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Shady Lane Child Development Center 
 
POLICY:  MISSION STATEMENT      POLICY NO.:       1  

****************************************************************************** 
 
Shady Lane Child Development Center is a program designed to provide an environment conducive to 
discovering joy in learning and developing a positive self image for every child. 



Shady Lane Child Development Center 

POLICY:  WELCOME        POLICY NO.:      2 
****************************************************************************** 

We wanted to take a moment to welcome you and your family to Shady Lane Child Development Center.  

There is little doubt that the first years of a child’s like are the most important.  We feel there is a clear 
benefit of providing educational facilities that will positively impact the learning environments of children at 
an early age, for decades to come.  Beyond that, both of us are parents.  We know that it is impossible to 
go to work and do a good job if you are concerned with your child’s well being.  Moreover, as parents we 
look for options that will provide our children with the highest quality services.  It is from this understanding 
that we created our early childhood development center and will continue to strive for its excellence in 
ensuring every child can thrive in a safe, healthy and high-quality learning environment.   

Educating our children is amongst the highest priorities of Gloucester County and that should also be the 
case for our state and nation.  We believe that safe, cost efficient and state of the art facilities are 
necessary in order for children to learn and flourish.  The children in our facility will be tomorrow’s leaders.  
The investments we make in our educational infrastructure, as well as our most valued resources, our kids, 
will strengthen communities, our economy and the quality of life for our families for years to come.   

We thank you for choosing our facility and welcome your feedback.  

Sincerely, 

Frank DiMarco, Director  Charles Fentress, Chairman 
Gloucester County Board of Gloucester County Improvement 
Chosen Commissioners  Authority 



Shady Lane Child Development Center 
 
POLICY:  PROGRAM PHILOSOPHY     POLICY NO.:       3  

****************************************************************************** 
Shady Lane Child Development Center is a child-centered facility where our every decision is based on 
what is best for the children in our care.  Our program is tailored to meet the developmental needs of young 
children.  Every child learns at a different pace, however, with each age certain tasks must be 
accomplished that are necessary for development.  We provide experiences that enrich and enhance each 
child’s cognitive physical, creative, social, and emotional development in order to master these age 
appropriate tasks.  Our daily schedule allows every child the opportunity to experience their environment 
first-hand, learning the skill necessary to solve problems and interact with their peers, establishing the 
social tools they will use for the rest of their lives.  Through solitary play and group activities our children 
develop a positive self-concept that is reinforced by constant praise and affection.  Our staff serves as 
positive role models supporting the idea that children learn by example.  We believe family is important and 
value parents and primary caregivers as the most important teachers in their child’s life.  



Shady Lane Child Development Center 
 
POLICY:  INFORMATION TO PARENTS     POLICY NO.:       4  
****************************************************************************** 
4.1  

Department of Children and Families 
Office of Licensing 

INFORMATION TO PARENTS 
 
Under provisions of the Manual of Requirements for Child Care Centers (N.J.A.C. 3A:52), every 
licensed child care center in New Jersey must provide to parents of enrolled children written information on 
parent visitation rights, State licensing requirements, child abuse/neglect reporting requirements and other 
child care matters. The center must comply with this requirement by reproducing and distributing to parents 
and staff this written statement, prepared by the Office of Licensing, Child Care & Youth Residential 
Licensing, in the Department of Children and Families. In keeping with this requirement, the center must 
secure every parent and staff member’s signature attesting to his/her receipt of the information. 
 
Our center is required by the State Child Care Center Licensing law to be licensed by the Office of 
Licensing (OOL), Child Care & Youth Residential Licensing, in the Department of Children and Families 
(DCF). A copy of our current license must be posted in a prominent location at our center. Look for it when 
you’re in the center. 
 
To be licensed, our center must comply with the Manual of Requirements for Child Care Centers (the 
official licensing regulations). The regulations cover such areas as: physical environment/life-safety; staff 
qualifications, supervision, and staff/child ratios; program activities and equipment; health, food and 
nutrition; rest and sleep requirements; parent/community participation; administrative and record keeping 
requirements; and others. 
 
Our center must have on the premises a copy of the Manual of Requirements for Child Care Centers and 
make it available to interested parents for review. If you would like to review our copy, just ask any staff 
member. Parents may view a copy of the Manual of Requirements on the DCF website at 
http://www.nj.gov/dcf/providers/licensing/laws/CCCmanual.pdf or obtain a copy by sending a check or 
money order for $5 made payable to the “Treasurer, State of New Jersey”, and mailing it to: NJDCF, Office 
of Licensing, Publication Fees, PO Box 657, Trenton, NJ 08646-0657. 
 
We encourage parents to discuss with us any questions or concerns about the policies and program of the 
center or the meaning, application or alleged violations of the Manual of Requirements for Child Care 
Centers. We will be happy to arrange a convenient opportunity for you to review and discuss these matters 
with us. If you suspect our center may be in violation of licensing requirements, you are entitled to report 
them to the Office of Licensing toll free at 1 (877) 667-9845. Of course, we would appreciate your bringing 
these concerns to our attention, too. 
 
Our center must have a policy concerning the release of children to parents or people authorized by 
parents to be responsible for the child. Please discuss with us your plans for your child’s departure from the 
center. 
 

http://www.nj.gov/dcf/providers/licensing/laws/CCCmanual.pdf


Our center must have a policy about administering medicine and health care procedures and the 
management of communicable diseases. Please talk to us about these policies so we can work together to 
keep our children healthy. 

Our center must have a policy concerning the expulsion of children from enrollment at the center. Please 
review this policy so we can work together to keep your child in our center. 

Page 1 of 2 
Parents are entitled to review the center’s copy of the OOL’s Inspection/Violation Reports on the center, 
which are available soon after every State licensing inspection of our center. If there is a licensing 
complaint investigation, you are also entitled to review the OOL’s Complaint Investigation Summary Report, 
as well as any letters of enforcement or other actions taken against the center during the current licensing 
period. Let us know if you wish to review them and we will make them available for your review or you can 
view them online at https://data.nj.gov/childcare_explorer.   

Our center must cooperate with all DCF inspections/investigations. DCF staff may interview both staff 
members and children. 

Our center must post its written statement of philosophy on child discipline in a prominent location and 
make a copy of it available to parents upon request. We encourage you to review it and to discuss with us 
any questions you may have about it. 

Our center must post a listing or diagram of those rooms and areas approved by the OOL for the children’s 
use. Please talk to us if you have any questions about the center’s space. 

Our center must offer parents of enrolled children ample opportunity to assist the center in complying with 
licensing requirements; and to participate in and observe the activities of the center. Parents wishing to 
participate in the activities or operations of the center should discuss their interest with the center director, 
who can advise them of what opportunities are available. 

Parents of enrolled children may visit our center at any time without having to secure prior approval from 
the director or any staff member. Please feel free to do so when you can. We welcome visits from our 
parents. 
Our center must inform parents in advance of every field trip, outing, or special event away from the center, 
and must obtain prior written consent from parents before taking a child on each such trip. 

Our center is required to provide reasonable accommodations for children and/or parents with disabilities 
and to comply with the New Jersey Law Against Discrimination (LAD), P.L. 1945, c. 169 (N.J.S.A. 10:5-1 et 
seq.), and the Americans with Disabilities Act (ADA), P.L. 101-336 (42 U.S.C. 12101 et seq.). Anyone who 
believes the center is not in compliance with these laws may contact the Division on Civil Rights in the New 
Jersey Department of Law and Public Safety for information about filing an LAD claim at (609) 292-4605 
(TTY users may dial 711 to reach the New Jersey Relay Operator and ask for (609) 292-7701), or may 
contact the United States Department of Justice for information about filing an ADA claim at (800) 514-0301 
(voice) or (800) 514-0383 (TTY). 

Our center is required, at least annually, to review the Consumer Product Safety Commission (CPSC), 
unsafe children’s products list, ensure that items on the list are not at the center, and make the list 
accessible to staff and parents and/or provide parents with the CPSC website at 
https://www.cpsc.gov/Recalls. Internet access may be available at your local library. For more information 
call the CPSC at (800) 638-2772. 

https://data.nj.gov/childcare_explorer
https://www.cpsc.gov/Recalls


 
Anyone who has reasonable cause to believe that an enrolled child has been or is being subjected to any 
form of hitting, corporal punishment, abusive language, ridicule, harsh, humiliating or frightening treatment, 
or any other kind of child abuse, neglect, or exploitation by any adult, whether working at the center or not, 
is required by State law to report the concern immediately to the State Central Registry Hotline, toll free at 
(877) NJ ABUSE/(877) 652-2873. Such reports may be made anonymously. Parents may secure 
information about child abuse and neglect by contacting: DCF, Office of Communications and Legislation at 
(609) 292-0422 or go to www.state.nj.us/dcf/.        
   
 
 

http://www.state.nj.us/dcf/


Shady Lane Child Development Center 

POLICY:  ENROLLMENT  POLICY NO.:       5 
****************************************************************************** 
Enrollment at Shady Lane Child Development Center is open to children from two months until five years of 
age.  Enrollment shall be granted without regard to a child’s race, color, creed, religion, national origin, 
gender, or disability; and without regard to a parent or guardian’s race, color, creed, religion, age, national 
origin, gender, pregnancy or disability. 

Parents can apply for enrollment of their child in Shady Lane Child Development Center by completing the 
Enrollment Application and paying the $40 Application Fee.  The Application Fee is NON-REFUNDABLE.   

Initial enrollment is contingent upon receipt of the completed enrollment application, signed fee agreement, 
registration fee, deposit, immunization records and signed Parent Handbook receipt.  

The Enrollment Application and Fee Agreements are not meant to serve as contracts guaranteeing service 
for any duration.   

Shady Lane Child Development Center reserves the right to dismiss any parent or child at any time 
with or without cause. 

Continued enrollment at Shady Lane Child Development is contingent upon the parent’s emergency 
contact persons’ and child’s adherence to the policies and procedures of Shady Lane Child Development 
Center as outlined in this handbook including, but not limited to, timely payment of all fees and tuition. 

Parents are required to notify Shady Lane Child Development Center immediately, should any of the 
information collected at the time of enrollment or any time thereafter change.  Failure to do so may result in 
the child (ren) being dis-enrolled from the program and forfeiture of any deposit. 

Any absences of four or more weeks, not including the summer months, will result in re-registering your 
child and being placed at the bottom of any waiting lists.  The Center will consider each case separately 
before making its final decision with regards to re-registration.  



POLICY NO.:      6

Shady Lane Child Development Center 

POLICY:  TUITION 
****************************************************************************** 
All custodial parents and/or legal guardians are required to sign a Fee Agreement prior to enrollment of 
their child in Shady Lane Child Development Center.  Parents are required to indicate to whom all billing 
information and correspondence are to be addressed.   

6.1 Payment Schedule 

Tuition payments are due every Friday no later than 6:00pm for the upcoming week of care. ALL 
PAYMENTS MUST BE MADE ONLINE USING A CREDIT CARD OR E-CHECK THROUGH YOUR 
PARENT PORTAL.  AT THIS TIME WE ARE NOT TAKING CASH, PAPER CHECKS, OR MONEY 
ORDERS.  Receipts will be given for tuition payments made by cash; upon request.  There will be a 
$40.00 fee charged for tuition e-checks returned by the bank. 

Tuition DOES NOT include fees for field trips and extra curricular activities, which parents/guardians are 
notified of in advance (participation is not mandatory). 

6.2 TUITION-FREE DAYS

Shady Lane Child Development Center grants each child a period of days throughout the year for which 
tuition is not charged.  Though these days are allotted to offset the holidays we are closed and any 
emergency closings, they can also be used for vacation, sick days, or any other personal reasons. Tuition 
free days can not be back dated unless being used for emergency closings. They must be requested the 
day of or prior to the child’s absence. Tuition free day requests can be sent to the Center Operations 
Coordinator or Director. 

Children who enroll at the beginning of the school year in September will receive double the amount of 
days that they attend each week. For example, if your child attends three (3) days per week then you will 
receive 6 tuition-free days.  Tuition-free days for children who enroll after the start of the school year will 
be pro-rated; multiplying how many months they will be attending by .83.  For example:  
1 month x .83 = .83 – 1 day 
2 months x .83 = 1.66 – 2 days 
3 months x .83 = 2.49 – 2 days 
4 months x .83 = 3.32 – 3 days 
5 months x .83 = 4.15 – 4 days 
6 months x .83 = 4.98 – 5 days 
7 months x .83 = 5.81 – 6 days 
8 months x .83 = 6.64 – 7 days 
9 months x .83 = 7.47 – 7 days 
10 months x .83 = 8.3 – 8 days 
11 months x .83 = 9.13 – 9 days  
12 months x .83 = 9.96 – 10 days 
Parents must notify the Director or Center Operations Coordinator if they would like a tuition free day 
applied to their account.  Tuition-free days cannot be claimed for days on which the child attends the 
center. Tuition-free days cannot be accumulated from year to year. No credit will be given for days not 
used during the twelve (12) month period.   

6.3 LATE TUITION PAYMENTS/COLLECTION PROCEDURES 



There is no credit given after the use of all tuition free days for vacations, scheduled school holidays, child 
illness, or for closings due to emergency situations, inclement weather or acts of God. 

If payment is not received by 10am Monday a late fee of $40.00 will be assessed to the account. If tuition 
late fees are not paid in full by the Friday after it was due, this will result in childcare services being 
immediately suspended and security deposit forfeited. 

Please contact our Center Operations Coordinator Tina Barber 856-224-8701 or tbarber@gcianj.com to 
discuss options for a contracted payment arrangement. 

6.4 SUBSIDIZED CARE  

Shady Lane Child Development Center does NOT currently accept subsidized care. 

6.5 MULTIPLE CHILD DISCOUNTS 

Shady Lane Child Development Center offers a multiple child discount for one or more siblings enrolled 
during the same school year.  The five (5) percent sibling discount is applied to the weekly tuition of 
equal or lesser value.  There is a ten (10) percent discount for each subsequent child.  Discounts are 
only applicable when tuition payments are made on time.  The full tuition rate, plus any additional late 
fees will be charged when tuition payments are late as per the late tuition policy previously stated.  

6.6 DROP IN RATE 

If you choose to bring your child to Shady Lane Child Development Center on a day that they are not 
scheduled, you may do so as long as there is an opening in the classroom for that day.  The charge for 
doing so is $50.00 per child for a full day and $25.00 per child for a half day. Payment for a drop in day is 
due at the time you drop off. Drop in days cannot be used weekly or in place of weekly tuition. You must 
schedule your drop in day with staff at the front desk giving at least 24 hour notice.  

All parents are expected to commit to a contracted schedule.  If you previously used a rotating 
schedule we will no longer offer that option.  If parents need to switch days throughout the week, 
they will need to commit to a five full day per week schedule and pay that rate in accordance to 
that classroom.  At that time they can utilize the days they wish to use throughout the week.   

6.7 EXTENDED DAY RATE 

If your child attends Shady Lane Child Development Center for a half day, but would like to extend to a 
full day on that date, you may do so as long as there is an opening in the classroom. Notice must be 
given in advance. The charge for doing so is $25.00. 



Shady Lane Child Development Center 

POLICY:  CONFIDENTIALITY POLICY NO.:      7 
********************************************************************************************* 
Within Shady Lane Child Development Center, certain confidential and sensitive information will only be 
shared with employees of Shady Lane Child Development Center who have a “need to know” in order to 
most appropriately and safely care for your child.  Confidential and sensitive information about faculty and 
staff, other parents and our children will not be shared with parents, as Shady Lane Child Development 
Center strives to protect everyone’s right of privacy in accordance with State and federal laws.  Confidential 
information includes, but is not limited to: names, addresses, phone numbers, disability information, school 
and educational performance, behavioral and social service records, and any health related information of 
any child, parent, or staff person associated with Shady Lane Child Development Center.  

Outside of Shady Lane Child Development Center, confidential and sensitive information about a child will 
only be shared when the parent of the child has given express written consent, except where otherwise 
required by law.  In cases requiring consent, parents will be provided with a document detailing the 
information that is to be shared outside of Shady Lane Child Development Center, persons with whom the 
information will be shared, and the reason(s) for sharing the information.   

Any parent who violates the Confidentiality policy will not be permitted on agency property thereafter.  Refer 
to the policy regarding Parents Right to Immediate Access for additional information regarding dis-
enrollment of a child when a parent is prohibited from accessing agency property. 

You may observe children at our center who are disabled or who exhibit behavior that may appear 
inappropriate (i.e. biting, hitting, and spitting).  You may be curious or concerned about the other child.  Our 
Confidentiality Policy protects every child’s privacy.  Employees of Shady Lane Child Development Center 
are strictly prohibited from discussing anything about another child with you. 

Please be advised that as a day care center licensed by the State of New Jersey, governmental 
representatives will be authorized to observe our programs and to review children’s records.  Such 
information may be copied and retained by State agencies for licensure purposes or investigations of 
complaints, and thus potentially subject to disclosure under the Open Public Records Act. 



Shady Lane Child Development Center 

POLICY: MANDATED REPORTING OF SUSPECTED POLICY NO.:      8 
   CHILD ABUSE AND/OR NEGLECT 

********************************************************************************************* 
Under the Child Protective Services Act, mandated reporters are required to report any suspicion of abuse 
or neglect to the appropriate authorities.  The employees of Shady Lane Child Development Center are 
considered mandated reporters, under this law.  The employees of Shady Lane Child Development Center 
are not required to discuss their suspicions with parents prior to reporting the matter to the appropriate 
authorities, nor are they required to investigate the cause of any suspicious marks, behavior or condition 
prior to making a report.  Under the Act, mandated reporters can be held criminally responsible if they fail to 
report suspected abuse or neglect.  We at Shady Lane Child Development Center take this responsibility 
very seriously and will make all warranted reports to the appropriate authorities.   The Child Protective 
Services Act is designed to protect the welfare and best interest of all children. 

As mandated reporters, the staff of Shady Lane Child Development Center can not be held liable for 
reports made to Child Protective Services which are determined to be unfounded, provided the report was 
made in “good faith.” 

Causes for reporting suspected child abuse or neglect include, but are not limited to: 

♦ Unusual bruising, marks, or cuts on the child’s body
♦ Severe verbal reprimands
♦ Improper clothing relating to size, cleanliness, season
♦ Transporting a child without appropriate child restraints (e.g. car seats, seat belts, etc.)
♦ Dropping off or picking up a child while under the influence of illegal drugs or alcohol
♦ Not providing appropriate meals including a drink for your child
♦ Leaving a child unattended for any amount of time
♦ Failure to attend to the special needs of a disabled child
♦ Sending a sick child to school over medicated to hide symptoms, which would typically require the child

to be kept at home until symptoms subside.
♦ Children who exhibit behavior consistent with an abusive situation



Shady Lane Child Development Center 

POLICY: PARENT CODE OF CONDUCT POLICY NO.:      9 
********************************************************************************************* 
Shady Lane Child Development Center requires the parents of enrolled children at all times, to behave in a 
manner consistent with decency, courtesy, and respect.  One of the goals of Shady Lane Child 
Development Center is to provide the most appropriate environment in which a child can grow, learn and 
develop.  Achieving this ideal environment is not only the responsibility of the employees of Shady Lane 
Child Development Center but, is the responsibility of each and every parent or adult who enters the center.  
Parents are required to behave in a manner that fosters this ideal environment.  Parents who violate the 
Parent Code of Conduct will not be permitted on agency property thereafter.  Please refer to the 
Policy on Parent’s Right to Immediate Access for additional information regarding dis-enrollment of the 
child when a parent is prohibited from accessing agency property. 

9.1 SWEARING/CURSING: 

No parent or adult is permitted to curse or use other inappropriate language on agency property at any 
time, whether in the presence of a child or not.  Such language is considered offensive by many people and 
will not be tolerated.  If a parent or adult feels frustrated or angry, it is more appropriate to verbally express 
the frustration or anger using non-offensive language.  At NO time shall inappropriate language be directed 
toward members of the staff.   

9.2 THREATENING OF EMPLOYEES, CHILDREN, OTHER PARENTS OR ADULTS ASSOCIATED 
WITH SHADY LANE CHILD DEVELOPMENT CENTER: 

To protect the safety of our children and employees, Shady Lane Child Development Center cannot 
tolerate threats of any kind against employees, children, other parents or their representatives.  As such, 
any verbal threats or aggressive behaviors posing a risk to any other person associated with Shady Lane 
Child Development Center may be reported to the appropriate authorities and prosecuted to the fullest 
extent of the law.  While apologies for such behavior are appreciated, the agency will not assume the risk of 
a second chance.  PARENTS MUST BE RESPONSIBLE FOR AND IN CONTROL OF THEIR BEHAVIOR 
AT ALL TIMES.  

9.3 PHYSICAL/VERBAL PUNISHMENT OF YOUR CHILD OR OTHER CHILDREN AT SHADY LANE 
CHILD DEVELOPMENT CENTER: 

Shady Lane Child Development Center does not support nor condone corporal punishment of children, and 
such acts are not permitted in the child care facility. While verbal reprimands may be appropriate, it is not 
appropriate for parents to verbally abuse their child.  Doing so may cause undue embarrassment or 
emotional distress.  Parents are always welcome to discuss a behavior issue with the teacher and to seek 
advice and guidance regarding appropriate and effective disciplinary procedures.  

Parents are prohibited from addressing, for the purpose of correction or discipline, a child that is not their 
own.  Of course, no parent or other adult may physically punish another parent’s child.  If a parent should 
witness another parent’s child behaving in an inappropriate manner, or is concerned about behavior 
reported to them by their own child, it is most appropriate for the parent to direct their concern to the 
classroom teacher and/or Center Director. 



Furthermore, it is wholly inappropriate for one parent to seek out another parent to discuss their child’s 
inappropriate behavior.  All behavior concerns should be brought to the classroom teacher or director’s 
attention.  At that point, the teacher and/or director will address the issue with the other parent.  Although 
you may be curious as to the outcome of such a discussion, teachers and/or the Center Director are strictly 
prohibited from discussing anything about another child with you.  All children enrolled in our agency have 
privacy rights and are further protected by our Confidentiality Policy.  You may be assured that we will not 
discuss anything about your child with another parent or adult visiting the center. 

9.4 SMOKING: 

For the health of all Shady Lane Child Development Center employees, children and associates, smoking 
is prohibited anywhere on agency property.  Parents are prohibited from smoking in the building, on the 
grounds, and in the parking lot of Shady Lane Child Development Center.  Parents who are smoking in 
their cars must dispose of the cigarette prior to entering the parking lot.   

9.5 VIOLATIONS OF THE SAFETY POLICY: 

Parents are required to follow all safety procedures at all times.  These procedures are designed not as 
mere inconveniences, but to protect the welfare and best interest of the employees, children and 
associates of Shady Lane Child Development Center.  Please be particularly mindful of Shady Lane Child 
Development Center entrance procedures.  We all like to be polite;   however, we need to be careful to not 
allow unauthorized individuals into the center. Holding the door open for the person following you may, in 
fact, be polite; however that person may not be authorized to enter the premises.  Security procedures are 
only as strong as the weakest person in our organizational chain.  Be alert and mindful.  Immediately 
report any breaches to the Center Operations Coordinator or Center Director. 

9.6 CONFRONTATIONAL INTERACTIONS WITH EMPLOYEES, OTHER PARENTS OR 
ASSOCIATES OF SHADY LANE CHILD DEVELOPMENT CENTER:  

While it is understood that parents will not always agree with the employees of Shady Lane Child 
Development Center or the parents of the other children, it is expected that all disagreements be handled in 
a calm and respectful manner.  Confrontational interactions are not an appropriate means by which to 
communicate a point and are strictly prohibited.   

9.7 VIOLATIONS OF THE CONFIDENTIALITY POLICY: 

Shady Lane Child Development Center takes very seriously the responsibility of maintaining the 
confidentiality of all persons associated with the agency.  Parents must understand the implications of this 
responsibility. Parents need to recognize that the Confidentiality Policy not only applies to their child or 
family, but all children, families and employees associated with Shady Lane Child Development Center.  
Any parent who shares any information considered to be confidential, pressures employees or other 
parents for information which is not necessary for them to know, will be considered to be in violation of the 
Confidentiality Policy. 



Shady Lane Child Development Center 

POLICY: PARENT’S RIGHT TO IMMEDIATE ACCESS  POLICY NO.:      10 
****************************************************************************** 
Parents of a child in our care are entitled to immediate access, without prior notice, to their child whenever 
they are in care at Shady Lane Child Development Center, as provided by law.  

In cases where the child is the subject of a court order (e.g., Custody Order, Restraining Order, or 
Protection from Abuse Order) Shady Lane Child Development Center must be provided with a Certified 
Copy of the most recent order and all amendments thereto.  The orders of the court will be strictly followed.  
A custodial parent(s) may request in writing that Shady Lane follow a more liberal interpretation of the 
Order.  If Shady Lane agrees, with or without advice of counsel, that the requested interpretation does not 
conflict with the Order, it may, at its sole discretion, accept the requested interpretation.  In the case where 
both parents are afforded shared/joint custody by order of the court, both parents must sign the request for 
more liberal interpretation of the order.   

In the absence of a court order on file with Shady Lane Child Development Center, both parents shall be 
afforded equal access to their child as stipulated by law. Shady Lane Child Development Center can not, 
without a court order, limit the access of a one parent by request of the other parent, regardless of the 
reason.  If a situation presents itself where one parent does not want the other parent to have access to 
their child, Shady Lane Child Development Center suggests that the parent keep the child with them until a 
court order is issued, since our rights to retain your child are secondary to the other parent's right to 
immediate access.  Shady Lane Child Development Center staff will contact the local police should a 
conflict arise. 

Shady Lane Child Development Center will dismiss any child whose parent is prohibited by Court Order 
from entering agency property.  Due to the parents’ right to immediate access policy, as well as state and 
federal regulations, Shady Lane Child Development Center can not have a child at the agency when the 
child’s parent is prohibited access. Shady Lane Child Development Center will not agree to any request to 
maintain a child’s enrollment even if the parent agrees to stay out of the center.  Such an agreement is a 
violation of the law and will not be entertained. 
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POLICY: DISMISSAL POLICY NO.:     11 
********************************************************************************************* 
11.1 DISMISSAL FOR CAUSE 

(Shady Lane Child Development Center) may dismiss or expel a child from the program for just cause in 
the following circumstances: 

1. Repeated violations of Shady Lane Child Development Center policies and procedures,
after written or documented verbal notice, by the parent, adult parental representative, or the child. 

2. Determination that the child, due to documented and ongoing health or behavioral issues,
poses a risk to the health and safety of other children, employees, or visitors. 

3. Non-payment of fees and tuition in accordance with Section 6 of the Parent Handbook and
Fee Agreement. 

4. Misrepresentation or false information on the application for admission relied upon by
Shady Lane Child Development Center to enroll the child into the program. 

5. Repeated failure to follow health and safety policies; attendance, arrival and pick-up
procedures; dress codes, security procedures, and other requirements as specified in the Parent Handbook 
as cause for dismissal. 

Such dismissals shall be preceded by a written notice at least 14 calendar days prior to the last date of 
service to the child. 

11.2 IMMEDIATE DISMISSALS 

Serious violations of the Parent Code of Conduct or Court Orders, which, in the sole discretion of Shady 
Lane Child Development Center, violate law or pose a risk to the health or safety of other children, parents, 
visitors or staff shall result in immediate expulsion not requiring written notice or warnings.  Such violations 
include, but are not limited to, physical discipline or abuse of a child, threatening of staff, parents, or 
children, and violations of the Safety Policy and Firearms policy. 

11.3 DISMISSAL PROCEDURES 

Parents will be refunded any unused tuition within two (2) weeks of the dismissal.  An agency check will be 
mailed to the address indicated in the child’s file.  Any past due balances must be paid within 30 days of the 
dismissal.  An invoice detailing the past due balance will be forwarded to the address indicated in the 
child’s file within one week of the dismissal.  Any balances remaining after the 30 day period will be referred 
to the agency’s legal counsel for collection. 

The Center Director or designee will assist the parent in gathering their child’s belongings at the time of 
dismissal and parents are required to leave agency property in a calm and respectful manner, immediately.  
Shady Lane Child Development Center will request assistance from local police should any parent become 
disruptive and/or uncooperative while gathering their child’s belongings upon dismissal.   



A dismissed child and his/her parents are required to call and request an appointment with the Center 
Director if they wish to return to agency property following a dismissal.  Appointments are made at the 
discretion of the Center Director and are not a right of the dismissed child or parent. 

Following a dismissal, any parent or child who harasses, threatens or in any manner causes harm to 
anyone affiliated with the agency by calling, writing, or any other means, will be prosecuted to the fullest 
extent of the law, by Shady Lane Child Development Center. 
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POLICY: WITHDRAWAL AND CHANGES IN SCHEDULE POLICY NO.:      12 
****************************************************************************** 
12.1 WITHDRAWAL 

Two weeks written notice is required when withdrawing a child for any reason.  If the proper notice is given, 
any unused tuition and deposit will be refunded within thirty days of the withdrawal.  If the required notice is 
not given, parents will be charged tuition for two additional weeks and will not have their deposit refunded.  
Access cards must be returned to the Center prior to the child’s last day.   

The Security Deposit will not be refunded until the key fob(s) issued to the parents are returned. Once the 
fob(s) have been returned, the refund process will initiate. A purchase order from the finance department 
will be mailed to the address on file. That purchase order must be signed and mailed back to the finance 
department. The finance department will then issue and mail a check in the amount of the refund. 

The parents and child, following their last day of enrollment, are not permitted to re-enter agency property 
without prior permission of the Center Director.  A withdrawn child and his/her parents are required to call 
and request an appointment with the Center Director if they wish to return to agency property following the 
last day of enrollment at Shady Lane Child Development Center.  Appointments are made at the 
discretion of the Center Director and are not a right of the withdrawn child or parent. 

12.2 CHANGES IN SCHEDULE 

Parents, who wish to change their child’s days or times of enrollment at Shady Lane Child Development 
Center, must submit a written or emailed request to do so two weeks in advance of the proposed change.  
Email requests can be emailed to our Center Operations Coordinator, Tina Barber, at 
tbarber@gcianj.com. 

A schedule change will not be considered to be final until a new fee agreement is signed.  If the schedule 
change requires an additional deposit and/or registration fee, the change will also be contingent upon 
payment of these monies.  If the requested schedule is not available parents may choose to continue with 
the current schedule until such time as the requested schedule becomes available, or may choose to 
withdrawal their child from the program.  The date the request the Center Director receives the schedule 
change will be used to toll the two weeks notice required for withdraw. 
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POLICY: COURT ORDERS EFFECTING ENROLLED CHILDREN POLICY NO.:      13 
****************************************************************************** 
In cases where the child is the subject of a court order (e.g., Custody Order, Restraining Order, or 
Protection from Abuse Order) Shady Lane Child Development Center must be provided with a Certified 
Copy of the most recent order and all amendments thereto.  The orders of the court will be strictly followed.  
A custodial parent(s) may request in writing that Shady Lane follow a more liberal interpretation of the 
Order.  If Shady Lane agrees, with or without advice of counsel, that the requested interpretation does not 
conflict with the Order, it may, at its sole discretion, accept the requested interpretation.  In the case where 
both parents are afforded shared/joint custody by order of the court, both parents must sign the request for 
more liberal interpretation of the order.   

In the absence of a court order on file with Shady Lane Child Development Center administration, 
both parents shall be afforded equal access to their child as stipulated by law. Shady Lane Child 
Development Center can not, without a court order, limit the access of a one parent by request of the other 
parent, regardless of the reason.  If a situation presents itself, where one parent does not want the other 
parent to have access to their child, Shady Lane Child Development Center suggests that the parent keep 
the child with them until a court order is issued. 

If conflicting court orders are presented, the most recently dated court order will be followed.  

Once presented with a Protection from Abuse Order or a Restraining Order, Shady Lane Child 
Development Center is obligated to follow the order for the entire period it is in affect.  Employees of Shady 
Lane Child Development Center can not, at the request of anyone, except the issuing judge, allow a 
Protection from Abuse Order and/or a Restraining Order to be violated.  Shady Lane Child Development 
Center will report any violations of these orders to the court. 
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POLICY: ARRIVAL PROCEDURES     POLICY NO.:      14  
********************************************************************************************* 
When arriving to the Center please park your car and turn your car off either in the circle or the parking lot.  

At arrival, parents are required to follow the Medication Policy if a child must receive medication during the 
course of the day.  Please call ahead to let us know you need the medication form and we will provide this 
to you upon arrival.  We also ask that parents make several copies of this form to keep on hand at home in 
order to expedite the drop off procedures and maintain social distancing.     

14.1 NOTIFICATION OF ABSENCE 

Parents are required to inform the center by 10:00am if a child will not be at the center on a 
scheduled day.  This will enable the center to more effectively maintain appropriate ratios and help the 
classroom teacher effectively plan for the day.  Parents who fail on ten (10) occasions in one school 
calendar year to give proper notice of an absence will result in the child being dismissed from the program. 

If your child is ill, we request that you notify the center not only of the absence, but also of the nature of the 
illness.  This enables our faculty to keep track of any illnesses, which may occur at our school.  This 
information will only be shared with staff on a “need to know” basis.  If your child has a communicable 
disease or COVID-19, we ask that you share the diagnosis with the Center Director, so that the parents of 
the children in the school maybe notified that a communicable disease or COVID-19 is present and we can 
work with the Local Health Department in contact tracing.  Once again, only the COVID-19 diagnosis or 
communicable disease information will be shared.  Shady Lane Child Development Center will take all 
measures necessary to protect your child’s confidentiality.   

Parents who know in advance that a child will be late, are required to notify the center by 10:00am so as to 
maintain the appropriate number of employees to ensure ratios are met when the child arrives to school 
and can arrange to meet you at the Center door. 

14.2 AGENCY’S RIGHT TO REFUSE ADMISSION 

Shady Lane Child Development Center reserves the right to refuse admission to any child at any time with 
or without cause.  

Possible reasons for the refusal of admission include but are not limited to: 
1. Lack of staff to maintain appropriate Staff to Child Ratios as determined by State Licensing

Regulations.
2. The need to maintain compliance with Licensing Regulations.
3. Staff deems the child too ill to attend.
4. Domestic Situations that present a safety risk to the child, staff or other children enrolled at Shady

Lane Child Development Center if the child were to be present at the center.
5. Parents’ failure to maintain accurate, up to date records.
6. Parents’ failure to complete and return required documentation in a timely fashion.
7. Parents' failure to make timely payments or negative account balance.

Parents WILL be reimbursed tuition for days when their child is refused admission to the program only if
refused admission is due to staffing issues.
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POLICY: PICK UP PROCEDURES POLICY NO.:      15 
********************************************************************************************* 
Please park your car and turn your car off either in the circle or the parking lot when arriving to pick up your 
child.  We ask that you sign your child out using the Brightwheel app or on the iPad on the front desk.  If 
you need assistance please ask your child’s teacher or the staff at the desk.  After you are signed out, 
please go to your child’s room and collect their belongings to be sent home that day.  We ask parents keep 
conversation with staff to a minimum as the staff are still trying to supervise the children in our care.  If you 
need to schedule a meeting with your child’s teacher you can always contact them through the Brightwheel 
app.   

15.1 STATE OF NEW JERSEY/SHADY LANE’S POLICY ON RELEASE OF CHILDREN: 

LATE PICK-UP: 

A parent is considered late when picking up the child after the time indicated in their fee agreement.  
Children who attend the center for an entire day are scheduled to be picked up at the closing of the center 
which is 6:00pm.  All measurements of time are to be according to the Shady Lane Child Development 
Center clock located in lobby and on the computer in the lobby where signing in and out is done.  

A late pick-up fee will be charged of $10 for the first 10 minutes, and $20 for each 10 minutes after a parent 
is late picking up their child. If a parent has multiple children enrolled in the center this fee is applied to 
each child’s account.  You will be able to access your child’s account on the computer in the lobby and the 
accrued late fees should be paid with the following week’s tuition.  

A child’s services will be terminated should the child be picked-up late on three occasions in one school 
year regardless of the reasons for the late pick-up.  It is the parent’s responsibility to ensure that someone 
(either a parent or Emergency/Alternate pick-up person) is available to pick up the child on time. 

15.3 PERSONS APPEARING TO BE IMPAIRED BY DRUGS/ALCOHOL AT PICK-UP 

The staff of Shady Lane Child Development Center will contact local police and/or the other custodial 
parent should a parent appear to the staff of Shady Lane Child Development Center to be under the 
influence of drugs and/or alcohol. The parent’s right to immediate access does not permit the agency from 
denying a custodial parent access to their child even if the parent is or appears to be impaired.  However, 
Shady Lane Child Development Center staff will delay the impaired parent as long as possible, while 
contacting the other parent, the local police and Child Protective Services. 

Any other authorized person who attempts to pick-up a child, and appears to the staff of Shady Lane Child 
Development Center to be under the influence of drugs and/or alcohol will be denied access to the child.  
The staff of Shady Lane Child Development Center will contact the child’s parents, local police and Child 
Protective Services to notify them of the situation. 



15.4 EMERGENCY/ALTERNATE PICK-UP FORMS 

At enrollment, parents will be presented with an Emergency/Alternate Pick-up form.  Parents are 
encouraged to include on this form any, and all persons who, in the course of events, may at one time be 
asked to pick-up their child from Shady Lane Child Development Center.  In an emergency situation the 
child’s parents will be called first.  If they can not be reached staff will call the persons listed on this form 
until someone can be reached.   

Should the staff contact a parent, and the parent is unable to pick up the child, it is then the responsibility of 
the parent to arrange for their child to be picked up by someone on the emergency list.  Failure of the 
parent to make such arrangements will result in dismissal from the program. 

Parents do not need to be listed on the Emergency Contact Form.  The nature of the parental relationship 
affords the parents (in the absence of a court order indicating otherwise) the right to pick-up their child.   
Parents will be asked to determine which persons (if any) on the Emergency/Alternate Pick-up form have 
the right to act “In Loco Parentis.”  In Loco Parentis status affords the pick up person the right to discuss 
confidential information about the child’s day including but not limited to, incident/accident reports, and 
behavior issues.  In the absence of this designation the people on the Emergency/Alternate Pick Up Form 
are only afforded the right to pick up the child.  Staff is not permitted to discuss the child’s day with them.   

The persons on the Emergency/Alternate pick-up form will be required to provide Government issued photo 
ID and Password prior to the agency releasing the child.  There will be no exceptions to this rule. 

All changes and/or additions to the Emergency/Alternate Pick-up form must be made in writing and be 
dated and signed.  Only custodial parents have the right to make changes or additions to this form. 

Shady Lane Child Development Center reserves the right to refuse/ban any person listed on the 
Emergency/Alternate Contact Form for any reason, including but not limited to violations of the 
policies/procedures contained herein.  It is the responsibility of the enrolling parent(s) to inform each person 
on the Emergency/Alternate Form of the policies/procedures contained herein. 

The child will be supervised at all times by Shady Lane Child Development Center staff until a 
parent/guardian or emergency contact is able to pick the child up.  An hour or more after closing time, and 
provided that other arrangements for releasing the child to his or her parent(s) or authorized person(s) have 
failed and the staff member(s) cannot continue to supervise the child at the center, the staff member shall 
call the Department's State Central Registry Hotline (1-877 NJ ABUSE/1-877-652-2873) to seek assistance 
in caring for the child until the parent(s) or person(s) authorized by the child's parent(s) is able to pick up 
the child.   
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POLICY: TRANSPORTATION  POLICY NO.:      16 
****************************************************************************** 
Shady Lane Child Development Center will provide parents with advance notice of any field trip, outing or 
special event involving transportation of children away from the center, and for each event, secure the 
written consent of the parent(s) before taking a child on such a field trip, outing of special event.  
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POLICY: SCHOOL CALENDAR  POLICY NO.:      17 

A yearly calendar for the current school year will be provided at the beginning at the year or time of 
enrollment.  The calendar will outline holidays, events, Center closures, etc… 

Monthly calendars will also be provided throughout the year.  
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POLICY: EMERGENCY CLOSING AND INCLEMENT POLICY NO.:     18 
   WEATHER INFORMATION 

****************************************************************************** 
Should the center close for an emergency or close due to inclement weather, a notification will be sent in 
the Brightwheel app as soon as the closure is determined.

Should the center need to close in the middle of the day, the staff will attempt to reach the child’s parents 
first to arrange for pick up.  Should the staff be unable to reach the parents, the persons listed on the 
emergency contact form will be called until pick up arrangements can be made. Should the children need 
to be evacuated from the child care center staff will notify the parents or emergency contact person, at the 
time of the call, of the pick up location  Parents or emergency contact persons should report directly to the 
alternate location if one is indicted. 

Should the center need to close for any reason, tuition will not be refunded or reduced for closures of less 
than five (5) consecutive school days.  If the closure extends beyond five (5) consecutive school days, 
parents will have their tuition refunded as per the following schedule; tuition will be applied to the following 
week’s tuition. Tuition free days can be requested to be applied for closures. 

http://www.6abc.com/
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POLICY: CURRICULUM INFORMATION POLICY NO.:      19 
****************************************************************************** 
19.1 CREATIVE CURRICULUM 

THE GOALS OF CREATIVE CURRICULUM 

The most important goals of our curriculum are for children to get along well with others & become 
enthusiastic learners.  We want children to become independent, self confident, curious learners who can 
work well with others.  We’re teaching them how to learn, not just in school, but all through their lives.  We 

do this by creating purposeful and productive play experiences that help children grow in all areas.   

Our curriculum identifies goals in four areas of development. 

 SOCIAL/EMOTIONAL: to help children develop independence, self confidence and self control, follow
rules and routines, make friends and learn what is means to be part of a group.  

 PHYSICAL:  to increase children’s large muscle skills—balancing, running, jumping, throwing &
catching—and use the small muscles in their hands to do tasks like buttoning, stringing beads, cutting,

drawing & writing.  

 COGNITIVE: to acquire thinking skills such as the ability to solve problems, to ask questions and to think
logically—sorting, classifying, comparing, counting & making patterns—and to use materials and their 

imagination to show what they have learned.   

 LANGUAGE: to use words to communicate with others, listen to and participate in conversations with
others, understand  the purpose of print, recognize letters and words and begin writing for a purpose.

Through the activities we plan and the way we organize the classroom, select toys and materials, plan the 
daily schedule and talk with children, we seek to accomplish the goals of our curriculum and give your child 

a successful start in school.   

Copyright 2002 by Teaching Strategies, Inc. “a parent’s guide to preschool” 

      

Foundation for Early Childhood Education, Inc. 



19.2     CLASS ASSIGNMENTS 
We recommend age appropriate placement of children in classrooms.   We offer care in our 
Infants, Toddlers, Explorers, Discovery Preschool, Preschool, Pre-Kindergarten and an Integrated 
Pre-Kindergarten Program.   

19.3    STAFF TO CHILD RATIOS 
The Following staff/child ratios shall apply, as regulated by the state of New Jersey: 

Age  Staff/Child Ratio 
Under 18 months 1:4 
18 months up to 2 ½ years 1:6 
2 ½ years up to 4 years  1:10 
4 years  1:12 
5 years & older   1:15 

19.4 NAP/REST TIME 
Nap time in our center will be from 1:00 PM until 3:00 PM. Cots are provided by the Center. Each 
child is required to have a sheet on their cot and it is the parent’s responsibility to provide the 
sheet.  Parents are also responsible for taking the sheets home each week to be laundered. 
Children are permitted to bring a small blanket and a “sleeping buddy.” The sleeping buddy must 
be plush and not make noise. No child will be forced to take a nap.  An alternative quiet activity will 
be provided for each child who has rested or slept for 30 minutes and does not appear to need 
additional rest or sleep.  

**All cots will be positioned alternatively head-to-toe to minimize potential virus 
transmission between children.  We will do our best to space the cots as far as we can from 
each other during nap time, ideally 6’ apart.  Masks will not be worn at nap time. ** 

19.5 EDUCATIONAL/PERSONAL CARE SUPPLIES NEEDED 

Included are all the items parents need to provide each day for their child to participate in our 
program, divided by classroom/age group.  ALL SUPPLIES MUST BE LABELED WITH CHILD’S 
FIRST AND LAST NAME. 

*Infant Room
o Schedule of child’s daily routine, including sleeping and eating habits, continually updated 

as your child grows
o Enough food and prepared bottles (labeled name and date) on a daily basis (a 

refrigerator is available). Bottles are to be taken home daily to be cleaned.
o Supply of diapers and wipes on a weekly basis
o Plenty of changes of seasonal clothing available each day (at least 2)
o A pacifier

 Pacifier clips are not permitted
*Toddler Room

o Sippy cups (labeled) on a daily basis, if needed
o Supply of diapers and wipes on a weekly basis
o Plenty of changes of seasonal clothing available each day (at least 2)
o Sheet, small blanket and sleep buddy(if necessary) for nap time (all blankets brought from 

home must be taken home on Fridays to be washed)



*Explorers Room
o Diapers and wipes on a weekly basis
o Plenty of changes of seasonal clothing available each day (at least 2)
o Sheet small blanket and sleep buddy (if necessary)for nap time (blankets brought from

home must be taken home every Friday to be washed)
o Sippy cups (labeled) if necessary

*Preschool Room
o Diapers or Pull-ups and Wipes if child is not potty trained
o Two changes of seasonal clothing available each day
o Sheet, small blanket and sleep buddy (if necessary) for nap time (all sleep items brought

from home must be taken home on Fridays to be washed)

*Pre-Kindergarten Room
o Diapers or Pull-ups and Wipes if child is not potty trained
o Two changes of seasonal clothing available each day
o Sheet, small blanket and sleep buddy (if necessary) for nap time (all additional blankets

brought from home must be taken home on Fridays to be washed)
19.6 BIRTHDAY/HOLIDAY CELEBRATIONS 

We will celebrate each child’s special day on their actual birthday if it falls during the week or if their 
birthday falls on the weekend, the Friday before or Monday after.  Individual birthday presents are 
prohibited to be given at the center (if you wish to give a child a gift please do so outside of the 
center’s operating hours).  Parents who wish to bring in a special treat for their child’s birthday 
should take into consideration that some children may be highly allergic to certain foods such as 
those containing peanut or peanut oils and discuss what they are going to bring with their child’s 
teacher first.  We are prohibiting at this time that goods not be brought from home to share 
with other children.   

19.7 PARENT/TEACHER CONFERENCES/COMMUNICATION 
Shady Lane Child Development Center has an open door policy, however during this time NO 
PARENTS ARE ALLOWED TO ENTER THE CENTER.  If there is a problem or concern that the 
parent would like to address we ask that a meeting be set up with the Director and Teacher in 
order to make sure that the children can be properly supervised and will we can give you our full 
attention to discuss the matter at hand.  There will be parent/teacher conferences held during the 
fall and again in the spring, but additional conferences can be set up anytime during the year as 
necessary.  These conferences will be held at this time via a phone conference or a Zoom call.  
The Director or Head Teacher are available during working hours in the center, by phone, e-mail, 
or by leaving a note with another staff member.  Please feel free to contact the Head Teacher, 
Director or any of the classroom teachers for any reason and at anytime to address your concerns.  

19.8 SOCIAL NETWORKING/MEDIA 

This policy is intended to address issues related to an employee’s use of “social media” and “social 
networking,” to the extent that such involves or affects the operations of Shady Lane Child 
Development Center.   

Employees must maintain professionalism and confidentiality at all times in all communications (in-
person, written, telephone, etc…).   



Parents/guardians will advise Center staff of their preferred method(s) of communication including, 
but not limited to telephone, e-mail, use of the Parent Portal and text message.   

Communication with parents/guardians can occur via: 
1. Daily written reports/notes
2. Telephone correspondence; utilizing the Center’s landline telephone
3. E-mail correspondence; assuming parents/guardians have provided a current e-mail
address and requested e-mail communication
4. Text messages; assuming parents/guardians have requested text messages
5. Parent Portal

Employees must consider and respect the privacy of the children, their families, staff members, 
Center Administration in any and all online activity.  The posting of confidential and/or identifying 
information about the children, parents, or staff at the Center on any social media site is strictly 
prohibited.   

From time to time, Center staff may share photographs electronically with parents/guardians.  Staff 
will only electronically share photographs with parents/guardians who provided written permission 
via photo release form.   

Parents/guardians are prohibited from sharing and/or posting photos taken at Shady Lane Child 
Development Center of any child(ren) other than their own.  

The posting of non-confidential information shall be restricted to official channels of 
communication; the Center’s website, unless prior written approval from the Director has been 
obtained.  

We ask parents/guardians to please not reach out to staff via social media with questions 
pertaining to the Center.  If you have questions or concerns please call the Center or email your 
child’s teacher, Center Director, Head Teacher, or Center Operations Coordinator for assistance.   

19.9 METHODS OF PARENT NOTIFICATION 
At the time of enrollment, parents/guardians will be asked to identify their preferred method(s) of 
communication, i.e. phone call, text message, e-mail, etc…If/when that preferred method(s) 
changes, it will be the parents/guardians responsibility to update the Center staff.   

19.10 GRADUATION 
Graduation will take place in June for those children (Pre-Kindergarten classrooms) who will be 
leaving Shady Lane Child Development Center and entering Kindergarten.  They will be performing 
an end of the year program followed by receiving their diplomas.  

19.11 TELEVSION/VIDEO/COMPUTER USAGE 
Shady Lane Child Development Center will limit the use of televisions, computers, and any other 
video equipment to educational and instructional use only.  Television and computer use will be 
age and developmentally appropriate and will not be used as a substitute for planned activities or 
for passive viewings.   No child will be forced to sit and view any movie at any time while at 



SLCDC.  An alternate activity will be provided in the event a child chooses not to watch the 
planned movie.  All planned movies shall be “G” rated.   

Shady Lane Child Development Center follows the recommendations of the American Academy of 
Pediatrics, and as such, children under two years of age will not have access to television viewing. 

Children two years of age and older, who are in care at least three or more hours per day; 
television screen time is limited to 30 minutes per week.  In addition, computer use for children two 
and older who are in care at least three or more hours per day shall be limited to 15 minute 
increments per child/per day.  Any and all television and computer use will be reflected in the 
weekly lesson plans; specifically detailing the length of time.  
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POLICY: POSITIVE GUIDANCE & DISCIPLINE  POLICY NO.:      20 
****************************************************************************** 

Shady Lane Child Development Center will only use positive discipline which is a process of teaching 
children how to behave appropriately.  Positive discipline respects the rights of the individual child, the 

group, and the adult.  Positive discipline is different from punishment.  Punishment tells the child what they 
should not do; positive discipline tells children what they should do.  Punishment teaches fear; positive 

discipline teaches self-esteem. 

Children at our center will not receive physical punishment. Children who have conflicts or problems with 
others while at our center will be encouraged to verbalize their angers and concerns. Even infants without 

verbal skills will hear their caregivers describing problems, solutions and logical consequences.  The role of 
the adult at school is to be a helper to positive problem solving. Our staff members guide rather than 

punish.   

Children whose behavior endangers others will be supervised away from other children.  The child then will 
process the problem with a staff member and any other concerned parties.   

Time-outs or “breaks” will be a last resort and will only be used when other responses do not work.  A rule 
of thumb is one minute of time-out for every year of a child’s age. (For example, a 4-year-old would receive 

a 4 minute time out.) 

Discipline, i.e., guidance, will always be positive, productive, and immediate when behavior is 
inappropriate.  No child will be humiliated, shamed, frightened, or subjected to verbal or physical abuse by 
staff or by parents on the premises 
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POLICY: TOYS FROM HOME   POLICY NO.:      21 
****************************************************************************** 
Due to the risk of damage, sharing issues, and loss, children are not permitted to bring in toys from home, 
unless specifically requested by the classroom teacher for use as part of the curriculum or for a planned 
“show and tell.”  Parents are responsible for enforcing this policy with their child.  Parents are encouraged 
to consult the classroom teacher should they find their child is having difficulty with this policy. 

If the parents fail repeatedly to enforce this policy with their children, the staff will call the parents and 
require that they come to the school and remove the toy. 

Children in classrooms with nap/rest time are permitted to include with their bedding supplies, one 
plush/non-musical toy with which to nap/rest.  This toy is to be placed with the bedding supplies and use of 
it will only be allowed at nap/rest time.    

All toys brought in for use as part of the curriculum, and/or for nap/rest time will be inspected by Shady 
Lane Child Development Center staff for safety and appropriateness, and may be prohibited at the sole 
discretion of Shady Lane Child Development Center. 



Shady Lane Child Development Center 

POLICY: DRESS CODE  POLICY NO.:     22 
****************************************************************************** 
22.1 CHILDREN 

Clothing: 

Children are engaged in various activities during the course of the day; some of these activities can be 
messy, and/or athletic in nature.  Additionally, children are engaged in outdoor play daily, weather 
permitting.  Due to these activities, children are required to be dressed in seasonably appropriate and 
comfortable clothing.   

Parents are prohibited from dressing children in overalls, or clothing with difficult closures.  These types of 
clothing present particular challenges for children in relation to toileting. 

Coats, hats, gloves, scarves and winter boots must be provided in the winter months.  It is not necessary 
for the children to wear their winter boots to school.  Teachers will change the children into their winter 
boots when they go outdoors.   

Children are not permitted open backed shoes.  The most appropriate type of shoes for participation in 
school activities are rubber-soled, sneakers/tennis shoes. 

All children are required to have AT LEAST TWO seasonably and size appropriate complete change of 
clothing at the center at all times.  This includes complete changes of clothing at the center at all times.  A 
complete change of clothing includes: shirt, pants, underwear, socks, and shoes.  Teachers will post 
reminders for parents to update changes of clothing as the weather begins to change.   

All clothing items must be clearly labeled with the child’s first and last name.  This includes: coats, hats, 
gloves, scarves, and boots.  Shady Lane Child Development Center is not responsible for lost or damaged 
items of clothing. 

Jewelry/Accessories: 

Children are not permitted to wear jewelry of any kind.  It is a safety hazard for your child as well as the 
other children enrolled in the program.  In addition, Shady Lane Child Development Center will not to be 
responsible for lost or stolen valuables.  It is the parents’ responsibility to enforce this policy with their 
children.  Should a child come to school wearing any jewelry, parents will be required to take it with them, 
or to return to the school to remove the jewelry if it discovered after the parent leaves.  Repeated (more 
than 3 violations per school year) violations of this policy are considered to be violation of SAFETY 
POLICIES and will result in dismissal from the program. 

Hair beads, barrettes, bobby pins, etc. are not to be worn by children.  These accessories are considered to 
be safety hazards.  When choosing accessories for your children be mindful of the potential safety issues 
they present not only for your child, but also for the older and younger children attending Shady Lane Child 
Development Center. 

Shady Lane Child Development Center is not responsible for damage to or loss of and articles of clothing. 



22.2 PARENTS 

Clothing: 

Parents are required to be dressed in appropriate clothing while at Shady Lane Child Development Center, 
or involved in any Shady Lane Child Development Center sponsored events.  Inappropriate clothing would 
include, revealing, extremely short, ripped/torn (in inappropriate places), and/or see through articles of 
clothing.  Anything with suggestive or vulgar language is prohibited.   

Parents wearing shoes with wet/dirty soles, will be required to remove their shoes prior to entering any 
classroom with children under 2 ½ years of age.  This will reduce the risk of injury to a child on the floor, 
and will help to maintain a clean floor.  Parents can simply leave their shoes outside the classroom door 
prior to entering the classroom.   

Jewelry: 

While volunteering in the classroom or at any Shady Lane Child Development Center sponsored event, 
parents are not permitted to wear any jewelry and/or accessories as per the children’s/staff’s dress code 
policy outlined above.   Parents will be restricted from volunteering if they are not in compliance with this 
policy.  



Shady Lane Child Development Center 

POLICY: FIELD TRIPS  POLICY NO.:      23 
****************************************************************************** 
Shady Lane Child Development Center seldom supplements the in class curriculum with off premise field 
trips.  Parents are required to give written permission for their child to attend each field trip.  Notification of a 
field trip will be sent home in advance of the trip, with all pertinent trip information including, destination, 
date, time, reason for trip, cost, and mode of transportation.  Accompanying the notification paper, teachers 
will include a permission slip to be filled out, signed, and returned to the teacher prior to the date of the trip.  
The field trip permission slip must be filled out completely and accurately, and all trip costs must be paid in 
advance in order for your child to attend.   

If parents wish to attend the trip with their child, they should discuss attending with the classroom teacher.   
Shady Lane Child Development Center provides all required supervision for all field trips, but always invites 
and welcomes parents to attend. 

Parents will not be permitted to transport any child, other than their own, on a Shady Lane Child 
Development Center sponsored trip. 

If your child is not scheduled to attend on the day of a field trip and you wish for your child to participate in 
the trip, please discuss this with your child’s teacher at least three days prior to the date of the trip.  Your 
child will be permitted to attend if required ratios can be maintained with his/her addition to the class.  An 
additional day fee depending on the child’s age and classroom will be applied to their account to be paid in 
the following week’s tuition, as well as the cost of the trip and signed permission slip will be due prior to the 
date of the trip. 



Shady Lane Child Development Center 

POLICY: PARENT PARTICIPATION/VOLUNTEERS  POLICY NO.:      24 
****************************************************************************** 
Parents are invited and encouraged to be involved in their child’s school activities.  There are many 
different ways in which parents can participate and volunteer at the child care center.  Parents may 
volunteer to attend trips, read in the classroom, assist teachers, and/or coordinate special events.  
Teachers will have posted in their classrooms any volunteer opportunities available.  Parents not interested 
in volunteering directly in the classroom may donate items, do maintenance work, or assist in the front 
office.  These volunteer opportunities are posted in the main office area on the parent bulletin board. 

Any parent who volunteers in the classroom on a regular basis will be required to pay for and secure all 
criminal background checks, as required by our licensing regulations.  Any person, including parents, with 
felony convictions, sex offender convictions and/or open investigations into any criminal activities will not be 
permitted to volunteer in the classroom, or on field trips. 

Parents with court orders detailing custodial arrangements will only be permitted to volunteer on days in 
which they are afforded custody (joint/shared custody arrangement) as per the court order.  For example, if 
a parent is afforded custody on Tuesdays and Wednesdays that parent will only be able to volunteer on 
those days.  Parents with visitation only (sole/exclusive custody arrangements), will only be permitted to 
volunteer with the express written permission of the custodial parent. 

Shady Lane Child Development Center reserves the right to make volunteer assignments.  Shady Lane 
Child Development Center does not guarantee the volunteering parents will be assigned to locations where 
their child (ren) is present.   



Shady Lane Child Development Center 

POLICY: HEALTH AND SAFETY  POLICY NO.:      25 
****************************************************************************** 
25.1 PRE-ENROLLMENT REQUIREMENTS 

Each child is required to complete a pre-enrollment packet of information.  This packet is to be returned to 
the center’s office prior to the child’s first day of attendance.  All children are required by DYFS licensing 
regulations to have a complete up-to-date immunization record on file from the child’s health care provider 
at Shady Lane Child Development Center.   If you have chosen not to have your child immunized, please 
ask the center director for an immunization waiver form.  DYFS licensing regulations permit immunizations 
to be waived only for cases where it conflicts with the child’s exercise of bona fide religious practices or 
when medically contraindicated as verified by a physician.  Please discuss this with the center director to 
determine whether you have the right to be enrolled and not have your child immunized.  Parents are 
required to have a waiver on file in place of an immunization record, so that the center can maintain 
compliance with licensing regulations.   

All children are also required to have a Universal Health Record Form completed by a licensed medical 
professional (physician, physician’s assistant, or nurse practitioner) in order to attend Shady Lane Child 
Development Center.  The Physical Examination Form, indicating the child’s fitness to attend Shady Lane 
Child Development Center, must be returned to the Center Director on the first day of enrollment.  
Exemptions for obtaining a physical examination may only be requested if the parent or guardian attests 
that such examinations conflict with the exercise of a bona fide religious practice. 



25.2 DIAPER CHANGING PROCEDURES 



25.3 TOILET TRAINING POLICY 

Toilet training is a big step in a child’s development.  It is good to wait until the child has shown an interest.  
Waiting until the summer closest to the child’s third birthday has been shown as the most effective. 

Readiness signs: 
 Your child announces when a wet or soiled diaper has occurred, and or has requested to have it

changed
 Child dislikes the feel of a wet or soiled diaper
 Waking up dry from naps
 Child has a tendency to wet or soil their diapers at almost the same time period each day and often

remains dry for longer periods (two hours or more) during some parts of the day
 Your child shows facial expressions when wetting or soiling their diapers and may even hide in a

corner when soiling a diaper.  This shows awareness of bodily functions
 Child is cooperative and shows an interest in pleasing parent and caregiver

Assuming that the timing is right, the first steps to toilet training include helping the child become self-
sufficient.  This can be facilitated by carefully choosing clothing that is very easy for the child to handle, 
such as pants that are slightly larger than would otherwise been chosen, avoiding overalls, and outfits that 
have lots of buttons and snaps.  Simple pull-on elastic waist pants or skirts are best. 

It is required that the child continue to wear diapers/pull-ups at the center until the child has achieved 
“success” home for at least two solid weeks of evenings and weekends.  Although we wish we could offer 
each child the service of potty training them, we simply cannot do that while providing quality care to the 
other children in our care. 

We understand that all children have accidents and we will patiently and lovingly help them through this. 

If your child experiences a lot of accidents (more than two per week) or begins experiencing other 
difficulties, such as refusing to go, then, we will coordinate our efforts with you to help your child learn. 

Please keep in mind that training your child to successfully go potty will need to reside with you, but we will 
do our best to assist you in your potty training efforts. 

The laundering of soiled clothing is the responsibility of the parent, and should be taken home each night, 
washed and returned with a new supply of a weather appropriate change of clothes. 

Determine for the beginning whether you want your son to sit or stand and please let us know so that we 
can reinforce what your child is learning at home. 

We will use an adapted seat on the toilet itself with a stepping stool handy so that your child can be 
independent in getting off the toilet as well. 

After using the potty, children will wash his/her hands with soap and water. 

The training seat will be disinfected after each use. 



25.4 CHILDREN WITH SEVERE ALLERGIES 

For the safety of your child, parents are required to provide a signed copy of the “Authorization for 
Emergency Care for Children with Severe Allergies” form, detailing any allergies, food or otherwise, from 
which their child suffers, at the time of enrollment or when the allergy is discovered.  This form must be 
completely filled out by the child’s physician and parent(s) or legal guardian(s), and must be updated every 
six months, or more frequently, as needed.  In addition to this form, parents must provide a copy of any 
additional physician’s orders and procedural guidelines relating to the prevention and treatment of the 
child’s allergy.  This form can be obtained by request from the Receptionist or any of the other staff 
members at Shady Lane Child Development Center.   

Parents must also execute a “Release and Waiver of Liability for Administering Emergency Treatment to 
Children with Severe Allergies” form.  This form releases Shady Lane Child Development Center from 
liability for administering treatment to children with severe allergies and taking other necessary actions set 
forth in the “Authorization for Emergency Care for Children with Severe Allergies” form, provided Shady 
Lane Child Development Center exercises reasonable care in taking such actions. 

Any medication required to treat an allergic reaction must be provided in accordance with the Medication 
Policy detailed herein. 

25.5 COMMUNICABLE DISEASES/EXCLUSION POLICY 

If a child exhibits any of the follow symptoms, the child should not attend the Center.  If such symptoms 
occur at the Center, the child will be removed from the group, and parents/guardians will be call to take the 
child home.   

• severe pain or discomfort
• acute diarrhea
• episodes of acute vomiting
• elevated oral temperature of 100.00 degrees Fahrenheit
• lethargy
• severe coughing
• yellow eyes or jaundiced skin
• red eyes with discharge
• infected, untreated skin patches
• difficult or rapid breathing
• skin rashes in conjunction with fever or behavior changes
• skin lesions that are weeping or bleeding
• mouth sores with drooling
• stiff neck

Once the child is symptom-free, or has a health care provider’s note stating that the child no longer poses a 
serious health risk to himself/herself or others the child may return to the Center unless contraindicated by 
local Health Department or Department of Health.  

EXCLUDABLE COMMUNICABLE DISEASES 
A child or staff member who contracts an excludable communicable disease may not return to the Center 
without a health care provider’s note stating that the child presents no risk to himself/herself or others.   



Note: if a child has chicken pox, a note for the parent/guardian stating that all sores have dried and crusted 
is required.  

If a child is exposed to a communicable disease at the Center, the parents/guardians will be notified in 
writing.  

COMMUNICABLE DISEASE REPORTING GUIDELINES  
Some excludable communicable diseases must be reported to the health department by the Center (see 
attached). 

Parents are required to pick up an ill child within 45 minutes of notification by phone.  If a parent is 
reached, but cannot pick their child up within 45 minutes, it becomes the parent’s responsibility to arrange 
for alternate pick up with someone listed on the child’s emergency contact form.  The staff will not continue 
to call those listed on the emergency contact list once a parent is reached.  If a parent can not be reached, 
the staff will begin to call the people listed on the emergency contact form, until arrangements can be made 
for the child to be picked up.  

Upon Exclusion, you will be asked to sign an “Acknowledgment of Exclusion Policy” form.  This form will 
state why the child has been excluded from our program, and require a signature stating that you 
understand our Exclusion Policy.  

Shady Lane Child Development Center also reserves the right to request a Health Care Provider 
Evaluation.  You may be given a form upon exclusion to be filled out by your health care provider.  
This form asks for a diagnosis from your child’s doctor (if communicable or explaining symptoms if 
those are COVID-19 related and no test is given), and also when the child can return to our facility.  
Please remember to bring this form with you when your child returns.  

If your child will be absent due to illness, we request that you notify the center.  This enables our faculty to 
keep track of any illnesses, which may occur at our school.  This information will only be shared with faculty 
on a “need to know” basis.  If your child has a communicable disease, however, you must share the 
diagnosis with the center director, so that the parents of the children in the school may be notified that a 
communicable disease is present and appropriate public health agencies notified, as required by licensing 
regulations and state law.  Once again, only the communicable disease information will be shared with 
other parents.  Shady Lane Child Development Center will take all measures necessary to protect your 
child’s confidentiality.  In regard to non-communicable illnesses, you are not required to disclose the 
diagnosis and your continued enrollment will not be based whatsoever on your decision to share, (or not) 
the reason for your child’s absence from school. 

Once the child is symptom-free, or has a licensed medical professional’s note stating that the child no 
longer poses a serious health risk to himself/herself or to others, the child may return to the center. 



SHADY LANE CHILD DEVELOPMENT CENTER 
COVID-19 ILLNESS POLICY 

The health and well-being of our families and staff are our highest priorities. In the interest of limiting the 
opportunity for transmission to our vulnerable community, the following policy will be in effect until further 
notice.  

Individuals (e.g., children, care providers, or staff) who have symptoms consistent with COVID-19, will be 
sent home or denied entry and referred to a healthcare provider for evaluation on whether testing is 
needed. 

• COVID-19 symptoms may include cough, shortness of breath or difficulty breathing, fever (100.0
degrees or higher), chills, muscle pain, sore throat, new loss of taste or smell, congestion or runny
nose, nausea or vomiting, or diarrhea

• If persons are symptomatic (and particularly if they also have been in close contact with someone
who has COVID19), a single negative self-test result should not be considered sufficient to rule-out
infection and return to normal activities. After a negative self-test result, the symptomatic individual
should either take a second self-test at least 48 hours after the first one (per manufacturer’s
instructions) or seek a test administered by a healthcare provider, either an antigen or a PCR test.

• If a child becomes symptomatic while here at the Center, they will be removed from the group and
will be asked to wear a mask until a caregiver is able to come and pick them up.

• Regardless of vaccination or previous infection status, if a student or staff experiences COVID-19
compatible symptoms, they will be isolated from others and must be tested.

• Parents should not send students to the Center when sick, and symptomatic staff should not come
to work.

For students with chronic illness, only new symptoms, or symptoms worse than baseline should be 
used to fulfill symptom-based exclusion criteria.  

Children and staff who are COVID-19 positive or who have symptoms consistent with COVID-19 and have 
not had a medical evaluation or COVID-19 test must not return until they have met the criteria for 
discontinuing home isolation. 

• Individuals regardless of vaccination status who test positive, and individuals with COVID-19
symptoms who have not been tested and do not have an alternative diagnosis from their
healthcare provider should:

o Stay home for at least 5 full days after the onset of symptoms or if asymptomatic after the
positive test (day of symptoms is day 0; if asymptomatic, day the test was performed is day
0) AND

o If they have no symptoms or symptoms are resolving after 5 days and are fever-free
(without the use of fever-reducing medication) for 24 hours, they can return to school AND:

o Wear a mask when around others at home and in public for an additional 5 days
(including participation in any extracurricular activities). Time without mask being worn
should be kept to a minimum.

o If a child under 2 years of age (unable to mask) is exposed or test positive, parents should
conduct daily symptom monitoring by enforcing mask use for individuals 2 years of age or
older (staff and students) who care for or come in contact with the exposed child.  Those
children who are unable to mask will need to be kept out of the Center the additional five
days (10 days total, day of symptoms is day 0.)

• Individuals with an alternate diagnosis that would explain the reason for their symptom(s) should:



o Stay home and follow the SLCDC Exclusion Policy for diagnosed illness.
o If symptoms related to an alternate diagnosis change or worsen, consult a health care

provider to determine next steps.
Exclusion 

COVID-19 exclusion (isolation) criteria for individuals who have COVID-19 compatible symptoms or who 
test positive for COVID-19: 10 Individuals regardless of vaccination status who test positive, and individuals 
with COVID-19 symptoms who have not been tested and do not have an alternative diagnosis from their 
healthcare provider should: 

• Stay home for at least 5 full days after the onset of symptoms or if asymptomatic after the positive test
(day of symptoms is day 0; if asymptomatic, day the test was performed is day 0) AND

• If they have no symptoms or symptoms are resolving after 5 days and are fever-free (without the use of
fever-reducing medication) for 24 hours, they can return to school AND:

o Wear a mask when around others at home and in public for an additional 5 days (including
participation in any extracurricular activities). Time without mask being worn should be kept to a
minimum. Exception: During periods of low community transmission (green), students and staff
with COVID-19 compatible symptoms who are not tested and do not have a known COVID-19
exposure may follow the NJDOH School Exclusion List to determine when they may return to the
Center.

If a suspected or confirmed case of COVID-19 infection occurs in one defined group within the center, the ill 
person will be sent home.  

• Parents/guardians and staff facility-wide will be informed of the exposure.  There is no longer a
quarantine period for exposure, we ask that parents and staff be vigilant about monitoring
symptoms.

• The CDC guidance for cleaning and disinfection will be followed.

Masks 

NJDOH recommends that schools/ECE require masks in the following circumstances: 

• During periods of elevated community levels – when COVID-19 Community Levels are high, NJDOH
recommends universal masking for all students and staff, especially if there is difficulty incorporating
other layered prevention strategies (e.g., adequate ventilation, adequate spacing of students). This
would apply to school transportation as well.
• During an active outbreak – during an outbreak or a general increase in cases, the Center will
consult with the Gloucester County Health Department as to whether short-term universal masking or
masking in affected classrooms should be required to control the outbreak/increase in cases.
• After returning from isolation – students and staff who return to school after 5 full days of isolation
should be required to mask during days 6-10, or until they test negative using two antigen tests
collected at least 48 hours apart starting on day 6.
• After a COVID-19 exposure – exposed individuals should wear a well-fitting mask for 10 days from
last exposure, regardless of vaccination status.
• When illness occurs in the Center – students or staff who become ill with symptoms consistent with
COVID-19 while in school or care should wear a mask until they leave the premises. During medium or
high COVID-19 Community Levels, schools/ECE may consider implementing masking policies for



activities or settings where there is increased risk of transmission. Anyone who chooses to wear a 
mask or respirator will be supported in their decision to do so.  Individuals (including 
parents/guardians) should make decisions to mask at other times based on their specific situation 
(e.g., if they or their family members are immunocompromised or at high risk of severe illness from 
COVID-19) even when the Center’s policies may not require masking. 

25.6 BITING 

Shady Lane Child Development Center recognizes that biting is a developmentally appropriate behavior for 
children in the infant through 2 ½ year old classrooms.  Parents with children in these classrooms should 
expect that their children may be bit, or will bite another child.  The staff understands that parents are 
concerned and can be upset when their child is involved in a biting incident.  We ask that you remember 
this is a developmentally appropriate behavior, and that the staff is working to identify situations which, 
provoke, or elicit this behavior so it can be prevented in the future.  The staff will not punish, or harshly 
discipline children in the younger classrooms for biting behavior; they will simply redirect the children to 
different activities in separate areas of the classroom.  Parents are expected to work with staff to identify 
methods and strategies to curb this behavior.  Uncooperative parents will have their child’s services 
terminated.  

Children older than 3 years of age may occasionally be involved in a biting incident.  For children in this age 
group who bite, the staff will use the discipline procedures outlined in the discipline section of this 
handbook, as well as observe the child to determine what provokes or elicits this inappropriate behavior.  
Parents are expected to cooperate with staff to help their child control this behavior.  Uncooperative parents 
will have their child’s service terminated.  Furthermore, children, in the older age groups, who bite 3 times 
in a school year will have their services terminated since, the safety of all the children in the program is of 
the utmost concern of Shady Lane Child Development Center.    

Parents will be notified by incident/accident report that a biting incident occurred during the course of the 
day.  The staff may not discuss with either parent the identity of the other child involved in the incident.  
This information is considered to be confidential and can not be disclosed. The staff of Shady Lane Child 
Development Center can not discuss the medical history of any child involved in a biting incident with the 
other party.  It is recommended that any child involved in a biting incident be seen by their family physician 
if the parents are concerned about communicable diseases possibly resulting from the biting incident.     

Parents will be notified if their child was bitten and it broke the skin.  This will allow parents the opportunity 
to seek additional treatment from their pediatrician.   

Method for Dealing with Biting  

Initiatives to be considered BEFORE a Biting Incident Occurs 

 Staff discusses biting experiences, identifies the non-verbal signs or situations where biting
seems mostly likely.

 Staff “brainstorms” preventative steps to be taken to avoid or prevent the incidence of biting.
 Materials are developed for parents of biter and victim (“When your child bites,” “When your

child has bitten”).
 Distribute the center’s biting policy to parents at the time of enrollment.
 Provide a written incident reporting form.



 Organize observation/recording procedure.
 Assist other children in relating to biting threat (as with other physical abuse).
 Conduct parent meeting on the topic of biting.

Actions taken IMMEDIATELY AFTER the biting incident 
 Separate those involved.  Move biter into an alternative activity.
 Examine and assist injury victim.
 Handle individually, not with group.

Follow-up Actions 
 Complete incident form.  Take initiative in informing parent of incident.

25.7 DISPENSING MEDICATION 

Shady Lane Child Development Center believes that it is best to administer all medications at home.  
Dosing of medication can generally be done so that the child receives medication prior to going to child 
care and again when returning home and/or at bed time.  Parents/guardians are encouraged to discuss this 
possibility with their child’s health care provider. 

The first dosage of any medication should always be given at home and with sufficient time before the child 
returns to child care.  This will give the parent/guardian an opportunity to observe the child’s response to 
the medication given.   

Medications will only be administered at Shady Lane Child Development Center when: 
• Failure to give the medication would jeopardize the health of the child
• Failure to give the medication would prevent a child who is not acutely ill from

attending the program

Shady Lane Child Development Center will only dispense over-the-counter and/or prescription 
medication when accompanied by a written order from the child’s health care provider and with 
written consent from the child’s parent/legal guardian.  All information on the Shady Lane Child 
Development Center “Permission to Administer Medication” form must be completely filled out with a 
parent/guardian’s signature before the medication can be given.  

“As needed” medications may be given only when the child’s health care provider completes a Shady Lane 
Child Development Center “Permission to Administer Medication” form and lists the specific reasons and 
times when such medication should be given.   

If a child has a chronic health condition requiring the administration of prescription or non-prescription 
medication or health care procedures (nebulizer, blood glucose monitor or epinephrine pen) on a long-term 
basis; a written statement from a health care provider must be provided.  The statement must indicate the 
following: 

• Name of the child
• Name of the mediation or procedure
• Condition or indications for administration of the medication or

procedure
• Instructions for administration of the medication or procedure
• Name & telephone number of the health care provider



Before administering a health care procedure associated with a child’s health condition, such as the use of 
a blood glucose monitor, nebulizer or epinephrine pen, the child’s parent must train/instruct the Center’s 
designee on the proper administration of the medication/procedure.   

Medications given at the Center will be administered by a staff member designated by the Director and will 
have been informed of the child’s health needs related to the medication.   

The Center will inform the child’s parent immediately if a child exhibits any adverse effect of a medication of 
health care procedure.  

Any prescription or over-the-counter medication brought to the Center must be specific to the child who is 
to receive the medication, in its original container, have a child-resistant safety cap and be labeled with the 
appropriate information on the original pharmacist label: 

• Pharmacist’s phone number
• Child’s full name
• Name of health care provider prescribing the medication
• Name and expiration date of the medication
• Date it was prescribed or updated
• Dosage
• Route
• Frequency
• Any special instructions for its administration and storage

It is suggested that the parent/guardian ask the pharmacist to provide the mediation in two containers, one 
for home and one for use in child care.  

Over-the-counter medications must have the manufacturer’s original label in addition to the child’s full 
name.  The dosage, route & expiration date must be clearly visible.  Any OTC medication without 
instructions for administration specific to the age of the child receiving the medication; must be 
accompanied by a completed Shady Lane Child Development Center “Permission to Administer 
Medication” form from a health care provider prior to being given in the Center.   

Shady Lane Child Development Center will dispense only the following types of over-the-counter 
medication:  

1. Non-Aspirin fever reducing/pain medication (ex. Children’s Tylenol, Children’s Motrin)
2. Cough suppressants
3. Decongestants
4. Antihistamines
5. Topical preparations, such as sunscreen and diaper rash cream

All medications will be stored as follows: 
• Under proper temperature control
• In a locked cabinet; in accessible to children

For children who are prescribed a particular medication on a long-term daily basis, the staff will advise the 
parent/guardian one week prior to the medication needing to be refilled so that needed doses of medication 
are not missed.   



Unused or expired medications will be returned to the parent/guardian when it is no longer needed or able 
to be used by the child.   

25.8 FIRE/EMERGENCY/LOCK-DOWN DRILLS 

Shady Lane Child Development Center conducts monthly fire and emergency/evacuation drills.  Parents, 
staff and children will not be made aware of drill dates or times, as this is the most effective way to assess 
the effectiveness of fire and emergency/evacuation plans.  In addition, Shady Lane Child Development 
Center will conduct 2 (two) Lockdown drills per year/per session.   

During a fire/emergency drill or real fire/emergency situation, parents may not sign children into or out of 
the program.  Parents must wait until the drill is complete and children have returned to the building to sign 
their child into the program.  Parents may feel free to wait with the child’s class in the designated safe-zone 
outside of the building until the drill is complete.   

In the event of a real fire/emergency situation, the director or designate will inform each classroom teacher 
that the school will be closing.  At this time any parents waiting to sign their child in will have to leave the 
premises with their child.  All other parents or emergency contact persons will be notified by telephone of 
the situation.  As with the sick child pick up policy, children must be picked up within 45 minutes of the 
telephone call. 

Parents wishing to sign their child out of the program during a fire/emergency drill or real fire/emergency 
situation are expected to have patience with the staff as they are trying to maintain order during an often 
hectic and dangerous situation.  If the center is in the midst of a fire/emergency drill, parents will be 
required to wait until the drill is completed and the staff and children are returned to the building to sign their 
child out of the program.  If the center is having a real fire/emergency situation, parents will be asked to 
wait until the director or designee has accounted for all staff and children and gives the staff permission to 
release children.  Once again, it is important for parents and staff to work together, remain calm, and 
cooperate with the fire/emergency personnel and center administration during these important and critical 
situations. 

Children who cannot walk out of the building on their own will be evacuated as planned in consultation with 
a fire safety professional: 

 Method used for infant and toddlers:
Infant and toddlers will be placed in castered cribs or a bye-bye buggy and rolled to the proper safe
zone outside the building.

25.9 SEARCH PROCEDURE FOR MISSING CHILD 

Upon admission, each child will have his/her picture taken for the purpose of identification. These pictures 
will be kept in the child’s file and will be available when needed. Pictures will be updated periodically.  
Physical description will be listed on the files as well.   
In the event that a child is missing, the person discovering this will immediately report it to the Director, or 
person in charge. That person in charge will take the responsibility of initiating the search procedures.   



1. The Director will assign teams of not less than two employees to search both inside and
immediate outside of the building.  This search should start at the last known location of the
child and continue out in a widening circular fashion up to, but not beyond the wood line and
main road (County House Road.) The Director in charge will distribute to all search teams a
Shady Lane search sheet.  The sheets must be filled out completely and returned with
signature to the Director.

2. If nothing is found after one half hour of searching, the Director will notify the local Police (911)
and then the parents or guardian of the child.  Once on the scene emergency response will
oversee the search and rescue.

25.10 ALTERNATE SAFE LOCATION 

Should the administration of Shady Lane Child Development Center or any emergency services personnel 
determine the building which houses the child care agency to be to dangerous to be occupied, the staff and 
children will be taken to the “Old Shady Lane Building” across the parking lot.  Once the children are 
assembled here, the staff will begin contacting parents or emergency contact persons for pick up.  As 
stated before, children must be picked up within 45 minutes of the telephone call.     

25.11 INCIDENT/ACCIDENT REPORTS 

Should your child be involved in an incident/accident during the course of the school day, a staff member 
will complete an Incident/Accident Report.  The Incident/Accident Report will be attached to the child’s daily 
report.  Anytime there is an accident/injury sustained from the “shoulders up” a phone call will be placed to 
the parent/guardian notifying them of the incident.   

Parents or persons designated to act “in loco parentis” are required to sign any incident/accident reports 
from the day at pick-up.  The classroom teacher will be able to briefly discuss the matter with you at pick-
up.  However, should you feel it necessary to have an in depth discussion or meeting, it is most appropriate 
to schedule the meeting for a later date because the teacher is responsible for supervising the remaining 
children in the classroom.  A telephone conference may be scheduled for later in the day or for the next day 
at nap/rest time if the parent(s) is unable to meet at the center during the course of the day.   

Should a person other than the parent or one designated to act “in loco parentis” pick-up the child, a parent 
or person designated to act “in loco parentis” must sign the Incident/Accident Report and return a copy to 
the center director within 24 hours.  Failure to sign and return an Incident/Accident in this time period will 
result in your child’s exclusion from the program until such time as the Report is returned signed.  

25.12 FOODS 

All age groups: 

All food items must be labeled with your child’s name in a gallon zip lock bag.  Shady Lane Child 
Development Center does not permit children to share or exchange food items.   

Shady Lane Child Development Center will be providing breakfast and two snacks daily.  Parents 
are required to provide their child with lunch.   



For the safety of your child, parents are required to provide notification, in the form of a doctor’s note, of 
any allergies (food or otherwise), with instruction for treatment should a child have an allergic reaction.  
Please refer to the Health and Safety Policies contained herein for further information. 

Parents are required to provide written notification of any food/dietary restrictions. (i.e. lactose intolerance, 
vegetarian diets, wheat free/gluten free diets) 

Shady Lane Child Development Center never uses food as a punishment.  Children will never be denied 
participation in lunch or snack time for behavior reasons.   

Food can be used by teachers as a reward for good behavior and/or for classroom lessons.  Any food given 
as a reward (i.e. lollipops, candy) will be placed in the child’s cubby/school bag to be enjoyed at home.  

Infants: 

Children enrolled in the infant classroom must have all food items for consumption prepared, labeled, and 
dated each day the child is in attendance.  This includes formula/breast milk bottles, baby food, snacks, 
and juice bottles.  Be sure to prepare one more bottle than you think your child will consume in a day to 
assure that your child won’t run out. Prepared bottles must be stored in the designated refrigerator and will 
be warmed in a water bath prior to feeding. No bottles will be microwaved.  All bottles must be taken home 
by the parents each night to be washed. 

Parents must provide and label all utensils and bowls necessary for feedings.  Children will not be fed 
directly from baby food jars, nor will the staff use previously opened baby food.  Staff will mix baby cereal 
just prior to feedings.  All unused food remaining after a feeding will be discarded.  

Parents are required to complete a feeding schedule for their child on a weekly basis, or as the child’s 
feeding requirements change.  Staff will complete a daily chart for each child detailing for the parent what 
the child ate, when, and how much. 

Breastfeeding mothers are welcome to come to the center during the day to feed their child.  During 
COVID-19 breastfeeding mothers are still able to enter the facility to feed their child.  Appropriate, 
private feeding locations will be made available.  Please discuss your desire to come to the center 
to breastfeed your child with the Director and classroom teacher. 

When washing, feeding or holding infants and toddlers staff will protect themselves by wearing a 
large button-down, long-sleeved shirt or smock and by wearing long hair up off the collar. The shirt 
must be changed if there are secretions on it and staff shall wash their hands after changing.  Staff 
will also wash their neck, hands, and anywhere touched by a child’s secretions.  Staff shall change 
the child’s clothes if secretions are on the child’s clothes.  All contaminated clothes should be 
placed in a plastic bag or washed in a washing machine. Infants, toddlers and providers should 
have multiple changes of clothes on hand. 

Children eating solid foods: 

Shady Lane Child Development Center’s meal schedule is breakfast at approximately 8:00 a.m., a morning 
snack at approximately 10:00 a.m., lunch (parent provided) at approximately 12:00 noon and an afternoon 
snack at approximately 3:00 p.m.   



Shady Lane Child Development Center curriculum focuses on developing healthy, well-balanced eating 
habits.  Shady Lane Child Development Center will provide breakfast for the children served with milk.  
Therefore, parents are required to provide a full, healthy lunch for their children each day they are in 
attendance.  Lunches should include a sandwich (or main entrée item), snack(s) and a drink.  Shady Lane 
Child Development Center will provide water or milk for children who wish to have it with lunch.  Snack food 
items should be healthy, such as fruit, vegetables and the like.  Parents should limit junk foods to a 
minimum in their child’s lunch.  When preparing your child’s lunch please refer to the Peanut Free Policy 
that follows.  Parents should limit the number of choices offered in their child’s lunch, as children often 
become distracted by the choices.  Parents should provide enough food so that their child is satisfied, but 
not so much that food is wasted. 

All lunches should be packed in a clear gallon zip lock bag labeled with your child’s name.  This will 
be disinfected by staff upon your child’s arrival and kept in their cubby until lunch.  All foods that 
are “hot” will need to be warmed up and sent in a thermos.  Any cold items the parent must use an 
ice pack.  We prefer disposable items, however, if using anything that needs to be sent home, this 
will go in the XXL Ziploc bag that travels back and forth.     

Shady Lane Child Development Center will provide a morning and afternoon snack, in addition to breakfast 
for all children who can eat solid foods and for those drinking from a cup a drink of water or milk.  A list of 
the daily snacks and meals available to the children will be posted in the classroom on a monthly basis as 
well as sent home with the children at the beginning of the month 

25.13  PEANUT FREE CENTER 

Due to the extreme nature of allergic reactions to Peanuts and products containing peanuts in some 
children, Shady Lane Child Development Center prohibits peanuts and/or foods containing peanut products 
on Shady Lane Child Development Center property, and/or at Shady Lane Child Development Center 
sponsored events.  These peanut allergies can be so severe that exposure to peanuts can result in an 
anaphylactic reaction.  An allergic child can have a reaction from simply smelling peanuts on someone’s 
breath, or touching peanut oil residue left on a counter top, not only from consuming peanuts or peanut 
products.   

Parents are responsible for providing foods that are peanut and peanut product free for their child’s lunch 
and/or snack.  We have included for your reference a list of acceptable food items that are peanut and 
peanut product free.  However, this is only a partial listing of foods.  There are many acceptable food items 
that are peanut and peanut product free in stores.  The important thing to remember is to read the label of 
every food item you send to school with your child.  Many foods which we do not think of as containing 
peanuts, or peanut products have in fact been made in the same factories as peanut containing foods and 
are therefore considered to be contaminated.  When reading the label look at not only the ingredients listed, 
but for statements such as, “may contain traces of peanuts.”  For example, Plain Chocolate M & M’s have 
this statement on the label.   

Since Shady Lane Child Development Center is a peanut free environment, parents can purchase the 
items to make homemade snacks and make arrangements with the classroom teacher to make the snacks 
as part of a classroom lesson 

PEANUT FREE FOOD IDEAS 

Carrot Sticks Oreos 



Celery  Chips Ahoy (Large Cookies) 
Peppers Teddy Grahams 
Broccoli  Shortbread 
Applesauce  Rice Krispy Treats (Original Flavor) 
Grapes  Fruit by the Foot  
Oranges Fruit Gushers 
Apples  Nutri Grain Fruit Bars 
Bananas Full Size Ritz Crackers (Not Ritz Bits) 
Melon  Chicken Salad 
Raisins  Dried Fruit 
Plain or Fruity Cheerios Cashews 
Pistachios Yogurt 
Cheese  Lunch Meat 
Cream Cheese  Jelly (Not contaminated by peanut butter) 
Tuna Fish Egg Salad 
Pretzels  Potato Chips (Not Fried in Peanut Oil) 
Goldfish Crackers Graham Crackers 
Popcorn Jell-O 
Pizza  Popsicles   

This list is not inclusive and is only meant as a guide.  Please read the labels of all food brought to the 
center to be sure that it does not contain peanuts and/or peanut products. 

Peanuts are not from the NUT family.  They are a legume.  This is why cashews and pistachios (and other 
items in the NUT family) are permitted. 

25.14 FIREARMS AND WEAPONS 

At no time is any person permitted to carry any type of Firearm, Ammunitions and/or Weapon on agency 
property for any reason.  Violation of this policy will result in immediate dismissal from the program. 

25.15 PARKING LOT SAFETY, NO IDLING 

The safety and security of all children are of paramount importance to us.  We ask that you turn off your car 
while dropping-off or picking-up your child from Shady Lane Child Development Center.  Also, if you have 
older or younger children please bring them into the center with you; it is illegal to leave your children alone 
in the car unless being supervised by another adult in the vehicle.  

In an effort to eliminate traffic back-up in the circle in front of the center please do not double-park.  Double-
parking causes other parent’s who are trying to drop-off or pick-up to become blocked in, causing stressful 
situations when people are trying to get to work on time or home to meet other children.  We want to insure 
a constant continuous flow of traffic and avoid unsafe situations.  If you find that when you drop-off or pick-
up your child the circle is full – please park in the Shady Lane Complex parking lot located in front of the 
center and walk up to the building (this will save a great deal of time rather than waiting to park in the 
circle).   

Also, please resist the urge to speed or make any other traffic rule exceptions because you are running 
late.  Whipping your car around, using your cell phones, or getting your child to dash into the center or out 



to the car is the recipe for disaster in terms of child safety.  Watch for children on both sides of your cars 
when entering or leaving the parking areas of the center, children are known to dart into the street in their 
excitement to go to school or to go home for the night.   

Child safety should be the first and foremost consideration when determining how a child is dropped off and 
picked up from the center.  We thank you in advance for your cooperation in keeping our parking lot safe! 

Shady Lane Child Development Center 



POLICY: STAFF EMPLOYMENT BY CLIENT’S POLICY  POLICY NO.:      26 
****************************************************************************** 
The staff of Shady Lane Child Development Center is prohibited from being employed by any client (current 
or former).  Parents are prohibited from soliciting any staff member for the purpose of employment.  
Parents who employ Shady Lane Child Development Center staff will have their services terminated and 
any deposits will be forfeited.  Staff who become employed by current or former clients of Shady Lane Child 
Development Center will have their employment with Shady Lane Child Development Center terminated.  
Staff must execute an employment agreement accepting this restriction. 

Employment refers to any relationship outside of the agency’s services which involves an employee of 
Shady Lane Child Development Center to interact with current or former clients of Shady Lane Child 
Development Center.  Such relationships include but are not limited to, baby-sitting, house-sitting, mother’s 
helper, nanny services, and carpooling regardless of whether or not those services are voluntary or paid.   



Shady Lane Child Development Center 

POLICY: AGENCY CONTACT INFORMATION POLICY NO.:     27 
******************************************************************************************* 
Center Address:  

Phone Number: 
Fax Number:  

Website: 

Director: 
Email Address: 

256 County House Road 
Clarksboro NJ 08020 
856.224.8701 
856.224-8702 

www.gcianj.com 

Melissa Trexler 
mtrexler@gcianj.com 

Direct Line: 856-373-5553
Center
Operations Coordinator: Tina Barber 
Email Address: tbarber@gcianj.com 
Direct Line: 856-373-5554

** Shady Lane Child Development Center reserve the right to make any changes and amendments to any 
and all policies at any given time** 

http://www.gcianj.com/
mailto:cgeist@gcianj.com
mailto:tbarber@gcianj.com
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