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1. Introduction 
 
1.1 Welcome 
Thank you for taking the time to learn more about our program. This handbook outlines 
essential policies, procedures, and general information to help families understand how our 
center operates and what to expect from the early care and education we provide. 
 
1.2 Mission 
The mission of the University of Toledo Early Learning Center (ELC) is to provide high-quality, 
developmentally appropriate care and education in a safe, inclusive, and nurturing 
environment. We are dedicated to supporting the children and families of UToledo and the 
surrounding community through a play-based curriculum that encourages growth, creativity, 
and confidence. As an integral part of the University, we also advance UToledo’s academic 
mission by offering meaningful opportunities for student learning, research, and professional 
development. Through our commitment to excellence, we strive to serve as the benchmark 
for early childhood education in the region. 
 
1.3 Philosophy 
At the Early Learning Center, we believe: 
• Each child is a unique individual with their own gifts and talents. 
• The whole child—social, emotional, physical, and cognitive—must be nurtured when 

planning activities and creating environments. 
• Parents and family are a child’s first and most important teachers. We partner with 

families, honor cultural diversity, and use an eclectic approach to support each child’s 
optimal growth and development. 

• Children learn best through play and should be nurtured and respected as they explore 
and grow in their daily experiences. 

• Development during the early years is uneven, and each child learns at their own pace. 
Our curriculum is developmentally appropriate and tailored to meet individual needs. 

• The essential developmental tasks of early childhood include building trust, developing 
social skills, forming a positive self-image, and beginning to master academic concepts. 

 
1.4 Licensing 
The Early Learning Center is licensed by the Ohio Department of Children and Youth. Our 
license is renewed annually and is posted in the center’s main office. Licensing inspection 
reports, compliance records, and evaluation forms are available upon request from the 
department. The most recent licensing visit reports are also available in the main office. If you 
have any questions about these reports, please don’t hesitate to ask. 
 
As a legally licensed child care provider, our licensing record includes inspection reports, 
complaint investigations, and evaluation forms from both the building and fire departments. 
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These records may be viewed by submitting a written request to the Ohio Department of 
Children and Youth. 
 
Our program is licensed to serve a total capacity of 190 children; of this, 86 children may be 
less than 2 ½ years of age. 
 
▪ The toll-free telephone number (1-877-302-2347 option 4) may be used to report a 

suspected violation of the licensing law or administrative rules. The licensing law and rules 
governing childcare are available for review at the facility upon request. 

▪ The administrator and each employee of the facility is required, under Section 2151.421 of 
the Ohio Revised Code, ORC, to report their suspicions of child abuse or child neglect to 
the local public children’s services agency. 

▪ Any parent, custodian, or guardian of a child enrolled in the facility is permitted unlimited 
access to the facility during all hours of operation for the purpose of contacting their 
children, evaluating the care provided by the facility or evaluating the premises. Upon 
entering the premises, the parent, or guardian shall notify the office of his/her presence. 

▪ Administrator hours are posted outside the office. 
▪ The licensing record, including compliance report forms, complaint investigation reports 

and evaluation forms from the building and fire departments, are available for review 
upon request from the Ohio Department of Job and Family Services. 

▪ It is unlawful for the facility to discriminate in the enrollment of children upon the basis of 
race, color, religion, sex, 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.  
  
1.5 Hours and Days of Operation 
Our hours of operation are 6:30am – 6:00pm, Monday – Friday. 
 
1.6 Accreditations 
Step up to Quality  
The Early Learning Center has a GOLD Step Up To Quality (SUTQ) rating from the Ohio 
Department of Children and Youth. SUTQ recognizes and promotes learning and 
development programs that meet quality program standards that exceed child care 
licensing health and safety regulations. This rating distinguishes our program as going above 
and beyond to provide a safe, quality experience for our students and families.  
 
Step Up To Quality program standards are based on national research identifying standards 
which lead to improved outcomes for children. Learn more about Ohio's SUTQ Standards.  

http://jfs.ohio.gov/cdc/families.stm
https://education.ohio.gov/Topics/Early-Learning/Step-Up-To-Quality-SUTQ
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1.7 Closure Dates 
The ELC is closed on the following holidays: New Year’s Day, Martin Luther King Jr. Day, 
Memorial Day, Juneteenth, Independence Day, Labor Day, Veterans Day, Thanksgiving and 
the day after, Christmas Eve and Christmas Day. Please note dates are subject to change 
depending on when the holiday (observed) falls. Please see UToledo's Holiday Calendar for 
specific closure dates.  
 

2. Enrollment 
 

2.1 Admission 
The Early Learning Center enrolls infants through preschool aged children year-round, 
dependent classroom space and availability. We enroll children aged 5 to 10 during the 
summer months of June, July, and August for Camp Rockets. The Early Learning Center does 
not discriminate on the basis of race, religion, color, creed, or national origin. 
 

2.2 Admission Procedures 
Waiting List 
Due to the high demand for quality early childhood education programs, families may have 
to be placed on a waiting list before space comes available. To be placed on our waiting list, 
please complete our Pre-Enrollment Form. Priority enrollment is reserved for UToledo 
students, faculty and staff.  
 
Determining Eligibility 
Before a child can be enrolled, families must participate in a center tour to determine their 
child’s eligibility. During this time, families will be able to see the entire center, including 
visiting the classrooms, gym and play areas. We highly encourage families to come with any 
questions they may have – our experienced team is happy to provide answers! 
 
Getting Started 
Once enrollment eligibility is determined and a start date is selected, all families must 
complete a center orientation before their child’s first day of attendance. During this 
orientation, families will spend time in the classroom, meeting the teachers and seeing the 
classroom in action. This will also allow families an opportunity to share any pertinent 
information with our team. Our administrative team will ensure all required paperwork is 
completed during the orientation. 
 
Enrollment Packet 
Once eligibility has been determined and a start date is established, the Early Learning 
Center's administrative team will provide families the full enrollment packet to be completed.  
This packet includes the Ohio DCY Child Enrollment and Health Information and Child Medical 
Statement, Child Information, Authorized Pick-Up, Photo Permission, Topical Product 

https://www.utoledo.edu/depts/hr/work-life-harmony/docs/holiday-calendar.pdf
https://forms.office.com/Pages/ResponsePage.aspx?id=BxdrHam6PUqo-N6r-z1Ge15zEJn9UtZBi_Sgw9ETh9BUMTlISlJYQVZTUzNPQU1QT0pESkpBSVU1OC4u
http://www.odjfs.state.oh.us/forms/num/JFS01234/pdf/
http://www.odjfs.state.oh.us/forms/num/JFS01305/pdf/
http://www.odjfs.state.oh.us/forms/num/JFS01305/pdf/
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Permission, Acknowledgment of Tuition Policies, Assessment Information and Parent Group 
Information. 
 
A complete physical examination by a licensed physician is required to enroll children. All 
children attending the center must have the appropriate immunizations required by the 
State Department of Health. 
 

2.3 Registration Fees 
A non-refundable $50.00 registration fee per child will be assessed at time of enrollment. This 
fee covers the Early Learning Center's administrative costs for providing an individualized tour 
and orientation for families, processing the child’s enrollment application, creating a new 
enrollment file, configuring billing/payments, etc.  
 

2.4 Tuition 
Tuition is based on enrollment, not attendance; therefore, families are financially responsible 
for their child’s weekly tuition, regardless of absences due to illness, vacation, center closure, 
or any other time a child is not in attendance.  
 
Accounts are invoiced weekly, and payment is due on Monday for the current week. Payment 
is made via Brightwheel, our child care management software. Brightwheel offers secure, 
automated online payments. 
 
A 30-day written notice of any tuition change will be communicated prior to implementation.  
 
Tuition Rates (FY26) 

Infant  
$325.00/week full time 
$120.00/day part time 

Toddler  
$295.00/week full time 
$100/day part time 

Preschool  
$265/week full time 
$90/day part time 

School Age  
$225/week full time 
$75/day part time 

 
Late Payment Penalty  
As tuition is due on Monday for the current week, if payment is not made by 12:00pm on 
Friday, families will be charged a late fee of $10.00.   
 
Delinquent Accounts 
Once an account is three (3) weeks in arrears, services will be terminated, and your child’s 
spot will be forfeited. Unpaid accounts will be sent to the University of Toledo Treasurer's 
Office for collection. Families will be notified prior to this procedure.   

https://mybrightwheel.com/?utm_device=c&utm_medium=ppc&utm_source=google&utm_term=brightwheel&utm_campaign=GS_Branded_Brightwheel_Exact_Connected&hsa_acc=6480150653&hsa_cam=20779679701&hsa_grp=164195629908&hsa_ad=680787555999&hsa_src=g&hsa_tgt=kwd-340828456966&hsa_kw=brightwheel&hsa_mt=e&hsa_net=adwords&hsa_ver=3&gad_source=1&gad_campaignid=20779679701&gbraid=0AAAAADhzbZkit-MYltCgvs5_siwCBh0IR&gclid=EAIaIQobChMIrNDRruz2jQMVI0d_AB1PAjzIEAAYASAAEgLk7_D_BwE
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2.5 Subsidy 
The ELC accepts Publicly Funded Child Care (PFCC) through the State of Ohio. If a family 
qualifies for child care assistance, the ELC must receive a written authorized case plan from 
ODJFS before a child can attend. Please refer to Ohio’s Child Care Assistance website for 
more information. 
 
Families who are authorized to receive PFCC through the Ohio Department of Job and Family 
Services are required to sign their child in and out daily. At the end of the week, failure to sign 
in/out will result in families being billed the private tuition rate.   
 

2.6 Restraining Orders / Custody Agreements 
In the event of a custody dispute, both parents will be granted access to their child(ren) 
unless a court order stating otherwise is provided. It is the responsibility of the parent(s) to 
submit a copy of the court order, which will be kept on file with the child’s records. 
 

2.7 Child Pick-Up / Drop Off  
Arrival 
For your child’s safety, we ask that you accompany them into the building and escort them 
directly to their teacher. Please be sure to say goodbye and reassure your child that you will 
return. Our teachers are here to support you and your child during these daily transitions. 
 
Departure 
At departure, children will only be released to individuals listed on the authorized pick-up list. 
A government-issued photo ID is required for anyone we do not recognize. Acceptable forms 
of identification include a driver’s license, state-issued ID, passport, U.S. military ID, or 
permanent resident card. This policy is strictly enforced to ensure the safety of your child—no 
exceptions will be made. 
 
Late Pick-Up 
We operate M-F, 6:30am-6:00pm. Families who arrive after 6:00pm will be assessed the 
following late fees per child: 
 

<5 minutes $1.00/minute 
5-10 minutes $12.00 
11-20 minutes $25.00 
21-30 minutes $35.00 
>31 minutes $2.00/minute 

 
Our late pick-up policy is strictly enforced; excessive lateness may result in removal of your 
child(ren) from the UToledo Early Learning Center.  

https://ohio.gov/residents/resources/child-care-assistance
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2.8 Termination of Services 
Children are enrolled on a 30-day trial basis. We understand that each child is unique, with 
individual needs for care, comfort, and stimulation. However, some children may find it 
difficult to adjust to the structure and routines of a group setting, requiring a level of one-on-
one attention that limits a teacher’s ability to meet the needs of the entire group. In such 
cases, a smaller setting with lower adult-to-child ratios may be more appropriate. If a child is 
experiencing challenges, the center will notify parents at least three weeks before the end of 
the trial period. A collaborative plan will be created between the ELC and the family to 
support the child’s successful adjustment. If, after all reasonable efforts, the child continues to 
struggle, the center may request that alternate care arrangements be made. In such cases, 
termination of services will occur at the conclusion of the trial period. 
 

2.9 Withdrawal Policy 
Families must provide at least fourteen (14) days’ written notice to withdraw a child from the 
program. Families will be billed for child care services during the two-week notice period and 
are responsible for full payment of the account. If notice is not received in writing, families will 
continue to be charged weekly tuition pursuant to the terms of the tuition agreement. 
 
The Early Learning Center upholds the right to terminate families in cases where policies, 
procedures, or financial obligations are not being met. 
 

3. Potential Health Risk Policy 
 
The Early Learning Center follows specific health guidelines to protect children from 
contagious illness. While we understand this may occasionally be an inconvenience for 
families, we appreciate understanding and cooperation. If any of the following symptoms 
occur while a child is in attendance, families will be notified and must pick up their child as 
soon as possible. Ill children will be made comfortable and supervised by a familiar staff 
member, away from the rest of the group. 
 
Children must be excluded from care for at least 24 hours—without the use of fever-reducing 
medication—if they exhibit any of the following symptoms: diarrhea, vomiting, or fever of 100°F 
or higher. Additional exclusion time may be required in accordance with DCY 08087. Notices 
of any communicable disease exposure will be posted on Parent Boards. 
 
The following guidelines will be used to determine a child’s exclusion from the ELC. 
 
Fever 
Temperature of 100°F or above, as measured by any method, including underarm or temporal 
(forehead) thermometer. 
 

https://www.odjfs.state.oh.us/forms/num/DCY08087/pdf/
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Diarrhea 
If a child has two loose or watery stools within a 24-hour period, even in the absence of other 
symptoms, they must be kept home or will be sent home from the ELC. 
 
Vomiting 
Any instance of vomiting is grounds for a child to be kept home or sent home from the ELC. 
 
Rash 
Any illness involving a rash must be evaluated by a physician. The child should remain home 
until the rash has fully cleared, except in cases of allergy-related rashes or mild diaper rash. If 
a physician determines the rash is not contagious, the child may return with written 
permission from the physician on official letterhead. 
 
Other Illness 
A child will be excluded from the ELC for the following symptoms: 
• Severe coughing, causing the child to become red or blue in the face or making a 

whooping sound 
• Difficult or rapid breathing 
• Yellowish skin or eyes 
• Untreated infected skin patches 
• Unusually dark urine and/or gray or white stool 
• Stiff neck with an elevated temperature 
• Evidence of untreated lice, scabies or other parasitic infestations 
• Sore throat or difficulty swallowing 
• Redness of the eye or eyelid, matted eyelashes, thick, purulent discharge, burning, itching 

eye pain 
• An illness that prevents the child from participating comfortably in facility activities 
• An illness that results in a greater need for care than the staff can provide without 

compromising the health, safety, and supervision of the other children. 
 
Please notify the ELC if your child is diagnosed with a communicable disease. This helps us 
inform other families about potential exposures. Notices of communicable diseases will be 
posted on Parent Boards. 
 
One of the best ways to prevent the spread of disease is to have strictly enforced standards 
regarding the exclusion of ill children. 
 
Please be sure to notify the ELC if your child will be staying home due to any of the symptoms 
mentioned above. If your child becomes ill during the day, we will contact you immediately 
and provide care in a separate area until a family member arrives. 
 
Our potential health risk policy considers the following: 
• Children frequently experience minor illnesses during their first five years. 
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• The timing of these illnesses is often unpredictable, which can add stress to families. 
• Children tend to recover more quickly than adults from similar infections. 
• The health and well-being of the entire center community must be considered. 
 

4. Programming 
 

4.1 Educators 
A qualified teaching staff is the most essential element of a quality early education program. 
Committed to providing a supportive, stimulating, and holistic environment, our team blends 
theory and practical experience to develop a creative and engaging educational approach. 
In addition to their education and training, our teachers bring genuine passion and hands-on 
expertise. Our team includes full-time educators with two- or four-year degrees in early 
childhood education, and experience ranging from student teaching to many years in the 
field. Part-time staff members possess similar educational backgrounds and expertise. 
 

4.2 Environment & Play Space 
At the ELC, we recognize the environment as a “third teacher,” playing a vital role in 
supporting each child’s development alongside adults and peers. Our spaces are 
intentionally designed to promote curiosity, independence, and hands-on learning. 
 
• Purposeful design: Classrooms and play areas are thoughtfully arranged to encourage 

exploration, collaboration, and growth across all developmental domains. 
• Safe and inclusive: Safety is our top priority. Beyond that, we strive to create a welcoming 

atmosphere where all children feel valued and supported. 
• Developmentally appropriate materials: Each space is equipped with age-appropriate 

resources that inspire learning through play and discovery. 
 
We are proud to offer: 
• Spacious, engaging classrooms for each age group 
• Two large outdoor playgrounds for active play 
• A dedicated outdoor infant area for safe exploration 
• A full-size gymnasium for year-round indoor movement 
 
These environments work together to create a rich, engaging foundation for early learning. 
 

4.3 Programs 
The UToledo Early Learning Center offers programs for various ages and a variety of needs.  
 
Infants, Toddlers, Preschool & Pre-Kindergarten 
At the ELC, our passionate team is the heart of what we do – making us one of the region’s 
leading early childhood education programs. Our diverse, play-based curriculum empowers 

https://www.utoledo.edu/centers/earlylearn/our-team.html
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children to reach their full potential by nurturing creativity, building confidence, and fostering 
compassion. We blend developmentally appropriate education, customized for each child’s 
individual needs.  
 
Children are exposed to: 
• Stimulating, engaging environments that inspire curiosity and exploration 
• Immersive learning experiences encouraging active discovery 
• Development of cooperation and effective communication skills 
• Hands-on learning to deepen understanding and retention 
• Introduction to foundational literacy and number concepts 
• Opportunities to practice problem-solving and critical thinking 
• Using language as a tool to enhance learning and expression 
• Building social and collaborative skills essential for group interactions 
 
Children benefit from:  
• A safe and secure environment 
• Nutritious meals provided by UTMC 
• An engaging and developmentally appropriate curriculum 
• Continuous and comprehensive developmental screenings and assessments  
• Innovative and dedicated leadership 
• Exciting and intentional play zones 
 
Camp Rockets Summer Program (5-10 years old) 
The University of Toledo’s Summer Camp, Camp Rockets, makes summer exciting, 
educational, and tons of fun! Running through the months of June, July and August, Camp 
Rockets is designed to keep children engaged while soaking up all the fun adventures that 
come along with summer break! 
 
UToledo's Camp Rockets welcomes children 5-10 years of age. Priority enrollment is reserved 
for UToledo faculty, staff, and students; current ELC families also receive priority. Learn more 
 

4.4 Curriculum, Screenings, Assessments 
Curriculum 
At the Early Learning Center, we don’t underestimate the value of play. Research shows that 
play improves the cognitive, physical, social, and emotional well-being of children and young 
people. This theory translates into the lessons and activities planned by our teachers. Our 
curriculum is based on the nationally recognized Creative Curriculum. Skills and concepts are 
introduced to children through the use of learning centers – these centers encourage 
children to expand on knowledge they possess. Strong emphasis is placed on learning 
through play with the teacher as the facilitator, role model and listener, rather than "teacher" 
in the traditional sense. Our team constantly looks for the "teachable moment" when a child is 

https://www.utoledo.edu/centers/earlylearn/camp-rockets
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developmentally ready to absorb and learn a particular concept. Children learn best when 
they are actively involved in the learning process. 
 
Parent input is also an important part of our lesson planning process. We encourage families 
to regularly share information, as children are most successful when teachers and parents 
form strong partnerships. 
 
Developmental Screenings 
The Ages & Stages Questionnaires®, (ASQ®) is a developmental screening tool that pinpoints 
developmental progress in children between the ages of one month to 5 ½ years. Drawing on 
parents’ expert knowledge, ASQ has been specifically designed to pinpoint developmental 
progress and catch delays in young children—paving the way for meaningful next steps in 
learning, intervention, or monitoring. 
 
Evidence shows that the earlier development is assessed—the greater the chance a child has 
to reach their potential.  
 
Assessments 
Teaching Strategies GOLD is an authentic, ongoing observational system for assessing 
children from birth through kindergarten. It helps educators to observe students in the 
context of everyday experiences, which is an effective way to learn what they know and can 
do. 
 
Teaching Strategies GOLD is based on 38 objectives for development and learning that 
include predictors of school success and are based on school readiness standards. The 
objectives are aligned with the Common Core State Standards, state early learning 
guidelines, and the Head Start Child Development and Early Learning Framework. These 
objectives are at the heart of the system; teachers use them to focus their observations as 
they gather information to make classroom decisions.  
 

4.5 Diversity 
We respect, celebrate, and embrace the diversity within our community, including differences 
in culture, ability, and family makeup. Through developmentally appropriate discussions, 
activities, materials, and books, we strive to foster a strong sense of belonging and 
acceptance. We recognize the importance of early exposure to and representation of 
differences, which is reflected in both our curriculum and approach to child guidance. 
 
The Early Learning Center is committed to serving children from diverse backgrounds, with 
varying abilities, and from all types of families. Enrollment is offered on a first-come, first-
served basis, with priority offered to UToledo affiliates. We do not discriminate in enrollment 
based on race, color, religion, sex, national origin, differing abilities, or family structure. 
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4.6 Transitions 
Transitions to a new classroom are based on a child’s readiness across all areas of 
development—physical, social, motor, language, self-help, and age. These transitions are 
gradual and individualized, ensuring each child has the support needed to move comfortably 
from one environment to another. A written agreement between teachers and parents will 
outline the transition schedule, including dates and times. Families will receive a welcome 
packet for the new classroom, which includes helpful information about daily routines and 
activities. Parents are encouraged to visit the new classroom with their child prior to the 
transition. During these visits, teachers will maintain accurate attendance records, and 
appropriate adult-to-child ratios will be upheld at all times. 
 

4.7 Clothing and Bedding Supplies 
Families are asked to provide a blanket and an extra set of clothes for their child’s comfort 
and care during the day. 
 
The following items are required: 
• Diapers and wipes (if applicable) 
• A blanket and comfort item 
• Training pants or underwear  
• A labeled change of clothing 
• Appropriate indoor and outdoor footwear 
 
Children must be suitably clothed for the time of year upon arrival at the Center. We ask that 
clothing be labeled with children’s names. 
 

5. Communication with Parents & Families 
 
We value our parents as partners in the care and education of their child. Open 
communication is the foundation of this partnership. The Early Learning Center encourages 
ongoing, shared dialogue between parents and teachers, offering a variety of opportunities 
for you to stay informed and involved at a level that feels right for you. Parent involvement is 
welcomed in both formal and informal ways, as your engagement plays a vital role in your 
child’s growth and learning. Staying connected to what’s happening in your child’s classroom 
and at the center helps you continue to be their strongest advocate—and their most 
important teacher. 
 
Daily Communication  
Information about your child’s day in the program is always available to families. If you would 
like updates throughout the day, please feel free to communicate directly with your child’s 
classroom teacher. 
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Parent Mailbox 
Each family has a mailbox located outside their child’s classroom. Important information and 
updates are placed there regularly. Please check your mailbox daily to stay informed about 
classroom happenings. 
 
Parent Board 
Each classroom has an information board where important details are posted. You’ll find 
weekly lesson plans, schedules, menus, and other helpful information there. Please check the 
board regularly to stay up to date. In addition, parents can check the parent board located 
near the entrance of each wing for information on communicable illnesses in the center, 
upcoming family events, and community announcements. 
 
Conferences 
Conferences are held annually, providing families and teachers with the opportunity to 
discuss goals, share concerns, and celebrate their child’s growth. This is a great time to ask 
questions or share valuable insights about your child. If needed, teachers are also available 
to meet more frequently throughout the year. 
 
Family Participation 
Families are welcome to visit the center at any time. We value input from families as teachers 
create lesson plans that reflect the interests, talents, and skills of the children and their 
families. We encourage you to share any information that can help us better understand your 
child and create the best possible learning environment. Our open-door policy is designed to 
support and accommodate your family’s needs while at the center. 
 
Parent Advisory Group (PAG) 
PAG is made up of interested families who meet quarterly to provide input on the operation of 
the center. The group helps plan and organize fundraisers, coordinate parent education 
activities, support teacher recognition, and arrange family events. 
 
Special Events 
Each class typically plans special events throughout the year. Examples include a harvest 
luncheon, Mother’s Day lunch, open house, Grandparents Day, holiday celebrations, and 
more. Teachers will keep families informed of upcoming events. 
 
Fundraisers 
From time to time, the center sponsors fundraisers to help support the purchase of 
equipment, teacher training, and other classroom needs. Parents are encouraged to 
participate and assist when possible. 
 
Assessments 
Our teachers regularly observe and assess children’s play as a vital part of planning 
curriculum, organizing the classroom environment, selecting activities, and evaluating each 
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child’s progress. Through this assessment process, teachers gather valuable information 
about each child’s needs, interests, and skills. Assessments are conducted by observing, 
documenting, and reviewing the child’s work overtime. Tools used may include individual 
child profiles, anecdotal notes, developmental checklists, and work samples. This information 
is shared regularly with families to keep them informed and involved. 
 
Child Portfolios 
An individual portfolio is created for each child upon enrollment to document their 
development. Each portfolio contains photos, work samples, anecdotal notes, and progress 
reports. Teachers maintain these portfolios, which will move with the child as they transition 
between classrooms. 
 
Specialized Consultants 
Specialized consultants from local agencies and school districts are available to support 
children when needed. Our staff is happy to help coordinate these services. With written 
permission from parents, assessments, meetings, and therapies can take place right here at 
the ELC. We understand that it can be difficult for families to recognize when extra support is 
needed, and we are committed to working with you in a caring, respectful, and confidential 
way. When appropriate, teachers, families, and consultants work together to create a plan 
tailored to your child’s needs. 
 
Confidentiality 
Your child’s records and personal information are kept confidential and are only accessible to 
you, center personnel, teaching staff, state licensing representatives, and NAEYC assessors. 
We will always obtain your written permission before sharing information with any other 
outside agencies. 
 
Translator 
Requests for a translator can be made through the UToledo Office of Accessibility. 
 
Conflict Resolution 
At times, families and teachers may have differing opinions. If you have a concern, please 
follow these steps: 
• Speak directly with the teacher to address any issues that need attention. 
• Allow the teacher an opportunity to resolve minor concerns. 
• We welcome suggestions, but please understand that some requests may not be 

possible due to regulatory or licensing requirements. 
• A parent-teacher meeting can be requested at any time throughout the year. 
• If families feel concerns have not been resolved, they are encouraged to contact ELC 

administration. 
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6. Health & Safety 
 

6.1 Emergency/Disaster Plan 
In the event of a building emergency—such as a bomb threat, utility failure, workplace 
violence, or hostage situation—the ELC will follow the procedures outlined in the Emergency 
Operations Plan. 
 
The Emergency Operations Plan is available for review in the main office. 

6.2 Fire Drills 
In the event of a fire, children will be evacuated through the nearest exit and taken to a safe 
location away from the building. All exits are clearly marked, and fire drills are conducted 
monthly to ensure preparedness. Smoke detectors and fire extinguishers are installed 
throughout the building and inspected regularly. 
 

6.3 Administering Medications 
We will administer prescription and over-the-counter medications, provided it is not the first 
dose and the parent completes a Medication Administration Request form. All medication 
must be given to the ELC office in its original, clearly labeled container, which includes the 
child’s full name, dosage, strength, expiration date, licensed health care provider’s name, and 
administration instructions. The center will keep a detailed record of all medications 
administered. Please note, we do not administer any fever-reducing medications. Staff will be 
trained in the “five rights” of medication administration to ensure safety. 
 

6.4 Tornado Drills 
Tornado drills are practiced monthly from April through October to ensure everyone’s safety. 
During a tornado warning, children will be moved to the interior of the building, away from 
windows and doors, and will remain there until the warning is lifted.   
 

6.5 Injuries 
Families will be contacted immediately if their child is injured and requires medical attention. 
If we are unable to reach you, we will contact the next person listed on the emergency 
authorization form. The staff member who witnesses the accident or injury will complete a 
written report. Incident reports will be completed for the following situations: 
• Illness requiring first aid 
• Accidents requiring first aid 
• Injuries requiring first aid 
• Emergency transportation 
• Any unusual or unexpected event that jeopardizes the safety of children or staff 
While waiting for a parent to arrive, appropriate first aid will be administered. If the situation is 
urgent, we will contact campus police and call 911. If necessary, a staff member will 
accompany your child to the nearest hospital. 
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6.6 Safety 
The ELC has established the following precautions to help ensure your child’s safety: 
• No child will be left alone or unsupervised. Toddlers are supervised by sight and sound at 

all times. Preschool-age children are supervised by sight and/or sound; although they 
may occasionally play in areas not directly visible, they are checked on frequently. 
School-age children may choose activities that involve brief periods out of sight and 
sound within the center but are monitored regularly. 

• Spray aerosols are not permitted at the center when children are present. 
• Fire, emergency, and weather alert plans are posted in every classroom. 
• Teachers have immediate access to a phone in case of emergency. 
• Staff receive ongoing training in children’s health care, child abuse prevention, and first 

aid. 
• A written authorization form signed by a parent or guardian is required on file before any 

child may participate in swimming activities. 
 

6.7 Nutrition & Manner of Feeding 
We serve nutritious morning and afternoon snacks. We will follow the Adult/Child Care Food 
Program recommendations for snack preparation, selecting at least two of the following 
components: 
▪ ½ cup whole milk (children under 2), 2% low fat milk (children over 2) 
▪ ½ cup fruit or vegetable 
▪ ½ slice or ¼ cup bread or grains 
▪ ½ oz. Protein (cheese, meat) 
 
We also provide simple snacks in bite-size portions tailored to the individual needs of young 
toddlers, such as graham crackers and Cheerios. 
 
1. A hot lunch is served daily at 12:00pm. Meals are prepared by The University of Toledo 

Medical Center Food and Nutrition Department and transported to the ELC. Lunches 
include food from the four basic food groups and provide one-third of the child’s 
recommended daily dietary allowance. 

2. All meals are USDA-approved. A monthly menu is shared with families. 
3. Liquids and foods hotter than 110°F are not served to children. 
4. When special diets are required for cultural or religious reasons, alternate meals are 

offered. A physician’s note is required to eliminate any food group. 
5. To prevent choking, whole grapes, popcorn, nuts, and hard pretzels are not allowed. Hot 

dogs, if served, are cut lengthwise and into small pieces. 
6. Nutritious or pre-packaged snacks are encouraged for birthday celebrations. 
7. Food brought from home must be labeled with the child’s full name and date and must 

meet USDA CACFP food guidelines. 
8. Children with special feeding needs will have their care documented daily. 
9. All food served is stored in the commercial refrigerator located in the kitchen. 
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10. A licensed dietitian reviews the program’s food service policies and procedures four times 
a year. 

 
The ELC a nut-free facility. To ensure the safety of children with allergies, families are asked 
not to send any peanut or nut-containing products to the center. This includes, but is not 
limited to, peanut butter, other nut butters, cookies, crackers, bars, cereals, or any other items 
containing nuts or nut butters. Thank you in advance for respecting and adhering to this 
important policy. 
 
Child and Adult Care Food Program (CACFP)  
In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil 
rights regulations and policies, this institution is prohibited from discriminating on the basis of 
race, color, national origin, sex (including gender identity and sexual orientation), disability, 
age, or reprisal or retaliation for prior civil rights activity. 
 

6.8 Ratios and Maximum Group Sizes 
The Early Learning Center observes the following adult/child ratios and group sizes. 
 

Age Staff/Child Ratios Group Size 
Infants (6 weeks-18 months) One Adult: Five Children Three Adults: Twelve Children 
Toddlers 1 (18-30 months) One Adult: Six Children Two Adults: Ten Children 
Toddler 2 (30-36 months) One Adult: Seven Children Two Adults: Fourteen Children 
Preschool (36-60 months) One Adult: Twelve Children Two Adults: Twenty Children 
School Age (5-10 years) One Adult: Eighteen Children Two Adults: Thirty Children 

 
Please note these are mandatory Ohio ratios – the ELC typically adheres to lower than 
required ratios.  
 

6.9 General Policies Outdoor Policy 
Outdoor play is an important part of our curriculum, supporting gross motor development in 
young children. Outdoor play is scheduled daily, weather permitting. For infants over 12 
months, toddlers, preschoolers, and school-age children, suitable outdoor temperatures 
range from 25°F to 90°F. If your child is present, they will go outside and are expected to 
participate. Please dress your child appropriately for the weather each day. In addition to 
temperature, we also consider humidity, wind chill, and other weather conditions when 
making decisions. The outdoor area includes shaded spaces, access to bathrooms, and 
drinking water. In the event of inclement weather, the gym will be used for gross motor 
activities. 
 

6.10 Hand Washing Policy 
To help prevent the spread of germs, all children, staff, and volunteers are required to wash 
their hands upon arrival, after diapering or toileting, and before meals and snacks. Gloves are 
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available in all classrooms and must be worn whenever there is contact with bodily fluids. 
Hands must be washed immediately after glove removal. The Centers for Disease Control 
and Prevention handwashing procedure is posted at all sinks for reference. 
 

6.11 Water Play 
Water play is a regular part of the children’s play experience. Special care is taken to ensure it 
remains safe and healthy. Children wash their hands before and after participating and are 
instructed not to put their faces in the water or drink the water. The water table is emptied 
daily and sanitized between uses. 
 

6.12 Diapering 
We follow the Ohio Department of Children and Youth guidelines for diapering procedures. 
Families are required to supply diapers and wipes for children who are not yet potty trained. 
Soiled clothing will be placed in a plastic bag and sent home the same day for laundering. 
Labeled bags containing soiled clothing will be placed outside the classroom on top of each 
child’s cubby. 
 

6.13 Breast Feeding 
Nursing mothers are welcome to nurse in our private lounge area located in the Blue Wing. 
 

7. Behavior Guidance Policy 
 
The Early Learning Center is committed to fostering a nurturing, supportive environment for all 
children. Our discipline policy applies to all staff and is designed to guide children’s behavior 
in positive, developmentally appropriate ways, not to punish. 
 
Discipline at the Early Learning Center focuses on helping children develop self-control, self-
confidence, and problem-solving skills. Guidance includes teaching children about sharing, 
taking turns, resolving conflicts, and becoming aware of their emotions and actions. 
Preventive strategies, positive role modeling, consistent expectations, and reinforcement of 
appropriate behavior are key components of our approach. 
 
At no time will staff use any form of physical punishment, including hitting, shaking, or rough 
handling. Psychological abuse, coercion, threats, derogatory remarks, or withholding food as 
a form of discipline are strictly prohibited. 
 
If a child exhibits ongoing disruptive or unsafe behavior that cannot be resolved through 
typical classroom management techniques, the following steps will be taken: 
• Teachers will consult with a supervisor and the child’s family to develop an individualized 

action plan. 
• Staff and families will collaborate to implement strategies and monitor progress. 
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• If necessary, referrals to community resources or outside evaluations may be 
recommended. Families will be kept informed throughout the process. 

• If challenging behaviors persist despite intervention and support, and the child’s needs 
cannot be safely or effectively met within the group setting, the ELC reserves the right to 
terminate enrollment. 
 

Our goal is always to support each child’s growth and well-being while ensuring a safe, 
respectful environment for all. 
 

8. Daily Room Routines 
 

8.1 Infant Daily Schedule 
Infant schedules are individualized to meet the developmental needs of each child. Families 
are asked to provide a written copy of their baby’s daily routine, including typical feeding and 
napping times. As the child grows and their needs change, families are responsible for 
updating the routine so staff can continue to provide consistent care that supports the child’s 
development. 
 

8.2 Toddler Daily Schedule 
Toddlers are introduced to a simple daily schedule that provides structure while allowing 
flexibility. Emphasis is placed on offering open-ended activities that encourage exploration 
and engagement based on each child’s interests and developmental level. 
 
The below daily schedule is a sample for toddler classrooms.  
 

6:30-7:30am Open breakfast (supplied by parents) 

6:30-8:30am 
Greetings and assisting toddlers with separation from parents and integrating 
them into the ELC. Room and toy exploration, including balls, blocks, soft 
animals, puppets, housekeeping props and books. 

8:30-8:45am Toddler groups separate into their own classroom. Diapering and or toileting. 

8:45-9:15am 
Group play and free choice, with special activities added to the setting such 
as tabletops, manipulatives, books, coloring and play dough. 

9:15-9:45am 
Morning snack, picking up toys, diapering/toileting checks, transitioning to 
outside/gym play. 

9:45-10:00am 
Transitional group time including stories, finger plays, creative movement and 
dance. 

10:00-10:30am Outside play or gym. This schedule will vary according to weather conditions. 

10:30-11:45 a.m. 
Group play and free choice, including art activities, water and sand play, 
dramatic play, manipulatives and a short group time for stories, songs and 
creative movement. 

11:15-11:45am Diapering and toileting 
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11:45am-12:30pm Lunch and transition to naptime 

12:30-3:00pm 
Naptime. Rest lengths will vary from child to child. Upon waking children will 
have their choice of a quiet activity or books to read. 

3:00-3:45pm 

Diapering/toileting. Children will have a variety of small manipulative 
activities, including building with blocks, playing with animals, tabletop toys or 
reading books during this transition time. Afternoon snack and transition to 
gym 

3:45-4:30pm Activities in the gym or outdoor play, weather permitting  

4:30-5:30pm 
Group play and free choice. Room and toy exploration, including balls, blocks, 
housekeeping, soft animals, puppets, and music. 

5:30-6:00pm Quiet time/end of day activities. 
 

8.3 Preschool Daily Schedule 
The preschool day is designed to support and promote development across multiple areas, 
including fine and gross motor skills, socialization, dramatization, and language. Throughout 
the day, we strive to balance active and quiet periods, solitude and social interaction, as well 
as planned activities and spontaneous play. 
 
Below is a sample daily routine. 
 

6:30-7:30am Open breakfast (supplied by parents) 

6:30-8:30am 
Children arrive and are greeted by staff and are assisted in transitioning to a 
new day at the center. Their free-play choices include blocks, stories, puzzles, 
paper and markers and puppets. 

8:30-9:00am Preschool groups separate into their own classroom. 

9:00-9:30am 
Open snack time. Easy and nutritious snacks are prepared with the children to 
encourage self-help skills. 

9:15-9:30am 
This is a transition time to group sharing and planning, which includes 
cleaning up of toys and completion of early morning activities. 

9:30-10:00am 

Gathering time. This time is an opportunity for the whole group to share 
interests and materials, as well as an opportunity for the teacher to introduce 
the day’s special activities. It is a time for shared participation through stories, 
songs, games and problem solving. 

10:00-11:00am 
Special activities. The children are encouraged to make their own choices. The 
activities involve the various developmental areas (making collages, art 
projects, finger-painting, chasing bubbles with paper plates, etc.) 

11:00-11:45am 
Special activities and transition time to outside play or gym depending on the 
weather. 

11:45am-12:00pm Lunch preparation, including setting the table and getting out rest cots. 
12:00-12:45pm Lunch and transition to naptime 

12:45-3:00pm 
Naptime. Rest lengths will vary from child to child. Upon waking, children will 
have their choice from a variety of books.  

3:00-4:15pm Afternoon snack and free choice for children in the art area or with tabletops. 
4:15-4:30pm Gathering time. Short group activity to reflect on the events of the day. 
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4:30-5:30pm Outside play/or gym depending on weather conditions.  
5:30-6:00pm Quiet time/end of day activities. 

 
8.4 School Age Daily Schedule 
Our school-age program provides care for children ages 5 to 10 years during the months of 
June, July, and August. 
While children are always supervised, school-age children are allowed some independent 
freedom following these guidelines: 
• They may run errands inside the building or use the restroom alone or in small groups (up 

to six children) without direct adult supervision. 
• They must always inform a teacher where they are going and when they return. 
 
Below is a sample daily routine. 
 

6:30-7:30am Open breakfast (supplied by parents) 
7:30-8:00am Free Choice (combined with preschool) 
8:00-8:45am Free Choice in Camp Room 
8:45-9:15am Snack 

9:15-11:45am 
Organized Summertime Games and Events 
Field Trips, Crafts/Creative Workshops, 
Tabletop toys and Board Games 

11:45am-12:15pm Lunch 

12:15-4:00pm 
Camp Adventure 
Swimming at Pickford Pool, Outside Play, 
Library, Walks in the Neighborhood 

4:00-4:30pm Snack 
4:30-5:00pm Free Choice in Camp Room 
5:00-6:00pm End of the day wind down 

 
Daily schedules are designed to offer consistency while remaining flexible to accommodate 
the individual needs and interests of the children; all schedules provided are samples and 
may be adjusted as necessary. 
 

9. Handbook Acknowledgement  
 
Upon enrollment, families acknowledge and agree to follow the rules and regulations shared 
in The University of Toledo Early Learning Center handbook by signing the handbook 
acknowledgment on the JFS 01234, Child Enrollment and Health Information Form.  




