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PHILOSOPHY AND PURPOSE 
 

The Child Development Program at Holy Trinity is a non-profit, interracial, 
interfaith center established for the care and education of young children.  We 
are committed to providing a healthy, happy and safe environment for each 
and every child in our care.  Each child is treated as a gifted and unique 
creation of God.  Using positive words and actions in an atmosphere of love, 
the Holy Trinity Child Development Program will strive to improve the quality 
of life for young children and their families.  By doing so, we hope to help 
children grow to be happy, confident, and loving adults. As a ministry of Holy 
Trinity Lutheran Church, our goal is to serve both the members of the 
congregation and the larger community. 
 
The educational philosophy of the Holy Trinity Child Development Program is 
based on meeting the developmental needs of young children of all cultures. 
Developmentally appropriate practice, grounded both in the research on child 
development and learning and in the knowledge base regarding educational 
effectiveness, promotes young children’s optimal learning and development 
with the focus of the emotional, social, cognitive, and physical needs of each 
child. 
 
The developmental program assumes that growth is a sequential and orderly 
process.  Children learn, grow, and develop best in an environment, which is 
planned by teachers, yet flexible with choices for children.  The educator’s 
responsibility in a developmental program is to assist the child in growing to 
his or her fullest potential by recognizing each stage of development and 
designing a curriculum that will nurture and facilitate optimal growth during 
each individual stage.  Within the developmental framework, providing 
opportunities for the child to make choices, experience successes, problem 
solve and be creative will lead to a positive self-image and a positive attitude 
toward education and school. 
 
The Holy Trinity Child Development teachers offer learning activities and 
experiences which encourage creative and intellectual expression, stimulate 
learning, and promote a warm, accepting, and flexible climate for children.  
Your child’s role is to be active, experimental, exploratory, and selective, with 
an expectation of success at all levels! 
 
Each classroom program has a daily routine which helps children feel secure.  
This structure also provides a framework or plan for activities with specific 
goals and objectives in mind.  However, it is not rigid and may change if the 
needs of the children are better met in another way.  The wide variety of 
activities vary in pace, some quiet, some active.  There are sequenced pre-
academics as in math or reading readiness, visual discrimination, and 
concept development.  Music, physical movement, and art are also essential 
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at every age level.  While teaching styles vary from classroom to classroom, 
all teachers use a positive approach while teaching, caring, educating, and 
guiding.  Our goal is for children to feel successful about themselves and their 
experiences. 
 
Early in the year teachers assess each child’s skills and then plan programs 
that meet social, emotional, physical, intellectual, and creative needs.  
Records are kept on each child’s progress, and this progress is reported to 
parents in the fall and spring semesters.  Holy Trinity teachers work hard to 
provide a high-quality program for children.  Through organization, planning 
and creative use of a wide range of materials, the teachers provide 
stimulating, developmentally appropriate activities for each child.  They 
provide a warm, loving, secure emotional environment by incorporating 
patience, a sense of fun and generous use of positive words and gestures.  
The results for your child will be a balance of learning, love, security, freedom, 
independence, consideration of others, and a feeling of self worth. 
 
The management philosophy is one of commitment to personal and 
professional growth of all employees.  Each staff member is an integral part of 
the team.  Part of the overall mission of management is to continue to 
improve the climate for employees, reward initiative and encourage 
interpersonal growth within and among employees.  This emphasis on growth 
is designed to maintain a highly motivated and professional staff. 
 
The Holy Trinity Child Development Program will build and maintain a 
reputation of high-quality childcare and education based on recommendations 
by the National Association for the Education of Young Children.  Consistent 
effort will be made to surpass those recommendations.  The center will 
cooperate with and support other professional organizations within the 
community in a common goal to foster positive family relations and human 
development. 

 
 
 

 

PROGRAM GOALS 
 

The Holy Trinity Child Development Program curriculum encourages children 
to be actively involved in the learning process, to experience a variety of 
developmentally appropriate activities and materials, and to pursue their own 
interests in the context of life in the community and the world. 
 
The activities planned each day reflect the knowledge that young children 
learn through active manipulation of the environment and concrete 
experiences, which contribute to concept development. 
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Our staff provides a variety of developmentally appropriate activities and 
materials that are selected to emphasize concrete experiential learning and to 
achieve the following goals: 

• Help each child identify him/herself positively as an individual 

• To provide a safe and healthy environment for children.  Parents 
provide nutritious snacks.  Good health habits are taught and the 
center is maintained in accordance with Ohio Department of Job 
and Family Services licensing regulations.  

• To provide a positive, emotionally secure learning environment for 
children.  Teachers incorporate patience, love, respect, and a wide 
variety of positive guidance teaching techniques into their 
programs.  This helps children learn to cooperate, care about 
others, and feel good about themselves. 

• To provide a high quality developmentally appropriate program for 
young children.  Each program is planned to promote the physical, 
social, emotional, intellectual, and creative well being of the 
children.  We focus on the whole child. 

• To provide a daily curriculum that encourages and supports active 
and involved children who explore, experiment, observe, talk, 
absorb, relate, and process a wide variety of developmentally 
appropriate materials and activities. 

• Allow each child to make decisions he/she is capable of making 

• Develop social skills within each child, i.e., cooperation, sharing, 
turn-taking, the ability to enter play with others, value of friendships 

• Promote the optimal development of thinking skills appropriate to 
each child’s developmental level; encourage children to think, 
reason, question, and experiment; provide opportunities for each 
child to discover all possibilities 

• Encourage language development and an understanding of 
important concepts; Children will be surrounded by opportunities to 
experience and acquire pre-writing skills.  Developmental readiness 
will be carefully assessed and the child’s ability to succeed will 
always be considered. 

• Encourage creative expression and appreciation for the arts; 
encourage child to freely change and modify presented material 
using his/her own options and imaginations 

• Respect cultural diversity of staff and children 

• Heighten each child’s sense of fun; instill in each child a sense of 
wonder, humor, compassion, and optimism about life and living 

 
Holy Trinity Child Development Programs will strive to hire and train well-qualified 
dedicated teachers who understand and care about the needs of young children. 
 
We will encourage family involvement in the program in as many ways as 
possible.  Family input and active family involvement in classroom and center 
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activities helps us build an even better program to meet each child and family’s 
needs. 
 
We will systematically assess all aspects of the program so that we can 
effectively meet our goals for children, families, and staff. 
 
We will base our program on the NAEYC Code of Ethical Conduct.  The ideals 
and principles in this code present a shared conception of our professional 
responsibilities to children, to families, to colleagues, to our community and to 
society. A copy of the code can be found in the director’s office. 
 
 

 
PROGRAM CURRICULUM 

 
Holy Trinity Child Development Program utilizes The Creative Curriculum® as the 

framework around which classrooms are planned to meet each child’s social, 
emotional, physical, and cognitive needs. The “Creative Curriculum” implements 
developmentally appropriate practice into the classrooms.  Put simply, 
developmentally appropriate practice means teaching in ways that match the way 
children develop and learn. Within this developmental framework, activities will 
be planned to provide opportunities for the child to make choices, achieve 
successes, problem solve and be creative.  This will enhance positive self-image 
and foster a positive attitude toward education. Classroom lesson plans are 
aligned with the State of Ohio Department of Education’s Infant Toddler 
Guidelines, Ohio's Early Learning and Development Standards, and K-12 
Standards. Achieving success for all children depends mainly on providing a 
challenging, interesting developmentally appropriate curriculum. 
 

A. Curriculum should provide for all areas of a child’s development:  physical, 
social, emotional, and cognitive.   

B. Curriculum should build upon what children already know and are able to 
do (activating prior knowledge) to consolidate their learning and to foster 
their acquisition of new concepts and skills. 

C. Curriculum provides teachers the framework to create daily lesson plans 
that enhance the child’s opportunities to make meaningful connections 
and opportunities for rich conceptual development. 

D. Children participate in learning by playing, exploring, experimenting, 
performing, and pretending, problem solving, collecting, and analyzing 
data.   

E. Goals are realistic and attainable. Concrete learning through 
experimentation and manipulation of the environment leads to the ability to 
process abstract information.  

F. Provide opportunities for children to make meaningful choices.   
G. Promote development of knowledge and understanding to use and apply 

as skills to go on learning. 
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H. Promote creativity through process-oriented activities rather than product 
oriented work.  Providing children the opportunity to experience the 
process of creating something that was not there before will be 
encouraged.  Open-ended manipulation of the environment will foster 
individuality and imagination. 

I. Provide opportunities to support children’s home culture and opportunities 
for children to participate and share their diversity. 

 
 
 

 
GENERAL INFORMATION ABOUT HOLY TRINITY CHILD 

DEVELOPMENT PROGRAMS 
 

Holy Trinity Lutheran Church is an Equal Opportunity Employer. 
 

 
  Step Up To Quality – Ohio's Quality Rating System 
Holy Trinity Child Development Program is currently rated at a Five-star level in 
the Ohio Step Up to Quality rating system. Five-star is the highest-level award in 
the state accreditation system.  
 
What is Step Up to Quality? 

The Ohio Departments of Education and Job and Family Services has 

implemented the revised 5–Star Quality Rating and Improvement System 
(QRIS). Step Up to Quality (SUTQ) is Ohio's quality rating and improvement 

system for licensed learning and development programs. SUTQ recognizes 
learning and development programs that exceed licensing health and safety 
standards. Please visit www.earlychildhood.org for details of the program.  
 
 

NON-DISCRIMINATION STATEMENT REGARDING CHILDREN 
 
Holy Trinity Child Development Programs admits children of any race, color, 
religion, national origin, sex, and qualified children with disabilities to all rights, 
privileges, programs, and activities of the Center and does not discriminate 
based on any of these factors in administration of its educational policies.   

 
 

NON-SEXIST POLICY 
 
The Holy Trinity staff supports the elimination of sex role stereotyping in all 
Center activities. 
 
 

http://www.earlychildhood.org/
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PARKING FOR ARRIVAL AND DEPARTURE 
 

      Please do not use spaces specifically marked as handicap accessible.  
Holy Trinity has modified its parking area so that families with young children 

may use parking spots with safer access to the building.   
-Pull forward into one of the safe parking spots. 
-Encourage your child(ren) always towards the front of the car. 
-Walk within the walkways. 
-When exiting the building, please hold your child’s hand until everyone is 

safely in your car. 
-Only adults are to open doors at Holy Trinity. Please help children remember 

this rule. 
-Reverse slowly out of the parking space.  Never drive forward over the 

walkway. 
Always use caution when driving through the parking lot.  Use caution when 
pulling in and out of spaces.  Please keep everyone safe by driving slowly 
and carefully. 
 
Do not leave a child in your vehicle unattended.   Though it may only be for a 
moment, we, as childcare professionals, are required by law to report incidents of 
suspected neglect/abuse 
 
Only adults are to open doors at Holy Trinity. Please help children remember 
this rule. 
 

 COMMUNICATION WITH THE CENTER 
Child Development Telephone 614-486-2895 Church Office 614-486-9433 
e-mail:  nancy.vanfossen@engagedbygrace.org  
Web site: www.engagedbygrace.org  
The Child Development office phones are covered Monday through Friday 
8:30am to 2:30pm. Please notify the office if your child is unable to attend 
classes either by phone or e-mail.  
If your child is sick, please describe the illness; this helps to keep us aware of 
current health problems.  Please see Policy Regarding Management of 
Communicable Diseases and Recognizing Signs of Illness for a guide on when to 
keep your child home from school. 

 
NUMBER AND AGES OF CHILDREN SERVED 

Holy Trinity Child Development Programs can serve children ranging in age from 
2 ½ through 12 years old.  We are licensed for 110 2 ½ through preschool age 
children and 55 school age children.   
 

Classrooms – Age Requirements 
There are a variety of programs available at Holy Trinity Child Development.  
Classroom placement is made according to age on September 30th.  This aligns 
us with the Upper Arlington school age entrance schedule.    

mailto:nancy.vanfossen@engagedbygrace.org
http://www.engagedbygrace.org/
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Holy Trinity teacher: child ratios are included below.  In many programs, our 
ratios are better than those required by NAEYC. 

Room:   Minimum age on September 30th   Ratio 
Regular Classrooms: 

Zebra   2 by March 3rd (2 ½ by September 1st)    1:6 
Panda   3 by September 1st (3-year-olds)     1:8 
Tiger   4 by September 1st (4-year-olds/Pre-K)    1:10 
Lion       5 by December 31st (4 and 5-year-olds/Pre-K)   1:10 
K-Club    enrolled in Kindergarten                1:15 

 

           Extended programs when available: 
Lunch Bunch            3 – 6-year-olds      1:8 
Afternoon Adventure 4-5 year-olds (Tiger and Lion only)         1:10 
School Age                                                                                                     1:15  
   
Children enrolled in the Zebra classroom are not eligible to attend extended 
programs.                           
  
 

 

STAFF: CHILD RATIOS AND MAXIMUM GROUP SIZE 
 

The State of Ohio requires the following: 
 1: 8      2½ year-olds 
1:12      3-year-olds 
1:14      4 – 5-year-olds 
1:18      Kindergarteners 
  
        Holy Trinity Child Development Program ratios are: 

 

Classroom Age Ratio Maximum 
group size 

Zebra 2 1/2-year-old 1:6 12 

Panda 3-year-old 1:8 16 

Tiger 4-year-old 1:10 18 

Lion 4-5-year-old 1:10 20 

AM K Club School age 1:15 14 

PM K Club School age 1:15 30 

Kids Club School age 1:15 12 
 
 

. 
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HOURS AND DAYS OF OPERATION/OPENING AND CLOSING TIMES 
Monday through Friday 8:00am-5:30pm 

Holy Trinity Child Development Programs are part-day programs.  The Center 
opens at 8:00am and closes at 5:30pm, Monday through Friday. A calendar is 
available to families each year.  Please check the calendar for holidays, optional 
care days (K-Club) and scheduled closings. 
   Classroom hours are as follows: 
Zebra 9:00 am – 11:15 am 
Panda 9:00 am –11:30 am   
Tiger 9:00 am –11:30  
Lion 9:00 am – 11:30 am 
AM K-Club 8:15 am – 12:05 pm 
PM K-Club 11:05 am – 5:30 pm 
Kids Club 2:50 pm – 5:30 pm 
Lunch Bunch 11:30 am – 12:30 pm 
Afternoon Adventure 11:30 am – 1:30 pm 
 
Please respect these hours.  Teachers use the time immediately before and after 
class for important classroom preparation.  It is very important that your children 
are picked up on time.  Please be aware of what time your child’s classroom is 
finished.  A late fee of $5.00 per child will be assessed in 5-minute increments for 
children being picked up more than 5 minutes past departure time.    Please call 
the school if you are going to be late, so we can assure your child that you are on 
the way.  Children must be accompanied by a parent/guardian directly to their 
classroom and cannot be dropped off outside the building.  

  
The K-Club operates following the Upper Arlington School district calendar.  The 
preschool operates from August through May, and follows the Upper Arlington 
School district calendar as well.  If Upper Arlington Schools are closed, then Holy 
Trinity Child Development Programs are not in session. The center is closed for 
extended breaks Christmas through New Years and Spring Break.  We will be 
closed as well during National and State holidays such as Memorial Day, Martin 
Luther King Jr. Day, etc. 
Please follow your yearly calendar, as specific dates of operation will be noted. 

 
 

EMERGENCY CLOSING POLICIES AND PROCEDURES 
Holy Trinity Child Development follows the Upper Arlington School closing 
schedule.  If Upper Arlington Schools are closed for inclement weather, then Holy  
Trinity Child Development Programs are closed as well. 
In the event of a two-hour delay in the UA school system start time due to 
inclement weather, HTCDP preschool and K Club are delayed as well and will 
open at 10:00am. 
In the event there is an emergency affecting only Holy Trinity Child Development 
Programs (no heat, water, etc.) the center will be closed. In this emergency 
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situation, families will be contacted by phone by the center to advise them of the 
closing.  
Because Holy Trinity incurs salary and other fixed costs even when not in 
session, we cannot refund fees for the rare days we must be closed. 
      

     STAFF 

Most teachers/staff hold higher education degrees earned from nationally 
accredited universities and colleges. Early childhood education degrees or 
related areas are preferred, as well as several years of experience working with 
groups of children when hiring new staff. 
All teachers/staff have been trained, and maintain certification in First Aid, CPR, 
Recognizing Signs of Communicable Diseases and Recognizing Signs of Abuse 
and Neglect in Children.  Teachers are required to obtain a minimum of 15 hours 
of continuing education/specialized training each year or the standard set by 
Step Up to Quality.  
All staff have been trained to treat children with warmth and personal respect, to 
provide positive support and to be responsive to the needs of individual children.   
 
 
 
 
 
 
 
 

SAMPLE CLASSROOM SCHEDULES 
 

 
A typical K-Club day would include:  
 
 SAMPLE DAILY SCHEDULE –AM K-CLUB  
 

     8:15   Arrival  
     8:30   Gathering & Story time 
     8:45   Lesson Planned Activities/Classroom Centers Open 
     9:50   Outdoor/Large Muscle Time 
   10:10   Snack 
   10:30   Lesson Planned Activities/Classroom Centers Open 
   11:10   Clean Up 
   11:20   Lunch/Library 
   11:45   Pack up and walk to Barrington 

 
 
 
  
 



 10 

 
 

SAMPLE DAILY SCHEDULE –PM K-CLUB 
  
11:05    Pick-up and walk from Barrington 
11:30    Outdoor/Large Muscle Time 
12:00    Gathering & Story Time 
12:20    Lunch/Library 
  1:30    Classroom Centers Open 

   1:45    Free Choice: Lesson Planned Activities 
   3:00    Clean Up/Early Dismissal 
   3:30    Snack  
   3:45    Rest 
   4:15   Outdoor/Large Muscle Time and Classroom Centers Open   
   5:30    Dismissal 

 
 

K-Club children and any child who is at the center more than 41/2 hours per day 
will participate in rest time every day. Each child will have his/her own mat to use. 
Mats will be provided by Holy Trinity Child Development Program.  
Mats are cleaned and sanitized at the end of each week. During rest time 
children may read books or have a quiet activity on their mat. For example, 
children are provided with journals and writing utensils that they may use during 
this time. Quiet music is usually played. Children are encouraged to quietly rest 
their bodies. 
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SAMPLE DAILY SCHEDULE-PRESCHOOL 
 

Please note that times are approximate.  The children’s daily schedule is 
flexible enough to provide adaptability when necessary but structured 
enough to provide predictability for the children.  We want them to view 
their school as a safe and comforting place, where they know what to 
expect and when to expect it.  A typical preschooler’s day would include: 

  
 9:00 a.m. Children arrive and are greeted by teachers.  Children wash 

their hands upon entering classroom. Parents assist children 
with their personal belongings.  

9:10 a.m. Gathering time – brief sharing time about events, which have 
taken place since last session. Discussion of the day and 
opportunities available in the classroom.  Children decide 
what they will do today during free choice. 9:30 a.m. Free 
Choice – Active work and play at the interest centers.  
Teachers are close at hand, free to interact with the children, 
to answer questions, stretch their thoughts by asking “what 
would happen if we…” or “I wonder why?”…  Throughout 
active work and playtime; children are encouraged to have 
“great ideas” and to put them into action.  Relationships 
between materials and actions on those materials are 
explored with the children through conversation.  Interest 
areas include: 
▪ Creative Art and Easel 
▪ Dramatic Play 
▪ Constructive/Block Play 
▪ Manipulative Area 
▪ Reading Center/Quiet area 
▪ Writing Center 
▪ Sensory Area 
▪ Math/Science Exploration 
 

10:10 a.m. “5 minutes until clean up” transition.  Children are reminded 
to finish up their projects. 

10:20 a.m. Clean-up time – Children put all materials away in their 
proper places; children are reminded to wash their hands 

10:35 a.m. Snack Time 
10:50 a.m. Circle Time – Music, language and concept development, 

story reading and story writing 
11:00 a.m. Outdoor/Large Muscle Play – running, climbing, pedaling, 

sliding, jumping, sand or water play, etc 
11:30 a.m. Departure – Parents or other authorized adults pick up their 

children. 
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OUTDOOR SCHEDULE 
 
The NAEYC policy statement on Developmentally Appropriate Practice states 
that outdoor experiences should be provided for all young children.  Outdoor time 
is an integral part of the curriculum for physical development and as an extension 
of classroom learning.  
 
All children will go outdoors daily for at least 15 minutes.  This time may be spent 
on the playground or on a walk.  Children not well enough to go outdoors are not 
well enough to be in school.   Please be sure your child is dressed appropriately.  
During cold weather, children should come to school with coats, hats, 
glove/mittens, scarves, and boots.   Sometimes the playground will be wet from 
rain, snow, and dew.  Please make sure that children have appropriate shoes for 
these occasions and a change of clothes in the classrooms. Outdoor play will be 
fully enjoyed on snowy days. 
Circumstances that might preclude outdoor play are: 
1. Wind chill factor below 25F at the time children go outdoors. 
2. Steady rain or downpour.  
3. During a severe weather watch or warning. 
On days when circumstances do preclude going outdoors, opportunities for large 
motor activities will be offered. 

 

 
OUTDOOR PLAY GOALS/PROCEDURES AND POLICIES 

 
Licensing requirements:  Unless extreme weather conditions prevail, children 
should have a daily period of outdoor play under the supervision of an adult.  
Children spending more than four consecutive hours at the center shall play 
outdoors for at least one hour daily.  At Holy Trinity, each class is scheduled for 
daily outdoor or large muscle play. 
 
Goals and Objectives of Outdoor Play: 
 

a) To help the children develop physical skills and good judgment 
regarding climbing, running, jumping, balancing, hanging and sliding 

b) To stimulate social play, pretend behaviors, physical coordination, 
exploration, and knowledge 

c) To provide a safe, nurturing environment where adults attend to the 
children’s health and safety and their physical and emotional needs 

d) To develop relationships and foster interactions between adults and 
individual children that is not always possible indoors while working 
with groups of children 

e) To plan physical activities that help develop cooperative play and the 
development of gross motor skills, such as ball play, jump rope or 
other games that enhance development. 
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f) Occasionally vary the outdoor setting by moving typical indoor 
activities to the outside, adding objects to the environment such as 
bubbles or brushes, or eating outside, or moving specific climbers 
outside, etc. 

 
Procedures or routines:  Holy Trinity Playground 

a) Each classroom has an outdoor schedule for the morning and the 
afternoon.  Each classroom should adhere to the schedule so that one 
class does not infringe upon the other. 

b) Both teachers must be outside with the classroom during outdoor 
periods 

c) Teacher child ratios must be maintained at all times 
 
 
Safety Rules and Policies for Children 

The playground and outside play is an extension of the learning 
environment of the classroom. Developmentally appropriate rules that are 
established in the classroom are therefore extended to the playground. 

 
a) Children should only be allowed to climb if there is nothing in their 

hands.  They need both hands free for climbing. 
b) Children can only go down slides and only feet first, either on their 

stomach or backside 
c) Older children may jump off some climbers.  Children should be made 

aware of the possibility of injuring another child should he/she land on 
someone else. 

d) Sand should stay in the sand boxes.  Sand in eyes should be gently 
flushed out with water. 

e) Picnic benches are for sitting only.  Feet on the tables or benches 
should be discouraged. 

f) Children should not be lifted onto a climber.  If a child cannot get up by 
him/herself, then the child is too young for the climber 

 

 
TUITION/FEES AND PAYMENT POLICIES 

 

Tuition:  Tuition is based on the actual cost of operating the school.  Tuition is 
due the 1st day of each month and is late if not received by 5:30 p.m. on the 10th 
day of the month.  Please make checks payable to Holy Trinity Child 
Development Program or HTCDP and deposit them in the mailbox located 
outside the Director’s office.  Credit card payments may also be made online 
through HTCDP’s Tuition Express account. Access information to online 
accounts is given at enrollment.  Tuition can be paid yearly, bi-yearly, or monthly.  
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TUITION/FEES AND PAYMENT POLICIES 
 

Preschool Tuition 
2 days/ week = $170.00/month 

3 days/ week = $220.00/month  

4 days/ week = $270.00/month 

5 days/ week = $295.00/month 

 
PM K-Club Program Tuition 

$50.00/day 2-4 Days a week 

$45.00/day 5 Days a week 

Minimum enrollment: 2 days per week  
 
PM K-Club (3:00 dismissal) Program Tuition 

  $35.00/day 2-4 Days a week 
$30.00/day 5 Days a week 

Minimum enrollment: 2 days per week 

 
                      AM K-Club Program Tuition 

  $35.00/day 2-4 Days a week 
$30.00/day 5 Days a week 

Minimum enrollment: 2 days per week 

 

Kids Club: School Age 

$25.00/day 

 

Lunch Bunch Tuition 

$10.00/ day 

 
Afternoon Adventure  

$20.00/day 

 

Summer Fun: School Age 

$50.00 per day. 

 
 
Delinquent Accounts/Returned checks:  Tuition not received by 5:30 p.m. on 
the 10th day of the month will be assed a $25.00 late fee, unless prior 
arrangements have been made with the director.   
 
Returned checks will be assessed a $30.00 fee.  Late fees will be assessed on 
returned checks until it is paid in full.  If continual checks are returned, you will be 
asked to pay by cash or money order. 
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If tuition has not been received for two consecutive months, a written notice of 
suspension will be issued to the parents concerning this matter.  The child will 
not be allowed to attend class until full payment has been made. 
 

Registration Fee:  A $50.00 ($45.00 HTL members) non-refundable registration 
fee is due each year when registering your child for the following school year, 
with a maximum of $75.00 per family. The non-refundable Summer School Age 
Program Registration Fee is $25.00.  
 
Deposit:  A non-refundable deposit is due each year for the upcoming school 
year.  For preschool families, this fee is equal to the cost of May tuition and will 
transfer to reflect a May payment of tuition.  For K-Club families, this fee is equal 
to the cost of the tuition of the final month of school and will transfer to reflect a 
payment of that final month’s tuition. 
 
Late Pick-up Charges:  If a parent realizes that circumstances beyond their 
control are going to delay pick-up, a phone call to the center is requested.  This is 
important as many children fear they have been forgotten when parents do not 
arrive at their usual time.  A late pick-up fee of $5.00 per 5-minute increment will 
be assessed beginning 5 minutes after dismissal time. 
 
Withdrawal Fees:  Parents wishing to withdraw their child(ren) may do so.  This 
must be done in writing two weeks in advance, or you may pay two weeks of 
your child’s tuition if withdrawal is immediate.  
 
AM AND PM K Club: Parents may choose from 2 days per week to full time 
enrollment in the K Club program.  Days of attendance will be specified in writing 
and due with the initial enrollment paperwork.  A two-week notice is required to 
change the scheduled attendance days of a child.  Additional days may be added 
based on the availability of space for that particular day.  Days will not be 
exchanged or made up if a child is not in attendance on the scheduled day.  
Optional days throughout the year are offered when the Upper Arlington schools 
do not provide morning or afternoon kindergarten classes.  Optional Day hours 
are 8:00am to 5:30pm. Cost for an optional day is $50.00. Sign up for optional 
days will occur at K Club orientation night and as the days occur. Optional days 
may be cancelled by Holy Trinity Child Development with minimal enrollment. 
 
Inclement Weather:  On rare occasions, it may be necessary to close the center 
due to poor weather conditions.  We will make every effort to open our doors at 
the normal time.   If circumstances should arise, watch the local television station 
for closing information or listen to the local radio station. We follow the Upper 
Arlington School District. When Upper Arlington Schools are closed, Holy Trinity 
Child Development is closed.  On these occasions, regular payment is expected. 
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Delayed Enrollment: If a child is enrolled in a classroom but unable to begin at 
the start of the school year, based on age, toilet training requirements, or other 
reasons that may require a delayed start to the school year, the deposit and 
ongoing tuition is required from the beginning of the school year to hold the spot 
in that classroom. 
 
 

 
 

ENROLLMENT AND FINANCIAL ARRANGEMENTS 
 

Enrollment is open to any child between the ages of 2 ½ and 6 years old, 
provided the center can meet the needs of that child.  Summer school age 
program serves children ages 5-12. In accordance with the law, the center does 
not discriminate in the enrollment of children upon the basis or race, color, 
religion, sex, or national origin. 
Our license requires that children no longer require the use of diapers. Children 
who require the use of pull-ups to aid in the final stages of potty training may do 
so.  (Please see the Policies and Procedures section on Potty-training.)  Children 
must be 30 months by September 1st to be eligible for the 2-½ year old 
classroom.   
 
To enroll your child, please return a completed all purpose registration form and 
a $50.00 non-refundable registration fee ($45.00 for HTL members).  All health, 
immunization, personal data, enrollment, fees, etc. will need to be on file before 
your child can attend Holy Trinity Child Development Program.  Children may 
not participate in the classroom until all necessary forms are on file. 
 
The tuition, based on the actual cost of operating the school for the year, is 
payable in advance for the month and is due by close on the first day of the 
month.  (See tuition schedule sheet for current rates.)  Make checks payable to 
“Holy Trinity Child Development Program” and deposit in the mailbox located just 
outside the director’s office. Tuition received after the 10th day of the month will 
be assessed a $25.00 late fee, unless prior arrangements have been made 
directly with the director.  There is also a $30.00 charge for any check returned 
for insufficient funds.  Late fees will be assessed on all returned checks.  If tuition 
is not received for two consecutive months, a written notice of suspension will be 
issued to the parents concerning this matter.   
The child will not be allowed to attend class until full payment and all fees have 
been made.   

 
WITHDRAWAL POLICY 

 
Withdrawal requests from Holy Trinity Child Development Program must be 
made in writing.  Two weeks prior notice or two-week tuition is payable upon your 
child’s withdrawal from the program. 
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Forced Withdrawal:  We reserve the right to ask you to withdraw your child from 
the program if: 
1.  Payment is consistently received past the due date. 
2. The child is frequently picked-up more that 15 minutes past departure time. 
3. The child and/or family is not able to resolve problems or receive the 
appropriate services through practice and procedure as outlined in the parent 
handbook. 
 
 

EXTENDED ILLNESSES 
Tuition is expected to be paid even when your child is ill.  Days missed due to 
illness, vacations, etc., may not be made up or refunded.   

 
CHILD ABSENCES 

Parents are asked to contact and advise the center if your child will not be 
attending school that day. Please use classroom email addresses for this 
purpose and/or call the office at 614 486-2895. 
 

                                 DISPUTES 
Sometimes, concerns arise between parents and teachers. If this is the case, a 
meeting of parents, teachers and the director should be scheduled as early as 
possible.  At that time, a plan of action will be discussed and implemented, with 
weekly, written communication between all parties involved.  A second meeting 
may be scheduled to review the situation.  Open lines of communication are 
always crucial when solving problems.   
 
Sometimes a situation arises during the school year that requires the center to 
consider having a child change classes or terminate enrollment during the year.  
This option is only considered when it is in the best interest of a child.  These 
requests can come from parents or teachers. The change will depend on class 
availability, close observation of the child and lengthy discussions with parents, 
all teachers involved and the director. 
 

PARENT DIRECTORY 
 

A classroom and center directory of children/parent’s names, addresses, phone 
numbers and email addresses is made available to families in the fall of each 
year. This directory will not include the name and number of any parent who 
requests that this information not be released. Please specify your consent/denial 
on the pink “child enrollment form” included in all enrollment paperwork.  
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PARENT INPUT AND PARTICIPATION 
 

Parents are encouraged to participate whenever possible in the activities at the 
center.  Parents and guardians are welcome and encouraged to visit 
anytime. Feel free to visit when class is in session to contact your child(ren), 
evaluate the program, the premises and/or the care provided or to volunteer time 
in the classroom.  Parents have unlimited access to all areas of the building used 
for childcare during center hours of operation. Advance notice is not necessary, 
but please advise the director of your arrival.   Parents may wish to attend 
fieldtrips, class parties, and special celebration days or simply stop in to join the 
daily fun.  Your child will enjoy sharing his/her classroom activities with you and 
you will gain insight into the learning that takes place at the center.  Teachers are 
available to discuss a child’s progress or needs at any time.  However, due to 
staff responsibilities when children are in the room, parents are asked to 
schedule time with staff, outside of class time when it is necessary to engage in 
any lengthy conversation.  Teachers want to focus on you and your child at these 
scheduled times and must focus on the needs of all children during class time.  
 
If parents have any concerns or questions at any time it is recommended that the 
following chain of command be used until an answer or solution is found. 
 1. Your child’s teachers 
 2. Center Director 
 3. HTCDP Advisory Board  
 
Please feel free to bring concerns up when they occur.  Often, they can be 
addressed when they are little problems, before they grow into bigger problems.  
Staff fully realize that you trust us with your little ones and we want our 
relationship to be positive. 
 
Parent – Teacher Conferences will be held twice each year to discuss the results 
of the formal and informal assessments of your child and his/her progress 
relating to development; the child’s behavior; social and physical needs and any 
other pertinent matters.  These conferences are important and will be scheduled 
at a time that is convenient for you. Conferences are not routinely scheduled for 
K Club participants, but are available upon request.  
 
Special events for the preschool will take place during the year such as the 
annual center picnic in the spring, Mom’s and Muffins, Dad’s and Donuts, Hat 
Day, Pajama Day, and others.  Follow your center calendar, classroom calendar 
and newsletter and check the parent bulletin board just outside your child’s 
classroom door for details of upcoming events. 
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Custody Agreement Procedures: 
Any custodial parent or guardian of a child enrolled in a child-care center shall be 
permitted unlimited access to the center during hours of operation for the 
purposes of contacting their child(ren) or evaluating the care or the premises. A 
parent of a child enrolled at the center who is not the child's residential parent 
shall be permitted unlimited access to the center and be afforded the same rights 
as the residential parent unless there is court documentation limiting access and 
conditions of the nonresidential parent. Upon entering the center, the parent or 
guardian shall notify the administrator or designee of their presence. 
 
 
 
 
 
 

SNACKS 
 

Preschool parents are asked to donate snacks a week at a time. The center will 
furnish a snack suggestion list to help you plan nutritional snacks.  Each 
classroom will post the snack schedule.   Please be sure that your child’s teacher 
is aware of any food allergies your child may have so that we can post that 
information near the snack preparation area. A medical/physical care plan must 
be on file to allow staff to take appropriate action for treatment if your child does 
have an allergy or health condition. Any child attending the center for more than 
41/2 hours per day will be provided a snack that included two foods from at least 
two food groups. 
 

HOLY TRINITY CHILD DEVELOPMENT PROGRAMS HAS A 
NO-PEANUT POLICY. 

PLEASE DO NOT BRING ITEMS THAT CONTAIN PEANUTS. 
Snacks are provided by the center for K Club and all “Fun Day” preschool 
programs.  At least one serving from at least two food groups will be offered. 
Milk and water are routinely offered at all lunch programs. 

Nutritional Information for Parent Provided Meals: 

Please make sure that you pack all the food groups in your child’s meal.  
A meal shall meet one-third of the recommended daily dietary allowances 
as most recently specified by the United States Department of Agriculture 
(USDA) child and adult care food program child-care component as 
identified in 7 CFR 226.20 (Sept. 1, 2004). This includes at a minimum, 
one serving of fluid milk, one serving of meat or meat alternative, two 
servings of vegetables and/or fruits (one serving of each is 
recommended) and one serving of bread or grains. Holy Trinity CDP 
offers milk and water to drink at all lunch programs.  
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There are microwaves in the classroom, which allows heating lunches for 
children.  And again, we are a peanut free center. 
 

SNACK/MEALTIME ROUTINES AND GUIDELINES 

(Routines and guidelines as found in the staff and training handbooks) 
 
1.  Each adult should wash her/his hands before snacks and meals.  Help 
children with hand washing.  Teach children to use plenty of liquid soap and 
water and to use friction when rubbing hands together.  Paper towels are used to 
dry hands. 
2.  All adults in the classroom should sit down at a table and eat with the children.  
Optimally, there should be one adult at each table.  Socialization should be 
encouraged. 
3.  Children should be encouraged to serve themselves.  Children should pour 
their own drinks. 
4. Adults and children will sing a song, repeat a poem, or have a specific prayer 
before beginning eating. 
5.  Children are encouraged to taste what is served.  Adults should try to be a 
positive role model during snack and meals by tasting and conversing in a 
positive way.  Staff will eat what the children are eating not a different snack. 
6.  Adults should try to discourage negative talk about food or about people.  Talk 
positively in a pleasant, “indoor voice.”  Never yell across the room. 
7.  Children’s food should not be placed on bare tables. 
8.  If a child is misbehaving and appears disinterested in the meal, give 
reminders about appropriate behavior. Occasionally a choice about “eating or 
leaving” may be stated.  The classroom teacher will determine logical 
consequences for specific behaviors.  For instance, a lunch may be removed for 
30 seconds if a child is throwing or abusing food or the child may be moved to 
another place. 
9.  Children are encouraged to remain at the table until some of the children are 
finished or until the teacher excuses the children at a specific table. 
10.  Each child is encouraged to clean up his/her place.   
11.  After lunch, children may be instructed to read books, listen to music, or 
engage in a quiet activity. 
12.  Before and after all meals or snacks, tables should be washed with bleach 
and water and paper towels. 
13.  After each snack/meal floors should be swept. 
14. Please remember to never discuss personal food dislikes in front of the 
children.  Your statements can tremendously influence them. 
 

 

Snack suggestions 
 

Snacks need not be elaborate, but they do need to be healthy and nutritious! 
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Rice Cakes 
Wheat or whole grain crackers: Triscuit thin crisps or Kashi TLC 
Wheat mini bagels & cream cheese 
Cottage Cheese 
Yogurt or “Gogurts”   
Graham crackers 
Goldfish crackers  
Pretzels 
Cheese or cheese sticks 
Fig Newtons 
Cereals:  Cheerios, Frosted Mini Wheats, Multigrain Chex, or Life 
Any vegetable:  carrots, celery, sliced zucchini, cherry tomatoes, sliced bell 
peppers, cauliflower, broccoli……and remember, kids love to dip!! 
Fruit: seedless grapes, bananas, apples, raisins, clementines, cantaloupe, 
watermelon, pineapple, kiwi, pears, peaches…… 
Milk and water are our choice of beverage.  
Please note: Popcorn is not a safe snack in the 2 1/2-year-old classroom. It’s a 
choking hazard, and therefore not allowed in the Zebra classroom. 

 
 
 

BIRTHDAYS 

 
Birthdays will be celebrated during snack time.  Please notify your teacher if you 
are planning to bring in a treat for the children in celebration of a birthday.  
Please do not bring in birthday cake. Muffins, mini muffins or fruit breads, 
Jell-O jigglers, fruit kabobs are an alternative to cupcakes or cookies.   
 
 

CLOTHING AND PERSONAL BELONGINGS 
 

Children should come to school dressed for active and messy play. 
Comfortable tennis shoes and loose clothes for running and climbing are best.  
We use washable markers, but please understand that your child may get paint, 
food coloring or dirt on his/her clothes.  Just in case, a change of clothes is 
necessary, please send a spare set in a labeled bag to leave at the school. 
 
Please label your child’s personal belongings. This includes shoes, boots, 
jackets, share toys, etc.  One child’s belongings may look exactly like another’s.  
We cannot be responsible for lost articles.  Please check the lost and found box 
for missing items.  A book bag brought from home each day is a good way to 
keep all personal belongings together and provides a place for the children to 
store projects to take home. 
 
We enjoy outside time each day the weather permits. Please send your children 
dressed for outside play throughout the year. 
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ATTACHMENT OBJECTS 

 
We understand that the transition to preschool is sometimes a difficult one.  If 
your child feels more comfortable at school with a security item, please allow the 
child to bring it along until he/she is ready to leave it at home.  Attachment 
objects do not have to be shared. 
 
 

SHARING  
 

Children are permitted to bring a favorite toy, but they should understand that 
toys brought from home: 
1. Might remain in the cubby area until sharing time 
2. Might be shared with the other children and therefore run the risk of getting    
broken 
3. Children who are not ready to share will be instructed to put the toy in a safe 
area until departure time. 
Sharing time routines vary in each classroom. Books brought for share day will 
be read to the class if time permits. Please do not allow your child to bring 
guns, swords, or other toys, which encourage violence.   

 
 

PICK-UP AUTHORIZATION 

 
For safety purposes, we cannot release any child to an adult other than the 
custodial parent or guardian without authorization from that parent or guardian.  
Please list all authorized adults who may pick-up your child on the enrollment 
paperwork. You may add or remove people from that authorized list at any time. 
Should it be necessary for an alternate adult to pick up your child, please contact 
the center and leave a message with the information. A text works best, and the 
center has written documentation of the permission to release the child. A phone 
call/message or email is also a way to authorize pick-up. The center may request 
to see identification from a person unknown to staff at pick up time. Please 
understand, our priority is the safety of each child.  
No child will be released to any person without consent of a parent/guardian. 
 

 
TOILET TRAINING REQUIREMENTS 

 
Holy Trinity does not provide programs for toilet training a child nor is the center 

licensed to change diapers.  To follow the Ohio Job and Family Services 

Licensing Requirements, we require all children enrolled at Holy Trinity Child 

Development be toilet trained.  We realize any child can have accidents at 

school.  
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Holy Trinity will accept children who may still need pull-ups as a means of 

security for both the parent and the child. Classroom teachers will call you or 

your indicated child-care provider if there is a bowel movement that occurs during 

classroom hours.  If, however, we cannot reach someone to quickly come 

change your child on three separate occasions, we will ask that you withdrawal 

your child until he/she is more successfully potty-trained.  Frequent accidents will 

indicate to the teachers that your child is not potty-trained.  Extended discussions 

with parents will help the teachers and director determine whether your child 

needs to withdrawal from the program until potty-training has been more 

successfully completed.  We will make every effort to provide opportunities for 

your child to use the adjacent bathroom facilities and to be successful.   

 
As a center, we will ensure that toilet training is never forced.  To accommodate 
both you as parents and our center policy, the following procedures will be 
followed.  If frequent accidents are occurring, we will discuss all the options that 
are available to you.  These may include switching to a different classroom time 
or withdrawal of your child until he/she is being successful on a consistent basis.  
Holy Trinity Child Development Program will hold your child’s spot, free of 
charge, for one month.  At the end of the month, after discussions including 
parent(s), teachers and administrators, we will determine the appropriateness of 
re-enrolling your child.  There will be no additional enrollment fees if this takes 
place. 
 
 
 

SAFETY POLICIES 
 

1. No child shall ever be left alone or unsupervised. 
2. A childcare staff member oversees a specified group of children and is               
responsible for their safety. 
3. Children will be released ONLY to authorized persons 
4. Toys and equipment are 

a. appropriate to the age level of the child 
b. sturdy and safe; free from hazards 
c. checked and cleaned routinely 
d. supervised while in use 

5. Staff has immediate access to a working telephone within our center. 
6. Fire drills will occur monthly at varying times.  Emergency plans and 
evacuation routes for each classroom are posted for fire and severe weather-
related emergencies.  (See also Fire and Tornado Safety sheets).  A record of all 
fire drills will be kept by the center director and are available to be seen upon 
request. 
7. At least one staff member trained in first aid will be available during regular 
school hours.  The center first aid kit is kept in the teacher resource room. There 
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are additional first aid kits in the church office, the lunch bunch area and in the K-
Club/Teddy Bear room. 
8. A parent or guardian for each child who travels away from the center with a 
group on field trips or special outings must sign permission slips. ODJFS 
guidelines and requirements will be followed.  When traveling on field trips: 

a. Children and adults will wear seat belts 
b. First aid equipment will be available and one person trained in 

first aid will be present on outing 
c. Each child will wear an identification tag, which includes the 

center name, center address and a phone number to call if the 
child becomes lost. 

d. Emergency transportation authorization and medical records 
will accompany the children on field trips. 

9 First aid supplies and cleaning supplies are stored safely and are inaccessible 
to children.  Aerosol sprays will not be used when children are attendance. 
10. An incident report will be completed whenever an accident or injury occurs.  
The parent or guardian, or person designated for pick up, will be asked to sign a 
copy of the report to verify they have been informed of the accident or injury. The 
report will be kept in the child’s file. A copy of the report is available upon request 
11. The director and each employee are required by Ohio law to notify Franklin 
County Children’s Services if they suspect a child has been abused or neglected. 
 
 

EMERGENCIES AND ACCIDENTS 
 

In the event a child is injured during school hours: 
1. Appropriate first aid treatment will be administered to the child by a staff 
member who is certified in First Aid. 
2. If the injury is considered a medical emergency, 9-1-1 will be called 
immediately. 
3. If the injury is a serious injury, a teacher or director will notify the parent 
immediately.  If neither parent can be reached by phone, the alternate adult listed 
on the enrollment paperwork will be notified of the seriousness of the injury. 
4. If the HTCDP staff member and/or parent determine that the injury requires 
emergency treatment and the parent cannot immediately come to pick up the 
child, 9-1-1 will be called. 
5. The preferred physician listed on the emergency treatment card will be 
contacted when necessary. 
6. A HTCDP staff member will accompany the child to the emergency medical 
facility.  Health forms and emergency authorization forms will accompany the 
child as well.  
An accident/injury report will be completed when an accident or injury occurs. 
The report will be kept on file in the student’s record 
In the case of dental emergencies: 
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1. Dental first aid will be administered according to the recommendations on the 
dental first aid chart located in the director’s office, in each classroom and by 
each telephone. 
2. HTCDP staff will notify the parent immediately.  If the parent cannot be 
reached by phone, the alternate adult listed on the enrollment paperwork will be 
notified. 
3. If the parent cannot pick the child up immediately, the administrator or a staff 
member may transport the child (in the proper child restraint device, i.e., car 
seat) to the emergency care facility. Health forms and emergency authorization 
forms will accompany the child as well.  This person will remain with the child 
until the parent assumes responsibility for the child’s care. 
An accident/injury report will be completed when an accident or injury occurs. 
The report will be kept on file in the student’s record 
 
 
 

Emergency Evacuation Plan 

Please note the ODJFS Medical, Dental and General Emergency Plan for Type A 
Homes and Child Care Centers are posted in each classroom and by each 
telephone in the center. This form identifies our plan of action in the event of an 
emergency. As listed on the plan, in the event of an Emergency Evacuation 
(bomb threat, gas leak, etc.): Take attendance roster, first aid kit, emergency 
contact information for children, account for all children, exit building to the 
primary evacuation spot which is Barrington Elementary School. Account 
for all children with a name to face check off. Follow instructions from emergency 
personnel as to whether to stay in that spot or to proceed to your secondary 
evacuation location (which should be further away from your center in case the 
area around your facility also must be evacuated). The secondary location is 
Jones Middle School. Always follow instructions of the emergency personnel on 
site.  Parents should be notified as soon as possible.  Continue to complete 
name to face attendance check offs on a regular basis to assure children are not 
lost.  Complete an incident report and provide to the parents as soon as possible. 
ODJFS must be notified in 24 hours. 

Copies of the Medical, Dental and General Emergency Plans are posted in each 
classroom and at each center telephone and are available to any person upon 
request. 
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FIRE AND TORNADO SAFETY 

 
Fire drills are conducted at varying times to insure safe and efficient evacuation 
of the building in the event of a fire emergency.  A plan of action for fire 
evacuation is posted next to the door of every classroom. 
 
Tornado drills are also conducted to insure maximum safety in the event of a 
weather emergency.  All children will move down their respective stairways to the 
east basement hallway, which is protected from the windows and outside doors.  
In the event of a real emergency, weather reports will be monitored closely on 
the radio and through local emergency personnel. 
 

ROUTINE TRIPS, FIELD TRIPS AND SPECIAL OUTINGS 
 

Licensing regulations require that we have written and signed permission forms 
from the parent or guardian before transporting or escorting a child to or from the 
center for routine trips, field trips or special outings.   
Routine trips mean frequent or routine trips, regularly scheduled excursions from 
the center, such as escorting a child to/from Barrington school, walks around the 
church grounds and neighboring sidewalks and areas inside Holy Trinity 
including Grace Hall, the Gathering Place, and the sanctuary.   
Field trips or special outings mean infrequent or irregularly scheduled excursions 
from the center, such as a trip to the park, library, or zoo.  HTCDP staff will send 
home permission slips for parents to sign anytime field trips are planned.  
Without completed ODJFS forms on file and written parent consent children will 
not leave the center.   
Some classrooms may take individual trips where parent volunteers will be 
needed to drive and help supervise.  These trips will be planned and will be taken 
only if there are an adequate number of parent volunteers. 
 
Holy Trinity Child Development will provide two adults on every routine or field 
trip unless the group size is 6 children or less.  For a group size of 6 children or 
less, Holy Trinity Child Development will provide one staff person certified in first 
aid and CPR.  
 
K-Club: Transporting to/from Barrington Two adults with first aid training will 
escort children from Barrington kindergarten classes to Holy Trinity Child 
Development Program K-Club and from Holy Trinity Child Development Program 
to Barrington kindergarten. Children need to be physically able to walk with the 
group. Any time a child is coming to PM K-Club later than 11:05, or leaving the 
AM K-Club before 12:05pm, parents are responsible for transportation.  We will 
walk all year, in the rain, snow, etc. Please dress your child appropriately for all 
kinds of weather. Please make sure you child has hats, gloves, and boots in 
winter months. Holy Trinity Child Development Programs will purchase and 
provide ponchos for each child to wear in rainy weather. Umbrellas are not used 
on the walk from Barrington. 
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Swimming Policy 

Children who are enrolled in a summer program at Holy Trinity CDP will 
participate in field trips throughout the summer. Trips to Devon Pool will be a 
regular part of the summer program. Enrollment forms will include ODJFS 
sample form #JFS 01227 which will specify the following: 

• Your child will be swimming in water two feet or more in depth 

• The center will NOT provide additional adults above the required 
staff/child ratios. The ratio Holy Trinity CDP will follow is 1 adult to 9 
children. (18 children maximum) 

• The time and dates of the scheduled field trips to Devon Pool. 

• Holy Trinity CDP will walk on these field trips. 

• Whether your child is a swimmer or non-swimmer. 

Parental permission to participate in swimming activities is required. 
 
 

 
REPORTING CHILD ABUSE AND NEGLECT 

 

Teachers, directors, nurses, physicians, and other professionals who work with 

children are required under Section 2151.421 of the Ohio Revised Code to report 

suspicion of child abuse and neglect.  If a situation should arise when one of our 

staff members has reason to be concerned for the safety of a child, this person 

will contact Franklin County Children’s Services. 

 

CHILD ABUSE AND NEGLECT 
 

A) Reporting Child Abuse and Neglect 
 

The Ohio Department of Job and Family Services mandates that all personnel 
working in a licensed child-care center must report suspected child abuse or 
neglect.  In fact, there is a penalty for violation of this reporting law.  This act 
protects the people reporting (unless proven to be malicious) for any liability, civil 
or criminal.  All records and reports concerning child abuse and neglect filed with 
ODJFS in the district court are confidential and will not be disclosed.  All teachers 
at Holy Trinity are aware of their responsibilities regarding this act and will alert 
the director, or the person in charge of the center should the director be absent, if 
they see any signs of abuse or neglect.   
 
B) ODJFS Investigation of Abuse 
If the administration in charge feels it is in the best interest of the child, Holy 
Trinity will consent to a request from ODJFS to interview a child who has been 
reported as being neglected or abused.  The Director or another appropriate 
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person will be present and the parents will be notified by Holy Trinity 
administration after the ODJFS investigation. 
 
C) Child Sexual Abuse 
Because the Holy Trinity staff knows that every parent is concerned about child 
sexual abuse, the center: 
  1 Require all staff to obtain and maintain current certification in 
recognizing child abuse and neglect training 
            2 Assist with resource and referral  
            3 Comply with the Ohio law, which states that every staff member must 
obtain state and federal background checks before working with children, State 
background checks are required every three years and staff are required to sign 
a non-conviction statement annually. 
            4 Urge parents to make unannounced visits to the center at any time. 
 
 
 
 
 
D) Holy Trinity Personnel Policies: 
1 Immediate Termination: 
Immediate employment or volunteer termination:  If any teacher, volunteer, or an 
employed person not working with children, is determined to be unfit, the 
employer may immediately terminate the staff member upon notification in writing 
by the director, and if on employee financial compensation, compensation shall 
cease at the time of notification.  For Holy Trinity purposes, the term “unfit” shall 
include: mental, sexual, or physical child abuse, willful appropriation, or 
destruction of Holy Trinity property; malicious slander directed toward staff, 
parents, or children; conviction of a felony or any crime that involves crimes 
against persons; sex offenses; and crimes affecting family relationships and 
children; aggressive behavior and threats directed at adults; and excessive and 
unexcused absenteeism or tardiness. 
 
2 Accusations 
If any teacher or volunteer is accused of child abuse or neglect by a parent, 
appropriate steps will be taken to protect the child and the accused adult while 
initial inquiries are being made. 
 
3 Private Places 
No adult, volunteer, employee, or researcher should ever go into a bathroom or 
an enclosed private room with a child and close the door.  All doors of small 
rooms or bathrooms are to be kept open.  If a researcher, employee, or volunteer 
wishes to work privately with a child, he or she must have a second adult in the 
room or must keep the door open or leave it slightly ajar. 
 
4 Leaving the premises 
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No volunteer, researcher, or teacher can leave the premises at any time for any 
reason with a Holy Trinity child.  There is specific teacher: child ratio 
requirements for teachers when they leave the Holy Trinity premises.  Parents 
must give explicit consent for a teacher to remove the child from the premises. 
 

 
 
 

COMMUNICABLE DISEASE MANAGEMENT POLICIES 

 
Physical Exam and Health Forms for Preschool Programs 
State law requires that we have on file a medical form signed by the child’s 
physician stating: 
1 the child’s immunizations are up to date 
2 the child is free from any communicable disease 
3 the child is in suitable condition for enrollment in a child day care facility. 
 
These forms are due before your child’s first day of enrollment.  Forms must be 
updated annually. Children are not permitted to enter the classroom/program 
until this form is on file. 
 
Illness 
A communicable disease chart is posted in the teacher resource room.  
A person trained to recognize the common signs of communicable disease will 
observe each child daily as he/she enters the group. 
 
The following precautions will be taken for children suspected of having a 
communicable disease: 
The center will immediately notify the parent or guardian of the child’s condition 
when a child has been observed with signs or symptoms of illness. The child will 
be removed from the classroom and isolated in the director’s office until a parent 
arrives to pick up. 

Management of Illness and Licenses Child Care Centers 

Holy Trinity CDP will adhere to state licensing rule 5101:2-12-33 in the 
management of illness and the symptoms for discharge from the program. 

5101:2-12-33    Management of Illness in Licensed Child Care Centers 

CCMTL 77 

Effective Date: January 1, 2007 

Most Current Prior Effective Date: September 1, 2005 

(A) A child care staff member with current, valid training in the management 
of communicable diseases according to rule 5101:2-12-27 of the 
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Administrative Code shall observe each child daily upon arrival at the 
center. 

(B) The center shall immediately notify the parent or guardian of the child's 
condition when a child has been observed with signs or symptoms of 
illness. 

(C) A child with any of the following signs or symptoms of illness shall be 
immediately isolated and discharged to his parent or guardian or 
person designated by the parent or guardian: 

(1) Temperature of at least one hundred degrees Fahrenheit when in 
combination with any other sign or symptom of illness. 
Temperature shall be taken by the axillary (armpit) method 
with a digital thermometer. The thermometer shall be 
sanitized after each use. 

(2) Diarrhea (three or more abnormally loose stools within a twenty-
four-hour period). 

(3) Severe coughing, causing the child to become red or blue in the 
face or to make a whooping sound. 

(4) Difficult or rapid breathing. 

(5) Yellowish skin or eyes. 

(6) Redness of the eye or eyelid, thick and purulent (pus) discharge, 
matted eyelashes, burning, itching or eye pain. 

(7) Untreated infected skin patches, unusual spots, or rashes. 

(8) Unusually dark urine and/or gray or white stool. 

(9) Stiff neck with an elevated temperature. 

(10) Evidence of untreated lice, scabies, or other parasitic 
infestations. 

(11) Sore throat or difficulty in swallowing. 

(12) Vomiting more than one time or when accompanied by any 
other sign or symptom of illness. 

(D) A child isolated due to suspected communicable disease shall be: 

(1) Within sight and hearing of a staff member always. 

(2) Cared for in another room or portion of a room away from other 
children. 

(3) Provided with a cot and made comfortable. After use, the cot 
shall be sanitized with an appropriate germicide, or if soiled 
with blood, feces, vomit or other body fluids, the cot shall be 
cleaned with soap and water and sanitized with an 
appropriate germicide. 
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(4) A school child may be made comfortable on a mat that shall be 
cleaned with soap and water and sanitized with an 
appropriate germicide. 

(E) The center shall implement the following preventative practices for the 
management of communicable disease daily: 

(1) The center administrator shall ensure that training is provided for 
all staff in the process of hand-washing and diapering. 
Employees shall also be provided with training on basic 
precautions as outlined in paragraph (D) of rule 5101:2-12-
15.1 of the Administrative Code. 

(2) The center administrator shall ensure that staff follow procedures 
described in paragraph (E) (1) of this rule. 

(3) The center shall release employees who have a communicable 
disease or who are unable to perform their duties due to 
illness. 

(4) The center shall notify parents, within the next day of center 
operation, when their child has been exposed to a 
communicable disease. 

(5) Centers shall follow the current version of the JFS 08087 "Ohio 
department of health Communicable Disease Chart" (rev. 04/2006) for 
appropriate management of suspected illnesses. The chart shall be 
posted in a location readily available to center staff and parents. 

This center will follow the Ohio Department of Health “Child Day Care 
Communicable Disease Chart” (which is in the center director’s office) for 
appropriate management of suspected illness. 
A child isolated due to suspected communicable disease will be cared for in the 
director’s office; will be within sight of an adult always; will be made comfortable 
and provided with a clean cot; will be observed carefully for worsening 
conditions; and will be discharged to parent, guardian or another authorized 
person as soon as possible. 
 Children must be free of fever, without use of fever reducing medications, 
for at lest 24 hours before returning to the center.  Children with diarrhea 
and vomiting will not be readmitted until symptoms have been gone for 24 
hours. 
A child will not be readmitted to the center until the symptoms are eradicated 
(verified by a staff member trained in communicable disease recognition) or until 
no longer contagious. 
Please contact the center if your child has a contagious illness, so that the other 
parents may be alerted.  Parents will be notified with a notice on the classroom 
bulletin board if their child has been exposed to a communicable disease. 
Teachers who become ill with a communicable disease are required to stay 
home.  A substitute teacher will be present until recovery is complete.   
The mildly ill child (a child experiencing minor common cold symptoms, but who 
is not exhibiting any of the symptoms specified in Paragraph 2 a – j), will be 
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allowed to attend the program, providing the child feels well enough to participate 
in activities, including outdoor play.  A child who is too ill to play out of doors is 
too ill to come to school.  Please use good judgment when determining whether 
your child should come to school.  Remember that your child’s resistance to 
germs is reduced, even when mildly ill, and could prolong an illness.   
 
Teachers are trained in First Aid and to recognize the signs of communicable 
diseases.  In addition, hand washing and disinfecting procedures are practiced 
routinely and are reviewed at least yearly and with all new staff. 
 

 
STAFF ILLNESS 

 

School will remain open on days when staff members are not able to teach due 
to illness.  A qualified substitute teacher will be employed for the day to cover for 
an ill teacher. 

 

 
 

MEDICATION AND SPECIAL DIETS  
 

Center personnel may administer medication when necessary only with a written 
order.  Some medications require written permission from the parent; others from 
a physician or pharmacist.  Please see the director for details and required forms.  
All medications, including over the counter items and lotions, must be labeled 
with the child’s name, name of the medication and directions for its 
administration.  The required forms must be completed prior to 
administration of any prescription or non-prescription medication.   
All medications will be stored in a safe cabinet in the classroom or in the 
director’s office and will be returned to the parent when no longer needed.  Epi-
pens will be stored in a safe cabinet in the classroom along with completed 
ODJFS forms.   If the child has special nutritional needs or a vitamin supplement 
is needed, written medication and Special Diet, permission is required from the 
physician before center personnel may administer it.  If Holy Trinity Child 
Development Program can provide the special diet needs, we will do so; if not, 
we will ask parents to make provisions. 

 

 
DISCIPLINE POLICY 

All employees on the premises will adhere to the center discipline policy. 
Our approach to discipline focuses on the development and maintenance of self-
control.  Rules are developed and limits are set to avoid these four concerns: 

1. Possible harm to the child 
2. Possible harm to others 
3. Damage to property 
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4. Infringement upon the rights of others 
 
 

 
 We feel our goal is best accomplished by utilizing the following                  
guidelines: 
1. Teachers act as limit-setters; listening, clarifying, and supporting choice 
making and verbal negotiation skills rather than solving problems for children. 
2. Children are recognized with praise for respecting limits (or making efforts to 
respect them) and for using verbal rather than physical means of resolving social 
conflicts. 
3. Teachers will use positive language and manners to communicate limits and to 
provide simple, consistent, and reasonable explanations. 
4. Teachers offer children appropriate alternative ways to redirect their behavior 
while recognizing individual needs. 
5. Teachers will provide an environment structured to help children understand 
what is expected of them and to help them remember limits. 
6. In extreme situations, a child may be removed from the group until he/she is 
able to return and deal appropriately with the situation. 
7. Corporal punishment or any nature will never be used as a disciplinary 
technique in this program. 
 
The center’s actual methods of discipline apply to all persons on the premises 
and are restricted per Section 5101:2-12-56 of the State Licensing Code as 
follows: 
There shall be no cruel, harsh, or unusual punishment such as, but not limited to, 
punching, pinching, shaking or biting 
~No discipline technique shall be delegated to any other child. 
~No physical restraints shall be used to confine the child. 
~No child shall be placed in a locked room or confined in an enclosed area such 
as a closet, a box, or a similar cubicle. 
~No child shall be humiliated or subjected to profane language, threats, 
derogatory remarks about himself or his family or other verbal abuse. 
~Discipline shall not be imposed on a child for failure to eat, failure to sleep or for 
toileting accidents. 
~Techniques of discipline shall not humiliate shame or frighten a child. 
~Discipline shall not include withholding food, rest, or toilet use. 
 
Parents and/or guardians of children enrolled in this center will receive a copy of 
our written discipline policy. 
 
All staff members receive a copy of the center’s discipline policy for review prior 
to their first day of employment. 
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POSITIVE DISCIPLINE 

Positive discipline defined:  Positive discipline is an essential part of childcare.  
Positive discipline helps children feel secure, meets their needs, and builds self-
control and self-esteem.  The objective of positive discipline is to promote 
behaviors that are beneficial to the child’s development and welfare and to 
change and/or eliminate behavior’s that are harmful or distressing to a child or to 
others.  This is different from punishment.  Punishment changes children’s 
behaviors, often through fear.  It stresses what children should not do, but rarely 
teaches them what to do.  Children controlled by punishment “behave” to avoid a 
penalty chosen by the adult, often teaches children to hide their mistakes, and 
does not build long lasting inner controls or cooperation.  Punishment may also 
cause the children to focus on revenge rather than on changing behaviors. 

Goals of positive discipline:  the short-term goal of positive discipline should be to 
stop the dangerous or very inappropriate behavior.  The long-term goal should be 
to teach a child how to act so that eventually the child will be self-disciplined. 

The Environment:  Before we examine various techniques adults may use when 
disciplining, we must first look at the environment.  How the environment is set 
up has a great deal of influence on how most discipline problems can be 
prevented, greatly reduced, or even eliminated.  Many times, changing the 
routine, the activities, the room arrangement, or the use of space has a profound 
effect on how children will get along with each other.  We work on trying to satisfy 
each child’s need for individual space, for social interaction, for quiet and rest, for 
movement or stimulation, for new materials, for self directed or teacher directed 
activities, for age appropriate materials and behavior expectations, for an 
abundant amount of love and affection.  Children have many needs and it is the 
responsibility of the adults to meet these needs. 

Rules and consequences:  Rules should be clear-cut, easy to comprehend, and 
fair.  Do not repeatedly warn – take appropriate objective action when necessary.  
When teaching discipline, please follow a few guidelines: 

Make the rules realistic and make the rules clear 

• Enforce the rules firmly and consistently 
• Offer simple explanations of the rules 
• Allow for apologies and face-saving 
• Approach conflict with resolution  
• Avoid power struggles whenever possible 
• Make all consequences clear, obvious, and fair 
• Model the behavior you expect in the classroom  

Private Discipline:  Remember that discipline is most effective when an adult 
goes to the individual child, gets the child’ eye level and uses eye contact while 
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simultaneously touching the child’s shoulder or arm, and uses a firm, calm voice.  
Teachers need to get and maintain the child’s attention.  A primary goal of 
discipline should be to win and maintain the child’s cooperation. 

Methods:  At Holy Trinity we use a wide variety of discipline methods. Many of 
those methods will not be effective unless teachers truly care about children.  
Teachers show they care through smiling, laughing, nodding, touching, listening, 
understanding, showing respect, and earning a child’s trust.   

• Teachers use distraction, suggestion, or redirection (“Have you tried…).  
Distraction works wonders with young children. 

• Quiet, brief, private talks away from other children. Teachers are firm, yet 
friendly, they do not lecture, accuse, or demand.   

• “When, then” statements (When we finish putting away the blocks, then…) 
“If you don’t …., then we can’t….” is negative and will not win cooperation.  
As soon as you _______, then we can _________.  Is a very positive 
statement.  Teacher’s tone should be positive too. 

• Reminders: “we use the blocks on the floor.  “Remember, we walk inside.”  
“Remember to use your inside voice.”   

• Social or natural consequences: Wonderful, powerful lessons. They are 
what they are. Teachers observe and state observation.  

• Problem solving:  Teachers assist a child in brainstorming for solutions to 
their problem.   

• Talk about the child’s feelings and actions. 

• Ignoring behaviors sometimes:  We attempt to ignore annoying, 
unimportant, irrelevant behaviors.  The focus is on positive behavior. 

• Removal of child from area: “it appears you cannot play in the area right 
now.  You can come back later” or “You will have to leave the area for 
_____ minutes.” 

• Separating children: Children cannot be expected to get along with every 
child in the room, all the time.  

• Toy removal:  child loses opportunity to play with toy or game for specific 
period 

• Choices: “Here are your choices; you may share the blocks or find 
something else to do, you decide.”  “You may leave the area by yourself or 
I’ll assist you. You decide.”  Choices, said in a fair, firm, but friendly way 
are usually very effective. 

• Positive statements:  Teachers tell the children what they should be doing 
instead of focusing on the negative.  Only use “NO” or “don’t” in 
emergencies.  Help children see themselves differently and avoid labels. 

• Teachers use calming music, stories, books, or songs, or poems.  Read 
stories or poems about cooperation, friendship, developing empathy for 
others, and loving others. 

• Teachers avoid sarcasm, nagging, threatening, name-calling, accusing or 
disclaimers (a disclaimer is a statement such as “why can’t you always do 
that” after a positive statement. 
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•  A great deal of positive, descriptive praise and encouragement rather 
than “that’s good”.  Good is too vague and denotes a value judgment.  Be 
specific and descriptive “I see you are really working hard on that puzzle” 
“Thank you for picking up the blocks” “I’m glad you remembered to share 
the book” “I appreciate it when you tell _____________ you are angry” 
(rather than “use your words” which is too vague.)  The children will 
appreciate unconditional statements such as “I think you are a neat kid”. 

• Teachers try to avoid commands or demands that “back a child against a 
wall” i.e.  Many children want to appear brave, tough around others, and to 
“save face” they must defy a teacher.  After a calm, implicit direction 
(when there is no choice left for the child) break eye contact, turn away 
briefly, and give a child a few seconds or longer to comply.  Try to avoid 
power struggles. 

 

 

If the preceding is not effective, use the following: 

Physical guidance:  If a child is hurting another child or will not leave an area 
when told and you have calmly followed specific appropriate discipline practices, 
you may have to use physical guidance.  Physical guidance is either carrying a 
child or gently moving or guiding a child from one area to another.  It does not 
involve pulling or pushing a child. 

Sit and Watch:  Child is asked to sit near the group for several minutes or until 
calmed down.  The purpose is to give the child an opportunity to see appropriate 
behaviors or appropriate use of material or to calm the child down.  “You can join 
us when you think you can…” The child is sometimes given the responsibility of 
when to return to the group.  Child must be in view of an adult.  If a child will not 
sit out quietly near the group, the child may be placed at the far end of the room 
away from the children, which is time out.  Ex:  splashing at water table.  Child 
stands near by and observes appropriate water play and then can return to the 
table. 

Time Out:  A child who does not respond to the above methods or is repeatedly 
disruptive or aggressive is asked to sit apart and away from view of rest of class.  
However, the child must be in view of adult.  A child should never be placed in 
the hall or left unattended.  Once during the time out, thank the child for sitting 
quietly.  After a few minutes, the child is asked for a plan of re-entry, and teacher 
and child discuss appropriate behaviors.  Always make sure the child gets 
involved in positive and cooperative activities so that the disruptive behaviors are 
not repeated.  General Rule:  time a child out 3 minutes for 3-year-old, 4 for 4-
year-old, etc.  For severe or repeated problems, a child may be brought to the 
office for a period.   
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It is Holy Trinity’s policy, as well as a licensing requirement, not to use 1) physical 
punishment such as hitting, pushing, pulling, thumping, pinching, or shaking, or 
2) verbal threats, yelling, sarcasm, prolonged isolation, denial of meal, or 
derogatory or negative remarks about or to the child or the family.  Using these 
methods with a child can result in immediate dismissal. 

 

 

HAND WASHING POLICY 

To promote a healthy environment at Holy Trinity Child Development Programs 
the following schedule of hand washing will be followed: 

Children wash hands: 

• Upon arrival at the center 

• Immediately before eating 

• After using the toilet 

• After contact with bodily fluids 

• Before and after using water tables 

• After playing on the playground 

• After handling pets, pet cages, or other pet objects 

• Whenever hands are visibly dirty 

• Before going home (recommended) 

• Reentry to the classroom. 

 

Staff wash hands: 

• Upon arrival at center 

• Immediately before handling food  

• After using toilet or assisting a child in using the toilet  

• After contacting a child’s body fluids, including wet/soiled clothing, runny 
noses, spit or vomit 

• After handling pets, pet cages or other pet objects 

• When hands are visibly dirty or after cleaning a child, the room, bathroom 
items or toys 

• After removing gloves used for any purpose 

• Before and after giving or applying medication or ointment to a child or self  

• Before going home (recommended) 

• Reentry to the classroom. 
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DISINFECTING THE CLASSROOM 

A solution of ¼ cup of bleach to one gallon of water is used to disinfect tables, 
toys, and all surfaces that children and staff come in to contact with.  A solution 
of 1 tablespoon bleach to one gallon of water is used to regularly clean 
classrooms. Bleach solutions are prepared daily. 

 

FIELD TRIP POLICIES AND PROCEDURES 

• Children will wear Holy Trinity Labels on all field trips 

• Parents may be asked to drive or assist in some manner.  All drivers 
transporting children not their own must have valid insurance and driver’s 
license on file in the Director’s office. 

• Parents must sign permission slips before the children leave the center.  
No child will leave the center without a signed permission form. 

• Copies of all paperwork as required by ODJFS must be with the teachers 
or parents who are responsible for that specific child. 

• All children under 40 pounds and/or under 4 years of age must be in a car 
seat.  All others must be in a seat belt. 

• At least one first aid kit must accompany group. 

• Each staff and driver is assigned to a group of children that they are 
responsible for during the trip.  A written list shall be provided for 
responsible adult.  A checklist will accompany list giving specific number 
and times for counting children.  All medical forms and permission forms 
will accompany child and will be held by the responsible adult. 

• Children and staff retain the same partners for the entire trip.  

 

CENTER FUNDRAISERS 

Holy Trinity Child Development Programs will participate in three fundraisers per 
year.  All funds from fundraisers will go to the General Operating Fund, unless 
otherwise specified. 

Fall Fundraiser – During a Presidential election year, this will be a bake sale.     
During other years, the Parent Board will determine the fundraiser. 
Winter Fundraiser – The Art Gallery will be held during the Holiday Gathering.  
This is usually the Friday before Winter Break begins. 
Spring Fundraiser – determined by the Advisory Board 
Summer Fundraiser – determined by the Advisory Board  
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DEVELOPMENTALLY APPROPRIATE PRACTICE 

Excerpts from NAEYC Developmentally Appropriate Practice: Third Addition, 
updated August 2009 

Many factors influence the quality of an early childhood program, including (but 
not limited to) the extent to which knowledge about how children develop and 
learn is applied in program practices. Developmentally appropriate programs are 
based on what is known about how children develop and learn; such programs 
promote the development and enhance the learning of each individual child 
served. 

Developmentally appropriate practices result from the process of professionals 
making decisions about the well-being and education of children based on at 
least three important kinds of information or knowledge: 

1. what is known about child development and learning -- knowledge of age-
related human characteristics that permits general predictions within an 
age range about what activities, materials, interactions, or experiences will 
be safe, healthy, interesting, achievable, and challenging to children;  

2. what is known about the strengths, interests, and needs of each individual 
child in the group to be able to adapt for and be responsive to inevitable 
individual variation; and  

3. knowledge of the social and cultural contexts in which children live to 
ensure that learning experiences are meaningful, relevant, and respectful 
for the participating children and their families.  

Furthermore, each of these dimensions of knowledge -- human development and 
learning, individual characteristics and experiences, and social and cultural 
contexts -- is dynamic and changing, requiring that early childhood teachers 
remain learners throughout their careers. 

An understanding of the nature of development and learning during the early 
childhood years, from birth through age 8, generates guidelines that inform the 
practices of early childhood educators. Developmentally appropriate practice 
requires that teachers integrate the many dimensions of their knowledge base. 
They must know about child development and the implications of this knowledge 
for how to teach, the content of the curriculum -- what to teach and when -- how 
to assess what children have learned, and how to adapt curriculum and 
instruction to children's individual strengths, needs, and interests. Further, they 
must know the children they teach and their families and be knowledgeable as 
well about the social and cultural context. 

The following guidelines address five interrelated dimensions of early childhood 
professional practice: creating a caring community of learners, teaching to 
enhance development and learning, constructing appropriate curriculum, 
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assessing children's development and learning, and establishing reciprocal 
relationships with families. (The word teacher is used to refer to any adult 
responsible for a group of children in any early childhood program, including 
infant/toddler caregivers, family child-care providers, and specialists in other 
disciplines who fulfill the role of teacher.) 

 

Holy Trinity Child Development program will adhere to the guidelines set forth by NAEYC  

Guidelines for developmentally appropriate practice 

Practice that promotes young children’s optimal learning and development—what 
this statement terms developmentally appropriate practice—is grounded both in 
the research on child development and learning and in the knowledge base 
regarding educational effectiveness in early care and education.  
But whether what happens in the classroom is, in practice, developmentally 
appropriate is the result of myriad decisions at all levels—by policy makers, 
administrators, teachers, and families about the care and education of young 
children. Effective early childhood professionals draw on all the principles of child 
development and learning outlined, as well as the knowledge base on effective 
practices, and they apply the information in their practice.  
The following guidelines address decisions that early childhood professionals 
make in the five key (and interrelated) areas of practice: (1) creating a caring 
community of learners, (2) teaching to enhance development and learning, (3) 
planning curriculum to achieve important goals, (4) assessing children’s 
development and learning, and (5) establishing reciprocal relationships with 
families. 

1 Creating a caring community of learners 

Because early childhood settings tend to be children’s first communities outside 
the home, the character of these communities is very influential in development. 
How children expect to be treated and how they treat others is significantly 
shaped in the early childhood setting. In developmentally appropriate practice, 
practitioners create and foster a “community of learners” that supports all children 
to develop and learn. The role of the community is to provide a physical, 
emotional, and cognitive environment conducive to that development and 
learning. The foundation for the community is consistent, positive, caring 
relationships between the adults and children, among children, among teachers, 
and between teachers and families. It is the responsibility of all members of the 
learning community to consider and contribute to one another’s well-being and 
learning.  
To create a caring community of learners, practitioners ensure that the following 
occur for children from birth through the primary grades. 

A. Each member of the community is valued by the others. By observing and 
participating in the community, children learn about themselves and their 
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world and how to develop positive, constructive relationships with other 
people. Each child has unique strengths, interests, and perspectives to 
contribute. Children learn to respect and acknowledge differences of all 
kinds and to value each person. 

B. Relationships are an important context through which children develop and 
learn. Children construct their understandings about the world around them 
through interactions with other members of the community (both adults and 
peers). Opportunities to play together, collaborate on investigations and 
projects, and talk with peers and adults enhance children’s development 
and learning. Interacting in small groups provides a context for children to 
extend their thinking, build on one another’s ideas, and cooperate to solve 
problems. (Also see guideline 5, “Establishing Reciprocal Relationships 
with Families.”) 

C. Each member of the community respects and is accountable to the others 
to behave in a way that is conducive to the learning and well-being of all. 

1. Teachers help children develop responsibility and self-regulation. 
Recognizing that such abilities and behaviors develop with experience 
and time, teachers consider how to foster such development in their 
interactions with each child and in their curriculum planning. 

2. Teachers are responsible always for all children under their 
supervision, monitoring, anticipating, preventing, and redirecting 
behaviors not conducive to learning or disrespectful of the community, as 
well as teaching prosocial behaviors. 

3. Teachers set clear and reasonable limits on children’s behavior and 
apply those limits consistently. Teachers help children be accountable to 
themselves and to others for their behavior. In the case of preschool and 
older children, teachers engage children in developing their own 
community rules for behavior. 

4. Teachers listen to and acknowledge children’s feelings and 
frustrations, respond with respect in ways that children can understand, 
guide children to resolve conflicts, and model skills that help children to 
solve their own problems. 

5. Teachers themselves demonstrate high levels of responsibility and 
self-regulation in their interactions with other adults (colleagues, family 
members) and with children. 

D. Practitioners design and maintain the physical environment to protect the 
health and safety of the learning community members, specifically in 
support of young children’s physiological needs for activity, sensory 
stimulation, fresh air, rest, and nourishment. The daily schedule provides a 
balance of rest and active movement. Outdoor experiences, including 
opportunities to interact with the natural world, are provided for children of 
all ages. 

E. Practitioners ensure members of the community feel psychologically safe. 
The overall social and emotional climate is positive. 
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1.Interactions among community members (administrators, teachers, 
families, children), as well as the experiences provided by teachers, 
leave participants feeling secure, relaxed, and comfortable rather than 
disengaged, frightened, worried, or unduly stressed.  

2. Teachers foster in children an enjoyment of and engagement in 
learning. 

3. Teachers ensure that the environment is organized and the 
schedule follows an orderly routine that provides a stable structure 
within which development and learning can take place. While the 
environment’s elements are dynamic and changing, overall it still is 
predictable and comprehensible from a child’s point of view. 

4. Children hear and see their home language and culture reflected in 
the daily interactions and activities of the classroom. 

2 Teaching to enhance development and learning  

From birth, a child’s relationships and interactions with adults are critical 
determinants of development and learning. At the same time, children are active 
constructors of their own understanding of the world around them; as such, they 
benefit from initiating and regulating their own learning activities and from 
interacting with peers. Developmentally appropriate teaching practices provide 
an optimal balance of adult-guided and child-guided experiences. “Adult-guided 
experience proceeds primarily like the teacher’s goals, but is also shaped by the 
children’s active engagement; child-guided experience proceeds primarily like 
children’s interests and actions, with strategic teacher support.  But whether a 
learning experience is adult- or child-guided, in developmentally appropriate 
practice it is the teacher who takes responsibility for stimulating, directing, and 
supporting children’s development and learning by providing the experiences that 
each child needs.  
The following describe teaching practices that are developmentally appropriate 
for young children from birth through the primary grades. 

A. Teachers are responsible for fostering the caring learning community 
through their teaching. 

B. Teachers make it a priority to know each child well, and the people most 
significant in the child’s life. 

1. Teachers establish positive, personal  

relationships with each child and with each child’s family to better 
understand that child’s individual needs, interests, and abilities and that 
family’s goals, values, expectations, and childrearing practices. (Also see 
guideline 5, “Establishing Reciprocal Relationships with Families.”) 
Teachers talk with each child and family (with a community translator, if 
necessary, for mutual understanding) and use what they learn to adapt 
their actions and planning. 

2. Teachers continually gather information about children in a variety of 
ways and monitor each child’s learning and development to make plans 
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to help children progress. (Also see guideline 4, “Assessing Children’s 
Development and Learning.”) 

3. Teachers are alert to signs of undue stress and traumatic events in 
each child’s life and employ strategies to reduce stress and support the 
development of resilience. 

C. Teachers take responsibility for knowing what the desired goals for the 
program are and how the program’s curriculum is intended to achieve those 
goals. They carry out that curriculum through their teaching in ways that are 
geared to young children in general and these children. Doing this includes 
following the predictable sequences in which children acquire specific 
concepts, skills, and abilities and by building on prior experiences and 
understandings. (Also see guideline 3, “Planning Curriculum to Achieve 
Important Goals.”) 

D. Teachers plan for learning experiences that effectively implement a 
comprehensive curriculum so that children attain key goals across the 
domains (physical, social, emotional, cognitive) and across the disciplines 
(language literacy, including English acquisition, mathematics, social 
studies, science, art, music, physical education, and health). 

E. Teachers plan the environment, schedule, and daily activities to promote 
each child’s learning and development. 

1. Teachers arrange firsthand, meaningful experiences that are 
intellectually and creatively stimulating, invite exploration and 
investigation, and engage children’s active, sustained involvement. They 
do this by providing a rich variety of materials, challenges, and ideas that 
are worthy of children’s attention. 

2. Teachers present children with opportunities to make meaningful 
choices, especially in child-choice activity periods. They assist and guide 
children who are not yet able to enjoy and make good use of such 
periods. 

3. Teachers organize the daily and weekly schedule to provide children 
with extended blocks of time in which to engage in sustained play, 
investigation, exploration, and interaction (with adults and peers). 

4. Teachers provide experiences, materials, and interactions to enable 
children to engage in play that allows them to stretch their boundaries to 
the fullest in their imagination, language, interaction, and self-regulation 
as well as to practice their newly acquired skills. 

F. Teachers possess an extensive repertoire of skills and strategies they are 
able to draw on, and they know how and when to choose among them, to 
effectively promote each child’s learning and development at that moment. 
Those skills include the ability to adapt curriculum, activities, and materials 
to ensure full participation of all children. Those strategies include, but are 
not limited to, acknowledging, encouraging, giving specific feedback, 
modeling, demonstrating, adding challenge, giving cues or other assis-
tance, providing information, and giving directions. 
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1. To help children develop initiative, teachers encourage them to choose 
and plan their own learning activities. 

2. To stimulate children’s thinking and extend their learning, teachers 
pose problems, ask questions, and make comments and suggestions. 

3. To extend the range of children’s interests and the scope of their 
thought, teachers present novel experiences and  

introduce stimulating ideas, problems, experiences, or hypotheses. 

4. To adjust the complexity and challenge of activities to suit children’s 
level of skill and knowledge, teachers increase the challenge as children 
gain competence and understanding. 

5. To strengthen children’s sense of competence and confidence as 
learners, motivation to persist, and willingness to take risks, teachers 
provide experiences for children to be genuinely successful and to be 
challenged. 

6. To enhance children’s conceptual understanding, teachers use various 
strategies, including intensive interview and conversation that encourage 
children to reflect on and “revisit” their experiences. 

7. To encourage and foster children’s learning and development, 
teachers avoid generic praise (“Good job!”) and instead give specific 
feedback (“You got the same number when you counted the beans 
again!”). 

G. Teachers know how and when to scaffold children’s learning—that is, 
providing just enough assistance to enable each child to perform at a skill 
level just beyond what the child can do on his or her own, then gradually 
reducing the support as the child begins to master the skill, and setting the 
stage for the next challenge. 

1. Teachers recognize and respond to the reality that in any group, 
children’s skills will vary and they will need different levels of support. 
Teachers also know that any one child’s level of skill and need for 
support will vary over time. 

2. Scaffolding can take a variety of forms; for example, giving the child a 
hint, adding a cue, modeling the skill, or adapting the materials and 
activities. It can be provided in a variety of contexts, not only in planned 
learning experiences but also in play, daily routines, and outdoor 
activities. 

3. Teachers can provide the scaffolding (e.g., the teacher models the 
skill) or peers can (e.g., the child’s learning buddy models); in either 
case, it is the teacher who recognizes and plans for each child’s need for 
support and assistance. 

H. Teachers know how and when to use the various learning formats/contexts 
most strategically. 

1. Teachers understand that each major learning format or context (e.g., 
large group, small group, learning center, and routine) has its own 
characteristics, functions, and value. 
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2. Teachers think carefully about which learning format is best for helping 
children achieve a desired goal, given the children’s ages, development, 
abilities, temperaments, etc. 

I. When children have missed some of the learning opportunities necessary 
for school success (most often children from low- income households), 
programs and teachers provide them with even more extended, enriched, 
and intensive learning experiences than are provided to their peers. 

1. Teachers take care not to place these children under added pressure. 
Such pressure on children already starting out at a disadvantage can 
make school a frustrating and discouraging experience, rather than an 
opportunity to enjoy and succeed at learning. 

2. To enable these children to make optimal progress, teachers are 
highly intentional in use of time, and they focus on key skills and abilities 
through highly engaging experiences.  

3. Recognizing the self-regulatory, linguistic, cognitive, and social 
benefits that high-quality play affords, teachers do not reduce play 
opportunities that these children critically need. Instead, teacher’s 
scaffold and model aspects of rich, mature play. 

J. Teachers make experiences in their classrooms accessible and responsive 
to all children and their needs—including children who are English 
language learners, have special needs or disabilities, live in poverty or 
other challenging circumstances, or are from different cultures. 

1. Teachers incorporate a wide variety of experiences, materials and 
equipment, and teaching strategies to accommodate the range of 
children’s individual differences in development, skills and abilities, prior 
experiences, needs, and interests. 

2. Teachers bring each child’s home culture and language into the 
shared culture of the learning community so that the unique contributions 
of that home culture and language can be recognized and valued by the 
other community members, and the child’s connection with family and 
home is supported. 

3. Teachers include all children in all the classroom activities and 
encourage children to be inclusive in their behaviors and interactions with 
peers. 

4. Teachers are prepared to meet special needs of individual children, 
including children with disabilities and those who exhibit unusual interests 
and skills. Teachers use all the strategies identified here, consult with 
appropriate specialists and the child’s family, and see that the child gets 
the adaptations and specialized services he or she needs to succeed in 
the early childhood setting. 
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3 Planning curriculum to achieve important goals 

The curriculum consists of the knowledge, skills, abilities, and understandings 
children are to acquire and the plans for the learning experiences through which 
those gains will occur. Implementing a curriculum always yields outcomes of 
some kind—but which outcomes those are and how a program achieves them 
are critical. In developmentally appropriate practice, the curriculum helps young 
children achieve goals that are developmentally and educationally significant. 
The curriculum does this through learning experiences (including play, small 
group, large group, interest centers, and routines) that reflect what is known 
about young children in general and about these children in particular, as well as 
about the sequences in which children acquire specific concepts, skills, and 
abilities, building on prior experiences.  
Because children learn more in programs where there is a well planned and 
implemented curriculum, it is important for every school and early childhood 
program to have its curriculum in written form. Teachers use the curriculum and 
their knowledge of children’s interests in planning relevant, engaging learning 
experiences; and they keep the curriculum in mind in their interactions with 
children throughout the day. In this way they ensure that children’s learning 
experiences—in both adult-guided and child-guided contexts—are consistent 
with the program’s goals for children and connected within an organized 
framework. At the same time, developmentally appropriate practice means 
teachers have flexibility—and the expertise to exercise that flexibility effectively—
in how they design and carry out curricular experiences in their classrooms.132  
The following describe curriculum planning that is developmentally appropriate 
for children from birth through the primary grades. 

A. Desired goals that are important in young children’s learning and 
development have been identified and clearly articulated. 

1. Teachers consider what children should know, understand, and be 
able to do across the domains of physical, social, emotional, and 
cognitive development and across the disciplines, including language, 
literacy, mathematics, social studies, science, art, music, physical 
education, and health. 

2. If state standards or other mandates are in place, teachers become 
thoroughly familiar with these; teachers add to these any goals to which 
the standards have given inadequate weight. 

3. Whatever the source of the goals, teachers and administrators ensure 
that goals are clearly defined for, communicated to, and understood by 
all stakeholders, including families. 

B. The program has a comprehensive, effective curriculum that targets the 
identified goals, including all those foundational for later learning and 
school success. 

1. Whether or not teachers were participants in the decision about the 
curriculum, they familiarize themselves with it and consider its 
comprehensiveness in addressing all important goals. 
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2. If the program is using published curriculum products, teachers make 
adaptations to meet the learning needs of the children they teach. 

3. If practitioners develop the curriculum themselves, they make certain it 
targets the identified goals and they use strong, up-to-date resources 
from experts to ensure that curriculum content is robust and 
comprehensive. 

C. Teachers use the curriculum framework in their planning to ensure there is 
ample attention to important learning goals and to enhance the coherence 
of the classroom experience for children. 

1. Teachers are familiar with the understandings and skills key for that 
age group in each domain (physical, social, emotional, cognitive), 
including how learning and development in one domain impact the other 
domains. 

2. In their planning and follow-through, teachers use the curriculum 
framework along with what they know (from their observation and other 
assessment) about the children’s interests, progress, language 
proficiency, and learning needs. They carefully shape and adapt the 
experiences they provide children to enable each child to reach the goals 
outlined in the curriculum. 

3. In determining the sequence and pace of learning experiences, 
teachers consider the developmental paths that children typically follow 
and the typical sequences in which skills and concepts develop. 
Teachers use these with an eye to moving all children forward in all 
areas, adapting when necessary for individual children. When children 
have missed some of the learning opportunities that promote school 
success, teachers must adapt the curriculum to help children advance 
more quickly. 

D. Teachers make meaningful connections a priority in the learning 
experiences they provide children, to reflect that all learners, and certainly 
young children, learn best when the concepts, language, and skills they 
encounter are related to something they know and care about, and when 
the new learning’s are themselves interconnected in meaningful, coherent 
ways. 

1. Teachers plan curriculum experiences that integrate children’s learning 
within and across the domains (physical, social, emotional, cognitive) and 
the disciplines (including language, literacy, mathematics, social studies, 
science, art, music, physical education, and health). 

2. Teachers plan curriculum experiences to draw on children’s own 
interests and introduce children to things likely to interest them, in 
recognition that developing and extending children’s interests is 
particularly important during the preschool years, when children’s ability 
to focus their attention is in its early stages. 

3. Teachers plan curriculum experiences that follow logical sequences 
and that allow for depth and focus. That is, the experiences do not skim 
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lightly over a great many content areas, but instead allow children to 
spend sustained time with a more select set. 

E. Teachers collaborate with those teaching in the preceding and subsequent 
grade levels, sharing information about children and working to increase 
the continuity and coherence across ages/grades, while protecting the 
integrity and appropriateness of practices at each level. 

F. In the care of infants and toddlers, practitioners plan curriculum (although 
they may not always call it that). They develop plans for the important 
routines and experiences that will promote children’s learning and 
development and enable them to attain desired goals. 

4 Assessing children’s development and learning 

Assessment of children’s development and learning is essential for teachers and 
programs in order to plan, implement, and evaluate the effectiveness of the 
classroom experiences they provide. Assessment also is a tool for monitoring 
children’s progress toward a program’s desired goals. In developmentally 
appropriate practice, the experiences and the assessments are linked (the 
experiences are developing what is being assessed, and vice versa); both are 
aligned with the program’s desired outcomes or goals for children. Teachers 
cannot be intentional about helping children to progress unless they know where 
each child is with respect to learning goals.  
Sound assessment of young children is challenging because they develop and 
learn in ways that are characteristically uneven and embedded within the specific 
cultural and linguistic contexts in which they live. For example, sound 
assessment takes into consideration such factors as a child’s facility in English 
and stage of linguistic development in the home language. Assessment that is 
not reliable or valid, or that is used to label, track, or otherwise harm young 
children, is not developmentally appropriate practice.  
The following describe sound assessment that is developmentally appropriate for 
children from birth through the primary grades. 

A. Assessment of young children’s progress and achievements is ongoing, 
strategic, and purposeful. The results of assessment are used to inform the 
planning and implementing of experiences, to communicate with the child’s 
family, and to evaluate and improve teachers’ and the program’s 
effectiveness. 

B. Assessment focuses on children’s progress toward goals that are 
developmentally and educationally significant. 

C. There is a system in place to collect, make sense of, and use the 
assessment information to guide what goes on in the classroom (formative 
assessment). Teachers use this information in planning curriculum and 
learning experiences and in moment-to-moment interactions with children—
that is, teachers continually engage in assessment for the purpose of 
improving teaching and learning. 

D. The methods of assessment are appropriate to the developmental status 
and experiences of young children, and they recognize individual variation 
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in learners and allow children to demonstrate their competence in different 
ways. Methods appropriate to the classroom assessment of young children, 
therefore, include results of teachers’ observations of children, clinical 
interviews, collections of children’s work samples, and their performance on 
authentic activities. 

E. Assessment looks not only at what children can do independently but also 
at what they can do with assistance from other children or adults. 
Therefore, teachers assess children as they participate in groups and other 
situations that are providing scaffolding. 

F. In addition to this assessment by teachers, input from families as well as 
children’s own evaluations of their work are part of the program’s overall 
assessment strategy. 

G. Assessments are tailored to a specific purpose and used only for the 
purpose for which they have been demonstrated to produce reliable, valid 
information. 

H. Decisions that have a major impact on children, such as enrollment or 
placement, are never made on the basis of results from a single 
developmental assessment or screening instrument/device but are based 
on multiple sources of relevant information, including that obtained from 
observations of and interactions with children by teachers and parents (and 
specialists, as needed). 

I. When a screening or other assessment identifies children who may have 
special learning or developmental needs, there is appropriate follow-up, 
evaluation, and, if indicated, referral. Diagnosis or labeling is never the 
result of a brief screening or one-time assessment. Families should be 
involved as important sources of information. 

5 Establishing reciprocal relationships with families 

Developmentally appropriate practices derive from deep knowledge of child 
development principles and of the program’s children in particular, as well as the 
context within which each of them is living. The younger the child, the more 
necessary it is for practitioners to acquire this particular knowledge through 
relationships with children’s families. Practice is not developmentally appropriate 
if the program limits “parent involvement” to scheduled events (valuable though 
these may be), or if the program/family relationship has a strong “parent 
education” orientation. Parents do not feel like partners in the relationship when 
staff members see themselves as having all the knowledge and insight about 
children and view parents as lacking such knowledge.  
Such approaches do not adequately convey the complexity of the partnership 
between teachers and families that is a fundamental element of good practice. 
The following describe the kind of relationships that are developmentally 
appropriate for children (from birth through the primary grades), in which family 
members and practitioners work together as members of the learning community. 

A. In reciprocal relationships between practitioners and families, there is 
mutual respect, cooperation, shared responsibility, and negotiation of 
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conflicts toward achievement of shared goals. (Also see guideline 1, 
“Creating a Caring Community of Learners.”) 

B. Practitioners work in collaborative partnerships with families, establishing 
and maintaining regular, frequent two-way communication with them (with 
families who do not speak English, teachers should use the language of the 
home if they are able or try to enlist the help of bilingual volunteers). 

C. Family members are welcome in the setting, and there are multiple 
opportunities for family participation. Families participate in program 
decisions about their children’s care and education. 

D. Teachers acknowledge a family’s choices and goals for the child and 
respond with sensitivity and respect to those preferences and concerns, but 
without abdicating the responsibility that early childhood practitioners have 
to support children’s learning and development through developmentally 
appropriate practices. 

E. Teachers and the family share with each other their knowledge of the 
particular child and understanding of child development and learning as 
part of day-to-day communication and in planned conferences. Teachers 
support families in ways that maximally promote family decision-making 
capabilities and competence. 

F. Practitioners involve families as a source of information about the child 
(before program entry and on an ongoing basis) and engage them in the 
planning for their child. 

G. The program links families with a range of services, based on identified 
resources, priorities, and concerns. 
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Appendix C to rule 5101:2-12-07  

 

Center Parent Information  

 

 

The center is licensed to operate legally by the Ohio Department of Job and Family 

Services. This license is posted in a noticeable place for review.  

 

A toll-free telephone number is listed on the center’s license and may be used to report a 

suspected violation of the licensing law or administrative rules. The licensing rules 

governing child care are available for review at the center.  

 

The administrator and each employee of the center is required, under Section 2151.421 of 

the Ohio Revised Code, to report their suspicions of child abuse or child neglect to the 

local public children's services agency.  

 

Any parent of a child enrolled in the center shall be permitted unlimited access to the 

center during all hours of operation for the purpose of contacting their children, 

evaluating the care provided by the center or evaluating the premises. Upon entering the 

premises, the parent, or guardian shall notify the Administrator of his/her presence.  

 

The administrator's hours of availability and child/staff ratios are posted in a noticeable 

place in the center for review.  

 

The licensing record, including licensing inspection reports, complaint investigation 

reports, and evaluation forms from the building and fire departments, is available for 

review upon written request from the Ohio department of job and family services. 

 

 It is unlawful for the center to discriminate in the enrollment of children upon the basis 

of race, color, religion, sex or national origin or disability in violation of the Americans 

with Disabilities Act of 1990, 104 Stat. 32, 42 U.S.C. 12101 et seq. 

 

 For more information about child care licensing requirements as well as how to apply for 

child care assistance, Medicaid health screenings and early intervention services for your 

child, please visit http://jfs.ohio.gov/cdc/families.stm.  

http://jfs.ohio.gov/cdc/families.stm
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