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Family Handbook  

2025-2026 

 

Dear FM Day Families, 

Welcome to The Early Learning Center at FM Day! We are thrilled to have you as part of our vibrant 

and inclusive learning community. Whether you are joining us for the first time or returning for another 

exciting year, we are honored to partner with you in your child’s educational journey. 

At FM Day we are deeply committed to creating a safe, nurturing, and engaging environment where 

every child can thrive. We believe that strong partnerships between families and staff are key to building 

a successful foundation for learning and growth. 

Many of the policies and procedures outlined in this Parent Handbook are designed not only to support 

the educational experience of your child, but also to meet the licensing requirements set forth by the 

Colorado Licensing Rules and Regulations. These guidelines help ensure that we maintain the highest 

standards of safety, care, and program quality for all children. 

We are excited about the year ahead and look forward to building meaningful connections with you and 

your family. Thank you for entrusting us with your child’s care and education. Together, we will make 

this a wonderful and memorable year! 

Warm regards,  

Ilana Conti – School Administrator 
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Contact Information 

Main number (303) 428-1330  

Billing and Enrollment (303) 487-2120  

Administrator (303) 657-3834  

Mailing address: 1740 Jordan Drive, Denver, CO 80221  

 

Program Hours  

Our hours of operation are 7:30am -5:00pm for infants, and 7:15-5:15 pm for toddlers, young pre-k, 
and preschool. You may drop off and pick up your child at any point during these times. However, please be 
aware that breakfast is served at 8:30 am, and nap times usually take place between 12:30-2:30 pm 
(approximately).  

 

Classroom Composition and Staffing  
 

Age Ratio Capacity 

Infants:  

3 months through 12-18 months 

1 Teacher: 5 Students 2 Teachers: 8 Students 

Young Toddler 12 months - 24 1 Teacher: 5 Students 2 Teachers: 10 Students 

Toddlers:  

24- months through 36 months 

1 Teacher: 7 Students 2 Teachers: 14 Students 

Young Preschool:  

2 ½ years old -3 years old 

1 Teacher: 10 Students 2 Teachers: 16 Students 

Preschool:  

4 years old 

1 Teacher: 12 Students 2 Teachers: 18 Students 
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Transitioning to the Next Age Group  

While transitions often occur twice per school year (August and January), students may transition into 
new classrooms outside of those transition periods due to aging out, developmental readiness, space 
availability, and more. 

We transition infants to the next age group in two ways:  

1. An infant who is already walking, can sit independently, can feed themselves, and needs more 
stimulation and activity.  

2. A child who has aged out of their current classroom.  

We gradually transition children over the course of two weeks, increasing the time they spend in the 
new class. During this period, infants and toddlers may be accompanied by one of their current 
classroom teachers. Transitions are based on each child’s age, needs, and development.  

Please note that tuition is based on the classroom your child is in, not strictly based on their age. 
Classroom placements depend on space availability, so we cannot guarantee specific teacher 
requests. Families will be notified prior to your child starting their two-week transition. 

Enrollment  
All students are enrolled on a full-time basis. If a family chooses to use the center less than full time tuition 
rates are not adjusted.  

 

Infant Classrooms – Must be at least 3 months old upon start date in program and no older than 18 
months.   
 
Young Toddler/Toddler Classrooms – Must be at least 12 months and no older than 36 months.   

Preschool Classrooms – 2.5 years old – 4 years old 
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Admission Procedures and Registration Policy  

Students are admitted based on space-available, first-come first-served basis, and with priority given 
to WPS staff and siblings of currently enrolled students. All students are enrolled on a full-time basis. 
The center can only accept children within its licensed capacity, and at no time can the number of 
children exceed this limit.  

The admission process includes Online Registration which can be completed at  www.wps.org as 
well as completing building level paperwork and document submission. Parents are responsible for 
ensuring that all enrollment forms are completed and uploaded before their child can begin 
attending. The school may remove a child for incomplete records. The center reserves the right to 
determine if a student’s placement at the ELC is appropriate to meet the student’s needs. 

Waitlist Policy  

If there are no available spots, prospective students will be placed on our waitlist on a first-come, 
first served basis. Preference will be given to families with another sibling currently enrolled and 
Westminster Public Schools staff members when possible.  

 

Records needed  

Colorado Child Care Regulations mandate an annual physical health examination conducted by a 
licensed healthcare provider. Infants at our center require a physical after each well-check visit (at 2, 
4, 6, 9, 12, 15, 18, 24, 30 months, and ages 3 and 4 years. A current physical must be on file before 
the child starts school.  If your child’s physical expires during the year, a new physical form must be 
submitted to the school within 30 days of expiration. Additionally, birth certificates and proof of 
current immunizations must be submitted before the student's start date.  

Please provide the preferred physical form to your child’s doctor for completion during each well-
check.  

Visit: General Health Appraisal Form 

 

http://www.wps.org/
https://drive.google.com/file/d/16Jz1qjYWXppIEug257evqfrvk1r22PVk/view?usp=sharing
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Withdrawal Policy  

Our staff aims to meet the diverse needs of all our learners. We strive to work with typical children's 
behaviors and accommodate exceptional circumstances. However, sometimes a child may need to be 
withdrawn from our program for the following reasons: 

• Violation of the terms of the tuition contract  

• Pattern of late pick-ups  

• Extreme behavior by the child or family members that endangers the student or others in the building  

• Staff and administrator determine we are unable to meet the student’s needs  

• Violation of ELC handbook policies (e.g., illness policy)  

• Unprofessional treatment of staff by an adult, including harassment, swearing, physical and/or 
verbal abuse  

The ELC follows Westminster Public Schools’ disciplinary procedures, including suspension and 
expulsion.  These procedures are detailed in the district’s "Rights and Responsibilities Code of 
Conduct Handbook," available online at https://www.wps.org/   

The staff reserves the right to withdraw any child if we feel we cannot adequately meet their 
needs. In such cases, a meeting with the family, administrator, classroom teacher, and, if 
necessary, the Learning Services Director will be held.  

Families must provide a 30-day notice to FM Day office staff at least 30 days before the student 
last day of school. Failure to do so will result in paying a full month of tuition. All students are 
enrolled on a full-time basis. Tuition rates are not adjusted for part-time attendance.  

Here is the withdrawal form. Please complete and turn into the office.  

Current Monthly Tuition Rates  

• Infant: $24,720 Annually ($2,060 Monthly) 
• Young Toddler: $23,130 Annually ($1,928 Monthly) 
• Toddler: $21,545 Annually ($1,797 Monthly) 
• Preschool: $19,505 Annually ($1,623 Monthly) 
• Preschool (4 years): $12,475 Annually ($1,040 Monthly) 

o Must be 4 years old by October 1st, 2025 

Families must apply for Universal Preschool Colorado (UPK) funding. For more information, visit UPK 
Colorado. 

Tuition is based on an annual rate and divided into 12 monthly payments. Therefore, there are no prorated 
tuition for non-contact days associated with school breaks, holidays, or other planned school closures.   

 

https://www.wps.org/
https://docs.google.com/document/d/1W7VVcZacqc70mzP3uCClbbDDsi2jtkzX/edit?usp=sharing&ouid=104584285935294259867&rtpof=true&sd=true
https://upk.colorado.gov/provider_referral?subsidyProgramId=bb429d83-f993-475e-a0ec-6d574cac98ef&programId=26a74391-90e8-4641-8c74-e5130f51070e
https://upk.colorado.gov/provider_referral?subsidyProgramId=bb429d83-f993-475e-a0ec-6d574cac98ef&programId=26a74391-90e8-4641-8c74-e5130f51070e
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Tuition Policy  

• Tuition for the Early Learning Center is due on a monthly basis.  
• Credit card payments are preferred and can be made online through the parent portal or on-site 

by the secretary. Teachers cannot accept tuition payments.  
• Tuition is due by the 1st of each month for the following month's care. For example, October's 

tuition is due by October 1st and covers the entire month.  
• A $25.00 late fee is added if tuition is not received by the 5th of the month. Another late fee is added 

if tuition is not received by the 10th. If tuition is not received by the 15th, the student may be 
withdrawn from the ELC.  

• All students are enrolled on a full-time basis. Tuition rates are not adjusted for part-time 
attendance. 

• A written one-month notice is required to end care. No refunds are given if care is ended without 
proper notice, and tuition charges still apply for less than 30 days' notice.  

• Westminster Public Schools employees are eligible for a tuition discount. A multi-sibling discount is 
also available for families with two or more children enrolled. The multi sibling discount is applied 
to one of your multiple children and will be attached to your youngest child’s tuition. 

• Only one discount will be applied per student. 
• Tuition rates are subject to change annually  

o Typically, 3-5%  

• A single-day closure due to weather will not result in prorated tuition as it is considered an 
isolated event.  

• For multi-day closures, such as those resulting from illness outbreaks or extensive snow 
closures exceeding 2 days, tuition will be prorated starting from the second day of closure 
until reopening.  

o This proration will be calculated based on the daily rate for each child, and the 
credited amount will be applied to the following month's tuition payment.  

 

Tuition Deposit  

Families have two weeks (10 business days) to submit the tuition deposit. If the deposit is not paid 
within this period, the spot will be offered to the next family on the waitlist.  

The deposit is non-refundable and equivalent to one month's tuition is required. This deposit will be applied 
towards your first month's tuition and secures a spot at the center. Or, if you prolong your enrollment up to 2 
months, the deposit applies to the cost of reserving your spot (½ tuition per month) and therefore you are 
responsible for paying the first month tuition. 

CCCAP and Attendance  

The Colorado Child Care Assistance Program (CCCAP) is accepted from select counties with proper 
authorization and paperwork, but spots are limited. Families receiving CCCAP must follow both CCCAP 
guidelines and ELC policies.  
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Parents must check in/out using the CCCAP online system daily. Failure to do so may result in the family being 
responsible for tuition payments and/or termination of care. All parent fees are due on the 1st of each month. 
If payment is not received, your child may be suspended from care, and your caseworker will be notified.  

If your child misses two scheduled days in a month (one scheduled day per Adams County) or ten days in one 

school year, they risk losing their spot and being withdrawn from our center. If there is an error with your 
CCCAP case or authorization, it is the parent/guardian’s responsibility to notify their caseworker within 24 
hours.  

Summer Session  

Summer care is offered to current students (ages 3 months to 4 years and 11 months). Children graduating to 
kindergarten are typically not eligible for our summer program. If a student has not turned 5 by the 
beginning of summer session, they may be offered summer care, space permitting. 

A survey will be sent out to all families in January with summer requests. Parents will be informed of their 
summer care placement by April 1st. Care depends on the availability of spots, WPS summer staff, and facility 
availability. Priority is given to children whose parents work in June and July. Note that your child’s teacher 
may be different during the summer program. 
 

If families do not need summer care but want to hold a spot to return in August, they must pay 
50% tuition for June and July. This fee holds your spot and is not applied to the fall bill as tuition is based 
on an annual rate. Families may also request summer care for one of the summer months instead of 
both (June/July). 

Child Drop-Off and Pick-Up  

For the safety of our young learners, the following procedures are in place:  

• Family members/caregivers must bring the child into the room. Children cannot be dropped off 
in the street or parking lot.  

• Family members/caregivers must check the child in and out of the center. It is the parent or 
guardian’s responsibility to check the child in upon arrival and out at dismissal using their 
individual PIN and the attendance app.  

• Parents/guardians need to provide an up-to-date list of approved people for pick-up, including their 
phone numbers.  

• Please refrain from using your cell phone inside the center during drop-off and 
pick-up.  

• Individuals’ unknown to staff will be asked for photo identification.  
• In an emergency, if someone not on the list must pick up the child, the parent/guardian must call the 

office with the person’s name. The child will not be released without this call.  
• We cannot refuse to release a child to a non-custodial parent unless we have legal documentation 

on file.  
• Individuals (other than parents) under 18 cannot pick up or bring children into the building.  
• The center is smoke-free. Smoking is not permitted on school grounds or buses. Parents attending 

field trips must also refrain from smoking.  



10 
 

• Once children are picked up, please do not enter other classrooms or spaces that may have been 
cleaned and disinfected. The center is not liable for injuries after a child is released to a family 
member.  

Late Pick-Up Policy  

A child not picked up on time can become anxious, and teachers need to leave promptly after a full 
day. If you anticipate being late due to an emergency or traffic, please call the main office as soon as 
possible.  

• Infants must be picked up and signed out by 5:00 PM.  
• Toddlers, young preschool, and preschool students must be picked up and signed out by 5:15 

PM.  
• A late fee of $25.00 is added for late pick-ups, with an additional $25.00 fee for every 15 minutes 

past closing.  
• Social Services may be contacted if a parent/guardian is more than 1 hour late without notifying the 

center of an emergency.  
• A pattern of late pick-ups will require a conference and may result in removal from the 

program.  

On early release days, children must be picked up and signed out by 3pm. The late fee process on early 
release days is the same as a traditional school day. 

Personal Items and Supplies  

Please label all personal items clearly with your student’s first and last name. This includes clothing, 
sunscreen/lotions, food containers, water bottles, and backpacks. All infant food and bottles must 
also be labeled with the child’s first and last name and the date.  

All personal items will be stored in designated bins and marked storage areas for your child. For 
example, each infant will have an individual bin for their bottles and food in the class refrigerator. 
Each child will have a large cubby in their classroom to store bedding and extra clothes. Washable 
items that have been used will be sent home on Fridays to be laundered and returned on Monday 
for the week. Please ensure all your child’s personal belongings fit in the designated cubbies and 
storage spaces provided.   

Your student will be provided with a sheet for their crib or cot at the center. If a sheet is lost or 
damaged, a $15.00 replacement fee will be added to the student’s account. It is a Childcare Licensing 
rule that sheets must be on the cot each day. 

Supply lists for each age group will be provided during your orientation. Note that some items, 
such as Kleenex, disinfectant wipes, and boogie wipes, will need to be replenished in January.  
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Shoe-Free Infant Environment  

Infants spend a significant amount of time on the floor. The ELC would like to maintain a clean, safe and 
healthy environment in the infant rooms. We practice a shoe-free policy in these rooms. We ask that anyone 
entering the room remove their shoes, or apply the provided shoe coverings. 

 

Clothing and Toys from Home  

When dressing your child for school, prioritize their comfort and safety. Please mark all your 
child’s possessions (backpacks, water bottles, clothing items, bedding, etc.) with their name.  

Infants and Toddlers:  

• Teething necklaces are not allowed due to choking hazards.  

• Hoodies or halter tops are discouraged as they may pose suffocation or strangulation hazards during 
nap time and therefore will have to be removed. 

Young Preschool:  

• Avoid clothing that restricts movement or is difficult for your child to remove for toileting.  
• Flip-flops and cowboy boots are discouraged as they can be slippery and cause falls/injuries 

on the playground.  
• Students are encouraged to be active and may get messy. Do not dress your child in clothes 

that are difficult to clean. We are not responsible for damaged clothing.  

Toys from Home:  

Please refrain from bringing toys from home as they can be disruptive to the learning environment.  

• The ELC does not allow any items or costumes of a violent nature (including toy guns, knives, or 
scary masks).  

• Check your child’s backpack daily to ensure toys are not brought to and from school. We are 
not responsible for lost or broken toys.  

 

 

 

Tadpoles Communication  

Communication between parents and teachers is a priority at the ELC. We use an app/program 
called Tadpoles to keep families informed about their child’s daily experiences. Through Tadpoles, 
teachers can send photos and videos, allowing you to see a glimpse of your child’s day. The app also 
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generates a daily report for each child, detailing activities, diaper changes, food habits, learning 
experiences, and other events.  

Parents/guardians can use this program to check their children in and out daily, and can enter morning 
drop-off notes, mark their child absent, and add any additional information to communicate with the 
teacher. Each classroom is equipped with an iPad for the Tadpoles program.  

Daily reports, photos, and videos are emailed to parents at the end of each day. You can also access 
them via the free Tadpoles Parent app (available on Apple and Android devices) or online at 
https://www.tadpoles.com/#families . All information shared through Tadpoles is considered 
private communication between the school and families. 

 
Meals and Snacks   

• All toddler, young pre-k, and pre-k students will be offered breakfast and lunch provided by 
WPS/Chartwells Nutrition Services. A calendar listing the daily meals will be posted on parent 
boards in classrooms and is accessible at https://upk.colorado.gov/   

• Breakfast is typically served by 8:30 A.M. and lunch around 11:30 A.M. If your child arrives after 
these times, please ensure they have eaten before coming to school.  

• Inform your child’s teacher of any food allergies as soon as possible. All food allergies must be 
documented and on file.  

• Snacks provided by the ELC include options such as cereals, crackers, granola bars, dried 
fruit/vegetables, and cheese sticks. Please see the Snack Program Policy for more information.  

• The ELC is a peanut-free school, including snacks brought from home. Almond butter and sunflower 
butter are great alternatives.  
 

All meals provided by the school meet all requirements of the National School Lunch Program.  

If parents choose to provide meals, please ensure they meet all requirements of the USDA nutritional 
standards and are well-balanced age-appropriate foods. If a family chooses to provide meals, there is 
no reduction in tuition. Junk food such as Cheetos/ Doritos and choking hazards such as uncut grapes 
are not accepted for meals. A fruit, vegetable, grain, protein, and a serving of dairy make a well-
rounded meal. For complete guidelines, visit: https://www.myplate.gov/  

Glass containers are not allowed to avoid severe injuries in case they break. Please use appropriate cold 
packs as needed. Most classrooms have refrigerator space to store student lunches. Some classrooms 
have microwaves available if needed. We are unable to substitute out items from our school lunch 
program due to diet preferences. 

Snack Program 

Parents of children in the toddler, young preschool, and preschool classrooms are asked to sign up twice a 
month to provide a healthy afternoon snack for the class. Alternatively, parents can choose to pay an 
additional $20 per month ($10 per snack) for the center to supply the snacks.  

https://www.tadpoles.com/#families
https://upk.colorado.gov/
https://www.myplate.gov/
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When selecting snacks, please consider any allergies or dietary restrictions in the class. Always choose 
age-appropriate snacks in terms of size and texture to avoid choking hazards. Popcorn and peanuts are 
prohibited.  

Classroom teachers will distribute a sign-up link through the Tadpoles App or provide a sign-up sheet on 
their parent boards in the classroom.  

While we love homemade treats, they are not permitted during snack as we cannot regulate allergies or 
cleanliness. Therefore, please provide only store-bought items with a nutrition label. 

 

Infant Meals  

Young infants will be fed according to their schedule. Please communicate with the teacher to ensure that 
feeding habits at home are reflected here at the center. As they grow and begin eating more foods, infant 
needs will change, and the eating times will be adjusted to the group schedule. For example, infants who are 
able to sit up on their own and are eating solid foods may sit and eat lunch together. Families in the infant 
room will provide preferred formula/breastmilk, bottles, and baby food. The infant feeding plan will be 
documented on the individual infant plan to ensure families and the infant supervisor have reviewed the plan 
together. 

 
All infant supplies, including food and milk, must be labeled daily by families to ensure infants receive the 
intended item. Colored tape is provided, and markers to date and label if needed. We are unable to store 
food items overnight. The infant refrigerators must be completely emptied each day.  

Bottles  

At the time of enrollment, staff will discuss the infant feeding plan with parents to ensure all expectations and 
steps are clear for both sides.  

Parents of bottle-fed babies will need to provide a minimum of three labeled plastic bottles, nipples, lids. It 
is recommended to overestimate your infant’s food needs for the day in case of a spill, spit-up, or delay in 
pick-up time.  

• Glass bottles are not permitted in the center.  
• All bottles need to be prepared at home, as we are not able to mix formula or defrost breastmilk at 

school. 
• If you are breastfeeding your child, all breast milk must be dated the day it was expressed and have 

your child’s name on it. Fresh or thawed breast milk can be used up to three days from the expressed 
date. Milk that exceeds this timeframe will be discarded. All items must be stored with a clear label of 
the infant’s full name, date, and contents, and stored in your child’s separate bin in the refrigerator. 
Frozen milk intended for storage purposes cannot be accepted 

• Contents remaining in any bottle must be discarded within two hours per licensing regulations.  
• Only breast milk, formula, milk, or water will be placed in your child’s bottle. No bottles will be served 

with cereal or any other food product in them.   

• Parents are welcome to come and breastfeed or bottle feed their infants any time and use the 
designated nursing rooms. This space will be available on a first come first served basis. Nursing 
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mothers are welcome to use the room to pump and use the sink/kitchen area to do any necessary 
cleaning afterward.   

Policy on Infant Transition to a Bottle  

For infants that have only been breastfed, we highly encourage you to begin introducing a bottle at least one 
month before their start date at the center. When you feel your baby is ready to begin the transition to a sippy 
cup or water bottle, please consult the infant supervisor to update the individual infant plan and work 
together on the change.  

 

Safe Sleep Practice and Infants  

The ELC follows the American Academy of Pediatrics (AAP) recommendations and the Consumer Product 
Safety Commission to provide a safe sleep environment and reduce the risk of sudden infant death 
syndrome (SIDS) for infants. 

 

Sleep Position:  

• Infants will be placed flat on their backs to sleep every time unless there is a physician or 
medical practitioner waiver up to date on file. A waiver notice will be posted at the infant’s 
crib without identifying medical information in the case of a waiver. The full waiver will be 
kept in the infant’s file.  

• Infants will not be placed on their side for sleep.  
• If a child can roll on their own, we will make a note in the file, and mark the crib 

accordingly. Devices such as wedges or infant positioners will not be used since such 
devices are not proven to reduce the risk of SIDS.  

• Infants who use pacifiers will be offered their pacifier when they are placed to sleep but will 
not be put back in should the pacifier fall out of their mouth once they fall asleep.  

• Pacifiers will be cleaned between each use, checked for tears, and will not be coated in any 
solution.  

• Parents are asked to provide replacement pacifiers regularly.  

Sleep Environment:  

• Our program uses Consumer Product Safety Commission guidelines for safety-approved cribs 
and firm mattresses.  

• Crib slats will be less than 2 3/8” apart.  
• Infants will not be placed to sleep on any standard bed, water beds, couches, car seats, 

strollers, air mattresses, or on other soft surfaces.  
• Only one infant will be placed to sleep in each crib. Siblings, including twins and triplets, 

will be placed in separate cribs.  
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• The crib will have a firm, tight-fitting mattress covered by a fitted sheet and free from 
blankets, loose bedding, toys and other soft objects (i.e., pillows, quilts, comforters, 
sheepskins, stuffed toys, etc.)  

• To avoid overheating, the temperature of the infant rooms will be checked and will be kept 
at a level that is comfortable for a lightly clothed adult.  

• Aside from a child’s clothing, sleep sacks are the only option permitted for warmth. The sleep 
sack must be non-weighted, non-restricting, loose fitted and made from breathable material. 
It is recommended to have the same style of sleep sack at home and the center to ease the 
infant’s transition to childcare.  

• Bibs and pacifiers will not be tied around an infant’s neck nor clipped on to an infant’s 
clothing during sleep.  

• The ELC will provide a tight-fitted sheet for each infant crib.  
• We are unable to swaddle or use any sleep sack with a swaddling feature.  

 

Supervision:  

• When infants are in their cribs, they will always be within sight and 
hearing of staff.  

• A staff member will visibly check on the sleeping infants frequently.  
• As part of their development, infants will have supervised “tummy time” throughout 

the day.  This will help babies strengthen their muscles and develop normally.  
• Infants will be taken out of car seats upon arrival and will spend limited time 

in infant containers (i.e.: boppies, floor seats, etc.) 

Training:  

• All staff, substitute staff, and volunteers at the ELC will be trained on safe sleep 
practices and policies.  

• Safe sleep practices will be reviewed with all staff, substitute staff, and volunteers 
each year. In addition, training specific to these policies will be given before any 
individual is allowed to care for the infants.  

• Documentation that staff, substitutes, and volunteers have read and understand 
these policies will be kept in staff files.  

• All staff, substitutes, and volunteers at the ELC will be trained on first aid for 
unresponsive infants and what to do when they have a question or need 
assistance before they are allowed to care for infants.  

Communication Plan for staff and Parents Regarding Safe Sleep 

Parents will review this policy when they enroll their child in the ELC, and a copy will be provided in the 
parent handbook. Parents are asked to follow this same policy when the infant is at home. These policies will 
be posted in prominent places. Information regarding safe sleep practices, safe sleep environments, reducing 
the risk of SIDS in childcare as well as other program health and safety practices will be shared if any changes 
are made. A copy will also be provided in the staff handbook. Any individual who has questions may reach out 
to the Administrator.  
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Rest time and Equipment (Toddlers-PreK)  

As children grow and develop, naps are essential for allowing their bodies and minds to rest and rejuvenate. 
This period of rest also contributes positively to their learning, mood, and overall fitness. When children are 
overtired, it can be challenging for them to fall asleep at night.  

 
• Infants typically take two naps during the day, each lasting between 30 minutes to 2 hours. 
• Toddlers and preschoolers have one longer nap scheduled after lunch. Preschool-aged children are 

not required to nap but must remain quiet and calm for at least 30 minutes.  
• Each toddler and preschool classroom provide cots for rest time. Children may bring in a few 

specific personal items to help them settle, such as a small blanket and stuffed animals. 
These items should be kept in the child’s cubby before and after rest time.  

• Bedding used during rest time will be sent home on Fridays for families to wash and returned 
on Mondays for use during the week.  

Diapering/Toilet Training Policy  

Accidents happen, especially in a preschool program while little ones are potty training! At FM Day 
we are happy to do our part to support toilet training; it takes a village! 

Based on students needs, classrooms and student bathrooms are equipped with dedicated changing 
tables and storage spaces where families can provide their preferred personal care items, such as 
diapers, wipes, diaper cream, and pull-ups. 

• When families decide to begin toilet training, we encourage you to consult with your child’s 
teacher.  Every child progresses at their own pace, so it's important to recognize and 
respect individual readiness cues. Rushing the process prematurely can lead to frustration 
and setbacks. Waiting until your child demonstrates several signs of readiness typically 
results in a smoother transition to independent toilet use.  

• We will not force student onto the toilet, but we will motivate and encourage them.   
• Our goal is for all preschool-aged students to begin toilet training before entering the 

preschool rooms.  We understand that accidents are a normal part of the learning process. If 
an accident occurs, a staff member will assist the child in changing their clothing promptly.  

• For children who are not fully toilet-trained, families must provide pull-ups or absorbent 
underwear designed for toilet training to be kept at school. While we encourage children to 
handle tasks independently, staff may need to assist in diapering and wiping as needed. 
Families will be informed if their child has a bathroom accident at school, and soiled 
clothing will be securely placed in a plastic bag inside the child’s backpack.  

• Please ensure your child has at least two extra changes of clothes (more may be requested), 
including an extra pair of shoes and socks in their backpack to handle any unexpected 
accidents. Remember to update clothing changes with seasonal shifts and your child's 
growth.  

• If your child has a diaper rash with open sores or broken skin the staff is not able to apply 
diaper cream without doctor authorization. Medication Authorization Form  

https://drive.google.com/file/d/1xiSR869CaobbC3CXGrFKO_gYhIIij57v/view?usp=sharing
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Vaccination/ Immunization Policy  

Please remember that each time your child receives immunizations, we require an updated record on 
an official Colorado Department of Health form. Children in our care must comply with 
immunization requirements outlined in 6 CCR 1009-2, Rules Pertaining to the Infant Immunizations 
Program, and the Immunization of Students Attending School. We maintain official certificates of 
immunization, exemption forms, or written documentation for each enrolled individual. If requested 
by state or local health agencies, childcare facilities must provide records with identifiers removed, in 
accordance with the Family Educational Rights and Privacy Act (FERPA).  

Children who are not appropriately vaccinated for their age and are not in the process of 
becoming vaccinated or exempted will be denied attendance, as per 6 CCR 1009-2.  

 

 

Illness Policy  

At the ELC, the health and safety of all children and staff are our top priorities. If your child 
becomes ill during childcare hours, we ask that you or an authorized caregiver pick them up within 
one hour of notification or late pickup fees may apply. We will notify contacts on your emergency 
contact list in their respective order until someone is reached. This policy helps prevent the 
spread of illness and ensures your child receives prompt care.  

Please note that our center's policies may differ from your doctor's recommendations on when it is 
safe for a child to return. Generally, we follow the Colorado Department of Public Health 
Guidelines. For detailed information, see the appendix or click on the link: "How Sick is Too Sick" 
sheet.  

Additionally, if a child is too ill to participate in daily activities, or requires a level of attention that is 
not possible to provide while at school, you may be contacted to pick your child up.  

Bringing a sick child to school not only affects their well-being but also risks spreading illness to 
others, potentially leading to classroom quarantines due to the spread of illness and staffing 
shortages. After two consecutive violations of our procedures -such as not keeping sick children at 
home, not providing proper documentation for their return, and or not properly following isolation or 
quarantine guidelines —you may face unenrollment from the center. A violation will be 
communicated via email within 48 hours of occurrence, then leading to an in-person meeting with 
school administration to discuss potential unenrollment from the center.  

Exceptions may be made to the how sick is too sick guidelines as per administration, our school 
nurse, or the health department. For example, students may be asked to stay home until seen by a 
doctor, specific symptoms subside, etc. This most frequently occurs with illnesses such as Hand Foot 
and Mouth.  

https://drive.google.com/file/d/1RcdCmU4SYXwmVhJrA3Pyk0gP0MTDClkF/view
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FM Day has a school nurse who is always on call. We consult with our nurse on how to proceed with 
specific health and wellbeing situations. Additionally, our nurse must review and sign all doctor 
notes including medication to be administered at school and health care plans. Our nurse may 
contact families for further information regarding your child or their wellbeing.  

Your cooperation in following these guidelines is greatly appreciated as we work together to 
maintain a healthy environment for everyone.  

Medication at School           Medication Authorization Form 

If your child requires medication during school hours, a written authorization from a physician 
and consent from the parent are necessary, as per Colorado State Regulation, Section A-7415.7. 
Please obtain a "Permission for Medication" form from the school secretary. Westminster Public 
Schools policy permits medication administration only when essential, and families must coordinate 
with the school nurse beforehand. All medications will be securely stored out of reach of children, 
and only trained staff members are authorized to administer them. Homeopathic remedies, 
medications, or nutritional supplements cannot be provided by the ELC.  

Sunscreen   

We encourage families to apply sunscreen to their children before school each day, especially in 
warmer weather. ELC staff can reapply sunscreen with parental authorization and according to 
manufacturer recommendations. Families may provide their non-aerosol sunscreen labeled with 
their child’s name; otherwise, the ELC will use Rocky Mountain Sunscreen SPF 30 as specified in the 
handbook. Note that sunscreen is not recommended for infants under 6 months; parents should 
provide alternative sun protection like hats, long sleeves, and shaded play areas. 

 

Provision of Daily Outside Play Time and Weather Policy  

All children will play outside daily, weather permitting. Please consider outdoor playtime and ensure your 
child arrives dressed appropriately. For example, if snow covers the ground, a snowsuit, boots, gloves, and a 
hat may be necessary. If it is hot, a hat and breathable fabrics may be necessary. Due to licensing 
requirements, we cannot accommodate requests that a child remain indoors. On occasion, staff may have to 
restrict outdoor play due to adverse weather conditions, including windy, rainy, or extremely hot days. These 
conditions are made on a case-to-case basis, following these guidelines:  

• Heat: If the temperature outdoors exceeds 90 degrees, children’s activities may be limited, and extra 
water will be made available. If the temperature exceeds 100 degrees, children will remain inside. 
We follow Adams County weather to determine whether children should be prohibited from 
outdoor play due to extreme heat.  

• Cold: If the temperature outdoors drops below 40 degrees, children’s outdoor activities may 
be limited. If the temperature outdoors falls below 30 degrees, children will remain indoors. 

https://drive.google.com/file/d/1xiSR869CaobbC3CXGrFKO_gYhIIij57v/view?usp=sharing
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Center Closure   

In unpredictable weather situations, the center may close or have late-starts following Westminster 
Public Schools closures. Stay informed through local TV and radio stations (Channels 2, 4, 7, 9, KBPI-
FM, KXKL-FM, KWBI, KHOW, KLZ, KOA). Single-day weather closures are not prorated, but multi-day 
closures due to illness outbreaks or extensive snow closures (more than 2 days) will be prorated 
from the second day of closure through reopening.  

If the weather becomes unsafe for staff and families to go home at the end of the day, the school 
day may be shortened and end early, at 3:15. In the rare event that this occurs, families will be 
notified by 12pm the day of. 

 

Parent Advisory Council (PAC)  

We have a Parent Advisory Council aimed at uniting parents and staff to enhance our center and 
meet children’s needs while fostering community relations. Meetings typically occur via an in 
person and Zoom hybrid and will occur on the third Thursday of each month. We invite you to 
consider joining the council or attending a meeting. Details about each meeting, including topics 
and the meeting link, are shared in the administrator’s monthly newsletter.  

 

Visitor Policy/Volunteer Application  

Parents are encouraged to visit the ELC, but it is a strict policy of WPS that all visitors check in at the 
office before going to classrooms. Upon arrival, visitors will receive a visitor’s badge and must sign in 
and out. If you wish to chaperone field trips or volunteer at the center, you must complete a 
volunteer application including a background check.  Please be aware that approval may take several 
weeks. Visitor and volunteer access may be affected by the cold and flu season.  
 
WPS Background Authorization Form 

 

 

 

 

 

 

 

https://drive.google.com/file/d/1kLMuysCVh7YyM9wyNTm6ooZAImgYM_Ny/view?usp=sharing


20 
 

 

Field Trips  

Preschool-aged students (3 and older) may participate in field trips throughout the school year 
to enhance their preschool experiences. Field trips are a valuable part of our educational program 
and provide families with special opportunities to engage with their children. The following 
procedures ensure the safety of all children before, during, and after field trips. All off-campus field 
trips must receive prior approval from the main office, and families will receive advanced notice and 
trip details. If you choose to opt out your child from a field trip, please notify the office in advance. 
Transportation to and from field trip locations will be provided on Westminster Public Schools’ 
vehicles.  

• A Parent/Guardian Permission for Field Trip form must be completed and signed before the 
trip. 

• District vehicles used for transportation adhere to strict safety policies to ensure child 
safety.  

• Students must be at least 3 years old to ride the bus.  
• Family members wishing to assist on the field trip must complete and have an approved 

"Volunteer Registration" form beforehand.  
• Students are expected to follow all transportation safety rules, and bus drivers/monitors 

undergo comprehensive training in student transportation and supervision.  
• Family members assisting may be asked to help escort one or two other children.  
• Children and assisting family members must remain with the teacher and the group 

throughout the entire field trip.  
• For safety and logistical reasons, siblings of students are not allowed to attend field trips.  
• Field trips depart on schedule; students who are not at school at departure time will be 

unable to attend.  
• Most field trips require a fee and students should bring a sack lunch and disposable drink; 

specific details are provided in the field trip notice.  
• While we aim to involve all families in at least one field trip per year, not all families may be 

able to chaperone on every trip.  
• If your child rides on the school bus to the field trip, they must ride it back to school after 

the trip.  
• If a parent chooses to drive their child to the field trip separately, they are not permitted to 

ride the bust back to school. 
o If you choose to drive your child separately, your child will not be check into 

attendance for that day unless you drop them off at school after the field trip. 

Late Arrival/Field Trips: If a child arrives late to the center and their class/group is already on a field 
trip, they will be placed in a different classroom with similarly aged peers until their class returns. 
Families will receive communication about field trips and excursions at least two weeks in advance, 
including detailed times for planning purposes.  
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Transportation Policy  

Families are responsible for transporting their children to and from the center; transportation 
services are not provided for students. 

Staff members are not permitted to drop students off or pick them up from school, even if a 
family adds them to the pickup list. 
 

Babysitting and Nannying  

Requesting staff members to nanny or babysit outside their duties at the center is strongly 
discouraged.  Our center cannot assume liability for such arrangements. Staff members are mandated 
reporters and will report any situations that may endanger a child. Please understand that our staff 
are contracted employees who cannot provide childcare outside their assigned responsibilities at the 
daycare.   

Even when babysitting, staff members are not permitted to drop off or pick up children from school. 

Birthdays  

At the ELC, we celebrate birthdays in a manner that ensures inclusivity and maintains a focused 
learning environment. Birthday treats may be shared at the end of the day, or at the end of the month 
(please check with classroom teacher for the most appropriate time), provided they are suitable for all 
children and have been previously approved by staff. Parents are welcome to bring a special treat for their 
child's birthday, along with goody bags if they choose, for children to enjoy at home. Any birthday treats 
must be store bought and in the original packaging with the nutrition facts listed to verify ingredients for 
students with allergies. 

To maintain fairness among all children, we kindly ask that personal birthday party invitations be distributed 
outside of center premises. Staff will not distribute personal invitations unless all children in the class are 
invited to the celebration. Thank you for your cooperation in making birthdays enjoyable and inclusive for 
all our children.   

 

Parent and Staff Conferences  

Two parent teacher conferences will be held for each school year to inform parents or guardians of their 
student’s behavior, progress, social and physical needs. Additional meetings may be requested and scheduled 
by the administrator, teacher, or parents as needed. Information regarding conferences will be sent via 
Tadpoles and a flyer as the date approaches.  
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Conflict Resolution and Concerns  

At the ELC we value open communication and strive to address any conflicts or concerns promptly and 
respectfully.  If you have a concern regarding the care of your child or any other issue involving our staff, we 
encourage you to follow these steps:  

1. Informal Discussion: Initially, we recommend addressing your concern directly with the staff member 
involved. Many issues can be resolved through open dialogue and clarification.  

2. Formal Discussion: If the issue persists or requires further attention, please arrange a meeting with the 
administrator. This allows for a more formal discussion and enables us to fully understand and address 
your concerns.  

3. Written Complaint: In cases where you feel more comfortable documenting your concern, you may submit 
a written complaint to the administrator. This ensures that your concern is officially recorded and allows 
us to investigate the matter thoroughly.   

4. Unless urgent where the safety of a child is paramount, please allow us 48 hours for us to investigate the 
manner before contacting you.  

Our goal is to resolve conflicts and address concerns in a timely and constructive manner, while maintaining 
the highest standards of care for all children at our daycare. Your feedback is valuable to us and helps us 
continually improve our services.  

Substitute Staff  

Classroom teachers may require a substitute at times. All ELC substitutes are WPS employees and have 
completed the human resources process.   

Video Viewing Policy  

On special occasions and sparingly, children in the young pre-k and pre-k classroom may watch films or 
educational videos while at school. These films will be educational and G-rated. Teachers will inform families 
of film names and viewing dates ahead of time. Any questions about specific films should be addressed with 
the classroom teacher or administrator.  

Student Money  

It is the policy of all preschools in WPS that students do not bring money to school. If applicable, all tuition 
payments are made in the office, and a receipt is given upon payment. If a student brings money to school, it 
will be kept with the administrator or teacher until the end of the school day and then returned to the student 
to be kept at home. Families will be informed of this at the end of the day. Tuition payments should not be 
sent to school with students and will not be accepted in this format. 

  

Animals  
We ask that all animals (including family pets) be kept off of school grounds. This includes drop-off and pick-
up times. 
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Daily Routine 

Routines in each of the rooms will vary depending on the age of the students and developmentally 
appropriate practice. All infants will follow an individual infant plan. Toddlers will begin to move to a more 
established class routine and preschool rooms will include the following components in the daily routine:  

• Whole Group Time is a group activity that allows children to practice their listening and speaking skills 
with their whole class.  

• Small Group Time allows the teacher to interact with fewer students on a more personal basis  
• Work Time is a child-directed activity where each child sets goals for themselves and develops 

problem solving strategies  
• Specials Time- This is when students spend time in Spanish class, dramatic play room, library or 

makerspace, allowing children to participate in different structured activities outside of their 
classroom setting. 

• Gross Motor- Licensing rules and regulations require one hour per day of big body movement. 
This takes place in either the gym, or on the playground. 

• Music and Movement Time is a whole group activity that exposes children to musical sounds and 
rhythms and an introduction to instruments and dance  

Because we do not have a firm drop off and pickup time at FM Day and you may drop off and pickup at 
your leisure, we have created a portion of the day that focuses on curricular implementation between 
9am-3pm.  

The following daily schedule is an outline of a typical day for preschoolers. Keep in mind that, if needed, 
the schedules will include children’s individual needs based on their age. This is a sample that includes the 
different types of components to the daily schedule. Teachers will have a classroom schedule posted on 
the parent board in each classroom.  

Daily Schedule  

7:15-8:30 Free Choice Play  

8:30-9:00 Breakfast  

9:00-9:15 Opening Group  

9:15-10:15 Specials 

10:15-10:45 Gross Motor 

10:45-11:00 MWF Math and Literacy - T and Th Dinosaur School 

11:00-11:15 Music and Movement 

11:15-11:45 Small groups 

11:45 Lunch  

12:15-12:30 Book Time  

12:30-2:00 Rest (1.5 Hrs)  

2:00-2:45 Classroom activities and snack  

2:45-3:00 Closing Group Time   

3:15-3:45 Gross Motor  

3:30-5:15 Free Choice Play  
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Curriculum  

Our goal is to help each child reach their full potential; therefore, WPS has chosen a developmentally 
appropriate curriculum. While our overall philosophy is a play-based approach, the adopted curriculum acts 
as the framework for our classrooms and resource for planning. The curriculum helps children obtain the 
necessary educational and social success skills by focusing on assisting children to become independent 
learners in all developmental areas. 
At the ELC we use the following curricula (ages 3 months-5 years):  

 

The Creative Curriculum®  

“The Creative Curriculum® is a comprehensive, research-based curriculum that features inquiry, 
exploration, and discovery as the foundation of all learning. As a content-rich, developmentally appropriate 
curriculum, it delivers academic rigor alongside social-emotional learning and cognitive development. And, 
it brings meaningful interactions and learning to life in your classroom regardless of configuration – 
traditional, remote, or a hybrid version.”  

The Incredible Years® (Young Pre-K and Pre-K)  

“The Incredible Years® is a series of interlocking, evidence-based programs for parents, children, and 
teachers, supported by over 30 years of research. The goal is to prevent and treat young children's behavior 
problems and promote their social, emotional, and academic competence. The programs are used 
worldwide in schools and mental health centers, and have been shown to work across cultures and 
socioeconomic groups.”  

World of Wonders® (Young Pre-K and Pre-K)  

“Early childhood educators play a special role in children’s lives – they guide them onto the path of lifelong 
learning. World of Wonders provides the support and structure children need for early reading, while 
building cross-curricular knowledge, establishing classroom routines, and addressing the needs of all 
learners through differentiated instructional pathways.”  

In addition to the aforementioned curricula, the preschool program implements the Readiness Level of 
the District’s Competency-Based System (CBS). The goal of preschool is to have students be ready to enter a 
CBS elementary school with the self-confidence, goal setting, and pre-academic skills that they need to be 
successful.  For more information on the District CBS system, please visit the district’s website at 
https://www.wps.org/  If you have any additional questions about the curriculum, please feel free to contact 
your child’s classroom teacher or the administrator of the ELC. 

 

 

 

https://www.wps.org/


25 
 

Infants and Toddlers: Learning Experience   

The learning experience for infants and toddlers encompasses every aspect of their day. 
Through responsive caregiving and our primary care model, we create a safe, secure environment and 
foster trusting relationships. Every interaction at the ELC is viewed as a learning opportunity. For 
instance, during diaper changes, we use sign language, sing softly, offer gentle touches, and ensure 
the experience is unhurried. Activities like gently moving their legs in a bicycle motion or encouraging 
them to reach and grasp objects stimulate movement and development. Our teachers plan classroom 
activities that cover cognitive skills, movement and music, perception, sensory exploration, language, 
social interaction, early literacy, and tummy time. The toddler room transitions to a structured 
routine with group activities such as large and small groups. We use the online Tadpoles program to 
keep families informed about daily routines and their child's growth.  

Young Preschool and Preschool: Learning Experience  

Our goal is to support each child in reaching their full potential. While our philosophy emphasizes a 
play-based approach, our adopted curriculum provides a structured framework for classroom 
activities and serves as a planning resource. This curriculum focuses on helping children develop 
essential educational and social skills, promoting independence across all developmental areas. 
Children are encouraged to make developmentally appropriate choices throughout the day within a 
safe and organized classroom environment that follows a predictable routine. Here are examples of 
experiences that enhance your child’s development:  

Below you will find examples of the experiences that support your child’s development  

Personal and Social Development  

• Recognizing and solving problems  

• Understanding routines and expectations  

• Building relationships with children and adults  

Creativity  

• Imitating actions and sounds  

• Relating pictures, photographs, and models to real places and things  

• Drawing and painting  

Music and Movement  

• Following movement directions  

• Describing movement  

• Expressing creativity in movement  

• Feeling and expressing beats 

 

 
Language and Literacy  
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• Talking with others about personally meaningful experiences  

• Describing objects, events, and relationships  

• Having fun with language; rhyming, making up stories, listening to poems and stories • Developing 
and understanding of the aspects of a book: front/back, author, title, table of contents, etc. • 
Becoming familiar with how to tell a story, how to dictate thoughts into print, etc.  

Mathematical Thinking  

• Noticing and describing how things are the same and how they are different  
• Sorting and matching  
• Comparing along a single dimension; longer/shorter, rougher/smoother, etc.  
• Arranging items in order along different dimensions and describing the relationships: longest, 

shortest, etc.  
• Comparing number and amount; more/less, more/fewer, same amount  
• Fitting manipulatives together and taking them apart  
• Rearranging and reshaping objects (folding, twisting, stretching, stacking) and observing the changes • 

Distinguishing and describing shapes 

Positive Behavior Support  
Reinforcement of positive behavior and clearly defined class rules are the two most effective means of 
behavior management used in preschool classrooms. On Occasion, a student needs to be reminded about 
these rules or redirected in his/her play with another child. When that occurs, the following steps will be 
taken:  

• The teacher will speak privately to the child about expectations or infraction.  
• The teacher may need to remind the child two or three additional times about 

appropriate behavior.  
• If reminders do not change the student’s behavior, the student will be removed from the area, 

and a quiet area in the class or the calming room may be utilized.  
• Should a time-away from the classroom be necessary, parents will be notified by phone or 

at the end of the day.  
• If a child’s behavior could potentially cause injury to themselves or others, then a parent 

or guardian may be called to pick up the child for the remainder of the day. Parents will 
receive a report if any behavioral interventions were done at the school.  

Positive behavior support is used to help minimize off-task behavior and help students and staff focus 
on the positive parts of a student’s day.  

In the event of a more severe behavioral issue, it is not the policy of our teachers to use “time-out” as a form 
of discipline, but rather a “thinking spot” if the safety of the child or others is a concern. A few minutes and 
time away from peers will be used to allow a child time to calm themselves down, away from a volatile 
situation. Time-away from peers are brief (5 mins. or less) and are only given with the intent that a child will be 
immediately welcomed back as a part of the classroom. This is a part of our curriculum (Incredible Years) and 
therefore teachers are trained and coached regarding how to appropriately implement this practice. 

Should you have any questions about how your child has been disciplined and/or would like to discuss 
ways to encourage positive behavior, please see your child’s teacher or the administrator. 
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Incident Policy  

Biting and other aggressive behaviors are frequently part of a young child’s developmental process. Some 
children and many toddlers may communicate their needs and frustrations through biting, kicking, scratching, 
and hitting.  Our goal is to help identify what is causing the aggressive behavior and to handle any incident 
with respect and sensitivity for all involved. It is the center’s policy to deal with each behavior incident on a 
case-by-case basis, making sure that all parents and caregivers who are involved are kept up to date with what 
is happening, but at the same time respecting the confidentiality of the children involved.  

This ultimately means that we cannot divulge the identity, or any details of any child involved in a 
behavior incident. Our policy is intended to protect and support all individuals involved in what can be 
a sensitive and challenging situation for all.  

Biting  
Why Does Biting Happen?  
As an early childhood center, we recognize that biting is more common in group situations than at home. 
Still, a biting incident is not a negative reflection of the biter, the staff, or the center. Evidence suggests 
that up to a quarter of all young children will bite others at some stage. We understand that this is a 
difficult situation for parents, whether your child has been bitten or your child has been responsible for 
biting others.  

Our goal is to help identify what is causing these behaviors and resolve these issues. The most common 
reasons for biting are:  

• Teething/ Painful gums- swelling gums can be painful and cause discomfort; this can be 
relieved by biting or chewing on something.  

• To communicate their needs and desires, such as hunger or fatigue.  
• Physical Exploration- babies and young toddlers explore the world around them using their 

senses, and young children do not always know the difference between gnawing on a toy or 
teether and biting someone.  

• Seeking Attention- when children are in situations where they feel they are not receiving 
enough attention, biting is a quick way of becoming the center of attention.  

• Expressions of Frustration- children can be frustrated by several things, such as wanting to 
be independent and doing things for themselves. Unfortunately, they do not have the 
vocabulary to express themselves clearly, which can sometimes lead to biting to deal with 
the frustration.  
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What is our procedure following a behavior incident?  
Our staff strongly disapproves of aggressive behaviors such as hitting, kicking, scratching, pushing and biting. 
The staff’s job is to keep the children safe and help a child learn different, more appropriate behavior. 
Regardless of the likely cause, adults must show strong disapproval through words and manners in all behavior 
situations. As stated, it is our center’s policy to deal with each behavior incident on a case-by-case basis, but 
these are some of the specific strategies and steps that we take to support all students:  

• Respond Proactively- Intervene quickly to separate the children involved while staying calm and firm 
with words and mannerisms.  

• Verbal and physical redirection of behavior- letting the child know that the behavior is unacceptable 
(For example: “Be safe, biting hurts.”) and removing the child who is demonstrating the behavior. 
The caring attention is focused on the child who has been hurt, and first aid is applied if needed.  

• Notify the parents of all children who were involved. We will communicate the incident with both 
families while keeping the names of the other child confidential.  

• Examine the context in which the negative behavior occurred and look for patterns. Establish why 
this behavior occurred and how to prevent it in the future.  

• Reflect and use resources. Refer to our Incredible Years Social-Emotional Curriculum for 
lessons or strategies to reinforce positive classroom behavior.  

• Analyze classroom environment, schedule, routines, and activities to minimize congestion, 
commotion, competition of toys and materials, child frustration, competition for adult attention, etc. 
• Conference with parents of the child who demonstrates the behavior to discuss possible reasons 
and plan together to change the behavior.  

• Document any injury with an incident report. All injuries are recorded and documented for 
tracking purposes and include location, date and time, participants, staff present, and 
circumstances.  

If the behavior is extreme (such as constant hitting or biting) and progress is unable to be made to extinguish 
the behavior, we may begin a behavior referral process and may seek advice and support from the itinerant 
district staff (students 3 years and older). If the negative behavior continues to escalate and we find that we 
are unable to meet the child’s needs, then enrollment may be at risk.  

For more information and further reading, please see these resources:  

• Helping Young Children Channel Their Aggression- https://www.zerotothree.org/resources/12-helping 
young-children-channel-their-agression  
• Understanding and Responding to Children Who Bite- https://www.naeyc.org/our  

work/families/understanding-and-responding-children-who-bite  

• Biting in the Child Care Setting- 
https://cchp.ucsf.edu/sites/g/files/tkssra181/f/bitingen060604_adr.pdf • Aggressive Behavior in 
Toddlers- https://www.zerotothree.org/resources/16-agressive-behavior-in toddlers  
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Accidents and Injuries  

All accidents, no matter how minor, must be reported to the school office. An accident report must be 
completed and filed with the school secretary. A logbook is kept in a designated area where accidents are 
logged. All staff have been trained in basic first aid, and take the utmost care when dealing with accidents. 
Families are always informed of any accident that occurs on school grounds. For minor accidents such as cuts 
or bruises, families may be informed at dismissal time or by a phone call after school.  

Major accidents are handled with extreme care. Our school nurse is always available via cell phone and will 
be called in the event of a major emergency (broken limbs, seizures, etc.) In addition, 911 will be called, as 
well as a child’s immediate caregiver. It is the school’s discretion to determine if 911 must be called and is 
only done to ensure the student’s safety.  

Head Injury Forms  

If a child has an injury to the head, teachers will complete a head injury form for families. This is often for 
minor bumps, but out of an abundance of caution, the head injury form is always sent home. Please keep in 
mind that this policy ensures student safety, and it is common for our young learners to take tumbles as they 
are discovering the world.  

Emergency Preparedness Drills  
Emergency Response: Preschool classrooms follow all emergency procedures of the Westminster Public 
Schools Emergency Plan. This plan is available in the main office upon request.  

Fire  
The building conducts monthly fire drills to help children and staff be prepared for emergency 
situations:  When a fire alarm is sounded, teachers will move the students in their classroom to the nearest 
posted exit and at least 50 feet away from the building.   

• Teachers will take attendance and raise a green sign to indicate that all of their children are accounted 
for.  In the event that a child is missing, a red sign will be raised.  

• The office staff (Administrator/secretary/support staff/custodian) will check the building for any 
children/adults who have been left behind.   

• Classes may return to regular activity, once the drill is completion. 
• Records of all fire drills are kept in the school office.  

Tornado   
Tornado drills are run monthly. This drill consists of a specific alarm being sounded and/or practicing crouching 
for safety.   

• Classes will move to the main hallway inner corridor, and kneel against the wall in a crouched 
position.   

• Staff will check the building for any children or adults who are not in the hallway.  
• Children will not be permitted to go back to their classrooms until signaling all 

clear.    
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Secure (formerly Lockdown)  
Classrooms are notified via our emergency system to follow our emergency procedures including locked 
doors, lights off and out of sight of doors and windows. Westminster police department conduct drills two 
times a year. We team with the Police department to ensure this process is as developmentally 
appropriate as possible for our young students. 

Lockout  
Classrooms are notified via our emergency systems to follow our emergency procedures including returning 
to the interior of the building, locking exterior doors and pulling shades.   
‘Business as usual’ is conducting inside the building. Administration conducts drills to ensure student and 
staff response to emergency situations twice a year.  

Plan For Reuniting Families After an Emergency or Disaster  
In the event of a building evacuation students will be relocated to one of the following school district locations.  

  

FM Day Emergency Evacuation Site  
Adams County Fire Station 11 will act as the immediate evacuation site for FM Day. The fire station is 
located at 1675 W. 69th Ave. across the field behind the ELC @ FM Day center.  

Any person picking up a student will be required to show ID and must be on the approved pick-up list. An 
approved individualized written plan for children with disabilities and those with access and functional needs 
is required to be on file at the site and with the student’s primary caregivers before a student can begin. All 
ADA standards will be followed. 

Children’s Rights  

The Colorado Department of Human Services licenses all district preschools. This license indicates that 
the preschool has met the regulations for the operation of a childcare facility. If you should have any 
questions regarding the procedures of the center, you may call any of the following phone numbers:  

Westminster Public Schools Educational Services Center- (303) 428-3511  

Adams County Department of Human Services- (303) 412-8121  

Colorado Department of Human Services- (303) 866-5958  

All Westminster Public Schools’ early childhood classrooms make the utmost effort to provide a safe and 
healthy environment for all children. On a rare occasion, an incident of physical or sexual abuse may occur 
in your child’s life. If you believe that your child has been abused, you should seek immediate assistance 
from your county’s department of social services. The telephone number to report child abuse in Adams 
County is (303) 412-5212.  
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Special Education Services  

It is a legal mandate of the State of Colorado that their school district services all preschool-aged 
children who have been identified with special needs. If families are interested in having their 
children receive a developmental screening, they may call Child Find at 720-542-4540.  

Special Education Services are available in the following areas:  

• Speech therapy  

• Occupational therapy  

• Physical therapy  

• Social work/Mental Health  

• Early Childhood Special Education  

• Hearing / Vision therapy  

 

These therapies are only available to children who have qualified for an Individualized Education Plan (IEP) 
through or adopted by Westminster Public Schools. If you would like to request an evaluation for your child, 
please contact our Child Find team at 720-542-4540 or speak with a specialist at the Early Learning Center at 
Gregory Hill located at 8030 Irving St., Westminster, CO, 80031.  

If a child is receiving Early Intervention Services (birth - 3 years) though an Individualized Family Service Plan 
(IFSP) or with a private provider, they are not permitted to receive services at school. Service time must be 
delivered at home or elsewhere in the community. At this early stage of development, research suggests that 
services are most effective when delivered in the natural environment and with collaboration from parents or 
caregivers. As a child ages and transitions to an Individualized Education Plan (IEP) service delivery will shift 
into the school setting.  

 

 

Mandatory Reporters  

The staff is committed to advocating for children’s welfare and is obligated by federal law to report any 
specific concerns of abuse to any child. Should any of these concerns exist, a report to the Department of 
Social Services must be made. This is to ensure that the appropriate county agency is notified and can 
investigate the allegations.  The statewide number is: 1-844-CO-4-KIDS (1-844-264-5437).  

Procedure for Filing a Complaint about Childcare  

Please Contact:  

The Colorado Department of Human Services Division of Child Care  

1575 Sherman Street  

Denver, CO 80203-1714  

(303) 866-5958 or 1-800-799-5876  
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WPS Board Adopted Policies and Procedures  

The Early Learning Center operates under the supervision of Westminster Public Schools and adheres to all 
board adopted policies. All Westminster Public School Board adopted policies can be found online at 
https://www.wps.org/    This handbook is not a complete list of all policies and procedures. 

 
Closing Statement 

Thank you for your interest in the Early Child Programs in Westminster Public Schools. We hope that this 
handbook was able to answer many of your questions. If you have questions or need any more 
information, please feel free to stop by the Early Childhood Education’s main office or call (303) 428-1330. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.wps.org/
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Permissions Sign off – These will be sent to you via DocuSign 
from Annette Sifuentes  

Daily Walk / Buggy Ride  

 

I give permission for my child __________________________________________ to go on walks outdoor walks 
in the buggy.   

Print Childs Name _______________________________  

Parent Signature __________________________________  

Parent Print ____________________________________  

Date _____________________________  

If students are out on a walk when you arrive, please bring your student inside and drop off to another 
ELC staff member. Thank you! 

 

 

 

 



34 
 

2025-2026 Calendar Sign Off  
 

I received a copy of the Early Learning Center at FM Day calendar for the 2025-2026 school year. I 
understand and agree to the scheduled days off, including early release days.  

Child Name: __________________________________  

Parent Signature: ________________________________________  

Date: _________________  

 

2025-2026 Handbook Sign Off  

   

I received and reviewed the Westminster Public Schools Early Learning Center 2025-2026 Family 
Handbook. I understand and agree to all policies and procedures put forth in the handbook.  

Child Name: __________________________________  

Parent Signature: ________________________________________  

Date: _________________ 
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TOPICAL PREPARATIONS (PREVENTIVE) PERMISSION FORM   
This form covers a variety of preventive topical preparations that may be applied to the skin with 
parent/guardian permission. I understand that is our responsibility to check the ingredients of the products 
to ensure my child is  not allergic to any of the ingredients.  

SUNSCREEN   
I give my permission for the staff at Westminster Public Schools Early Learning Center to assist with applying 
or apply sunscreen to my child's exposed skin including the face, tops of ears and bare shoulders, arms, legs 
and feet 30 minutes before outdoor activities. It is my responsibility to provide sunscreen with a minimum SPF 
of 15 if I do not want my child using the one provided (listed below). I understand I must provide the sunscreen 
in its original container labeled with my child’s name and within the noted expiration date. Sunscreen will not 
be applied to any broken skin or if a skin reaction has been observed. Any skin reaction observed by staff will 
be reported promptly to the parent/guardian. Please check one below:  

  The school may apply Rocky Mountain Sunscreen SPF 30 to my child.   

       My child may NOT use any sunscreen other than the one that he/she brings.  

MOISTURIZING LOTION/CREAM/BALM   
I give my permission for the staff at Westminster Public Schools Early Learning Center to assist with applying 
or apply skin lotion/cream to my child. I understand I must provide the lotion/cream/balm in the original 
over the counter container labeled with my child’s name. It is my responsibility to check the ingredients of 
this product to ensure my child is not allergic to it. Skin lotion/cream/balm will not be applied to any broken 
skin or if a skin reaction has been observed. Any skin reaction observed by staff will be reported promptly to 
the parent/guardian.  

Name of product: Cetaphil Daily Lotion  

My child may NOT use any other skin lotion/cream/balm than what is provided from home.  

The school may apply Cetaphil Daily Lotion to my child.  

DIAPER OINTMENT/CREAM   
I give my permission for the staff at Westminster Public Schools Early Learning Center to apply over the 
counter diaper rash ointment/cream to my child. I understand that I may only provide diaper ointment or 
cream, free of antibiotic, antifungal or anti-inflammatory components without a written prescription from 
my doctor. I understand I must provide the ointment/cream in the original over the counter container 
labeled with my child’s name. Ointment/cream will not be applied to any broken skin or if a skin reaction has 
been observed. Any skin reaction observed by staff will be reported promptly to the parent/guardian.  

 My child may NOT use any Diaper Ointment than the one he or she brings.  

The school may apply A&D Ointment or Aquaphor to my child.  

Child Name ____________________________________   

Parent/Guardian Signature: _____________________________ Date: _________ 
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Student Pick-Up Authorization 

___________________________________________________________________________________________ 

Child’s Name      Teacher’s Name    Room # 

Please List all people who may pick up your child from school. Please include yourselves. 

Name  Relationship  Phone Number 
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37  
Your child will only be released to persons on this list. Any person listed must be over the age of 18 and 
have matching ID. If in an emergency, someone not on the list must pick up the child, the parent must call the 
office and  ax written signed permission with the name of the person picking up your child. A child cannot be 
released to anyone not on this list without written authorization.   

 

Be sure to list every person that could pick up your child.   

________________________________ Parent Signature  

________________________________ Please print name  

________________________________ Date  

 

Please tear off and retain for your tax records if you pay tuition 

For tax purposes: 

Federal I.D. Number is #84-6000839 
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Emergency Card 

Student Name__________________________________________ Room __________________________ 

Parent Information:  

Parent Name 
 

Work Address 
 

Work Phone 
 

Home Phone 
 

 

Parent Name 
 

Work Address 
 

Work Phone 
 

Home Phone 
 

 

Hospital:  

Hospital of choice 
 

Hospital address 
 

Phone 
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Physician Name 

Physician Name 
 

Physician Address 
 

Phone 
 

 
Dentist  

Dentist Name 
 

Dentist Address 
 

Phone 
 

 
Allergies (also needed is proper documentation for Infinite Campus. Health forms are available on our 
main Westminster Public Schools website under the families and students tab):  
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 
 
I hereby give my permission to Westminster Public Schools to seek medical attention for my child in 
case of emergency.  

 

 

Parent Signature and Date: 
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Snack Program Options   

The center provides a morning snack and parents provide the afternoon snack twice a month. There is a 
sign-up sheet in each classroom either via Tadpoles or on the parent board in the classroom. This applies 

only to toddler, young preschool, and preschool classrooms.   

Please ask your child’s teacher.   

◻ I will provide a healthy snack twice a month for my child’s classroom.   

◻ I choose to be charged a $10 fee per snack in lieu of providing a snack to my child’s classroom. 
This fee will be charged twice a month if no snack is provided.   

Each month the classroom teacher will provide a list of families that did not contribute to the 
snack program. You will be charged a $10 fee per snack in addition to your monthly tuition.   

   

I understand I will be charged a $10 fee if I do not provide a snack to my child’s 

classroom.     

Parent Signature: ____________________________________________________ 
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Summer Care Interest   

   
1. Will you need summer care for your child during the months of June and July? Tuition rates remain 

the same.   

◻ No, I do not need summer care. 50% tuition will be due June and July.   

◻ Yes, I will need care provided June and July.  

◻ I will only need care for the month of June.  

◻ I will only need care for the month of July.  

 

A survey will be sent out in January 2026 for summer care. This information will help us to better prepare and 
plan.  Thank you ☺ 


