environment that supports the individual
needs of children, families, and staff while building positive relationships.

KidVentures Sites Ventures Main Office:

Bridgewater Elementary Community Services Division

401 Jefferson Parkway Northfield, MN 55057 1651 Jefferson Parkway Northfield, MN 55057

507- 664-3395 507- 664- 3750

Greenvale Park Elementary Breezy Barrett- Ventures Coordinator:

700 Lincoln Parkway Northfield, MN 55057 507-664-3653

507- 645- 3532 BBarrett@northfieldschools.org

Sibley Elementary Mary Hansen-Administrative Assistant:

1400 Maple Street Northfield, MN 55057 507-664-3750

507- 645- 3422 MHansen@northfieldschools.org

Erin Bailey- Director of Community Services Division
EBailey@northfieldschools.org



Registration

KidVentures registrations are accepted on a space available basis. Registration for the following school
year will open each spring. Registration information is always available online by following the
Community Services tab on the Northfield Public School' s website: www.northfieldschools.org

Families may also call the Ventures main office at 507- 664- 3750 to inquire about availability and the
registration process.

Payment of the registration fee must accompany the KidVentures registration form. All previous balances
must be cleared before a child can re- enroll into the KidVentures program. If the site you select is full,

you will be notified immediately and your child' s name will be placed on a waiting list. In order for your
child to start on the first day of school, your registration must be received by the second week in August.

Families registering after the start of school can enroll by contacting the Ventures main office at 507- 664-
3750.

Family Involvement

We strongly encourage input and involvement from all families. The quality of the staff/parent/guardian
relationship greatly impacts the success of our program. Your suggestions and concerns are always
welcome. Parents and guardians are also always allowed access to their enrolled child during
KidVentures program hours.

Communication to Families

Each KidVenture location uses a parent table and bulletin board to share information with families. Please

check for information daily. This is where you' ll find non- school day information as well as other
important notices. Please share all pertinent information with staff( i.e. your child will be picked up
directly from school, grandma is picking up, etc.), so staff are able to write it in the staff communication

log.

Communicating Concerns/Suggestions to Staff
Your ideas, suggestions, concerns, and feedback help us make continual quality improvements to our
program. Please share your thoughts and perspectives by:

Speaking to the staff working directly with your child.
Scheduling a conference with the site leader.
Calling or emailing the site leader.

If you have additional comments or issues that have not been resolved, contact the Ventures Coordinator

at 507- 664- 3653.
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Family Responsibility Checklist

Read the KidVentures Family Handbook and know the contract terms and program policies.
Failure to follow policies could result in termination of child care services.

Sign your children in and out daily.
Check the parent table and bulletin board daily for communication.
Notify site staff if your child will be absent( even for one day), attending after-school programs,
or picked up early for any reason. Notifying the school office is not sufficient. If a child does
not arrive after school as expected, staff will investigate immediately by attempting to contact
parents/ guardians, the identified emergency numbers and, if necessary, the police. A Finder' s
Fee will be assessed.

Ask staff for feedback on your child' s day or progress in the program.
Model respectful behavior when dealing with staff and students.
Provide written notice of change in contract, or withdrawal from the program by filling out the
appropriate forms and submitting to the Community Services office at least two weeks in
advance.

Pay all costs incurred for your contracted days regardless of whether your child attends.
Adequately dress your child for indoor and outdoor play.
Make sure your child is picked up by 6 PM.

General Information

Lunch/Snack

KidVentures provides an afternoon snack for all children enrolled after school, on non- school days, and

during the summer program. Unless otherwise specified, children must bring a lunch with a drink on non-
school days. If your child wants to bring a treat for children in the program, state law requires it be
individually wrapped and commercially produced.

Energy Curtailment
The school district works with Xcel Energy to make the best use of available power. During extremely
hot summer days, Xcel Energy limits power use at some district buildings.

Apparel

Weather permitting, KidVentures goes outside daily. Children must be adequately dressed for outdoor
play( boots, hats, gloves, snow pants, socks, and jackets) and all items should be clearly labeled with your
child' s name. KidVentures follows the district-wide recess policy which states that students will go
outside if the air temperature is warmer than 0° F AND the wind chill is warmer than- 10° F.

Personal Property
Personal items or items of value should remain at home. KidVentures will have special" bring a toy from
home days" where children may bring a personal toy. Aside from these days, all toys should remain at
home. Toy weapons or any toys containing weapons are never allowed. KidVentures is not responsible
for lost or damaged personal belongings.
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Transportation

Parents are responsible for arrangement of their child' s transportation to and from KidVentures. If you

need to make busing arrangements, contact Benjamin Bus at 507-645- 5720. KidVentures does not
transport children.

Severe Weather

If school is closed for the day because of severe weather, all KidVentures programming will also
be closed.

If school has a delayed starting time, there will be no KidVentures before school programming.
If school is dismissed early, KidVentures after school programming will remain open for up to
one hour following the dismissal. If children come to KidVentures, their parents or the child' s

emergency pick-up person" must pick them up within one hour. Late fees will be applied to any
child/ren picked up after one hour.
KidVentures closing after 3 p.m. -- If the weather becomes severe after children have arrived,

KidVentures may decide to close early. KidVentures will contact families to let them know.
Non school days: In case of severe weather, KidVentures may be closed for the day, or may close
early. You will be notified during the day if KidVentures closes early.
Credit is not given towards Ventures programs for days or time missed due to emergency
closings.

Notification

o KARE TV( Channel 11)

o KMSP TV( Channel 9)

o KSTP TV( Channel 5)

o WCCO TV( Channel 4) and Radio( 830AM)

Alerts Online

o KARE 11 School Alert—on this site, you can sign up for e- mail alerts when your child' s school is closed.
o KMSP( Fox 9 News)— School closings

o KSTP 5— School Alerts

Release Days/Late Start/Early Release

Release Days

KidVentures is open on most non-school days. Release days are open from 6: 30 AM until 6: 00 PM. All

KidVentures sites will be combined into one site for each release day. A calendar of dates is included in
your welcome packet and can be found on our website at

https:// northfieldschools.org/communityservices/ ventures. KidVentures provides field trips and/ or on- site
enrichment opportunities on release days. Release Day contracts will be available on the website, at each
KidVentures location, at the Community Services office, and will be emailed out to all KidVentures
families. Contracts are available on or around the 5th of the previous month. Release day spaces are
limited and are filled on a first-come, first-serve basis. Release days are non-refundable unless cancelled

in writing at least two weeks in advance.

7



Late Start Wednesdays

All KidVentures sites will be open for care during late start Wednesdays. Late start days begin at the
school' s typical morning playground supervision( either 7: 45 or 7: 50) and run until school begins( 9: 15 or
9: 20). If you are normally contracted on Wednesday mornings, you do NOT need complete the additional
late start paperwork. If you are not contracted for Wednesday mornings, you must submit the additional
Late Start Wednesday" form and pay the designated fee per Wednesday. Late start forms are available

on the website, at each KidVentures location, and at the Community Services office.

Summer Programming

The KidVentures summer program is open from 6: 30 AM- 6: 00 PM and runs similarly to non-school
days, incorporating themes and field trips. The summer program allows kids to experience a multitude of
enrichment and recreation-based opportunities. Our mission is to foster a fun atmosphere where children

are encouraged to explore new interests and develop new friendships. Throughout the summer, children
will participate in a variety of hands- on activities that build social, emotional, physical, and academic
development. Enrollment information for Summer KidVentures is available on the website in early March
with registration taking place in late March/early April. Summer days are non-refundable unless cancelled
in writing at least two weeks in advance.

Security and Safety

Child Protection

KidVentures must comply with the reporting requirements for abuse and neglect specified in section
626. 556 including:

Any person may voluntarily report abuse or neglect.
KidVentures staff are legally required or mandated to report and cannot shift the responsibility of
reporting to a supervisor or anyone else in the program. If staff know, or have reason to believe, a
child is being or has been neglected or physically or sexually abused within the preceding three
years, they must immediately( within 24 hours) make a report to an outstanding agency.
Staff may make reports to:

o The telephone number of the Department of Human Services, Division of Licensing
Maltreatment intake line at 651- 431- 6600, for reporting suspected maltreatment of a child
occurring in a certified child care program.

o The telephone number of Rice County child protection agency for reporting suspected
maltreatment of a child occurring within a family or in the community( 1- 507- 332- 6214).

o The telephone number of the Department of Human Services, Division of Licensing at
651- 431- 6500, for reporting possible certification violations.

o 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 protection.

KidVentures provides training to all staff related to the mandated reporting responsibilities as
specified in the Reporting of Maltreatment of Minors Act( MN Statutes, 626.556). KidVentures
documents this training in individual personnel records and monitors implementation by staff
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Signing In and Out
For the safety of each child, KidVentures requires that a parent or guardian sign their child in and out of
the program each day. This requires both your signature and the time you are signing in or out. Children
are not allowed to sign themselves in or out of KidVentures. If you do not sign in or out, you may be
assessed a finder' s fee. Continued refusal to sign in or out will result in termination of child care. When

your child arrives directly from school or by bus, KidVentures staff will sign them in to the program.

Our program opens at 6: 30 AM

Although our staff persons may arrive before 6: 30 AM to prepare for the day, they are unable to provide
child care until the official start time of our program.

Release of Children

Children will be released only to people listed on their emergency card unless KidVentures staff have
been notified in writing of an alternative pick-up. A waiver may be signed in advance if your child is to
be dropped off or picked up by an older sibling. In an emergency, parents must call to inform
KidVentures staff if someone other than an authorized person listed on the emergency card will pick up
your child. A description of the person and driver' s license may be requested for verification. Your child
will not be released to an unauthorized person until identification and verification can be made.

Late Pick Up
Children must be picked up by closing time, which is 6: 00 PM. Families will be charged $ 1 per child for

every minute late. If you have an emergency and must be late, please call your KidVenture location as
soon as possible to notify staff. If your child is not picked up and you( or other contacts listed on the
emergency form) cannot be reached, the police may be called to pick up your child.
Attempt to Contact Time frame:

After 15 minutes: Call parent

After 20 minutes: Call emergency contacts listed for child
After 60 minutes: Call police

Absences

Families MUST notify KidVentures staff if children will be absent at any time for any reason. School
offices do not automatically provide KidVentures with absence information. If your child does not arrive
after school or on the bus as expected, program staff will investigate immediately by attempting to contact
you, the emergency contacts, and if necessary, the police. Failure to notify staff of absences poses a major
safety risk as a significant amount of time may elapse in trying to locate multiple children. Due to the
amount of time involved in locating missing children, a Finder' s Fee will be assessed to families that fail
to notify KidVentures staff of absences. Increased fees will be imposed for continued occurrences.

Legal Custody
In the event of a divorce, separation, or joint custody ruling, every effort will be made for KidVentures to
treat each parent equally. If legal action has been placed against one parent, it is the responsibility of the
requesting parent to provide KidVentures with the necessary court ordered documentation in order for
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KidVentures to act in compliance with the request. KidVentures will only accept one registration form for
each child, and it is suggested that each parent has a copy.

Building and Physical Premises
KidVentures will ensure that areas used by children are clean and in good repair and that furniture and
equipment are structurally sound and are appropriate to the age and size of a child who uses the area.
KidVentures will also ensure that hazardous items, including but not limited to, sharp objects, medicines,
cleaning supplies, poisonous plants, and chemicals are out of reach of a child. The program will also
safely handle and dispose of bodily fluids and other potentially infectious fluids by using gloves,
disinfecting surfaces that come in contact with potentially infectious bodily fluids, and disposing of
bodily fluid in a securely sealed plastic bag.

Emergency Preparedness
KidVentures follows the school district' s emergency policies. If an accident should occur during
KidVentures, staff will inform families as soon as possible. If immediate attention is needed, 911 will be
called and paramedics will be notified of the child' s hospital preference. Staff will then contact the

parents/guardians or others listed on the child' s emergency card.

KidVentures must inform the commissioner within 24 hours of:

The death of a child in the program

Any injury to a child in the program that required treatment by a physician
KidVentures must use the Injury/Incident Reporting form on the Certified Center webpage to make a
report.

KidVentures has written, site specific emergency preparedness plans that use the Child Care Emergency
Plan form developed by the commissioner. These plans are available for review upon the request of a
child' s parent or legal guardian. KidVentures staff are also trained on their site' s emergency plan during
orientation and at least once each calendar year. Training is documented in each staff person' s file.

The Emergency Preparedness Plans include the following:
Procedures for an evacuation, relocation, shelter- in-place, or lockdown

A designated relocation site and evacuation route

Procedures for notifying a child' s parent or legal guardian of the relocation and reunification with
families

Accommodations for a child with a disability or a chronic condition
Procedures for storing a child' s medically necessary medicine that facilitates easy removal during
an evacuation or relocation

Procedures for continuing operations in the period during and after a crisis
Procedures for communicating with local emergency management officials, law enforcement
officials, or other appropriate state or local authorities

The identification of hazards which include the potential impact this hazard could have on at the

site and a plan for continuing operations during and after the emergency
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Each KidVentures location also conducts at least one evacuation and one shelter-in-place drill each
quarter.

Illness/Medical Conditions

Illness

If a child becomes sick during KidVentures, the parent/guardian will be notified immediately that their
child is not feeling well and needs to be picked up from the program. Sick children will continue to be
supervised, but will be isolated from other children in the program and will not be allowed to actively
participate in program activities.

KidVentures will post or give notice to the parent or legal guardian of an exposed child the same day the
program is notified of a child' s contagious reportable disease specified in Minnesota Rules, part
4605. 7040, or scabies, impetigo, ringworm, or chicken pox. This notification will be posted on the parent

board near the sign in/out and will minimally include the illness and date of potential exposure.

School district policy requires that children be fever free, without the aid of fever reducing medication,
for 24 hours before returning. Parents should also keep children home from KidVentures:

If your child has vomited within the past 24 hours

If your child has had diarrhea within the past 24 hours.

If your child has an undiagnosed rash.

If your child feels ill enough that he/ she would not be able to benefit from school

If having your child at school would significantly put others at risk for contracting your child' s
illness

If your child has had a temperature of 100.0 degrees or higher in the past 24 hours

Please keep your child' s emergency information current. Registration and emergency information is
kept on site for each child. KidVentures is not linked to a main school office database, so parents

must contact KidVentures separately with family information changes, address, absences etc.

Medication

Parents must inform the KidVentures site leader if a child has a health condition that requires regular

medication, if a child requires medication in the case of an emergency( allergic reaction), or if a child is
discontinuing use of a medication. If medication needs to be given during KidVentures, families will need
to complete a" School Medication/Physician Order& Parent Authorization Form" to give written

permission BEFORE medication can be dispensed. Medication must be in its original packaging or
prescription bottle with a legible label stating the child' s first and last name, Dr.' s name, medication
name, and dosage instructions. Medication will only be given to the child whose name is on the label and
it will not be given after the expiration date on the bottle. Unused medication will be returned to the

child' s parent or legal guardian or destroyed. Medication is not accessible from the school nurse' s office.
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Should medication be administered during program hours, KidVentures will document in the child' s
record the child' s first and last name; name of the medication or prescription number; date, time and
dosage; and the name and signature of the person who administered the medicine.

KidVentures follows the Northfield Public Schools' medication policy requiring a child to take antibiotics
for a full 24 hours before returning to school.

Aside from medication, KidVentures must obtain written permission from a child' s family to administer
sunscreen, insect repellent, and hand sanitizer. KidVentures does not apply diapering products. All
medications, sunscreen, insect repellent, and hand sanitizer will be administered according to the
manufacturer' s instructions unless provided written instructions by a licensed health professional to use a
product differently. All medicines, sunscreen, insect repellent, and hand sanitizer will be stored according
to directions on the original container.

The site leader must be informed of special needs or medical conditions that impact your child' s health,

well-being, or involvement in activities. Families are responsible for keeping this information current. A
conference with the family may be requested in order to provide the most appropriate care.

Allergies

Prior to admitting a child for care, KidVentures must obtain documentation of any known allergies from
the child' s parent or legal guardian. This can be done through the KidVentures Emergency Card and the
KidVentures Health Update, which are part of the registration packet. KidVentures maintains current

allergy information in each child' s record. This information includes a description of the allergy, specific
triggers, avoidance techniques, symptoms of an allergic reaction, and procedures for responding to an
allergic reaction, including mediation, dosages, and a doctor' s contact information.

KidVentures will inform staff of each child' s current allergy information. At least annually and when a
change is made to allergy-related information in a child' s record, KidVentures will inform staff of the
change. Documentation that staff were informed of the child' s current allergy information will be kept on
site.

Allergy information will be available at all times, including on site and when on field trips. Food allergy
information will be readily available to staff in the area where food is prepared and served.

Medication, including EpiPens, are not accessible from the school nurse' s office.

Immunizations

Children that are not currently enrolled in Northfield Public Schools but will attending the KidVentures
summer program or KidVentures release days must provide an up-to-date immunization record or
applicable exemption before receiving care. The district maintains immunization records for all current

12



Northfield Public School students and KidVentures does not provide care for non NPS students on regular
school days.

Absences/Sick Leave

Call your KidVentures site if your child will be absent. Tuition is not credited for sick days or other
absences. If an illness extends beyond two weeks, contact your site leader.

Accommodations/Program Qualifications

KidVentures is not designed to provide long term 1: 1 assistance for students. If a child receives 1: 1
student support in the classroom or has a behavior plan developed, KidVentures must have a meeting with
the family prior to the start date in order to determine the appropriate level of support needed. The child' s
start date may be delayed so that KidVentures can hire additional staff with the skills necessary to meet
the child' s needs and/ or work with school case workers to determine the level of care.

Please Note the Following Criteria Children Must Meet to Enroll in KidVentures*
All children are expected to be toilet trained. KV does not have changing facilities. You will be
called to pick up your child if they have a bathroom accident.
Students must be able to independently participate in a large group setting with similar age peers.
Students must be able to independently follow simple directions appropriate to the child' s age.
Students must have the ability to independently play and work cooperatively with similar age
peers.

Students must be able to safely and successfully transition independently from one activity to
another.

Students must be able to remain in the building or on school premises unless otherwise directed
by a staff person.
Students must refrain from hitting, kicking, biting, or any other forms of physical aggression
towards peers or staff

Information regarding your child is not automatically shared between KidVentures and other district
programs except in the areas of health and safety. If you would like to have this information shared with
us, please contact the Ventures Coordinator at 507- 664-3653. Information regarding a student' s needs
will not be used to prohibit a child' s enrollment in KidVentures, unless it is determined that the child will
need significant assistance beyond our program' s capabilities.

At any time the Site Leader or the Ventures Coordinator may offer information about available
professional support.

Release of Information

KidVentures follows the Data Privacy Policy of District 659, which is sent to all district families at the
beginning of each school year. It is also available upon request from the district office.
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KidVentures reserves the right to speak with appropriate school personnel regarding a child' s behavior.
All information gathered will remain confidential and will be used solely to help benefit the child in the
KidVentures program.

Billing

KidVentures bills are processed every month. In our effort to be green, billing statements will be sent out
one time per year unless written request has been made to the Ventures main office. Families are strongly
encouraged to view their accounts online. Please call the Ventures main office at 507- 664- 3750 or email

Mary Hansen at MHansenanorthfieldschools.org to set up online access. It is each family' s
responsibility to make payments by the due date.

KidVentures Billing Information
The registration fee is due when registration forms are submitted.

Please note: The payment amount due may change due to additional fees( late pick up charge,
additional drop- in care, late payment fee, extra tee- shirts, etc.)
Release Days are not included in the typical fee schedule. Release day payments should be
submitted with submission of a release day contract.
Tuition may be paid at each KidVentures site( cash or check), at the Northfield Public Schools
Community Services office located at 1651 Jefferson Parkway, Northfield, MN 55057, over the
phone by calling 507-664-3750( credit card), or online( credit card). To set up online access,
please contact the Ventures main office at 507- 664- 3750 or email Mary Hansen at
MHansen(anorthfieldschools.org.
Tuition payments may be paid by cash, check, or credit card. Credit card payments cannot be
processed at the KidVentures locations. To pay with credit card, you must pay online, at the
Northfield Community Resource Center, or over the phone to the Ventures main office. Please
make all checks payable to" KidVentures" and put your child(ren)' s name in the memo line.

A late fee of$ 10 is automatically assessed after the 15th of the month on ANY unpaid balance
including any previous late fees that are left unpaid).

Northfield Public Schools charges a$ 20 processing fee for all checks returned from the bank. If
a check is returned, you must make a cash or money order payment within five days of notice.
Failure to make payment on uncollected checks could result in termination of childcare services.

KidVentures must receive written authorization for families receiving financial assistance from
outside agencies before childcare can begin. If financial assistance is cancelled, you will be
responsible for all expenses incurred. If you receive financial assistance, you assume

responsibility for fulfilling county requirements( providing information and child care schedules,
submitting timely reports, and making payments not covered by financial assistance programs).

Ifyour account is not paid in fullfor the month, child care will be terminated on the 1st day of the next
month, i.e. if account is not paid in full by 10/30, child care will be terminated effective 1111.

Year End Financial Information

Year end statements with the Federal Tax ID number will be sent to your home in late January.
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School Year Enrollment Options

Option One

Option One is a standard agreement; families do NOT need to fill out a monthly calendar.
Families are choosing a consistent weekly commitment, attending the same days each week. No
credit will be given for days not in attendance( i.e. vacation, sick).

A two day a week minimum is required( Ex. 2 am sessions, or 2 pm sessions.)
This option is the most cost effective and allows for a consistent schedule for your child.

The days you choose will be the days you are contracted and scheduled for during the school
year.

Families may make permanent schedule changes to a child' s contract by submitting a two week
written notice to the KidVentures office. Complete a change of schedule form, sign, date and

return to the KidVentures office with a$ 5. 00 contract change fee. The contract revision will

become effective two weeks after the request has been received in the KidVentures office. No

schedule changes will be granted until October.

When leaving the KidVentures program, a two-week written notice must be given to the KV
office. All charges will remain on your account until a two week written notice is received.

Option Two

Option Two is a monthly agreement. Families must fill out a calendar each month for the
days/ sessions care is needed.

Monthly contracts with payments are due to the KidVentures site by the 20th of each month for
the upcoming month. Calendars and payments received after the 20th of the month will be billed
a$ 5. 00 late fee.

No credit for changes is given.

Option Two calendars are available at the KidVentures office, each KidVenture location, on the

website, and via email. Families must fill out and submit a new calendar each month.

When leaving the KidVentures program, a two-week written notice must be given to the KV
office. All charges will remain on your account until a two week written notice is received.

Release Days

Release days are contracted and billed separately.
Release days may not be added at the last minute as tickets, busing, and staffing have been
arranged.

Release days fill quickly and are first come, first served.
Families may cancel release days without penalty if notification is submitted at least two weeks in
advance AND notification is in writing.
Children registered for release days must attend the field trip or special event. If your child is not
interested in the KidVentures trip or activity, please make other arrangements for the day.
All activities are planned by the Site Leaders and reviewed by the Ventures Coordinator and
deemed age- appropriate.

Staffing ratios are increased to make sure that safety is a first priority.
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All Release days require a minimum of 15 children enrolled to operate. Families will be contacted

in advance if a release day is cancelled due to low enrollment.

Contract Terms

Schedule Changes/ Add Ons/ Withdrawal

Additional days may be added at the Option Two rate IF space is available. The additional
payment is due at the time of service( drop off or pick up).
Families may make permanent schedule changes by submitting a" change of schedule form."
Sign, date and return the form to the Site Leader or the Community Services Division Office with
a$ 5. 00 contract change fee. The change of schedule will become effective within two weeks
from the date the request was received.

No contract or calendar changes can be made in the beginning of the school year until October.
Only two contracted changes are allowed per child per school year. If more than two are made,
families will automatically be changed to the next Option( Ex. Option one moves to an option
two agreement).

KV must receive a two week written notice for any withdrawal from the program. All charges
will remain on accounts until a two week written notice is received. Families that provide written

notice to withdraw immediately from KV will still be charged for two weeks of tuition.

Additional Fees

A registration fee is due upon enrollment with any new KidVentures session. Registrations will
not be processed until the fee is paid in full.

A Late Pick-up Fee of$ 1. 00 per minute per child will be charged for children not picked up by
the 6: 00 pm closing time.
A$ 5. 00 Finders Fee is charged if your child' s Site Leader does not receive a call or written notice

stating that your child will not be in attendance. Calling on missing children takes a significant
amount of time and poses a major safety risk for the entire program. The elementary schools DO
NOT automatically communicate absences or messages with KidVentures staff.

Additional Contract

Each child is permitted to be signed up for only one option.
Full payment of contracted days is due whether or not children are in attendance.

No credits for changes will be given for sick or vacation days.

Payments are due in advance of service as KidVentures is a pay ahead program.
Account summaries will be generated at the end of each month for families to view their account
status. All families are encouraged to view their statements online.

KidVentures reserves the right to limit or terminate service due to non-payment.

If payment is made at a child' s site, please allow 2 business days for payment to reach the
KidVentures main office.
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All billing is done at the Community Services Division Office, located at the Northfield
Community Resource Center. For billing inquires, contact the Community Services Division
office at 507- 664- 3750.

Sick/ Vacation Leave

KidVentures does not credit tuition for sick or vacation days during the school year program. For release
days and the summer program, families may cancel days without penalty if done at least two weeks in
advance AND in writing.

Responsibilities

To provide safe, enriching, challenging, engaging, fun, and developmentally appropriate activities
for children in the KidVentures program.

To engage children, each other, and parents/ guardians in a positive, respectful, and constructive

manner.

To report any evidence or suspicion of child abuse or neglect as required by MN State statutes.
To help connect the school day with out of school time programming.
To provide feedback to families regarding their children in the KidVentures program.
To keep families up-to-date with KidVentures happenings and use the parent table and parent
board as a means of communication.

To build healthy, positive relationships with students and families.

Staffing

KidVentures sites are staffed according to the age and number of children in attendance: 1 staff member
per 12— 15 elementary( K-5) aged students.

KidVentures staff members are selected for their education and experience in working with children. Staff
are expected to demonstrate sound judgment, dependability, responsibility, and the ability to create an
environment which reflects care, respect, and safety of all children. They also must positively engage all
children and families.

All staff members are expected to participate in continuing education activities and professional
development opportunities offered throughout the year. These in- services may include safety and
supervision, child protection, behavior management techniques, diversity, curriculum, and conflict
resolution. KidVentures staff are certified in First Aid/CPR. Criminal background checks are required for

all newly hired Northfield Public Schools employees.
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Behavior Expectations

Expectations of children are communicated in a positive, consistent, and firm manner. Staff members

ensure children understand expectations through consistency, multiple forms of communication, and
positive reinforcement.

Behaviors which are considered inappropriate and harmful include:

Behavior which threatens the safety of children or staff. A child exhibiting these behaviors may
be suspended from the program immediately. A parent/guardian conference is required before the
child can return to the program.

Behavior which directly or indirectly threatens others. This includes any form of aggression such
as hitting, kicking, pushing, biting, throwing objects, verbal threats, disrespectful language,
inappropriate gestures, inappropriate touching, etc.
Behavior which prevents a staff person from fulfilling his/her ability to be available for all
children, including removing self from group or program area without staff approval, or
demonstrating lack of self control( anger, blatant disrespect, or absolute refusal to follow
directions of staff person in charge.)

Behavior which intentionally causes destruction of property.
Behavior which demonstrates child' s lack of readiness for KidVentures, including not being toilet
trained, not being dressed appropriately for school/weather, any behavior resulting from
inadequate or untimely administration ofmedication, or not being able to interact appropriately in
a group setting.

Behavior Management

KidVentures goal is to promote a positive approach to child care and the management of behavior issues.
The program is designed to offer an environment that:

Provides a positive, safe, and enriching atmosphere for all children.
Meets the developmental level of each age group.
Provides space for privacy and independence as well as areas to interact as a large group.
Maximizes the capacity of staff supervision.

KidVentures is part ofNorthfield Public Schools and follows the district' s values. These values state that
children are expected to: respect self, other children and staff; accept each others' individual differences;
accept the consequences of their behavior; let staff know their needs; and respect others' equipment and

property.

Every effort will be made to make reasonable adjustments to the program to accommodate the unique
needs of each child. If a child demonstrates behavior which has a negative impact on themselves or

others, staff will make adjustments in one or more of these areas: environment, grouping of children,
activities, and/or staffing. Staff will help the child understand the impact of his/her behavior and identify
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acceptable alternatives to unacceptable behavior. Staff and peers provide positive modeling of appropriate
behavior. Children are encouraged to take responsibility for their actions.

Suspension from School

If a child is suspended from school or sent home by a school staff, s/ he may not attend KidVentures
during the suspension. Children who are suspended are not allowed to be on School District property.
Charges for child care will remain in effect as scheduled.

Behavior Incident Reports

A serious disciplinary action such as those listed above will result in a Behavior Incident Report being
filed. Charges will be assessed for behavior leaves resulting in one, three, and five days off. Should a
child receive a sixth Behavior Incident Report, charges will cease 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. This
Behavior Incident Report Policy is inclusive of all School Age Child Care Program options, i.e., Summer
and School Year Programs, as well as Non-School Enrichment/Late Start/Early Release Days when
children attend a KidVentures field trip. Behavior Incident Reports accumulate consecutively throughout
these program options

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, and Site Leader.

2nd Behavior Incident Report:

Parents/ guardians will be contacted for a meeting to include the parent/guardian, child, and Site Leader.
The process continues should a parent/guardian refuse to attend a meeting. The parent or guardian 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.

3rd Behavior Incident Report:

Parent/guardian 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.) The
parent or guardian 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:

The parent or guardian will be notified by telephone or in 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.) The parent or guardian 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.
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5th Behavior Incident Report:

The parent or guardian 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 schedule day. (Fees will be charged during
their absence.) The parent or guardian 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, and the child
will not be able to return to the program. Charges will end with the last date of service.

6th Behavior Incident Report:

The parent or guardian will be notified by telephone or in person that alternate care will be needed
immediately, as the child will not be allowed to return to the program. Charges will end with the last date
of service.

After one( 1) full calendar year of absence from the program following the sixth Behavior Incident
Report, a child may be considered for re-entry into the program if the following criteria are met:

1. A goal-setting meeting with parents/ guardians and staff will be scheduled to discuss the child' s
behavior and changes that need to occur for a successful return to the program.

2. Parents/ guardians understand that the receipt of one( 1) Behavior Incident Report constitutes

immediate dismissal from the program with no remaining chances for return.
3. All outstanding balances have been cleared from the parent/guardian account.
4. The child will return to the program based upon enrollment availability. If the child' s site has a waiting
list, s/ he will not pre-empt other children. The child cannot be placed on a waiting list until the above
criteria have been met.

Dismissal from the Program

KidVentures reserves the right of immediate dismissal of a child from KidVentures based on probable
cause as listed below:

Child related probable cause for dismissal:

1. High absenteeism or non-attendance for 10 or more scheduled consecutive days, without parent
notification.

2. Significant harmful/ inappropriate behavior toward staff, children or other parents.

3. KidVentures cannot meet the needs of the child.

Parent related probable causes for dismissal:

1. Failure to complete, sign, and return appropriate program forms.

2. Harmful, threatening, or inappropriate behavior toward staff, children, or other parents.
3. Consistent late or non-payment of tuition and program fees.

4. Refusal to cooperate and work with KidVentures staff to correct behavior concerns.
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5. Repeated instances of failure to sign child in and out

6. Lack of adherence to KidVentures policies and procedures.

7. Repeated instances of late pick up.
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