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1.0 INTRODUCTION  
 
1.1 What is the JCC’s philosophy pertaining to all children’s programming? 
The JCC’s philosophy is to care for children with warmth and guidance in an environment that 
honors and supports their individuality.  Our JCC’s programs strive to give each child a balanced 
education that is specifically tailored to the individual child and also integrated into the 
community of the classroom.  The learning environment reflects opportunities involving one or 
more of the domains of development: social and emotional, cognitive, physical and cultural. 
 

We appreciate that children have their own timetables for development.  The experiences 
reinforced at the JCC are carefully designed to give your child the tools needed to succeed in 
forming meaningful and healthy friendships; developing attitudes and values that will help 
him/her approach learning with delight; building curiosity and confidence to succeed in school 
and lifelong learning; and developing a healthy, positive self-concept.  One of our many goals is 

to maintain close communication with parents regarding their child’s development. 
 
Through the celebration of the Jewish holidays and through learning about Jewish values and 
customs, we hope every child will come to have a joyful and positive identification with Jewish 
heritage.  By honoring the similarities and differences that are part of our daily life, we strive 
for every child and family to feel welcome and included within the JCC community. Our families 
and staff reflect a broad spectrum of religious observance, and their diversity is recognized and 
embraced. 
 

1.2 What is the curriculum used in the ECE? 
ECE uses the Creative Curriculum, which is a developmentally appropriate play-based 
curriculum designed to help nurture the inquisitive, outgoing spirit that leads children to 
investigate and explore their surroundings. The Pennsylvania Learning Standards are 
integrated in to all we plan.   Your child will engage in experiences guided by skilled teachers 
who know exactly when to actively supervise, to stimulate or scaffold, to inconspicuously 
watch, or to provide warmth and nurturing.  
 
The educational program is based on an integrated approach to child development in which 
creative arts, sciences, literacy skills and numeracy skills are incorporated within the daily 
activities of the classroom. Your child will be involved in hands-on learning through which 
concepts and skills are experienced as integrated parts of learning and exploration rather than 
as isolated proficiencies. The daily schedule is designed to balance active play and quiet rest, 
individual attention and group interaction, free choice and structured activities. The balance of 
planned and emergent programming supports the development of not only basic skills, but 
also of the higher level critical thinking skills of observation, questioning, problem solving, and 
making predictions.  
 

1.3 By whom is the ECE licensed? 
The ECE is licensed by the Pennsylvania Department of Human Services and the City of 
Allentown Public Health Bureau. We are mandated to uphold all of the ECE regulations 
pertaining to Group Care and School Age Licensing.  A copy of the Pennsylvania Code Title 55: 
Chapter 3270 is available in the Director’s Office for your review. In addition, programs for 
children three and above, are licensed by the Commonwealth of Pennsylvania Department of 
Education and are approved by the State Board of Private Academic Schools. Standards and 
criteria for licensing are reviewed annually. 
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1.4 What is the governance and committee structure? 
The JCC of Allentown, a 501.c3 Not for Profit Corporation, has a Board of Directors to oversee 
all operations of the JCC. Standing program committees made up of JCC Board members, 
members of the JCC, and community members serve as community ambassadors for each of 
the program areas. The PVO, Parent Volunteer Organization, is a JCC committee made up of 
parents and Board representatives who are in the position to serve as liaisons for the families 
enrolled in the ECE program.  The Children’s Committee focuses on programs for children of all 
ages.  It strives to enhance the educational experience of the children by providing a vital link 
with families, community partners, and the administration. 
 
The Executive Director of the JCC reports to the Board; the ECE Director reports to the 
Assistant Executive Director.  The educational and support professionals working in the ECE 
department report to the ECE Director. 
 

1.5 What is the structure of the Early Childhood Education department? 

Administration 
The administration of the children’s programs at the JCC is carried out by the center's ECE 
Director.  Parents are always welcome to call the office during hours of operation to 
prearrange a visit to observe a classroom or to speak directly with a classroom teacher or with 
the Director of the ECE. 
 
Staff 
We believe the success of our programs, which is determined by your child’s success, lies in the 
quality of our staff. The teaching staff at the JCC is professional, skilled and committed to the 
growth and development of your child. 
  
All teachers meet the qualification standards established by the Department of Human 
Services and PA Private Schools, and all are approved to teach in Pennsylvania. Each teacher is 
certified in First Aid and Infant-Child CPR and has had a formal criminal, child abuse background 
and FBI check. All teaching staff must complete staff development training annually. They 
attend monthly staff meetings that cover such topics as program goals, emergency procedures, 
curriculum planning, health and safety, child abuse reporting and prevention, documentation, 
policies and procedures. The teachers and assistant teachers work cooperatively as a team.  
 

1.6 What are the rights and responsibilities of children and their parents? 
  

1.6a Children’s Rights and Responsibilities 
Children’s Rights 

All Children: 

 Are treated with respect and dignity, and they have a right to voice their opinion. 
 Are provided with a safe, reliable environment that is free of hazards and that offers a 

variety of choices across all the domains, including active and quiet areas, indoor and 
outdoor areas, and guided and open-ended activities. 

 When needing discipline, receive it in a way that is a source of guidance and that is fair 
and respectful. 

 Have the opportunity to learn how to identify and express their anger, frustration, 
disappointment, joy, and other emotions in a safe and appropriate manner. 

 Have activities that allow them to express their creative ability as they explore and 
discover, while developing to their fullest potential. 

 Have staff members that care about them, enjoy being with them, keep them safe, and 
help them grow and learn. 
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Children’s Responsibilities 
All Children: 

 Are expected to respect and adhere to the ground rules of the JCC, including but not 
limited to safe and respectful behavior regarding others and property. 

 Are expected to share equipment and facilities with all children in the program. 

 Are expected to have fun, enjoy friendships, and delight in the exploration of learning. 
 

 
1.6b Parents’ Rights and Responsibilities 

Parents’, Custodians’ or Guardians’ Rights 
All Parents, Custodians or Guardians may: 

 Make unannounced visits to your child’s room while your child is present.  

 Be provided with information about child-care regulatory standards, if applicable; 
where to direct questions about regulatory standards; and how to file a complaint. 

 Receive information regarding their children’s progress two times a year and may 
request an individual conference at any time. 

 Meet with the administrator or designee prior to admitting your child to the JCC.  They 
will also be given the opportunity to visit the center’s classrooms either at the time of 
the meeting or prior to the enrollment of your child. 

 Receive progress reports at least every six (6) months.  

 Review your child’s records.  Information contained in your child’s record is privileged 
and confidential.  The JCC staff may not distribute or release information in your child’s 
record to anyone not directly related to implementing the program plan for your child 
without your written consent. You must be notified if your child’s record is 
subpoenaed. The JCC must maintain a written log which identifies anyone who has had 
access to or has received any information out of the record.  

 
Parents’, Custodians’ or Guardians’ Responsibilities 

All Parents, Custodians or Guardians: 
 Model the character, values and responsibilities of being part of the JCC community. 

 Respect confidentiality by having personal conversations in private. 
 Interact with others in a respectful manner.  

 Check your child’s cubby daily for communication from your child’s classroom or the 
JCC. 

 Adhere to timelines for submitting paperwork, questionnaires and other requested 
information. 

 Notify the JCC any time you will be arriving late or your child will be absent, whether or 
not it is for reasons of illness. 

 
1.6c JCC Responsibilities 

 To provide information to licensing authority: The licensee must make available to the 
DHS or any other licensing body (i.e. Department of Health) any information required 
to be kept and maintained under these regulations and any other information 
reasonably related to the requirements of these regulations. Authorized employees of 
the office are not to remove identifying case materials from the JCC premises and are 
required to maintain the confidentiality of individual records. 

 To notify of injury: The licensee must notify you immediately of any injury which 
requires emergency care. They must also notify you in writing within 24 hours if any 
first aid is administered to your child. 

 To administer and to ensure program quality for the benefit of children and families. 
 To report abuse or neglect; staff are required by law to report suspected abuse and 

neglect to the Department of Social Services.  The licensee must have written policies 
and procedures for reporting and must have a posted copy of the written policy. 
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1.7 JCC Stakeholders 
The JCC of Allentown is proud to be supported by the Trexler Foundation, Sylvia Perkin, the 
Kline Foundation and the Jewish Federation of the Lehigh Valley.  Our Board is made up of 
nominees who are voted in by the general membership of the JCC.  For a list of Community and 
School Stakeholders, please see the Director. 
 

2.0 COMING TO THE JCC PROGRAM  
 

2.1 What are the expectations and arrival and departure time? 
 All children must be accompanied to and picked up from their classroom according to 

their scheduled times. 

 The parent is expected to sign the child in, assist him/her in washing his/her hands and 
ensure the child is under supervision before leaving the premises. 

 Please encourage and assist your children two or older in hanging up outerwear and 
placing lunch boxes and any personal belongings in their designated place. This type of 
morning ritual can help to ease the transition from home to school each day.  

 Since the teachers need to arrive before the scheduled starting time to prepare the 
environment for the day's activities, it is important that you not arrive before your 
child’s designated start time.  If you do, please occupy your child in the hallway until 
your designated start time. 

 Please be on time to pick up your child at his/her expected or scheduled departure 
time. Children become anxious and worried when they are not picked up promptly. Late 
pick-ups can also impact meeting required child-teacher ratios. If an emergency 
situation arises and you will be delayed, please call the ECE Office at 610.435.3571 ext. 
114 so we can provide appropriate care for your child. If you reach voice mail, please 
press “0” and leave your message with the JCC receptionist to be given ASAP to ECE 
administration. 

 Your children deserve your complete attention when dropping off and picking up.  
Please refrain from using your cell phone during those times. 

 
When a parent is present in the JCC, she/he and not the staff is responsible for the care of the 
child. This is also true when parents and children are enjoying JCC activities such as picnics. Pre-
arranged meetings with staff members will take place in one of the ECE offices or at another 
location removed from the activities of the classroom. If such meetings occur during your 
child's regularly scheduled time at the JCC, the staff will care for the visiting parent's child. 
 
 2.1a How is late pick-up handled? 
The rhythm and routines for the children and teachers develop from each child’s schedule for 
pick-up. We ask that you plan your travel time with enough leeway for inclement weather 
conditions, traffic, parking, or walking to the JCC to pick up your child at his/her scheduled 
time. 
There will be a late fee of $10.00 for any pick up between 6:00 PM and 6:15 PM and an 
additional $1 per minute after 6:15 PM.   
 

2.2 How can you prepare your child for the ECE program? 
You can help prepare your child for his/her new experience at the JCC by talking about the 
school in a casual, pleasant manner and by talking about what will happen each day. We 
suggest that you and your child visit once or twice before your child begins school. We will let 
you know in advance the name of the child's teachers so that you can refer to them by name. 
Let your child know that a parent or familiar caregiver will accompany him/her during the initial 
transition period. Separation issues may arise, particularly during the first few weeks. It is 
important that your child feels safe, secure and comfortable at the JCC. 
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2.3 What is the best way to handle the transition to beginning school?  
Separating and reuniting with parents is a process through which the child learns trust, 
independence, and resiliency.  Establishing a consistent routine for saying good-bye is 
instrumental to a child’s success with separation. Explain to your child where you will be going 
while he/she is at the JCC and when you will be coming back.  Outbursts of tears often 
accompany normal adjustment.  For some children, it is over in a matter of seconds; for others, 
it takes several minutes before they feel comfortable letting you go.  Feel free to contact the 
ECE office to inquire about your child.  Information is available to help with the transition to a 
new program from the Director. 
 

2.4 What food policies does the ECE adhere to? (The ECE is allergy 
sensitive.) 

 2.4a Kashrut 
While the families at the JCC come from many different backgrounds and have their own 
practices with regard to Kashrut (kosher foods), the JCC has some special obligations in this 
area.  

 NO shellfish or pig product should be part of your child’s lunch.  

 Foods cooked at home may only be used for your own child’s consumption.  
 Please do not mix milk and meat products. 

 
 2.4b Food Allergies 
There are children in our school with severe allergies.  Being mindful of what you pack in your 
child’s lunch is not only beneficial to the children with allergies, but may also save your child 
from witnessing a life threatening reaction.  Please do not pack any food items containing 
peanuts or tree nuts.   For the same reasons of health and safety, children do not share 
anything from their lunches.  Assisting your child in washing his/her hands, as well as your own, 
upon entering the building is another important safeguard when interacting with highly allergic 
individuals, and it also prevents germs from spreading in the classroom.  
 
Please notify us if your child has any food allergies. There are numerous examples of labels 
failing to list common ingredients causing potentially fatal allergic reactions. By asking you to 
send in everything that your child might eat during the course of a day, we greatly reduce the 
margin of error on our part.  Please make sure the Director and teachers know if your child has 
any allergies. 
 
 2.4c Snacks 
Snacks are served mid-morning and mid-afternoon at the discretion of the staff.  They will 
typically include fresh fruit or plain cookies, crackers, or pretzels which are not high in sugar.  
Families are encouraged to participate in their child’s classroom’s healthy snack sign-up.   
 
 2.4d Lunch 
Children who are at the JCC for lunch are required to bring their own lunch.  We will provide 
whole milk for children under 2, 2% milk for two year olds, and 1% for Preschool and Pre-K.  
Please label all containers, including thermoses and thermos covers, with your child's initials. 
Please include labeled utensils as needed. 
 
Please send foods ready for consumption; teachers should not need to peel or cut food into 
pieces.  Children will be asked to keep the dessert portion of their lunch in their lunchbox until 
they have finished eating the nutritious part of their meal.  Teachers will send home any 
unfinished items.  If an unacceptable item (e.g. shellfish) is brought to the JCC, the staff will 
provide your child with a substitute lunch. The food will be sent home.  If you send in 
something that is a substitute for a shellfish or pork product, please leave a note in your child’s 
lunchbox. This will save us the time of calling you with an inquiry. 
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We highly encourage parents to include at least one item from each of the following food 
groups when age appropriate and whenever possible:  protein, fruits & vegetables, breads & 
grains, and milk & dairy. 
 
 2.4e Infants: Bottles, Formulas, and Introduced Foods 
All parents of infants are required to complete a form detailing feeding instructions including 
the type, amount and frequency of liquids as well as any solid foods. A list of the foods you 
have introduced to your child is given to the JCC and updated on an ongoing basis. New foods 
should only be sent after the child has been given them at home at least three times.  Infant 
bottles must be prepared by the infant room staff, or, if purchased pre-made, the bottles must 
be sealed.  Breast milk must be labeled and dated.  We do not allow glass bottles. 
 
 2.4f Pre-toddlers/Toddlers 
We ask that a labeled sippy cup be sent to school for snacks and lunch. If your child uses a 
pacifier, please make sure that it is labeled. 
 

2.5 What are the guidelines for clothing? 
 2.5a Safe and Comfortable Clothing  
Since play is a child’s work, we ask that your child come dressed in comfortable clothing, ready 
to explore.  They are exposed to many art materials and play both indoors and outside; this will 
inevitably cause your child's clothing to get dirty.  Please make sure that your child dresses 
appropriately for the weather.  In the winter months make sure he/she has a labeled hat and 
mittens, and in the summer remember that flip flops, open toe shoes, or heels are not safe for 
an outside setting.  All clothing including underwear, socks, shoes and outerwear must be 
labeled with your child's initials.  Clothing that is not labeled cannot be monitored by the 
teachers. 
 
 2.5b Change of Clothes  
We ask that you provide at least one complete change of labeled clothing at all times. This 
includes: socks, underwear, shirt, shoes, pants/skirt, sweater or sweatshirt and an extra pair of 
mittens.  Please check spare items seasonally. 
 
 2.5c Jewelry 
The JCC does not allow children to attend wearing any jewelry around their necks.  If you 
choose to send your child with any other jewelry, the JCC takes no responsibility in keeping 
track of it or in making sure it does not get broken or misplaced. 
 
 2.5d Lost and Found 
Labeling your child’s clothing and belongings will hopefully reduce the frequency of items 

getting lost. However, since items do get misplaced, we will maintain a Lost and Found bin in 
both the 1st and 2nd  floor school wings. It is the parent’s responsibility to search for missing 
items that were not labeled.  
 

2.6 Can children bring toys from home? 
Children sometimes have a difficult time sharing as well as keeping track of toys from home. 
Therefore, we do not allow items from home unless they are requested for a classroom activity.  
We respect a child's need for a comfort object to help bridge the transition from home to 
school; some children may need a favorite toy, blanket or stuffed animal. Weapons, balloons, 
and gum are never allowed.  
 

2.7 How are birthdays celebrated? 
We welcome the celebration of your child’s birthday in the classrooms.  Due to Kashrut and 
allergy regulations, ALL treats must be ordered through our ECE Office Manager. Order forms 
will be provided by the teachers and can be found in the ECE office. Please make arrangements 
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at least one week in advance.   

2.8 Holidays and other closings 
 2.8a Holidays not observed 
The JCC does not observe non-Jewish holidays such as Christmas, Halloween or St. Valentine's 
Day. Children should not bring objects to the JCC (such as Halloween masks or Valentine's 
cards) that are specific to these occasions.  
 
 2.8b Shabbat (Sabbath) 
Shabbat is a special time at the JCC. On Friday mornings, the children of the school join 
together to celebrate Shabbat with songs, dancing, stories and blessings.  Parents are always 
welcome to join us.   
 
 2.8c JCC Holidays 
See the 2018-2019 School Calendar included in the welcome packet and on the JCC of the 
Lehigh Valley website (www.lvjcc.org) for specific opening and closing times and early 
dismissals. 
 
 2.8d Snow Closings & Weather Related Information 
Weather related delays, closings, or early closings will be announced on www.wfmz.com, the 
JCC voicemail at 610-435-3571, and the JCC website at www.lvjcc.org.  The ECE program will 
make every attempt to remain open as long as arrival and dismissal can be conducted safely. 
 
There may be a delayed opening or a situation in which we open in the morning with the 
understanding that worsening weather conditions may call for an early dismissal.  You must be 
prepared for this possibility. 
 

3.0 BEHAVIOR MANAGEMENT POLICIES 
 
Our goal is to help children learn to successfully manage their own behavior. Behavior 
management is accomplished through a positive approach that respects the child as an 
individual. This includes helping each child to identify feelings and escalating or intensifying 
emotions, to learn strategies to appropriately resolve any issues, and to find their way back to 
calm. A key component to working with young children is modeling the desired behaviors, 
providing guidance within the positive framework of what we want a child to do, and providing 
the language of self-expression and problem solving. 
 

3.1 What is the behavior management policy? 

If a concerning behavior occurs in the classroom, it will be discussed with the child’s parent/s to 

share information and insights and to develop a collaborative child guidance plan to be signed 
by both parties. This plan will be used both at home and at the JCC.  Follow up meetings will be 
scheduled between the family and staff to discuss progress on the goals. Discipline and 
guidance will be consistent based on an understanding of each child’s individuality and 

temperament. The safety of each child, teacher, and group is always a priority. 
 
Corporal punishment including spanking, verbal abuse, force feeding, humiliation, denial of 
food or outdoor time (unless viewed as a safety issue), neglect, abusive treatment, or other 
means of severe punishment will absolutely never be tolerated in any JCC program.  No child 
shall be punished for soiling, wetting, or not using the toilet. 
 
 
Our staff will be pleased to answer specific questions you may have regarding behavior 
management and guidance strategies. Teachers can make suggestions based on successful 
interactions with your child at school. Please feel free to ask for our ideas at any time.  
 

See Termination Policy (7.8) regarding situations that remain potentially harmful to the child, 
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other children or the staff at the JCC.   

 
3.2 What is the biting policy? 
At the JCC, we are concerned about and responsible for the safety and well-being of each and 
every child. We understand that each child develops at his/her own rate and in his/her own 
learning style. It is our goal to provide a nurturing and safe environment for every child 
enrolled. Because we view each child as a special and unique individual, we set policies that 
reflect our understanding of the behavior that is appropriate to each child’s developmental 
level while still providing appropriate procedures for identifying and assessing possible 
behavioral concerns.   
 

One situation that is often present is biting. While we recognize that biting is a concerning 
behavior, we also know that biting is a normative developmental behavior for toddlers and 
children in their early preschool years. Before children have developed strong language skills, 
the ability to manage their energy and/or emotions, or the ability to delay gratification, they 
often communicate physically. They shove, push, grab, and bite. It is important to remember 
that at this age they do not have a social conscience as we know it. They may understand that 
when they bite someone cries, but they have not yet connected all the social consequences. 
With older toddlers and preschoolers, biting may be a sign of frustration, speech delays, 
overstimulation, sensory aggravations, and/or the inability to verbally communicate these 
frustrations or other physical or emotional concerns. 
 
If a child is biting at home, chances are that the behavior will also manifest at school.  Please let 
the teacher know so special care and attention can be given to help avoid unnecessary issues. 
 

If a child bites another child, the incident will be documented and the biter’s parents/guardians 
will be notified.  Parents will also be notified that their child has been bitten. To maintain 
confidentiality, families will not be told who else was involved in the incident.  
 

If a child bites another child, the teacher will immediately attend to the child who has been 
bitten.  After comforting the bitten child, the teacher will turn to the biting child to give 
feedback appropriate for that child. If a child bites repeatedly, a conference with the 
parent/guardian will be arranged to share information from both the home and center 
environments. An action plan will be developed and signed to ensure consistent collaboration 
between home and school. The plan will be reviewed as determined necessary to discuss 
progress on the goals.  
 

It may be necessary to ask the parent to withdraw the child from the JCC: 

 If biting occurrences remain frequent and do not diminish in frequency or severity. 

 If the biting incident is the final incident in a succession of aggressive behaviors that 
are harmful to the child and/or other children/staff at the JCC, or if it is determined 
that we are unable to provide the services that the child requires. 

 

4.0 HEALTH AND SAFETY 
 

4.1 Does the staff report abuse or neglect?  
Each teacher in a classroom is assigned individual children as per DHS and general best practice. 
It will be that teacher’s responsibility to greet those children daily for a general review of the 
child’s well-being.  Any physical marks are noted and discussed with the parent/guardian upon 
entry.  Any changes in behavior are noted as well.  
  
 
Upon physical evidence, child report, or any reasonable cause to suspect abuse or neglect, the 
protocol checklist and documentation is initiated and Children and Youth are notified 
immediately. The JCC Executive Director and ECE Director will be notified. If it is decided a 
child is in any immediate danger, the police will be called. It is not required to notify the parent 
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or guardian if there is a possibility it could jeopardize the welfare of the child. 
 
Child Line at 1-800-932-0313 (Child Abuse Line) 
County Children and Youth Agency 
 
Lehigh     Northampton 
610-782-3200    610-559-3290 
610-782-3064    17 South 7th St. 
45 North 2nd St.   Easton, PA 18042 
Allentown, PA 18101 
 
 4.1a JCC Child Abuse and Neglect Prevention Strategies 
These preventive strategies are designed to protect the children attending the JCC programs 
and to protect staff and volunteers from being wrongly accused of incidents of child abuse. 

 The JCC implements a careful pre-employment interview and hiring process to screen 
out staff not suited for working with children. 

 The JCC will take any allegation or suspicion of child abuse seriously and will respond 
accordingly. 

 Staff understands the legal obligation to report suspected abuse, as well as the 
obligation to follow the protocol checklist to reduce the likelihood of making any 
unsubstantiated reports. 

 Policies, procedures and training are available relating to discipline, supervision, and 
the staff and volunteer Code of Conduct. 

 Staff understands what practices or behaviors may be considered abusive, as well as 
the difference between appropriate and inappropriate touch. 

 Staff communicates frequently with parents regarding day-to-day activities and 
encourages parents to report or question any behavior or event your child may share 
that appears out of the ordinary. 

 Staff tries to identify stressed parents, or other staff members, and to offer support 
and/or referrals for help. 

 

4.2 What are the medical policies? 
Medical and immunization records must be submitted before the child starts in the program. A 
written physician’s statement attesting to the health of the child and confirming a complete 
physical has taken place within one year prior to admission is a licensing requirement for 
children ages 2 and up.  Younger children need a health assessment every 6 months.  These 
records must be updated as required by the PA Department of Health and Human Services.  We 
must have a copy of a physician’s report and a record of immunizations on file.  At the point of 
expiration of this time period, an updated form must be submitted.  All children attending the 
Early Childhood program at the JCC MUST be immunized. 
 

4.3 How are accidents and emergencies handled? 
In case of a life threatening accident such as a head injury, severe cut, convulsion or severe 
trauma, a staff person will call 911.  Parents/guardians will be contacted immediately.  Parents 
must be reachable with up-to-date emergency contact numbers at all times.  Keeping your cell 
phone on during the times your child is in our care is essential! In the event of an emergency, 
the JCC seeks parental permission to administer first aid or to obtain emergency medical 
treatment in the child's best interest. 
 
This authorization is part of the Child Information Form, which will be reviewed and signed 
by the parents every 6 months for the duration of school enrollment. 
 
 

4.4 How is medication administered? 
Administration of any medication or nutritional supplements must have prior written parent 
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authorization. (A copy of the Medication Administration form is downloadable from the JCC 
website or available in the ECE offices.) Prescription medication will only be administered on 
the written order of the child’s physician and must be in the original container with the child’s 
name, the name of the drug and the directions for its administration and storage on the label. 
You should also write down any possible side effects as indicated on the medicine’s 
information inserts or in the prescription information provided by the pharmacy. 
 
When any prescription or non-prescription oral medication needs to be administered, every 
attempt will be made to verbally contact the parent prior to administration. This is a precaution 
relative to overdosing that is recommended by the Academy of Pediatrics. All non-prescription 
oral medications (cough syrup, Tylenol, etc.) or nutritional supplements also require completion 
of the Medication Administration Form AND the written authorization/signature of the child’s 
physician, along with that of the parent/guardian. Consents are valid for one year.  
 
All non-prescription topical ointments require completion of a Topical Cream Authorization 
form (downloadable from the JCC website). 
  
The JCC is required to keep a written record of the administration of any medication and as 
such will note the time and date of each administration, the dosage, the name of the staff 
member administering the medication, the name of the child, and any side effects observed. 
The JCC will store all medications under proper conditions for sanitation, preservation, security 
and safety.  

 
4.5 What are the procedures for toileting and diapering? 
Children will always be supervised by a staff person while in the bathroom area. Toileting and 
diapering will be done at regular intervals throughout the day as necessary. The caregiver will 
use universal precautions. Staff members will also ensure that children wash their hands with 
soap and warm running water before snacks and meals and after toileting. Individual paper 
towels will be provided for each child's use. Diapering is to be done only on the diapering table 
or in a designated area with access to diapers, wipes, parent-authorized lotions and a disposal 
container for soiled diapers. Diapers and lotions are provided by parents and are individually 
labeled. They require a Topical Cream Authorization form.  
 
We recommend that parents send a bag of individually labeled diapers and then check the 
supply weekly; teachers will try to keep you informed when new diapers, wipes, and other 
supplies are needed.  
 
Toilet training shall be done with consideration for each individual child's readiness and with 
parental input. Should you feel your child is ready to begin this process, please talk with your 
child’s teacher/s to develop a plan together. 
 
Children will be supervised during toilet training, and their efforts and accomplishments will be 
acknowledged. Toilet training will not be coerced. The individual developmental abilities of 
each child shall be considered. Positive attitudes towards cleanliness, self-help and the privacy 
of others will be encouraged and maintained.  
 
Any soiled clothing will be placed in a plastic bag and hung on your child’s hook in the hallway 
for cleaning at home. Soiled clothing will not be rinsed out by the teachers, as this additional 
handling adds to the possibility of contamination. Please provide sufficient extra clothing for 
your child in case of accidents, and be sure to replenish your child's extra clothing promptly 
when it is used. 

 
4.6 What are the JCC policies regarding illnesses? 
Please notify the JCC in writing of any special health conditions or allergies affecting your child. 
You will be asked to collaborate with your child’s physician in completing an Individual Health 
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Plan (IHP). All IHPs are updated at the beginning of each year and updated throughout the year 
as needed. Remember to keep us updated as to any changes when you become aware of them. 
 
The JCC operates as a well-child facility. In adherence with DHS licensing regulations, we have 
the right to deny entrance to, or to send home and require you to keep home, any child with 
the symptoms outlined below. As mandated by the Department of Human Services, the JCC has 
a health policy that describes our procedures in different circumstances. Our program uses 
Caring for our Children and American Academy of Pediatrics when establishing policies and 
practices regarding care plans for children with special needs, asthma, medical needs, food 
allergies, and medication administration. Children in groups are often susceptible to colds and 
contagious illnesses until they develop resistance to them. Our health policy has been carefully 
designed to minimize the spread of these illnesses. While it is difficult for a parent to miss 
work, we ask that you keep your child home if he/she is feeling ill. Please keep in mind that a 
child who feels ill is less able to cope with a group and may be unhappy. A sick child also 
requires special attention from the adults, and this makes it difficult for teachers to meet the 
needs of the rest of the children. Because of the chance of illness spreading to the group, we 
are strict regarding our health policies. Our policy is based on mutual trust and respect for the 
judgment of teachers and parents. It cannot work without total cooperation. 
 
In compliance with the Pennsylvania Department of Human Services regulations, parents will 
be notified of an outbreak of any communicable disease and will receive information regarding 
symptoms, treatment, recommendations and/or requirements.  The notices with information 
about the disease will be posted at the school as well as sent through email.  Any child who is 
not immunized will be subject to the Pennsylvania Department of Public Health exclusion 
requirements as mandated by the specific disease. This can include a period of exclusion from 
the JCC for from one to three weeks. 
 
In general, the health policy states that parents must keep their child at home if the child: 
 

 demonstrates modified or atypical behavior 
 demonstrates unusual discomfort 

 would not be able to participate in the normal activities of the day 
 would require extra teacher attention 

  
Children may be sent home at the discretion of the Teacher or Director based on the child’s 
symptoms and behavior or in conjunction with the presence of an active infectious 
environment at the JCC. 
 
Please call the office to report any reasons for a child’s absence, particularly in the case of a 
contagious illness.  The JCC is legally obligated to inform parents of any communicable 
diseases but not to share the name of the patient.  
 
When a child is kept home due to illness, he/she must be symptom free, on prescription 
medication, or off non-prescription medication (including Tylenol or similar remedies) for at 
least 24 hours before returning to the JCC.  In accordance with state law, upon returning to the 
JCC after an illness. 
 
If your child is at the JCC and becomes ill, you will be required to pick up your child within 1 
hour.  

 
Someone listed on the emergency pick-up list will be contacted if the parent is not reachable. 

 
4.7 Individual illnesses 
H1NI Virus 
We will continue to carefully monitor all of our children for any signs of flu using information 
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obtained from the Center for Communicable Disease and the Allentown Health Department. 
We will take common sense precautions to avoid transmission.  

At this time, the CDC recommends the following means to reduce the spread of influenza: 
focusing on early identification of ill children and staff, staying home (or away from others) 
when ill, using good cough and hand hygiene etiquette, and incorporating environmental 
controls that encourage the use of these hygiene practices. If a member of the household has 
been diagnosed with H1N1 virus, please keep a very close watch on your other children for 
signs or symptoms.  

If your child demonstrates any flu like symptoms (running nose, cough and/or body aches) with 
a fever of 100.7 or higher, please keep your child home for at least 24 hours from the onset of 
the symptoms. If your child has a positive rapid influenza A test, please keep your child home 
for seven days from the onset of the symptoms.  

If a child attending our preschool is sent home because he/she demonstrates flu-like symptoms 
or comes in contact with a sibling who has flu-like symptoms, please keep the child home for a 
minimum of 48 hours after exposure to avoid the possible spreading of the influenza to others.  

As you are aware, keeping emergency contact information up to date for all of our children and 
staff is of the utmost importance. If you need to make any changes to your information, please 
call the ECE office.  

Antibiotics 
When a child is being treated with antibiotics for a contagious condition, he/she must remain at 
home for the first 24 hours of treatment. This means the child will have had all doses indicated 
for each “day” of treatment and, when possible, the first dose for the second day. The 
exception to this is monilia. Remember that antibiotics are only effective when taken at their 
full dosage and for their full duration.  
 
Please keep us alert to any side effects your child may experience from medication. This will 
help us avoid confusion with a suspected illness. 
 
Chicken Pox 
Children who have chicken pox should not return to the JCC until all of the pox are dry in order 
to prevent the spread of the disease. This usually means the children are kept home for 5 to 7 
days. 
 
Colds 
Teachers will use discretion when asking you to keep your child at home if he/she has a cold. In 
general, a runny nose with a clear discharge is a common symptom of a cold. Good hand-
washing at school and at home is the best way to stop the spread of infection. Any discharge 
from the eyes or nose that is yellow or greenish could be a sign of an ear or sinus infection and 
could be cause for being sent home from the JCC. While not a public health concern, it 
indicates a need for close observation of your child’s discomfort or a need to consult your 
health care provider. A doctor's note is acceptable to confirm that the discharge is due to 
allergy rather than illness. Any child who is well enough to attend the JCC will be expected to 
participate with other children in usual outside activities. 
 
 
Coughs or Child Complaints 
Any productive cough or continuous coughing is a sign of infection. Exhibiting such a cough, or 
verbally complaining of sore throats or earaches, will be cause for being sent home.  
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Conjunctivitis 
Conjunctivitis is highly contagious. The two kinds of conjunctivitis that typically spread in 
children’s centers are (a) viral and (b) bacterial. Symptoms connected to allergies are not 
contagious, and thus do not fall into this category. This will be taken into consideration should 
a child with allergies on record present with similar symptoms. 
 
There are several signs or symptoms: 
(a) Viral conjunctivitis 

Pink eye/s 
 Swollen eye/s 
 Watering eye/s (that may also be sensitive to light) 
(b) Bacterial conjunctivitis 
 Red or pink eye/s (may eventually become itchy or painful) 
 Yellow or green discharge 
 Eye/s might be crusted in the morning upon waking 
 
When two (2) of these symptoms listed for Viral or Bacterial Conjunctivitis occur, you will be 
contacted by the JCC and asked to pick up your child. When one (1) of these symptoms is 
present, it will be at the discretion of the Director whether you will be called to pick up your 
child. Until your child is picked up, the Pennsylvania Department of Health regulations for 
exclusion from the group will be instituted. Your child may return to the JCC after diagnosis 
when treatment with an antibiotic has been in place for 24 hours. If your child is not being 
treated with an antibiotic, he/she may return to the JCC when free of all symptoms. 
 
Diarrhea 
Diarrhea is usually caused by a viral infection. It is highly contagious in a child care setting. A 
child should be kept home from school if he/she has diarrhea that is leaking through diapers 
and/or clothing, and/or if they have abdominal pain. Children who have bowel movements in 
diapers will be sent home after two instances of watery diarrhea. Children who have bowel 
movements in the toilet will be sent home if they are having diarrhea accidents in their 
underwear or a bowel movement in the toilet judged by a teacher to be unusually loose. This is 
because, as a public health issue, it places other children at risk for infection. Children will also 
be sent home if they have more than two instances of diarrhea in an hour or if a pattern of 
frequent diarrhea has been established. In addition to taking teacher time away from the 
classroom, it places the child at risk for dehydration.  Children may return to the JCC when they 
are no longer having diarrhea.  
 
If your child comes to the JCC with occasional diarrhea due to antibiotics, teething, etc., we 
may request written or verbal assurance from your health care provider that the diarrhea is not 
contagious. 
 
Ear Infections 
Many ear infections are accompanied by fever. In these cases, please follow the policy below 
regarding fevers. Occasionally, however, ear infections are not accompanied by fever. While 
the infection may not be highly contagious, a child with an ear infection is often very 
uncomfortable and out of sorts. In these situations we feel that the child should not be in 
group care. For the sake of your child, we ask that he/she be kept at home until the symptoms 
resolve, either on their own or with the assistance of antibiotics. 
 
Eye Redness or Foreign Bodies in the Eye 
Apart from a possible indication of conjunctivitis, eye redness or tearing may sometimes reflect 
a foreign object (often very tiny). We are not equipped to distinguish these different conditions 
or authorized to irrigate an eye, even if a foreign body is evident. Your health care professional, 
in either case, will assume responsibility for appropriate diagnosis and treatment. We recognize 
that eye redness and tearing are also characteristics of allergies or colds. This is taken into 
consideration, along with a child’s medical information, when implementing this policy. 
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Fever 
The fever policy reflects the general health care policy. A fever is a sign of a viral or bacterial 
infection. Parents will be called and asked to pick up their child if the child  

 demonstrates discomfort or modified/atypical behavior 

 would not be able to participate in the normal activities of the day 
 would require extra teacher attention and/or has a temperature greater than or equal 

to 100.7 orally (99.4 armpit)  
 is exhibiting onset symptoms of a contagious disease already present in the JCC or 

community  
 
The child may return to the JCC after he/she has no longer been exhibiting the behaviors for 
which he/she was sent home and he/she has had a normal temperature for 24 hours without 
the use of an analgesic. 
 
Foreign Objects in Ears, Noses and Skin 
We are prohibited from any attempts to remove foreign objects from ears, noses and skin (e.g. 
splinters). This is to prevent any potential harm. In the event a bean, seed, or other object, 
often the result of the natural curiosity of children, enters a child’s facial orifice, the parents 
will be called to either remove the object or to engage the aid of an outside health care 
provider. In the case of a splinter, we can soak the child’s hand or foot in warm water with the 
possibility it will dislodge on its own. However, we are not permitted to remove it. 
 
Impetigo 
Impetigo is a bacterial infection of the skin. It is highly contagious. If the Teacher/Director 
suspects impetigo, you will be asked to have your child seen by your health care provider. If 
antibiotics are prescribed, the child may return after 24 hours on the antibiotic and when 
he/she is no longer having oozing lesions. 
 
Lice 
Head lice are tiny tan-colored bugs that are easily transmitted through eggs (nits). The nits are 
tiny, oval-shaped and grayish-white. They adhere to the hair strands about 1/2 to 1 inch from 
the scalp. The most noticeable symptom of lice is itching (and a child’s constant scratching). 
Treatment involves a fairly simple shampooing and combing with an over-the-counter kit, 
among other remedies. Although it is rare to have a lice infestation, it can occur. Children with 
head lice will be sent home for treatment and all other parents will be notified and asked to 
double-check their children. In the rare instance that an infestation occurs, we will issue 
guidelines for eradicating these organisms. In the event of an occurrence of head lice at the 
JCC, we will do head checks.  A child treated for head lice may not return to the JCC until 
treatment has taken place and all nits have been removed from the hair; a doctor’s note must 
confirm this. This is to reduce or prevent survivor re-infestation. 
 
Monilia (candida or yeast) 
This is a yeast infection that appears as a rash in the genital area and is one cause of diaper 
rash. It can be contagious but is usually not caught from another child. Transmission can be 
controlled by careful hand-washing and sterilizing of changing tables. It is treated with anti-
fungal ointment. If we suspect that your child has monilia, we will notify you promptly so that 
you can arrange for your child to be seen by your health care provider and get medication 
before he/she returns to the JCC the following morning. 
 
 
 
Physical Injury 
We may ask you to pick up your child after a bump, fall, or other incident that suggests a 
possible need for medical evaluation. 
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Rashes 
Rashes must be seen and identified by a physician. A child will be admitted back into the JCC 
when accompanied by a note from a physician indicating that either (1) the child is free of any 
infectious or contagious disease or (2) the child has started a course of either topical or oral 
antibiotics. It is understood a child might have a diaper or allergic rash. This is taken into 
consideration, along with a child’s medical information, when implementing this policy. A child 
cannot remain at the JCC with an unidentified rash. If your child is prone to skin reactions, 
please be sure this is noted in our records. 
 
Ringworm 
Ringworm (tinea) is a fungal infection that may affect the body, feet or scalp. It is spread by 
personal contact with infected persons, infected animals or contaminated objects. On the skin, 
the rash usually forms a ring consisting of a red, scaly edge and a more pale central area. On the 
scalp there may be redness and scaling of the scalp, with some loss of hair. Sometimes pimples 
with pus may occur on the scalp. Tinea is contagious as long as infected lesions are untreated. It 
is advised to consult your health provider for diagnosis and a treatment plan. Body lesions 
should be covered. Scalp lesions do not have to be covered, but a dandruff shampoo should be 
used to decrease shedding of infectious material. Children may return to the JCC after 
treatment has been in place for 24 hours (oral medication to treat the scalp; cream applied to 
the skin). 
 

Strep Throat 
Strep throat is a bacterial infection that can cause a variety of symptoms. If your child has a 
fever, a rash and/or a sore throat, you should have him/her evaluated for strep. Please note 
that strep is highly contagious. If the diagnosis is confirmed, your child must be on antibiotics 
for 24 hours before returning to the JCC. 
 
Teething 
Toddlers sometimes have unique problems due to teething. Teething can be accompanied by a 
slight fever, diarrhea and general cold symptoms, none of which are contagious, but they do 
make your child uncomfortable. We will try to ease your child through this time, especially 
following those methods that have been successful at home. If the day is particularly difficult 
for your child, we may suggest that you pick him/her up early. 
 

Vomiting 
A child who is vomiting must stay home or go home until the vomiting has stopped and there 
are no indications of any incipient illness.   
 
The JCC is legally obligated to inform parents of any communicable diseases.  Please call the 
ECE office to report any reasons for a child’s absence, particularly in the case of a contagious 
illness. 

 
4.8 Why are air quality alerts important? 
The Child Care Weather Watch index is used for guidance as to safe weather conditions for 
outdoor play relative to wind chill in the winter and heat index in the summer.  The JCC 
professional staff will make decisions based on the health and safety of the children, who are 
of primary importance. 
 

4.9 What is the standard on napping? 
All children two or under will have an afternoon nap time.  The JCC provides a nap mat or cot 
that is routinely sanitized.  Parents provide sheets, a blanket and any other items that will help 
the child’s comfort (pacifier, doll, blanket, etc.).  Items are sent home weekly for cleaning.  The 
length of rest/nap time varies according to each age group. While offering nap time to all 
toddlers is mandatory, preschoolers will be offered the option to participate in a quiet activity 
after a brief rest period.  Teachers help children ease into their nap by paying attention to the 
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individual preferences of each child.  

 
 
 
4.10 What is the procedure if it is necessary to evacuate from the JCC? 
This information is to assure you of our concern for the safety and welfare of children 
attending any of the ECE programs at the JCC of Allentown. Our Emergency Plan provides for 
response to all types of emergencies. Depending on the circumstance of the emergency, we 
will use one of the following protective actions: 
 

 Immediate Evacuation:  Students are evacuated to a safe area on the grounds of the 
facility in the event of a fire, etc.          

 In-place Sheltering:  Sudden occurrences, weather- or hazardous materials-related, may 
dictate that taking cover inside the building is the best immediate response. 

 Evacuation:  If total evacuation of the facility is necessary, children will be taken to our 
designated relocation facility.  

 Modified Operation:  May include cancellation/postponement or rescheduling of 
normal activities. 

 
These actions are normally taken in case of a winter storm or building problems (such as utility 
disruptions) that make the environment unsafe for children, but they may be necessary in a 
variety of situations. 
 
Please watch Channel 69, Channel 12, Channel 226, or Channel 247; listen to B104; or visit the 
WFMZ website at www.wfmz.com for announcements relating to any of the emergency actions 
listed above. 
 
We ask that you not call during the emergency. This will keep the main telephone line free to 
make emergency calls and relay information.  We will use our cell phones to keep families up to 
date if the main lines are not available. 
 
You have given your authorization on our enrollment form for those individuals designated 
with permission to pick up your child.  Please ensure that only those persons you list on the 
form attempt to pick up your child. Please also make sure the phone numbers are written 
clearly, are correct, and are updated as needed. 
 
You are urged not to attempt to make different arrangements during an emergency. This will 
only create additional confusion and divert staff from their assigned emergency duties. 
 
In order to assure the safety of your children and our staff, we ask for your understanding and 
cooperation. Should you have additional questions regarding our emergency operating 
procedures, contact the ECE Director. 
 
5.0 WHAT ARE THE PARENT POLICIES AT THE JCC? 
 

5.1 Arrivals and departures 
Parents will establish arrival and departure times when enrolling their children.  We staff the 
program depending upon the number of children scheduled daily.   Consequently, we 
appreciate your cooperation in strictly adhering to these designated times.  Please notify the 
ECE office in advance of any changes to your schedule. 
 

If an emergency situation arises and you are going to be late, please inform the ECE Office as 
soon as possible. The names and contact information for all individuals authorized to pick up 
your child must be registered in the ECE Office. To ensure the security of your child, you must 
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contact the office in writing or by phone if there will be a change. We will not release your child 
without this information. Staff will also require a picture ID. Individuals without authorized 
entrance into the children’s areas of the building will be met at the JCC Welcome Desk in the 
main lobby, and the child will be brought there by a JCC staff member. 
 
 

5.2 Confidentiality 
Confidentiality regarding the child and family is of paramount importance. All conversations 
regarding personal information are held in private and not within hearing range of children or 
non-program staff. Due to child protection and privacy rights, no information is shared with 
persons other than the child’s legal guardians. There are two exceptions: (1) with the written 
consent of the child’s parent/guardian or (2) if there is reasonable cause to make a child 
abuse/neglect report and informing the parent might put the child in jeopardy. Should a staff 
person be approached with an inquiry about a child for whom the individual is not a parent or 
guardian, the staff person is restricted from even any acknowledgement that the child attends 
the JCC.  
 

 5.2a Children’s Files 
The Department of Human Services requires that we maintain a file on each child and family. In 
addition, we gather information during the child's time at the JCC. Parents may be assured that 
any information regarding their child/family or any matters that are discussed with the Director 
or staff will be held in the strictest confidence. Family files are only accessible to administrators 
and teachers. A child's parent or guardian will always have access to his/her child's files and 
maintains the right to add information to the child's record and/or to request, through a 
conference, deletion of information in the child's records. The JCC shall, within one week after 
the conference, render to the parents a decision in writing stating the reason(s) for the 
decision. If the decision is in favor of the parents, steps shall be taken immediately to put the 
decision into effect.   
 

Information is released to third parties only with written permission from the parents, and 
parents will be notified if a child’s record is subpoenaed. Parents may request in writing that 
the JCC transfer the child’s record to any other person after the child has left the JCC. The JCC 
will charge a reasonable fee for copies of information contained in a child’s record. Each time 
information is released or distributed from a child’s record, the following information shall be 
recorded in a written log: the name, signature and position of the person releasing or 
distributing the information; the date; the portions of the record which were distributed or 
released; the purpose of such distribution or release; and the signature of the person to whom 
the information is distributed or released if done in person.  In cases where records are sent to 
a receiving school, this last signature requirement may not be possible. The log will be made 
available only to the child’s parent, the personnel responsible for record maintenance, and the 
ECE staff. 

 
5.3 Non-discrimination policy 
The JCC welcomes applications from all interested persons. While our program is Jewish-
oriented and JCC membership is required, we do not discriminate on the basis of economic, 
racial, cultural, ethnic, religious, linguistic or physical differences, nor on the basis of the marital 
status, sexual orientation or political beliefs of parents or guardians. 

 
5.4 Harassment policy 
The JCC is committed to providing a work environment which is free from harassment based on 
an individual's gender, race, color, religion, sexual orientation, national origin, ancestry, 
disability or age. Harassment in any of these forms is unlawful and violates both the spirit of 
equal opportunity and the rights of the individual. It undermines the integrity of the 
employment relationship and can destroy the morale and commitment of the individuals 
involved. 
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Harassment covers a range of behaviors, including subtle and not-so-subtle, verbal and non-
verbal behavior. It can be engaged in or experienced by both males and females. Harassment 
will not be tolerated in any form at any level by the JCC, whether committed intentionally or 
unintentionally. 

 
5.5 Grievance procedure 
The JCC is dedicated to making your experience and that of your child strongly positive and 
successful. If you have any concerns or complaints, we invite you to voice those issues to us, so 
that we can work with you towards a satisfactory resolution. You may do this on an informal 
basis with the teachers or administrative staff involved at any time. If informal efforts are not 
successful, please take advantage of the following grievance procedure that we have 
established for your benefit: 
 

Group Supervisor (Lead Teacher): Issues relating to the care of your child or to a conflict with 
another child or family at the JCC must be brought to the Lead Teacher for your child’s class. 
The Lead Teacher will meet with you to discuss the issue, will investigate as necessary, and will 
work with you towards a resolution. If the issue cannot be resolved, or if the issue involves the 
Teacher, please contact the ECE Director. 
 

The ECE Director: Issues relating to the operation or policies of the JCC or to issues that were 
not resolved with the Group Supervisor must be brought to the ECE Director. The Director will 
meet with you to discuss the issue, will investigate as necessary, and will work with you 
towards a resolution. If the issue cannot be resolved by the ECE Director, or if the issue 
involves the Director, please contact the Executive Director of the JCC. 
 

The Executive Director of the JCC: Any issues not resolved may be brought to the Executive 
Director of the JCC. At a meeting with the Executive Director, an attempt to resolve the issue 
will be jointly worked on. If at the conclusion of the meeting the parent is not satisfied with the 
resolution, he or she can request a meeting with the Board President by indicating a desire for 
such a meeting to the Executive Director. A meeting will be set up at the earliest possible date 
convenient to all parties. 
 
An investigation at any step of this grievance procedure may include any or all of the following 
actions: meetings with you, meetings with other interested parties or witnesses (including, but 
not limited to, the Executive Director, administrative staff, teachers, parents, community 
members, or others), and/or gathering evidence. The investigation will be conducted in a 
manner to discover the facts, to preserve the confidentiality of all involved in the investigation 
to the extent possible, to prevent retaliation against the person bringing the grievance or 
against anyone who assists in the investigation, and to ensure fair treatment of anyone accused 
of misconduct. When necessary, legal counsel may be consulted. In all cases, our goal is to work 
together for a satisfactory relationship between all parties and a good experience for families 
and their children at the JCC. 
 

6.0 TUITION AND FEES 
 

6.1 What tuition requirements and payments are offered? 
Membership in good standing at the JCC is required for enrollment in the early childhood 
program.  The JCC ECE programs operate on a year-round schedule, from July through June. 
The Pre-K program is school year based with summer day camping options. Families are 
required to sign a contract that assures their responsibility for payment of tuition through the 
term of their child’s scheduled attendance. JCC Membership must be maintained in good 
standing during the entire duration of the contracted school year. 
 
There are three tuition payment options: 

 Option 1: single (1) payment  

 Option 2: two (2) equal installments 
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 Option 3: consecutive equal monthly installments  
 
An Enrollment Form will be signed by all parties prior to the first day of the program. 
 
The payment contract must be reviewed and initialed every six months.  All payments to 
your account will be applied to the older outstanding balance. 
 
Tuition must continue to be paid regardless of absence for any reason, including absences due 
to illness or vacation. No deductions will be made for JCC closings due to holidays or snow 
days. There are no make-up sessions or refunds.  In case of extraordinary circumstances (such 
as extended illness), the parents may notify the Director, and special consideration may be 
given at the discretion of the Executive Director and the Finance Committee of the Board of 
Directors. 
 
The JCC reserves the right to make modest changes to the calendar as well as to raise tuition in 
order to maintain the integrity of the JCC.  Parents will be notified of any changes in tuition 
within six weeks of the change. 

 
6.2 What is the importance of deposits? 
To guarantee your child a space at the JCC, a Tuition Enrollment Deposit of $200 must be paid 
to the JCC along with the Enrollment Agreement. This is a non-refundable fee. This Tuition 
Enrollment Deposit is deducted from the tuition total. 

 
6.3 What are the payment dates and the associated fees? 

Enrollment forms are issued prior to the first day of school and must be signed and returned 
before school begins. If payment is impossible by the due date, please speak to the Financial 
Department (ext.141) in advance. Tuition payments made after the due date will be assessed a 
late payment charge of $25.00. A return check fee of $25.00 will be added to the account for 
any check returned for insufficient funds or any charge denied.  The JCC reserves the right to 
discontinue service should one or more payments be overdue.   

 
6.4 Withdrawal from the JCC 
Change of Enrollment Status:  

1.) The JCC must be notified in writing by August 2018 of an intent to withdraw a child 
from the 2018-2019 classroom roster.  If a parent/guardian withdraws their child at any 
time during the 2018-2019 school year, any pre-paid tuition, fees and deposit are non-
refundable and will not be applied to any other JCC program fee, dues, campaign 
pledge or tuition.      

3.)  If the JCC cannot provide a developmentally appropriate program for an enrolled child,  
                the JCC will work with the parent to identify an appropriate program. Tuition fees not     
                yet paid will be forgiven.   
 

6.5 Financial tuition assistance 

The JCC has limited resources for need-based tuition assistance. An application fee of $25.00 
must be paid at the time of registration along with the Financial Aid For, copies of your two 
most recent paystubs+ and a tax return for the previous year, social security or SSI forms if 
applicable, and a letter explaining the need for assistance, including ongoing expenses and any 
extraordinary circumstances. The information should be enclosed in a separate envelope 
marked “Request for Financial Tuition Assistance” and returned to the JCC along with the 
school registration form prior to the financial assistance submission date.  The evaluation 
process and the information supplied is kept confidential and shared only with the Scholarship 
Committee. 
 
We accept Title XX assistance from the Commonwealth of PA.  If information is required, please 
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see the ECE Director. 

 
 
 
6.6 Changes in child’s schedule 

Permanent schedule changes are based on availability of space and are made by contacting the 
ECE office.  A signed “Schedule and Billing Change Form” is required for all permanent changes.    
 
 
Administrative Fee:  For each reduction of hours of service (for any reason other than a life 
changing qualifying event) a $25.00 service charge will be added to your account.  There will be 
no fee for adding hours.  There is no fee for making a one-time change to the contract. 

 
6.7 Late pick-up fee 
We urge you to leave sufficient time to have your child in your charge by his/her scheduled 
pick-up time. Late pick-ups may occasionally be arranged through the ECE office at extension 
114. Please bear in mind our program is staffed for safe teacher-child ratios to maintain 
supervision and program continuity for the number of children scheduled in our care. Teachers 
also work very long hours and must often wait after their scheduled work time to stay with the 
children until their parent/s arrive. 
 

If you know you will be more than 5 minutes late in picking up your child, please call the JCC. 
Calling to let the staff know you will be late is not an exemption from the late fee. It is a 
courtesy provided to the teachers and your child. We recognize the needs of working parents 
and are aware that there may be occasions in which parents will need to arrange for late care. If 
there is an occasion when you will be late, please let the office know so arrangements can be 
made. 
 
If pick up occurs more than 5 minutes beyond the scheduled pick up time and it is before 6:00 
PM, the fee is $10.00.   Any delay beyond the first hour is billed at $10.00/hour. 
 
There will be a late fee of $10.00 for any pick up between 6:00 PM and 6:15 PM and an 
additional $1 per minute after 6:15 PM.   
 
 

In the event no one picks up your child by 6:00 p.m. and we are unable to reach you or those 
you have authorized in writing (prior written authorization is preferred; verbal authorization 
will be accepted in an urgent situation) to pick up your child, a member of the senior 
management staff will stay with your child and emergency procedures relating to our concern 
for your well-being may be taken, including calling the police to check your home and your 
employer. 

 
7.0 PARENT INVOLVEMENT AND COMMUNICATION 
 

7.1 Are parent visits and involvement encouraged? 
Parents and grandparents are encouraged to participate by visiting or volunteering in the 
classroom. Some ways family members can help are by being a guest reader, sharing a special 
talent, discussing their occupation, or assisting with a project.   
 
The Parent Volunteer Organization (PVO) distributes a Parent Participation Form requesting 
you to please indicate the ways in which you would like to be involved in your child’s program. 
You can also discuss ways you would like to help directly with your child’s classroom teacher. 
Further opportunities for involvement are provided through the PVO. You can volunteer to be 
a room parent or to help with a variety of projects the PVO and/or the teachers organize 
throughout the school year.   
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7.2 What is the communication method between school and home? 
Ongoing communication between parents and teachers is something we value and encourage. 
To keep you up to date about your child’s life at the JCC, we distribute e-mails, write notes, 
have photo displays, and post information on the JCC website. A strong home/school 
communication system is a critical piece of the parent/school partnership. 
 

During the 2018-2019 school year, our primary method of communicating general information 
with families will be through e-mail. Please let the Director know if you prefer a different 
method of communication. 
 
Contact from families via e-mail, phone calls, or notes is welcome and appreciated. Face to face 
contacts are also welcome, but lengthy conversations are not possible when the teacher is in 
ratio.  If you have a specific concern that requires a more lengthy contact with the teacher, you 
may gladly schedule an appointment. 
 
A downloadable Information Change Form is available from our website to submit to the ECE 
office if: 
• You wish to edit emergency contact information. 
• There is a change to the list of people authorized to pick your child up. 
• Your address, phone number, or e-mail address has changed. 

 
7.3 What are the general rules of communication? 

Parent to Teacher: Be confident that teachers will share any observations or special concerns 
about your child as they arise. We also ask you to inform us about unusual events at home (e.g. 
a parent away on a trip or ill, a sleepless night, a houseguest, etc.); children often display 
changes in their behavior while in our classrooms in response to such situations, even if they do 
not demonstrate this at home. Some extra attention from the teachers can make the day easier 
for everyone. 
 
Sharing information is a means to keep abreast of the successes, challenges, strategies and 
approaches of support, as well as to weave the important connection between home and 
school. 
 

Parent to Child: Taking the time to read the daily posted note outside the classroom, to check 
out the website, or to find other means for knowing about your child’s program provides 
resources for talking with your child about his/her day.  

 
7.4 What are the forms necessary to get to know our child? 
The Commonwealth of Pennsylvania requires two forms be completed by the parent/guardian 
to facilitate familiarity with the child: 

 (1) The Developmental History form providing physical and temperament history 

 (2) The Getting to Know You form providing personal habits, likes and dislikes, routines,   
and family information, giving a perspective of the child’s passage through milestones, 
self-help skills, and management 

 
The information from these forms will be utilized by your child’s teachers in individualizing an 
approach and developing a rapport with your child. It will also provide a foundation of 
dialogue for your first general conference. 

 

7.5 What is the timeline for conferences and progress reports? 
Teachers are responsible for ongoing observation, documentation and assessment of your 
child’s growth through the continuum of development. This is intended to support their 
observational assessment. This information is also utilized in planning both your child’s 
individualized curriculum and the program for the classroom as a whole. Information you offer 



JCC of the Lehigh Valley Early Childhood Education                      Family Handbook and Health and Illness Policies 

Ver.072018                     

23 

is also included in the ongoing documentation of your child’s progress. 
 
Parent conferences are an opportunity for our staff and you to share observations and 
information about the daily life and progress of your child. It is also a time for parents to raise 
questions or concerns with the staff. Conferences are scheduled twice yearly. As mentioned 
above, parents/guardians will receive written information for review in advance of the 
conference to allow time to reflect and to prepare any comments or questions. 
 
Conference schedules are usually posted outside the child’s classroom and conference 
notification letters are sent home. We will always try to accommodate an unusual work 
schedule. Most conferences are held before and after school program hours, as well as in the 
early evening. We ask for the courtesy of 24-hour advance notification for the cancellation of 
any conference. 
 
A parent can request a conference at any time. Teachers often request a conference for any 
discussion that would best be served by a longer timeframe than is possible at the beginning or 
end of your child’s day. Teachers will not discuss your child in front of him/her or any other child 
or parent.  

 
7.6 How is class transition handled?  
Infants and toddlers will transition to the next classroom as soon after their birthday as 
possible.  Before a child is moved, the parents will have an opportunity to meet with the new 
teachers and visit the new classroom.  The child will also visit the new classroom before the 
move becomes permanent.  This is a very exciting time and should be viewed as a big step 
forward in your child’s education.  The transition process is gradual and is usually completed 
over a 2 week time frame although each child is different and some may need more time.  More 
transition information is available from the Director and you should not hesitate to contact her 
with any questions or concerns. 
  

7.6a Daily Staff: Child Ratios as mandated by the Department of Human Services 
• Infants (8 weeks – 12 months)     4:1 
• Young Toddlers (1 year olds)    5:1 
• Toddlers (2 year olds)      6:1 
• Preschool (3 year olds), Pre-K (4 year olds)   10:1 
    
In classrooms with mixed ages, the ratio is determined by the ratios required by the youngest 
child/children present.  
 

7.7 Why does the JCC suggest developmental support and referrals? 

The JCC ECE may engage the services of a consultant to observe the classrooms for general 
well-being in the room. This includes components such as but not limited to teacher-child 
interaction, child-child interaction, teacher-teacher interaction, connection and responsiveness 
between the children and the environment, general tone, etc. No individual children are 
observed without the specific written consent of the parents. 
 
Ongoing communication regarding a child’s development and classroom observations takes 
place between the teachers and the family. Whenever a concern or question is identified – 
whether social, medical, educational or mental health – the teacher will talk with the parent to 
ascertain whether the parent has had similar observations and to gain any relevant insight or 
information. The ECE Director will be informed as soon as possible as well. The teacher will 
provide the anecdotal information upon which this question or concern is based and continue 

to document accordingly. Please note that teacher/parent communication is ongoing and 
does not necessarily indicate that a question represents a significant concern. Often, 
communication provides important information that helps to answer or resolve the 
situation within a short timeframe.  
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The Director will spend additional time observing the child during the part of the day when the 
behavior in question is likely to exhibit itself and will keep an anecdotal record of what is 
observed. A meeting between the teacher and/or Director and the parent/s will be held for the 
purpose of creating a Support Plan outlining strategies and goals. Depending on the nature of 
the situation and the calendar, a follow-up meeting will take place in two to four weeks. This 
will be a time to review progress and re-evaluate the plan. An alternative plan may be 
developed. The teachers or parents may request or suggest outside consultations be utilized as 
a means of gathering more information or suggestions for alternative strategies. As noted 
above, this will only be done after a Consent for Observation form is completed.  If it is decided 
further information or testing is advisable, the JCC staff will provide guidance or resources to 
facilitate this process. 

 
7.8 What is the termination policy? 

The JCC will make every reasonable attempt to develop an effective support or intervention 
plan, as described above, to facilitate the success of the child. Parent partnership and 
cooperation is essential and required. We must, however, recognize our program may not be 
appropriate for or meet the needs of every child. If after careful observation, consultation, 
testing (if applicable), review of the child’s progress, and/or professional recommendations it is 
determined the JCC program is not an appropriate match for the child, a Termination Plan will 
be implemented. The plan will outline the steps of bringing the child’s participation in our 
program to termination. This will include a timeframe and financial responsibilities, along with 
assistance to help guide the family to a more appropriate setting. It is possible that in cases of 
repeated unsafe behavior, termination will be immediate.  As noted in the Enrollment 
Agreement, tuition and fees will be forgiven. 

 
8.0 PARKING AND TRANSPORTATION 
 
8.1 What are the parking procedures?  
Parking lots at the JCC provide ample space for drop-off and pick-up of the children. The 
circular driveway in the front of the building may only be used for short term drop-off and pick-
up (5 minutes) and not during designated times on posted signs.  The driveway is often needed 
for school buses, delivery vehicles, or members requiring some physical assistance.  
 

8.2 Does the JCC provide transportation? 
The JCC does not provide transportation services.  Parents are responsible for transporting 
their children to and from the JCC.   
 

9.0 Communication with the ECE department at the JCC 
The phone number for the JCC is 610-435-3571.  The director’s extension is #127 and the 
Office Manager’s extension is #114.  If direct contact with a teacher is requested, please ask for 
the classroom extension.  Please refrain from calling a Mazel Tot classroom during the hours of 
12:30 PM and 3:00 PM due to the nap schedule. 
 
In the case of a power failure at the JCC, the emergency number is 610 -967-4814.  The only 
time this number will be answered is during a power failure. 
 
Our address is 702 N. 22nd Street, Allentown, PA  18104. 
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Learning is a treasure that will follow its owner everywhere! 
 

Thank you for choosing the Early Childhood Education program at the JCC of 
the Lehigh Valley for the nurturing of your child. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ACKNOWLEDGEMENT 
 

“I acknowledge the receipt of the JCC Early Childhood Education 
Parent Handbook and Health and Illness Policy.” 
 
 
 
 
 
______________________________________ ____________ 
Print Name                    Date 
 
 
 
 

Signature 


	ECE Cover 2018
	JCC Handbook 2018-2019 - Final

